Financial Control Audit Checklist        




Introduction

This checklist is intended to help schools to review their level of internal control with a view to assessing the likelihood/impact of any risk arising from controls not being in place. 
The checklist may be considered on an annual basis to assist Governors to complete the Schools Financial Value Standard (SFVS). 

The expected internal controls have been identified for each of the nominated risk areas, e.g. Governance. The school should indicate whether the internal controls are in place (“yes” or “no”) and based on the overall responses for that risk area, assess if the likelihood and impact of any residual risk is considered to be “high”, “medium” or “low” risk.  

Where action is required to mitigate against any identified risk, this should be noted under the risk area as “Y” (or “N” if no action required) and an action plan produced that identifies the action to be taken, the responsible officer and the timescale for implementation. 

If the financial control checklist is completed on an annual basis, part of the following year's review should be to confirm the implementation of the previous year's action plan. 

It is also considered good practice that the system relating to each control is documented.  This can then be used as a procedural note for new staff and also made available to help resolve any queries from the Head Teacher or Chair of Governors. 
1. Governance
Risks: There is a lack of accountability for financial decision making, checks and balances are not carried out and there is inadequate control over accounting records.
	
	
	Control in place

Yes/No

	1
	The roles and responsibilities of the Governing Body, its committees and staff for financial decision making and administration have been set out in writing.


	

	2
	All staff with financial responsibilities have access to and an understanding of LMS Procedure Rules

	

	3
	There is a financial scheme of delegation approved and reviewed annually by the governing body.


	

	4
	There are minutes of all meetings of the Governing Body and its committees that include decisions taken and by whom action is to be taken.


	

	5
	There is a register of business interests for Governors and staff who influence financial decisions.


	

	6
	Financial control is maintained in the absence of key personnel.


	

	7
	Proper accounting records are maintained and retained in accordance with the document retention schedule.


	

	8
	All accounting records are retained securely and access is controlled.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


2. Income

Risk: There are inadequate controls over income (collection, receipts, cash holding, banking, etc)

	1
	There is a charging policy for goods and services that sets out charges, discounts and concessions


	

	2
	The charging policy is reviewed annually.


	

	3
	There are procedures in place for identifying income due.


	

	4
	Invoices are issued within 30 days.


	

	5
	The school requests all cheques are made payable to NYCC BAFS Account


	

	6
	All income received is recorded and receipted (in accordance with school policy).


	

	7
	All machines that take money, including telephones, are emptied and the cash counted by two people.


	

	8
	Only officially approved documents are used for recording income (e.g. receipts/Income Books, paying-in slips)


	

	9
	Receipts and receipt books are held securely in a locked cabinet


	

	10
	All cash is held securely in a safe or locked receptacle.


	

	11
	Access to the safe is restricted to authorised staff.


	

	12
	Cash held is within the insurance limits.


	

	13
	Income received is not used for the encashment of personal cheques or for other payments.


	

	14
	The transfer of school money between staff is recorded and signed for by the receiving officer.


	

	15
	Income is banked promptly and intact.


	

	16
	There is an independent reconciliation on a monthly basis of the income received and income banked.


	

	17
	There is proof of monies collected by a security company.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


3. Expenditure
Risk: There are inadequate controls over expenditure (authorisation of orders, invoices, petty cash, etc)

3.1 Purchasing 

	1
	There are written procedures for purchasing that specify:

· when quotations and tenders must be obtained for the discretionary element of contract standing orders

· how value for money will be achieved.


	

	2
	Tenders and quotations are obtained in accordance with LMS Contract Procedure Rules and discretionary procedures.


	

	3
	Where the quotation/tender process has not been followed or the lowest price not accepted, the Governing Body is always informed of the reason for the decision and it is included in the minutes of the relevant meeting.


	

	4
	Each contract specification defines the service to be provided in terms of its nature, quality standards, information, monitoring requirements and contract review procedures.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


3.2 Ordering and Receipt of Goods

	1
	Only official orders are used for the purchase of goods and services except utilities and rent.

	

	2
	In an emergency where a verbal order is made, it is confirmed by a written order.


	

	3
	Orders are used only for goods and services provided to the school and not for private use by staff.


	

	4
	Orders are authorised in accordance with the schools scheme of delegation.


	

	5
	There is a process in place for checking goods received to the original order.


	

	6
	There is a separation of duty between the person authorising the order and the person receiving and checking the goods delivered.


	

	7
	Inventories are updated promptly when assets above £100 are purchased.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


3.3 Invoices

	1
	Only original invoices are processed for payment once they have been checked, coded and certified for payment. 

There are controls over the processing of electronic invoices. 


