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Findings and Recommendations 
	
	Control or Procedure 
	Answer

Yes or No 
	Evidence of Good Practice 
	Comments 

	
	GOVERNANCE
	
	
	

	1.
	Does the Committee that deals with personnel issues have appropriate Terms of Reference (ToR)?
	
	 The ToR include matters relating to:
· Membership;

· Quorum; and

· Duties and powers.

The ToR have been approved by the Full Governing Body annually and details of this have been minuted accordingly.
	

	2.
	Have the Full Governing Body approved any delegation of responsibility to the Headteacher for appointing staff, creating new posts or re-grading of staff?
Has this been documented and minuted?
	
	An appropriate Scheme of Delegation / Recruitment Policy have been approved by the Full Governing Body and details of this have been minuted accordingly.
	

	3.
	Does the Headteacher report regularly to the Governors on staffing changes and issues?
	
	Appropriate information is detailed within Headteacher reports / Governors minutes.
	

	4.
	Have the Full Governing Body agreed a Pay Policy for the school?  
	
	The Pay Policy has been reviewed and approved by the Full Governing Body and details of this have been minuted accordingly.
A copy of the Pay Policy is held on file in the school.


	

	5.
	Have the Full Governing Body adopted the NCC Whistleblowing Policy and have they made staff aware of it?
	
	The Whistleblowing Policy has been approved by the Full Governing Body and details of this have been minuted accordingly.

All staff have been made aware of the Whistleblowing Policy.
	

	6.
	Have the Headteacher and a Governor completed Safer Recruitment training?
	
	The Headteacher and a Governor have completed Safer Recruitment training and copies of the certificates are held on file in the school.
	

	7.
	Are personnel records retained for the appropriate time?
	
	The following personnel information is permanently retained on file:

· Name and date of birth;

· Date of appointment;

· Work history details;

· Position / designation; and

· Titles and date held.
Archiving is acceptable after administrative use is concluded.
	

	
	EMPLOYEES – STAFF RECRUITMENT
	
	
	

	8.
	Are personnel files stored securely?
	
	Personnel files are stored securely and access is restricted.
	

	9.
	Do you advertise all vacancies?
	
	Vacancies have been advertised appropriately.

	

	10.
	Do school management ensure that related staff do not authorise payments for each other?
	
	An appropriate segregation of duties is in place to ensure that related staff do not authorise payments for each other. 
In addition, the relevant pecuniary interest forms have been updated accordingly.
	

	11.
	Are the qualifications of staff verified at the time of appointment?
	
	Qualifications are held on file for the relevant employees included in the audit test sample.

An induction certificate is held on file for teachers who qualified after 1999.
	

	12.
	Is the Special Educational Needs Co-ordinator (SENCO) a qualified teacher?
	
	The appropriate qualification / evidence of studying is held on file in the school.
	

	13.
	Has a prohibition order check been completed for all new teaching staff?
	
	A prohibition order check has been completed for the relevant employees included in the test sample.
	

	14.
	Are two references held on file, including one from their previous employer for all new employees?
	
	Two appropriate references are held on file for the relevant employees included in the audit test sample.
	

	15.
	Is a Disclosure of Criminal Convictions form held on file for successful applicants?
	
	A Disclosure of Criminal Convictions form is held on file for the relevant employees included in the audit test sample.
This is not a requirement for schools that do not have an SLA with NCC HR, however, it is recommended as good practice.
	

	16.
	Are Disclosure and Barring Service (DBS) checks confirmed for all new staff before their start date?
	
	Confirmation of DBS clearance is held on file for the relevant employees included in the audit test sample.
	

	17.
	If DBS clearance has not been confirmed by an employee’s start date, has a Children’s Barred List check been confirmed?

Has an appropriate undertaking been:

· Signed by the employee;

· Countersigned by the Headteacher; and

· E-mailed to HR?
	
	Confirmation of a Children’s Barred List check / signed undertaking is held on file for the relevant employees included in the audit test sample.


	

	18.
	Is a central log of pre-employment checks including DBS clearance maintained?

Is there evidence that the Headteacher checks progress with clearance?
	
	A log is maintained and an appropriate management check is undertaken / evidenced.
	

	19.
	Where appropriate, do staff have a work permit?
	
	The following checks have been confirmed for the relevant staff:

· DBS clearance;

· Evidence of a work permit; and

· Evidence of a right to remain (residence permit).
	

	20.
	Is the identity of new employees checked?
	
	The appropriate checks are confirmed in the central log.
	

	21.
	Is DBS clearance confirmed for supply agency staff?

Do you check the identity of supply agency staff?
	
	The supply agency provides the school with confirmation of DBS clearance / 

photographic evidence to confirm the teacher’s identity.
	

	22.
	Are records relating to the interview and selection process for unsuccessful applicants retained for less than six months?
	
	Appropriate controls are in place to ensure that records are not retained for longer than six months.
	

	23.
	Do you check that employees have received medical clearance?
	
	Medical clearance is held on file for the relevant employees included in the audit test sample.
	 

	
	EMPLOYEES – PAYROLL
	
	
	

	24.
	Are payroll records stored securely and is access restricted to the payroll system?
	
	Hard / soft copy payroll records are stored securely and access is restricted to all records / the payroll system.
Payroll records are stored for 6 + 1 years.
	

	25.
	Are procedures documented for the administration of the payroll?
	
	Payroll procedures are held on file in the school.
	

	26.
	Does the school have resilience for payroll administration?
	
	Appropriate arrangements are in place in order to provide adequate cover for payroll administration.
	

