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	1.
CORPORATE GOVERNANCE

	Procedures should be in place to ensure that management and control structures established within the school, including the levels of responsibility and associated delegation of duties, are satisfactory.

	1.1
	Does the BoG produce an annual report and is approval of the report recorded in the BoG minutes?

Is the annual report made available to parents and staff
	Yes
No

Yes
No



	1.2
	Does the annual report include the following as required by the scheme of management?

· An LMS outturn statement 

· The names of each member of the Board of Governors and their category of membership

· The date of termination of the Board of Governors.
· The names of the chair and vice-chair of the Board of governors and its secretary

· Details of private school funds 

· Details of the school’s involvement in Schools Community Relations Programme (SCRP).
	Yes
No
Yes
No

Yes
No

Yes
No

Yes
No

Yes
No

	1.3
	Is a register of interests of governors maintained and updated annually?

If an interest is declared is this recorded in the minutes of a meeting?
	Yes
No

Yes
No



	1.4
	Has a register of interests been established by the Principal for relevant staff?
	Yes
No

	1.5
	Does the school have a Development Plan?

Has it been approved by the Board of Governors?

Was the Board of Governors involved in drafting the Development Plan?
	Yes
No

Yes
No

Yes
No

	1.6
	Are minutes sent to the Board/CCMS Diocesan Office in accordance with the Scheme of Management ie in the case of controlled schools within 14 days of the meeting and in the case of maintained schools within 1 month of the meeting?
	Yes
No




	2.
FINANCIAL MANAGEMENT

	Controls should be put in place to ensure that: expenditure plans reflect the school’s aims and objectives, actual expenditure against budgeted expenditure is regularly reviewed and expenditure records are updated in a timely manner.

	2.1
	Have the Board of Governors formally delegated the day to day financial management of the school to the Principal?

Was this recorded in the minutes of the meeting?
	Yes
No

Yes
No



	2.2
	Does the School Development Plan make reference to financial information/budget?
	Yes
No

	2.3
	Has the Board of Governors formally delegated responsibility for preparation of 3 year budget plan to the Principal?  

Have the BoG approved on an annual basis the school 3 year budget plan prior to submission to the Board?
	Yes
No

Yes
No



	2.4
	Are the financial reports downloaded from the website every month and used in the C2K payment reconciliation process?
	Yes
No

	2.5
	Are all relevant LMS and C2K reports printed and filed appropriately at the school?
	Yes
No

	2.6
	Is the Finance Committee presented with timely and accurate financial information at least termly?

If no Finance Committee, Board of Governors?
	Yes
No

Yes
No



	2.7
	Is ring-fenced or earmarked funding received by the school used exclusively for the purposes intended?
	Yes
No

	2.8
	Does the school have a deficit or surplus carryover greater then 5% of budget or £75k whichever is lesser?

If Yes, does the school have a budget plan to reduce this to below 5% or £75k by 2007/08?

If not when do you plan to come into target
	Yes
No

Yes
No


	3.
ASSET MANAGEMENT

	Schools often have attractive or portable items of equipment.  Arrangements should be in place to identify attractive and portable items of equipment as school property and to ensure that the location of all equipment is recorded.

	3.1
	Are inventory records of all relevant equipment maintained?

If so, are they held: 

· on computer?

· in book form?
	Yes
No

Yes
No

Yes
No

	3.2
	Are the following details recorded:

· Description

· Serial Number

· Source funding (i.e. delegated budget, school funds)

· Normal location

In addition where items cost more than £3,000:

· Purchase Date

· Purchase Cost
	Yes
No

Yes
No
Yes
No

Yes
No

Yes
No

Yes
No

	3.3
	Are inventory records updated upon receipt of new or disposal of obsolete equipment?
	Yes
No

	3.4
	Are inventory records checked annually?
	Yes
No

	3.5
	Are all valuable items (incl. attractive or portable items) identified with a security mark as belonging to the board/school?
	Yes
No

	3.6
	Is there a system for recording equipment borrowed by pupils and staff?
	Yes
No

	3.7
	Has the school software licences for all software used in the school? (with the exception of standard software supplied with C2K and any other official system).
	Yes
No


	4.
PROCUREMENT

	Proper procedures for the placing of orders and payment for goods and services should be in place to ensure that adequate division of duties exist and to ensure that the requirements of the Board’s LMS scheme have been fully complied with.

