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School Pre-Audit Questionnaire (NYCC Schools)

Please complete the following questionnaire in as much detail as possible and return by email to internal.audit@veritau.co.uk at least 5 working days prior to the audit visit.  If you have any queries concerning this questionnaire please contact the Schools Audit Team on (01609) 532738.

There is a text box at the end of the questionnaire if you have any additional comments.

1.  Governance & Financial Management

	1.1
	Does the school have a full compliment of Governors?

If no what actions are being taken to fill any vacancies?
	 FORMDROPDOWN 

     

	1.2
	What Committees have been established at the school?

Record the committees


	     


	1.3
	Has a clerk been appointed for:-

a) The Governing Body?
	 FORMDROPDOWN 

     

	
	b) Each committee ?
	 FORMDROPDOWN 

     

	
	c) Is each committee meeting minuted?


	 FORMDROPDOWN 

     

	1.4
	Is the clerk to the Governing Body independent to the committee?


	 FORMDROPDOWN 

     

	1.5
	Has a register of business interests been set up for:- a) Governors
	 FORMDROPDOWN 

     

	
	b) staff with financial responsibility
	 FORMDROPDOWN 

     

	1.6
	Is the business interests’ register reviewed annually?


	 FORMDROPDOWN 

     


	1.7
	Does the school have a register of Gifts and Hospitality? 


	 FORMDROPDOWN 

     

	1.8
	What is the name, home address and email address of the Chair of the Governing body?


	     

	1.9
	Has the current budget been approved by Full Governors or has this been delegated to Finance Committee?

Please provide the date of the meeting.


	 FORMDROPDOWN 

Date      

	1.10
	If the school has an overall deficit budget, was approval sought?
If so when?

	 FORMDROPDOWN 

     

	1.11
	What plans are in place to reduce the deficit? 
	     

	1.12
	What funding apart from Section 251 does the school have?


	     

	1.13
	How frequently are budget monitoring reports submitted to Governors? 
If other please detail.


	 FORMDROPDOWN 

     

	1.14
	Has a scheme of delegation been set in writing for the Head Teacher, outlining the level above which Governor approval is required?

When was this approved?


	 FORMDROPDOWN 

     

	1.15
	Would approval of expenditure exceeding the delegation to the Head Teacher be given in writing by the Governors?

If not how is this done?
	 FORMDROPDOWN 

     

	1.16
	How frequently do the Governing Body and Finance Committee meet? 

If other please detail.


	 FORMDROPDOWN 

     

	1.17
	Do the governing body and its committees keep signed, up to date minutes and supporting documentation of their meetings and all decisions taken?

Where are these stored?


	 FORMDROPDOWN 

     

	1.18
	Do Governors receive any allowances to carry out their duties at the school?


	 FORMDROPDOWN 

     

	1.19
	What arrangements are in place for publicising the whistleblowers’ charter?

Have the school adopted a Whistleblowing Policy?

At what meeting was the policy last reviewed by Governors?


	     
     
Date:      


2.  System Reconciliation

	2.1
	Is RM Finance promptly updated with all transactions?

If so who by?


	 FORMDROPDOWN 

     

	2.2
	If the school has any queries on the ORACLE prints how are they raised?


	     

	2.3
	Are monthly remittances and VAT reimbursements promptly recorded on RM Finance?

If so who by?


	 FORMDROPDOWN 

     

	2.4
	How often does the school make VAT returns to the LEA?


	 FORMDROPDOWN 

     

	2.5
	When was the last return made? 

 
	Date        

	2.6
	How often does the school make bank reconciliation returns to the LEA?

Are these signed off by an appropriate person (such as Head Teacher or FMS Officer)?


	 FORMDROPDOWN 

     

	2.7
	When was the last return made? 
	Date        


3.  Banking Arrangements

	3.1
	Who does the school bank with?


	     

	3.2
	Does the school have any other School Bank Accounts such as Alliance & Leicester Post Office, High Interest, School Funds etc? 

If so, what are they for?
	 FORMDROPDOWN 

     

	3.3
	Are regular bank reconciliations carried out on these accounts?

If so how often and by whom?
	 FORMDROPDOWN 

     

	3.4
	How often are transfers made from these accounts into the main BAFS Account?


	     

	3.5
	If cheques are printed from RM Finance:
	

	
	a) Does the school maintain a cheque control log?
	 FORMDROPDOWN 

     

	
	b) Does the school store cheque stationery in a secure location?

