Audit Checklist

	Audit Check
	FMSiS self evaluation section reference
	Likely priority level
	Supporting documentation

	Section 1 Leadership and Governance
	
	
	

	Has the school completed the FMSiS self evaluation?


	
	2
	Financial Management Standard GuidanceG4
 and Fmsis self evaluation

	Is there evidence that all meetings of the governing body and its committee’s have been minuted and duly signed?


	1.2A
1.5F

	1/2

Volume of issues makes it 1
	School Governance (procedures England) Regulations 2003. 13(1)

	Has the school got a terms of reference for each of its committee’s?


	1.1A
	2
	School Governance (procedures England) Regulations 2003. 20(1)

	Have the school got pecuniary interests forms for all governors and all appropriate staff? This also needs to be an opening item on all governing body meetings?
	1.5A,B,C,D
	2
	Scheme for Financing Schools 2.9
FMSiS document R32 (1.2)
 Keeping your Balance A6

	Have the governors reviewed and signed the school’s finance policy annually? If containing Scheme of Delegation. Make it a separate doc?
	1.1C

	2
	School Governance (procedures England) Regulations 2003.16(3)

	Have the governors signed off the relevant financial documents including the latest budget and quarterly outturn statement? Have any issues identified been resolved?


	1.3C,D
	      1/2
Schools in deficit would be 1, plus regularity of non compliance
	Scheme for Financing Schools (2)

	Have the governors signed off the year end documents and in particular, the Statement of Internal Controls?

SIC should be reviewed, approved by the governing body and evidenced in the relevant meeting minutes not only those of the Finance Committee
	1.4B
	2
	Financial Management Standard S1.4

	Has the head reviewed and signed a monthly budget monitoring report?
	1.3C
	2
	Financial Management Standard S5.1

	Has the head reviewed and signed off the monthly salary report?
	1.3C
	2
	

	If the school is in deficit has a plan been put in place to take the school out of deficit and formally agreed with the LA? The expectation is that it will be repaid within 3 years 


	1.3B
3.1D,E
	1
	Scheme for Financing Schools 4.9

	Does the school have a whistle-blowing policy and are all staff aware of its existence?
	1.5E
	2
	Public Interest Disclosure Act 1998 

Nolan Committee recommendations 

	Section 2 People Management
	
	
	

	The process for determining Performance Management targets for staff ensures targets include financial management issues, where appropriate.


	2.2G
	2
	Financial Management Standard S2.1

	Has a self evaluation of the financial management competencies of staff (form R11) been completed for all relevant staff?


	2.2C
	2
	Financial Management Standard S2.1

	Has a self evaluation of the financial management competencies of staff (form R20) been completed for all relevant governors?


	2.1A
	2
	Financial Management Standard S2.2

	Section 3 Policy and Strategy
	
	
	

	Has the school conducted a Benchmarking exercise and have the results been communicated to the governing body? These should then be duly signed off. This can be done by the Finance Committee.
	3.2A,C
	2
	Financial Management Standard S3.6


	Have all virements been approved by the governors and has an appropriate form been signed off? (Audit trail report minimum).


	3.1F
	2
	Scheme for Financing Schools 2.5

	Section 4 Partnerships and Resources
	
	
	

	Does the school have a Best Value statement and if so has it been signed and sent to the LA? (Annually by May 1st)


	4.2C,E
	2
	Scheme for Financing Schools 2.4 and Annex D
Financial Management Standard S3.5

	Is the school following its finance policy when procuring large items of expenditure? This may include putting some large items out to tender. The Scheme of Delegation should be in line with the LA’s.
	4.2A,B
	1 or 2
Volume and size of issues can make it 1
	Financial Regulations for Schools and Code of Practice for Tender and Contracts 

	Section 5 Processes
	
	
	

	Have the school completed and the head signed the latest bank reconciliation? Head can delegate this, but it must be written and agreed within the schools Financial  Regulations

	5.6C
	3
	Keeping your balance G2
Financial Management Standard S5.2

	If the school is in deficit, has it reviewed its cash flow?
	5.6H
	2
	Keeping your balance G6

	
	
	
	

	Income
	
	
	

	Does the school have a lettings policy and has it been approved by the governing body? 