	4.1
	Is there segregation of duties so that no one person is responsible for ordering, receipt of goods and payment of invoices?
	Yes
No

	4.2
	Are all purchase orders marked with the LMS stamp and signed to confirm the order is properly authorised?
	Yes
No

	4.3
	Are goods received checked against delivery notes and signed?
	Yes
No

	4.4
	Are delivery notes checked against the original purchase order? 
	Yes
No

	4.5
	Are delivery notes retained at the school?

If so, for how long?
	Yes
No




	4.6
	Have written procedures for the ordering and invoicing system been issued to staff?
	Yes
No



	4.7
	Are cancelled/spoiled orders retained at the school?
	Yes
No

	4.8
	Are orders, which are outstanding and over six months old, reviewed and removed from the C2K system where necessary?
	Yes
No



	4.9
	Are confirmation orders issued to suppliers after goods have been ordered by telephone, e-mail etc?
	Yes
No

	4.10
	Are all purchases made from the board’s list of approved suppliers?
	Yes
No

	4.11
	Is the Boards maintenance section contacted prior to placing any order to obtain advice and a call number? 
	Yes
No

	4.12
	For maintenance orders placed by the School, do you ensure that the contractor has £10m Public Liability cover and is registered with the Construction Industry Scheme (CIS) for taxation purposes?
	Yes
No

	4.13
	Where the estimated cost of works is over £2,000 are the board’s standing orders complied with in respect of quotations and tenders?
	Yes
No

	4.14
	Are all invoices date stamped upon receipt and promptly forwarded to the board for payment?
	Yes
No

	5.
C2K SYSTEM AND INFORMATION SECURITY

	Most schools use C2K for the processing and recording of financial and other information, therefore it is important that access is limited and adequate safeguards are in place.

	5.1
	Has the principal or MIS Coordinator defined and authorised the access rights for staff for all modules?

Do the access rights enforce adequate separation of duties?
	Yes
No

Yes
No



	5.2
	Are the access rights reviewed and updated as appropriate or at least annually?
	Yes
No

	5.3
	Has each user a different ID and password?
	Yes
No

	5.4
	Are procedures in place to ensure that the passwords are kept confidential?
	Yes
No

	5.5
	Are procedures in place to ensure that passwords are changed regularly?
	Yes
No

	5.6
	Is a backup of the C2K system taken on a daily basis?
	Yes
No

	5.7
	Is the back up of tapes rotated in accordance with C2K guidelines?
	Yes
No

	5.8
	Is the file server located in a separate location from the back-up tapes? 
	Yes
No

	5.9
	Is at least one of these backup tapes stored in a secure remote location?
	Yes
No

	5.10
	Does the school have an up to date Data Protection Notification? (Annual Renewal Is Required)

What is your Registration Number?
	Yes
No




	5.11
	Are you aware of your responsibilities under the Freedom of Information Act?  Advice from the Board’s website www.selb.org.uk and the Freedom of Information Officer is available if required.
	Yes
No

	5.12
	Are personal or sensitive records held securely when not in use?
	Yes
No


	6.
HUMAN RESOURCES MANAGEMENT

	Staff costs constitute the largest item of expenditure to be met from a school’s budget.  The system should ensure that all salaries and wages payments are made only to bona fide employees and that records of attendance are being maintained.

	6.1
	Has the Board of Governors received training in the appointment, termination and disciplining of staff?
	Yes
No

	6.2
	Are the following signed by the Principal?

· For teaching staff – monthly returns

· For non teaching staff - timesheets

· If this function is delegated is it delegated to another authorised signatory?

· Grade/Position of authorised signatory, if applicable
	Yes
No

Yes
No

Yes
No






	6.3
	Do members of staff sign their own timesheets during holiday periods?
	Yes
No

	6.4
	Has the Board of Governors adopted the Managing Attendance at Work policy?

· Are return to work interviews always held

· Are return to work forms completed for all members of staff on their return from sickness?

· Does the school maintain contact with members of staff during illnesses

· Are referrals made to Occupational Health when appropriate?
	Yes
No

Yes
No

Yes
No

Yes
No
Yes
No



	7.
INCOME

	Cash is a vulnerable asset and it is important to ensure that monies are adequately protected and accounted for.  The system should include written procedures to cover cash handling and adequate supervision to ensure that staff are aware of and are following these as specified.