Where?

	 FORMDROPDOWN 

     

	
	c) What are the procedures for dealing with spoilt cheques?
	     

	
	
	

	3.6
	Does the school have a record of the cheque book it holds?


	 FORMDROPDOWN 

     

	3.7
	Is interest received gross and what is the current interest rate on the school account(s)?


	 FORMDROPDOWN 

     %

	3.8
	Does the school use;-

a) The internet to access its bank account?

b) Conduct online transactions?


	 FORMDROPDOWN 

     
 FORMDROPDOWN 

     

	3.9
	Does the school have any direct debits or standing orders in place? If so what are they for?


	 FORMDROPDOWN 

     


4.  Petty Cash

	4.1
	Does the school have petty cash?


	 FORMDROPDOWN 

     

	4.2
	Does the school operate an imprest system?

Record the maximum petty cash level.


	 FORMDROPDOWN 

£     

	4.3
	Is the petty cash reimbursed from the BAFS account?

If not, record where from.


	 FORMDROPDOWN 

     

	4.4
	Where is the petty cash fund held?


	     

	4.5
	Do school procedures ensure that only authorised staff has access to petty cash? 

Which staff has access?
	 FORMDROPDOWN 

     

	4.6
	Are all payments from the fund supported by receipts/vouchers
	 FORMDROPDOWN 

     

	4.7
	How are payments recorded?


	     


5.  Contracts - Purchasing and Authorisation

	5.1
	What arrangements have been made by the school for the following:-
	

	
	a) Cleaning?
	 FORMDROPDOWN 
         

	
	b) Grounds maintenance?
	 FORMDROPDOWN 
         

	
	c) Property maintenance?
	 FORMDROPDOWN 
          

	
	d) Personnel?
	 FORMDROPDOWN 
         

	
	e) Payroll?
	 FORMDROPDOWN 
         

	
	f) Catering?
	 FORMDROPDOWN 
         


	
	g) IT maintenance and equipment purchase?
	 FORMDROPDOWN 
         

	5.2
	How does the school ensure that financial controls within the school are maintained in the absence of key personnel?


	     

	5.3
	Are all staff with purchasing responsibilities informed of the expenditure limit above which Governor approval must be sought?


	 FORMDROPDOWN 

     

	5.4
	Do school procedures ensure that all financial transactions involve at least two people?


	 FORMDROPDOWN 

     

	5.5
	Ordering

Are orders raised for all goods and services?


	 FORMDROPDOWN 

     

	5.6
	Who can order goods and services?
(Please list all staff who can sign purchase orders).
	     

	5.7
	Is access to order books restricted?
	 FORMDROPDOWN 

     

	5.8
	Are checks made to ensure that there is adequate budget provision before raising orders?


	 FORMDROPDOWN 

     

	5.09
	Do the authorisers always check that quotations or tenders have been obtained if necessary?


	 FORMDROPDOWN 

     

	5.10
	How does the school demonstrate that it continually seeks Value for Money and achieves efficiencies in its procurement of goods and services?


	     

	5.11
	Goods Received
	

	
	
	

	
	Are goods always checked on arrival against:- 
	

	
	a) The delivery note?  
	 FORMDROPDOWN 

     

	
	b) The order?


	 FORMDROPDOWN 

     

	5.12
	Does someone other than the person who signed the order carry out this check? 


	 FORMDROPDOWN 

     

	5.13
	Is the copy order annotated with both delivery and payment information?


	 FORMDROPDOWN 

     

	5.14
	Do you take actual meter readings for energy supplies when estimated bills are received?


	 FORMDROPDOWN 

     

	5.15
	Do you provide meter readings to the authority through Systemslink?


	 FORMDROPDOWN 

     

	5.16
	Invoices

Are invoices paid promptly to comply with the Late Payment of Debts (Interest) Act 1998?


