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Visit date: 20th September 2016                                           Shenfield High School  
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Academy 
Internal Controls Evaluation

Visit Report 1 of 3
2016 -17
Academy Name:  Shenfield High School
Date of Visit:        20th September 2016
INTERNAL CONTROLS EVALUATION (ICE)
This report relates to the first of a programme of three Internal Controls Evaluation visits. All findings contained in this report should be considered by the academy’s committee responsible for providing assurance over the suitability of, and compliance with, the financial systems and operational controls in place. 
Key:
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High Priority: Trustees/Governors must review this recommendation as a priority.
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Medium Priority: Internal controls should be strengthened to minimise risk.

Low Priority: Internal control could be strengthened in line with best practice, but little risk of material loss.

For information.

The EES for schools Academy ICE Service can provide assurance that appropriate financial controls are being operated within the academy, based on the understanding that the information provided during the visit is accurate and complete. It should be noted however that recommendations to improve financial controls, if implemented, cannot guarantee that fraud or misappropriation could not occur. 
Please note that this report is an exception report, and therefore, only contains the details of any issues arising.

Where appropriate this report contains references to the Academies Financial Handbook (AFH) effective 1st September 2016, and the Anti-Fraud Checklist for Academy Trust's issued by the Education Funding Agency (EFA) October 2013. 

It is advised that an action plan be established to address areas of risk identified within this report with a red dot, with an associated owner and a timeline for implementation. If governors decide not to implement any recommendation included in this report as significant, the rationale should be formally recorded in the minutes of a governors meeting.

VISIT 1:  SCOPE OF WORK

	A - Governance and Financial Management:

A1: Financial Oversight:
· Scheme of Delegation of Financial Powers

· authorised signatories / specimen signature list

· finance governance and Terms of Reference

A2: Financial Planning and Monitoring:
· budget approval

· forward planning
A3: Transparency:
· individual declaration of interests
· disclosure of interests at meetings
· managing connected party relationships

· publication of governor interests and other required information on the academy website
A4: Gifts (received and given):
· policy

· register

A5: Risk Management:
· Register of Operating Risks and schedule of review 
A6: Internal Scrutiny:

· audit - governance 

· whistleblowing

· follow up of previous ‘high risk’ ICE recommendations
· review of statutory audit Management Letter

	B – Banking:
B1: Internal Control:
· bank account structure
· payment authorisation procedures

· separation of duties (including on-line banking and BACS payments)
· security of cheque and BACS payments
B2: Cash Management:
· bank reconciliations - frequency & review process

· sample testing of bank reconciliations
C – Payroll and expenses:

C1: Payroll Processing: 

· payroll provider contract/SLA 
· process of independent review 

· sample testing of staff contracts and payments

C2: Mileage and Subsistence Payments:
· authorisation

· payment




SECTION A: GOVERNANCE AND FINANCIAL MANAGEMENT
	
	Question
	Findings
	Recommendation
	Action Plan

	
	Authorised Signatories
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	Does the academy hold an up to date specimen signatory list to support the delegated authority levels included in the Scheme of Delegation of Financial Powers?
AFH – 2.2.4

	Yes.  
Note: the specimen signature list on file was dated 30/9/15.  It is recommended that the list is updated as soon as possible to reflect recent staff changes at the academy.
	
	


	
	Question
	Findings
	Recommendation
	Action Plan

	
	A2: Financial Planning and Monitoring 



	
	No issues to report.



	
	Question
	Findings
	Recommendation
	Action Plan
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	Is a Register of Interests maintained which captures relevant business and pecuniary interests of senior academy employees?

It is considered appropriate that the following employees complete a declaration:

· Deputy Headteacher
· Assistant Headteachers
· Business Manager
· Finance Manager
· Site Manager
· other budget holders

AFH – 3.1.17

	Yes.

· Yes.
· No.
· Yes.
· Yes.
· Yes.
· Yes.
Note: One Assistant Headteacher had not completed a declaration form as she was on maternity leave when the forms were distributed.


	
	


	
	Question
	Findings
	Recommendation
	Action Plan

	
	Publication of Information on Academy Website
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	Have relevant business and pecuniary interests of academy local governors been published on the academy’s website?

AFH 2.5.1, 3.1.20

	Following an examination of the Register of Interest declaration forms, the following governors had declared interests that had not been published on the academy’s website:

· Leanne Hedden
· Gillian Jones

· Neil Purbrick

· Andrew Lunn

· David Simpson
Note: It is noted that new Register of Interest declaration forms have only recently been completed. 

	The academy should ensure that interests published on the academy’s website are accurate and up to date.

	


	
	Question
	Findings
	Recommendation
	Action Plan

	
	A4: Gifts 



	
	No issues to report.


	
	A5: Risk Management 



	
	No issues to report.


	
	A6: Internal Scrutiny


	
	No issues to report.