	7.1
	Where individual members of staff receive monies
· Are official receipts issued?

· Is a record kept of all monies received?
	Yes
No

Yes
No

	7.2
	Are separate staff members responsible for the collection and banking of monies?
	Yes
No

	7.3
	Are the records of sums collected reconciled with lodgements?
	Yes
No

	7.4
	Are regular lodgements made to the bank or post office?
	Yes
No


	7.5
	Is a cash book maintained for all income and expenditure?
	Yes
No

	7.6
	Is cash retained in the school at any time, held in a safe/cabinet?
	Yes
No

	7.7
	Are the keys removed from the premises at night?
	Yes
No

	7.8
	Are receipt books and other financial records securely retained?
	Yes
No

	7.9
	Have cash handling procedures been issued to and acknowledged by all relevant members of staff?

Advice on procedures is available from Finance/Internal Audit.
	Yes
No


	8.
PETTY CASH

	The objective is to ensure that the vouchers and cash in hand equal the value of the floats supplied by the Board.  The system should affirm that the floats are being used for the purpose for which they were intended.

	8.1
	Does the school have a petty cash float?
	Yes
No

	8.2
	Is the petty cash float operated from

· the LMS budget

· private school funds

Please detail the amount of the float.
	Yes
No
Yes
No



	8.3
	Is the float operated in accordance with board procedures?
	Yes
No

	8.4
	Are payments limited to minor items not obtainable by official order?
	Yes
No

	8.5
	Does the float reconcile at all times?
	Yes
No

	8.6
	Are petty cash claim forms authorised by 

· the principal?

· Other independent member of staff?
	Yes
No
Yes
No


	9.
SCHOOL FUNDS

	The objective is to ensure that school fund accounts are prepared, independently reviewed and submitted for the approval of the Board of Governors on a regular basis and that adequate cash handling and book-keeping procedures are applied to school fund transactions.

	9.1
	Are records maintained for all monies collected?
	Yes
No

	9.2
	Are all monies held centrally?
If “no” are all monies held by teachers?
	Yes
No

Yes
No

	9.3
	Are the school fund accounts administered and all monies dealt with in accordance with issued cash handling procedures and guidance?
	Yes
No

	9.4
	Is all income received paid into a bank account?

Are all payments made by cheque?
	Yes
No

Yes
No

	9.5
	Are bank and cash balances reconciled monthly to cash and bank statements?
	Yes
No

	9.6
	Are receipts/invoices retained for all items of expenditure?
	Yes
No

	9.7
	Is all money received recorded and/or receipts issued? 
	Yes
No

	9.8
	Do all bank accounts carry the name of the school and the purpose of the account in the title?

How many school fund bank accounts are there?
	Yes
No




	9.9
	Is more than one signature required on each cheque?
	Yes
No

	9.10
	Is there segregation of duties in the operation of school funds?
	Yes
No

	9.11
	Each year are accounts for each fund:

· prepared?

· independently audited?

· presented to the Board of Governors for their approval?
	Yes
No

Yes
No

Yes
No

	9.12
	Are these accounts included in the annual report in accordance with the Scheme of Management?
	Yes
No


	10.
USE OF PREMISES

	The objective is to ensure that usage of school premises by outside organisations is suitable, authorised, recorded and charged for.

	10.1
	Are the school premises used by outside organisations?

If Yes please answer the following:
	Yes
No

	10.2
	Are applications for use of facilities made on an official UF1 form?
	Yes
No

	10.3
	When application is made to the school by outside parties are all applications authorised by the principal or Board of Governors?

Other – please specify grade/position of responsible officer?


	Yes
No




	10.4
	Are rates charges reviewed annually and approved by the Board of Governors?
	Yes
No

	10.5
	Does the user provide evidence of insurance cover for each period of use?
	Yes
No

	10.6
	Are all bookings invoiced by

· the school?

· the board?
	Yes
No

Yes
No

	10.7
	Is all money received lodged to the Board?
	Yes
No

	10.8
	Is there a system to reconcile income against invoices?
	Yes
No

	10.9
	Are the terms of payment clearly stated on the invoice?
	Yes
No


	11.
EC MILK SUBSIDY

	

	11.1
	Is the EC milk subsidy scheme operated within the school?

If no proceed to section 12
	Yes
No

	11.2
	Is income collected in accordance with board procedures?
	Yes
No

	11.3
	Is income from the sale of milk lodged directly to the board’s account in accordance with procedures?
	Yes
No

	11.4
	Does income lodged agree with the records of deliveries made to the school?
	Yes
No


	12.
TRANSPORT

	The objective is to ensure that the basic operating requirements have been complied with.

	12.1
	Does the school have one or more minibuses?
	Yes
No

	12.2
	Are records of minibus usage maintained?

Are these records regularly monitored by a senior member of staff?
	Yes
No

Yes
No

	12.3
	Are minibus operating costs paid from

· LMS budget?