	27.
	Are all appointment, contract changes and leaver forms authorised by the Headteacher?
	
	The appointment, contract changes and leaver forms included in the audit test sample have been appropriately authorised.

	

	28.
	Have any of the following payments been made to staff:

· Severance;

· Ex-gratia; or

· Special advances of salary (e.g. before pay date / loans).

If so, were they in line with Financial Regulations?
	
	The relevant payments have been:

· Approved by the Governors and minuted accordingly;

· Where appropriate, approved by the Local Education Authority (LEA); and

· Paid through the payroll or deducted accordingly.

Please note: Loans are in breach of Financial Regulations.
	

	29.
	Are safeguarding checks carried out for individuals who come into the school regularly to provide a service who are paid directly by invoice rather than through the payroll?
	
	Confirmation of DBS clearance is held on file for the relevant individuals.
	

	30.
	Are travel claims authorised by the Headteacher?
	
	The travel claims included in the audit test sample have been:
· Paid through the payroll;

· Sufficiently detailed – taxable and non-taxable travel identified; and

· Appropriately authorised.
	

	
	EMPLOYEES – VARIATIONS TO CONTRACT
	
	
	

	31.
	Are decisions relating to the Headteacher’s pay following their performance review recorded in the Governors minutes?
	
	Decisions regarding the Headteacher’s pay following their performance review have been approved by the Governors and minuted accordingly.

In addition, the contract variation paperwork has been approved by the Chair of Governors.
	

	32.
	Are additional hours timesheets completed and appropriately authorised?
	
	The additional hours timesheets included in the audit test sample have been:
· Dated;

· Signed by the employee; and

· Appropriately authorised.
	

	33.
	Are the variation returns authorised by the Headteacher?
	
	The variation returns included in the audit test sample have been appropriately authorised.
	

	34.
	Have any staff received additional payments for the following:

· Honorariums; and

· External work (e.g. School Improvement Partner).

If so, have the Governors agreed a policy regarding the payments they will receive?
	
	The relevant policy / payments have been approved by the Governors and details of this have been minuted accordingly.

Payments in relation to the Headteacher have been authorised by the Chair of Governors and honorariums are reviewed annually or processed as one off payments.
	

	
	EMPLOYEES – PAYROLL CHECKING AND MONITORING
	
	
	

	35.
	Are checks carried out on the payroll to ensure that new starters or staff whose contracts have been changed have been paid correctly? 
	
	Appropriate checks are evidenced on the payroll reports and the relevant employees included in the audit test sample have been paid correctly.

	

	36.
	Are checks carried out on the payroll to ensure that additional hours, travel claims and absence have been paid / deducted correctly?

	
	Appropriate checks are evidenced on the payroll reports and the relevant employees included in the audit test sample have been paid correctly.
	

	37.
	Who checks the payroll validation report?
Does the Head Teacher complete a management check and is this evidenced?
	
	Appropriate checks are evidenced on the payroll validation reports.
Payroll validation reports from September 13 onwards have been authorised by the Headteacher.
	

	38.
	Does the Headteacher perform a management check on the final payroll reports?

Are payslips distributed by a member of staff who does not have payroll duties?
	
	Final payroll reports from September 13 onwards have been authorised by the Headteacher.
	

	39.
	Are the actual salary costs checked against the expected salary costs as part of the budget monitoring process?
	
	Appropriate checks are evidenced on the payroll reports / supporting paperwork.
	

	40.
	Are the salaries on SIMS and Oracle reconciled each month?
	
	A monthly reconciliation has taken place from September 13.
	

	41.
	Own payroll / Strictly Education schools – Has your payroll data been submitted to the Audit Commission in accordance with the National Fraud Initiative?
	
	Appropriate evidence is retained on file to confirm that the payroll data was submitted to the Audit Commission by the deadline of 10 October 14.
	

	
	OWN PAYROLL SCHOOLS
	
	
	

	42.
	Is an appropriate segregation of duties in place for the BACS transfer?
	
	The Headteacher has authorised / released the BACS transfer from September 13 onwards.


	

	43.
	Have monthly payments been made within the agreed timescales to the following:

· HM Revenue and Customs (HMRC);

· Teachers Pension Authority (TPA);

· Local Government Pension Scheme (LGPS); and 
· Additional Voluntary Contributions (AVCs).
	
	Appropriate evidence is retained on file to confirm that these payments have been made within the agreed timescales.
	

	44.
	Do all employees receive a P60 at the end of each tax year?
	
	Copies of the P60s are retained on file.
	

	45.
	Were the year end returns submitted to HMRC by the deadline?
	
	Appropriate evidence is retained on file to confirm that the year end returns were submitted to HMRC by the deadline.
	



Name of School :



PERSONNEL AND PAYROLL 


Level of Assurance 

	
	Limited
	Moderate
	Substantial
	Full

	Personnel and Payroll 
	
	
	
	


	Full Assurance


	There is a sound system of control designed to address the relevant risks with controls being consistently applied.

	Substantial Assurance


	There is a sound system of control, designed to address the relevant risks, but there is evidence of non-compliance with some of the controls.

	Moderate Assurance


	Whilst there is a basically a sound system of control, designed to address the relevant risks, there are weaknesses in the system, that leaves some risks not addressed and there is evidence of non-compliance with some of the controls.

	Limited Assurance


	The system of control is weak and there is evidence of non-compliance with the controls that do exist which may result in the relevant risks not being managed.

	No Assurance


	There is no system of internal control.  Risks are not being managed.
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