It should include a standard form of contract incl T&C’s to cover against serious injury etc
	
	2 
	Keeping your balance Section F

	SDP and Ofsted Inspections
	
	
	

	Has the School Improvement Plan been approved by the governing body?
	
	2 
	Guide to the Law for School Governors Ch3 .19

	Payroll
	
	
	

	Has the school’s pay policy been reviewed and approved by the governing body annually?
	
	Usually 2, 1 if on previous report 

	Guidance to the Law for School Governors’ Ch10 .69 paragraph 50 

	Has the school got signed contracts for all staff held securely on site? Dave said this was not essential, as long as they were available from schools HR provider
	
	2
	Employment Rights Act 1996

	Has the school conducted CRB’s checks on all new staff .

Governors & Volunteers are going to come under closer scrutiny.
Schools should also have a central CRB record (Summary)
Is it operating a policy of renewing CRB’s within appropriate timescales?(3 Years)
	
	1

2
	School Staffing (England) Regulations 2003, as amended, paragraph 11 (3)

Safeguarding Children and Safer Recruitment in Education 4.49

	Procurement
	
	
	

	Is the school operating an appropriate segregation of duties policy for approving expenditure in line with scheme of delegation
	
	2
	Keeping Your Balance E3


	Has the school paid for any gifts such as flowers, wine etc or paid out for any meals for staff? This is seen as ‘Gratuitous’ and therefore not permitted
	
	2
	The School Standards and Framework Act 1998, S50

	Where appropriate, have orders been raised in advance of purchases?

Permitted exceptions – Emergency works (with retrospective annotated order) & Utility bills

	
	1 or 2
If school can evidence an authorisation (paper), then likely to be 2, depending on volume.
	Keeping Your Balance D12


	Does the school ensure that all goods received are checked for quality and quantity prior to payment being made? The check should be evidenced on either the delivery note or in the absence of the delivery note and where services have been received, the invoice.

A reminder about annotating invoices to include signing off for services rendered (for non tangible things) 


	5.6F
	1 or 2
Size and volume (15 out of 15)


	Scheme for Financing Schools 2.10

	Petty cash
	
	
	

	Have all petty cash items been below the school petty cash individual limit? Schools can insert special exceptions into their policy, where they can spent £250 on stamps for example.
	
	2 
	Keeping Your Balance Section J


	Assets
	
	
	

	Does the school have an up to date asset register and if not, what is being done to resolve this issue?

Are higher value items around the school security marked?
	
	1 or 2
Always 1 if nothing in place, 2 if issues with it

2
	Scheme for Financing Schools 2.1.4


	School Journeys
	
	
	

	Have the governors seen and approved a school journey statement?

This should also include confirmation that all the risk assessment have been done and all other arrangements are in place.

 If the journey has taken place, has an end of journey statement been presented to governors for approval? 

	
	1 or 2

	Health and Safety of Pupils on Educational Visits (HASPEV, DfES 1988)’ supplemented by the ‘Standards for LEA’s in Overseeing Educational Visits’
The Education Act 1996 Section 456 (3), in relation to charges for school trips not exceeding costs

	School Fund – Accounting
	
	
	

	Have the school fund accounts been audited in the last year and have they been presented to the governing body for their approval? 

It is important that appropriate wording is used such as ‘ I have examined the accounts and the Income & Expenditure contained within is wholly appropriate’ 
S/F is for the pupils and as such should be treated the same way as the main budget. 
	
	2
	Keeping Your Balance Section L


	Data Protection
	
	
	

	The user ‘sysman’ should not be enabled on the school finance system. The user is unidentifiable when using this login
	
	2
	