· Private school funds?

· Other source, please specify
	Yes
No
Yes
No



	12.4
	Does the school use private hire transport?
	Yes
No

	12.5
	Are you aware that board’s Standing Orders are applicable in circumstances where a private operator is employed over a period of time and the value of usage exceeds £1,500?
	

	12.6
	Does the school return unused bus passes before the end of October?
	Yes
No


	13.
CHILD PROTECTION

	To ensure that schools have taken appropriate measures to safeguard and promote the welfare of children and protect them from abuse and neglect

	13.1
	Does the school have a child protection policy?
	Yes
No

	13.2
	Have all staff and parents been made aware of the policy?
	Yes
No

	13.3
	Has the designated and deputy designated teacher had appropriate training to enable them to carry out their duties?

Please provide the names of the designated teachers

· 
· 
Has the Principal also received this training?
	Yes
No

Yes
No

	13.4
	Have all teaching and non-teaching staff received appropriate training in child protection procedures?
	Yes
No

	13.5
	Have Board of Governors received appropriate training in child protection procedures?
	Yes
No

	13.6
	Does the Principal contact Human Resources to have temporary, casual and volunteer staff criminal record checks carried out?
	Yes
No


	14.
HEALTH AND SAFETY

	To assess whether schools have adequate safeguards in place to mitigate against the risk of injury or death of pupils and/or staff.

	14.1
	Has the school adopted the board’s or CCMS Safety Policy?
	Yes
No

	14.2
	Is this policy implemented throughout your school?
	Yes
No

	14.3
	Are you familiar with the contents of the school Health and Safety Manual?
	Yes
No

	14.4
	Does your school have Emergency Response Guidelines from which an emergency plan has been formulated?
	Yes
No

	14.5
	Has your school a Fire/Emergency Evacuation Procedure?
	Yes
No

	14.6
	Are evacuation drills carried out on a regular basis?
	Yes
No

	14.7
	Does your school hold records detailing pupil medical, dietary and allergy conditions?
	Yes
No

	14.8
	Does your Nominated first-aiders’ have a valid (within the past 3 years) First Aid at Work Certificate?
	Yes
No

	14.9
	Do you check that all statutory, or board, generated inspections e.g. fire extinguishers, lifts, fume cupboards, portable electrical appliances etc. are completed on schedule and any shortcomings addressed?
	Yes
No

	14.10
	Has your school completed the security risk assessment found in Appendix1 of Security and Personal Safety in Schools?
	Yes
No

	14.11
	Are all Educational Visits organised in compliance with current board policy as defined in the document “Educational Visits – Policy, Practice and Procedures 2004”
	Yes
No

	14.12
	Do you complete forms EV0, EV1 and EV2 for each Educational Visit?
	Yes
No


	15.
EXTERNAL FUNDING

	To establish whether schools have applied for alternative sources of funding and ensure that adequate systems of control are in place to mitigate against the risk of loss either through fraud or waste.

	15.1
	Has the school applied for or received funds from sources other than the ELB eg YESIP etc?
	Yes
No

	15.2

i)

ii)

iii)


	Please provide details of the funded project:-

Funding Body:












Project Objectives: 











Project Start Date:



End Date:




A. 

	15.3


	Was application formally approved by BOG?

B. If so when?
	Yes
No

	15.4
	If so, how much funding was received?
	£  


	15.5
	Has a new bank account been opened for the duration of the project and funds lodged to it?
	Yes
No

	15.6
	Who are the cheque signatories?





















	15.7
	Have you received any written financial guidance from the funding body?
	Yes
No

	15.8
	If not, have you been applying the LMS financial procedures? 
	Yes
No

	15.9
	Does your funding body require an Annual Audit Certificate?
	Yes
No

	15.10
	In submitting your application, did you build in costs for audit fees?
	Yes
No

	15.11
	Are relevant records retained for 10 years as required by EU/Lottery Funding?
	Yes
No


DECLARATION
I declare that the responses given in this best practice assessment are correct to the best of my knowledge.  
Principal: 


Print Name:
……………………………………


Signature:
……………………………………


Date:
……………………………………

Chairperson of the

Board of Governors:


Print Name:
……………………………………


Signature:
……………………………………


Date:
……………………………………
Please retain a copy of this document for your own information and return the signed original to:

Mr Kenny Orr

Head of Internal Audit

3 Charlemont Place

The Mall

Armagh

BT61 9AX
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