SECTION B: BANKING

	
	Question
	Findings
	Recommendation
	Action Plan

	
	Separation of Duties 
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	Does the academy have an on-line banking facility that allows payments to be transacted from the academy bank account by an individual user?

AFH 2.1.7 & 2.3.1 
 
	The Finance Manager stated that she has been given access to a Corporate on-line banking facility which enables payments to be processed with the approval of two authorities via PIN and card.
Note:  The mandate for this facility was not available at the time of the visit and therefore this will be examined during the ICE visit 2 in March 2017.


	
	


	
	Question
	Findings
	Recommendation
	Action Plan

	
	Security of Payments 
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	What process is in place to ensure that all Capita BACS payment-run reports are approved by authorised bank signatories?

AFH 2.1.7 & 2.3.1 

	BACS payment runs are signed by two authorised signatories prior to the release of the payment run.

The authorisation report received from Capita once the payment has been processed is not countersigned by an authorised signatory of the academy to confirm that the value of the BACS run report corresponds with the value processed by Capita. The signatory is not the person responsible for releasing the BACS run.
There is no process in place for authorised signatories to confirm an unbroken BACS report number sequence.

	The authorisation report received from Capita once the payment has been processed should be countersigned by an authorised signatory of the academy, other than the person responsible for releasing the BACS run, confirming that the value of the BACS run report corresponds with the value processed by Capita.
Authorised signatories should sign each BACS Run Report to confirm an unbroken sequence of BACS Run Report numbers. 

	


	
	Question
	Findings
	Recommendation
	Action Plan

	
	B2: Cash Management 

 

	
	No issues to report.



SECTION C: PAYROLL & EXPENSES
	
	Question
	Findings
	Recommendation
	Action Plan

	
	C1: Payroll Processing 



	
	Independent Review
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	Is an independent review of the payroll carried out by someone who is not involved in the day to day processing of payroll changes, and if so who completes this review and how is this evidenced?

AFH 2.3.1
	An independent review of the academy’s payroll is carried out by Headteacher and evidenced by signature on the monthly payroll reconciliation.
Note:  The report used for the independent review of the academy’s payroll should not be an Excel report. It is advised that the BACS Payroll Report is used as this cannot be manipulated prior to presentation for review.


	
	


	
	Question
	Findings
	Recommendation
	Action Plan

	
	C2: Mileage and Subsistence Payments 



	
	Authorisation & Payment 



	
	No issues to report.



	USEFUL NOTES




	Education Finance Support Courses:
Internal Controls for Schools and Academies –28th September 2016 (Wickford CLC)
Effective Finance Reporting  - 21st September 2016 (Marconi Club, Chelmsford)
Finance Administration – 8th November 2016 (Notley Discovery Centre)
Benefits of Benchmarking – 16th November 2016 (Marconi Club, Chelmsford) &  17th November 2016 (Notley Discovery Centre)
Forward Financial Planning for Academies – 3rd November 2016 (Wickford CLC)
Successful Budget Planning & Monitoring – 8th December 2016 (Marconi Club, Chelmsford)

Accounting for Schools & Academies – 10th January 2017 (Wickford CLC)

Successful Budget Planning & Monitoring – 16th March 2017 (Wickford CLC)
Catering Trading Accounts – 10th May 2017 (Weston Homes, Colchester) & 11th May 2017 (Wickford CLC)

Headteacher / Senior Leader Training
Module 1 – Funding & Returns – 10th October 2016 (Marconi Club, Chelmsford)
Module 2 – Budget Setting & Benchmarking – 6th December 2016 (Marconi Club, Chelmsford)
Module 3 – Budget Monitoring – 2nd February 2017 (Marconi Club, Chelmsford)
Module 4 – Forward Planning – 4th May 2017 (Marconi Club, Chelmsford)
Module 5 - Regulations & Risk Management – 27th June 2017 (Marconi Club, Chelmsford)
In addition to these courses we also offer bespoke governor finance training and our regular Financial Information Networking Sessions (FINS).

Details of the above plus additional courses being offered can be found on http://www.eesforschools.org/finance/training



KEY CONTACTS

	EFS Finance Consultant
	Sian Smith & Jane Monaghan

	Information Provided by
	Dawn Matthews: Finance Manager
Laura Smith: PA to the Business Manager



	Exit meeting attended by
	Headteacher, Finance Manager & Acting Business Manager

	Headteacher
	Carole Herman
	c.herman@shenfield.essex.sch.uk

	Acting Business Manager
	Stuart Roberts
	s.roberts@shenfield.essex.sch.uk

	Finance Manager
	Dawn Matthews
	d.matthews@shenfield.essex.sch.uk

	Chair of Governors
	Leanne Hedden
	leannehedden@gmail.com

	Responsible Officer
	Andy Lunn
	andy.lunn@db.com

	Financial accounting system
	FMS Academy
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VISIT 1
This material has been produced by EES for Schools and may not be copied, duplicated or otherwise reproduced, 
for profit or otherwise, without the express permission in writing of EES for Schools.