	

	2
	Payments of invoices are within appropriate time limits.


	

	3
	Invoices are certified for payment in accordance with the scheme of delegation.


	

	4
	There is a separation of duty between the person authorising the order and the person certifying the invoice.


	

	5
	All paid invoices are marked in some way to prevent duplicate processing.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


3.4 Imprest Accounts

	1
	There are written procedures for the administration and use of the imprest account.


	

	2
	Responsibility for the administration of the imprest account has been assigned appropriately.


	

	3
	The level of the petty cash float held is appropriate to the needs of the school.


	

	4
	The cash float is held securely and access is limited to authorised staff.


	

	5
	Payments from the imprest account are limited to minor items of expenditure.


	

	6
	All expenditure is supported by a receipt, is signed for by the recipient and countersigned by an authorised member of staff.


	

	7
	The imprest account is reconciled to the bank statement and accounting records on a monthly basis. 


	

	8
	Claims for reimbursement of the imprest account are made on a regular basis and are authorised by staff with delegated responsibility.


	

	9
	An independent reconciliation of the imprest account is undertaken on a regular basis (at least 6 monthly) by a person other than the account administrator. 


	

	10
	Personal cheques are not cashed from the cash float.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


4. Assets
Risk: there is inadequate control over the security and safeguarding of assets of the school.

	1
	An up to date inventory is maintained of all assets above £100 or those that are deemed portable/desirable.


	

	2
	An annual check is undertaken by an independent officer to ensure the physical items agree to the items listed on the inventory.  

The inventory is signed and dated to confirm agreement. 


	

	3
	All discrepancies are investigated and any over a specific value are reported to the Governing Body.


	

	4
	All property taken off the school site is recorded, signed for and its return recorded.


	

	5
	All write-offs and the disposal of surplus stocks and equipment is undertaken in accordance with written policies/Financial Regulations.

	

	6
	There is a procedure for the security of premises, it is adequate and reviewed regularly.


	

	7
	The number of keys in existence to buildings, safes, etc is limited to the minimum practical and access to them is controlled.


	

	8
	All keys to safes, cash boxes and other receptacles in which money or valuables are secured are carried on the person of those responsible at all times.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


5. Payroll
Risk: Payroll expenditure is not controlled adequately.
	1
	There is a formal recruitment procedure in place that includes processes to:

· follow up of gaps and inconsistencies in applications forms

· follow up of references and CRB checks

· administer appointments, termination of employment, variations to pay and expenses on a timely basis.

Procedures are updated regularly.


	

	2
	The duties of authorising appointments, changes to pay, terminating employment and maintaining organisation structure changes are allocated according to the scheme of delegation and are separated from the duties of processing claims. 


	

	3
	There is a written code of conduct that has been issued to all staff.


	

	4
	Only authorised staff have access to personnel files.


	

	5
	Payroll transactions are processed only through the payroll system.


	

	6
	The Head Teacher maintains a list of all staff, it is updated regularly to reflect starters and leavers and is checked under DfE guidelines and (at least six monthly) to reports on payroll transactions to ensure they match.


	

	7
	Expense claims are submitted promptly at the beginning of each month by payroll deadlines.


	

	8
	Supply claims are countersigned by an authorised officer.


	

	9
	Supply claims are recorded and checked against the charge made to the school.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


6. Insurance

Risk: There has been no review of the insurance provision delegated to the school.
	1
	In conjunction with the LA, the school reviews all risks annually to ensure that sums insured are commensurate with the risks.


	

	2
	The Governing Body has considered the need to insure risks not covered by the LA.


	

	3
	The school notifies the LA immediately of all new risks, property, equipment and vehicles that require insurance or where it affects existing insurance.


	

	4
	The school notifies the LA and insurers immediately of all accidents, losses or incidents that may give rise to an insurance claim.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


7. Voluntary Funds

Risk: The control over voluntary funds is inadequate
	1
	All voluntary funds have been declared and there is a constitution for the fund.


	

	2
	Transactions on voluntary funds are accounted for separately from the school's delegated budget.


	

	3
	Voluntary funds have a separate bank account.


	

	4
	There is an appointed treasurer for the voluntary fund.


	

	5
	The voluntary fund is audited on an annual basis and the audited accounts are presented to the Governing Body within 6 months of the accounting year end.


	

	6
	A copy of the audited accounts approved by the Governing Body is forwarded to Internal Audit.


	

	7
	The same standards of financial accounting are applied to the income and expenditure of the voluntary fund as to the school's delegated budget.


	

	8
	No income that relates to the school's delegated budget has been paid into the voluntary fund.


	

	9
	Regular reconciliation of the accounting records and bank statements is undertaken and there is an independent review.


	

	10
	If the fund is a Registered Charity, returns and accounts have been filed with the Charity Commission as required.


	


Based on the responses to the above what is the:

	Likelihood / Impact of the risk 
	H / M / L

	Action required
	Y / N


Completed by :-
. ……………………………

Date: ………………………..




…………………………….

Date: ………………………..

