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Barnet Financial Guide for Schools 
 
Introduction 
 
Objective – to provide requirements or guidance for maintained schools that covers the 
following: 

• Scheme for Financing Schools  
• Schools Financial Value Standard 
• Internal Audit/Keeping Your Balance 

 
School financial arrangements are set out in the Scheme for Financing Schools. The 
Financial Guide for Schools aims to supplement the requirements of the Scheme to 
provide: 

• details of Barnet specific procedures and forms 
• technical details e.g. taxation 
• items to assist schools meet the Schools Financial Value Standard 
• advice and guidance on “best practice” 

 
Internal Auditors, in examining the financial affairs of schools will express an opinion as to 
adequacy of the controls in place in respect of financial management. They will be using 
the framework of the Audit Commission’s Keeping Your Balance booklet (which is 
included on the website for reference) and the requirements and guidance set out in the 
Scheme and this Guide. 
 
Clarification on the LA’s requirements and standards should be addressed to the Schools 
Accountancy Section.   
 
The Guide will be reviewed periodically to improve its clarity and update its content. 
Comments from schools are welcomed. 
 
Nick Adams      Kim Garrood 
Schools Financial Services Manager  Senior Management Accountant (Schools)  
Email nick.adams@barnet.gov.uk   Email kim.garrood@barnet.gov.uk 
 
Issued September 2012 
 
 
Contents 
 
Section 1 – Governance   
1. Organisation of responsibility and accountability 
2. Delegation of responsibilities  and authorised signatories  
3. Register of business interests 
4. Whistle-blowing policy 
5. Governor skills 
6. Staff skills 
7. Schools Financial Value Standard  
8. Internal Audit  
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Financial Guide for Schools - Introduction and Contents 

 2/3 

9. External Audit  
10. Fraud policy (to follow) 
 
Section 2 – Budget preparation, monitoring and reporting 
1. Strategic and financial planning 
2. Budgetary process 
3. Budget forecasts 
4. Three year budget plans 
5. Budget monitoring and control 
6. Balances 
7. Deficit budget procedures 
8. Financial returns 
9. Statement of school/LA accounts 
 
Section 3 – Capital funding, budgeting and accounting 
1. Introduction 
2. Definition of capital 
3. Classification of work 
4. Sources of capital funding  
5. Revenue financing of capital 
6. Loans 
7. Private capital income 
8. Budget preparation 
9. Accounting for capital expenditure 
10. Accounting for capital loans – VA schools 
11. Accounting for capital loans – Community & Foundation schools 
12. Monitoring 
13. Contact Points 
14. VA schools – governors responsibilities for building works including VAT rules 
15. Asset Management  
 
Section 4 – Internal financial control 
1. Introduction 
2. Personnel 
3. Segregation of duties 
4. Authorisation and supervision 
5. Documentation 
6. Accounting system 
7. Payroll 
8. Control of assets 
 
Section 5 – Banking and funding arrangements 
1. Introduction 
2. Payment of the school budget share 
3. Banking 
4. Cash flow management 
5. Debit and credit cards 
6. Prevention of cheque fraud  
 
Section 6 – Value for money and purchasing 
1. Introduction 
2. Purchasing system 
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3. Quotations 
4. Tendering 
5. Contracts 
6. Leasing and rental of equipment  
7. Benchmarking 
 
Section 7 – Income 
1. Introduction 
2. Scheme requirement 
3. Receipts via BACS 
4. Receipts via cheques or cash  
5. Receipts for school journeys/trips 
6. Income from extended school activities 
7. Income from lettings 
8. Debt management 
9. Lettings policy and administration 
 
Section 8 – Taxation 
1. Value Added Tax – introduction 
2. VAT on expenditure (Input Tax) 
3. VAT on income (Output Tax) 
4. VAT on refunds of expenditure 
5. Inspection of school’s VAT accounting 
6. Contact points 
7. Pay As You Earn (PAYE), National Insurance and pensions 
8. VAT – religious studies at VA schools (to follow) 
 
Section 9 – Insurance 
1. Introduction 
2. Mandatory insurance 
3. Recommended insurance 
4. Optional insurance 
5. Parent Teacher Assoc./Friends Activities – liability cover 
6. Contractor’s insurance 
7. Employees’ motor insurance – business use 
8. Contact point 
 
Section 10 – Unofficial funds   
1. Introduction 
2. Responsibility for unofficial funds 
3. The nature of unofficial funds 
4. Reporting requirements 
5. Other legal requirements 
6. Good practice and format of accounts 
7. Management of unofficial funds 
8. Conclusion 
 
Section 11 – Miscellaneous 
1. Documentation retention 
2. Accounting for grant funded activities 
3. Business continuity plans (to follow)                       
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