	 FORMDROPDOWN 

     

	5.17
	Who is authorised to sign cheques on the school bank account?

Please record their name and position


	     

	5.18
	What system does the school have in place to avoid orders being paid twice?


	     

	5.19
	Does the school have a school Purchasing Card?

If so please list the cardholders.
	 FORMDROPDOWN 

     


6.  Income (not School Fund)
	6.1
	Does the school have:-

a) LEA directed use income?

b) is it received promptly? (e.g. in respect of Adult Education Classes, election meetings/polling stations)


	 FORMDROPDOWN 

     
 FORMDROPDOWN 

     

	6.2
	Does the or has the school ever received income by the following means:

a) sales

b) lettings

c) uniforms

d) donations

e) fees (please specify)

f) telephone

g) vending

h) private photocopying

i) loans from the authority / 3rd parties

j) other (please specify)

Are any of the above sold for profit?


	 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
 FORMDROPDOWN 
      
     
     

	6.3
	How is income collected at your school? (via the teachers secretary/main office?)


	     

	6.4
	Does the school always issue official, pre-numbered receipts for cash income received?


	 FORMDROPDOWN 

     

	6.5
	Are there at least two people involved in the process of recording, invoicing and banking income?

If so who?


	 FORMDROPDOWN 

     

	6.6
	Do bank paying in slips clearly show the split of cash and cheques and list each cheque?


	 FORMDROPDOWN 

     

	6.7
	Where are cash and cheques held while waiting to be banked?


	     

	6.8
	How often is income banked? 
If other please specify
	 FORMDROPDOWN 

     

	6.9
	Does the school collect any income via the internet ie Parent Pay or Tucasi?

If so which?
	     
     

	6.10
	Has the governing body established a policy covering all charges made by the school?


	 FORMDROPDOWN 

     

	6.11
	When was this last reviewed? (Date)


	     

	6.12
	Lettings

Does the school receive income from lettings?

Does the school have a house or bungalow for which is receives rental income?

If yes – is a formal agreement in place.


	 FORMDROPDOWN 

 FORMDROPDOWN 

     

	6.13
	Does the school have a lettings policy?


	 FORMDROPDOWN 

     

	6.14
	Are lettings charges reviewed at least annually?

When were they last reviewed?


	 FORMDROPDOWN 

     

	6.15
	Are all lettings recorded in a diary or register?


	 FORMDROPDOWN 

     

	6.16
	Does the group or organisation requesting to use the school sign a ‘conditions of use’ form?


	 FORMDROPDOWN 

     

	6.17
	Do you confirm that affiliated groups or organisations using the school have adequate public liability insurance cover in place?


	 FORMDROPDOWN 

     

	6.18
	Do you retain copies of insurance certificates and check them regularly?


	 FORMDROPDOWN 

     

	
	Vending


	

	6.19
	Does the school have coin/cash machines (e.g. payphone or vending)?


	 FORMDROPDOWN 

     

	6.20
	What are the arrangements for emptying the machines and what records are kept?


	     

	6.21
	Does the school operate a top up cards scheme for school meals?
	 FORMDROPDOWN 

     

	6.22
	Debt Write Off

Has the School written off any debts this financial year?

If so, record details of the debt and who approved the write off. 


	 FORMDROPDOWN 

     

	6.23
	What are the arrangements for following up invoices that the school has raised?
	     


7.  Capital and Property

	7.1
	Are the Headteacher and Governors aware of the rules relating to contracts?


	 FORMDROPDOWN 



	7.2
	What plans does the school have for spending its Devolved Capital allocation?


	     

	7.3
	Have any capital projects been carried out over the 12 months?

If so what?
	 FORMDROPDOWN 

     

	7.4
	Has the school funded any of the additional capital works from the school’s reserves?


	 FORMDROPDOWN 



	7.5
	Are all contractors appointed through Jacobs?  

If no – 

· Does the school inspect and take a copy of evidence that the contractor holds £5m Public Liability Insurance and where required £10m Employers Liability cover?
· Are they registered with the Contractors Health and Safety Scheme?
	 FORMDROPDOWN 

 FORMDROPDOWN 

 FORMDROPDOWN 


	7.6
	Has the school completed a Project Proposal Form?

If so, has this been returned to Policy and Development? 
	 FORMDROPDOWN 

 FORMDROPDOWN 



	7.7
	If yes, was the scheme approved
	 FORMDROPDOWN 


	7.8
	Is the school using Jacobs to supervise the project or a private architect?
	 FORMDROPDOWN 



	7.9
	If not Jacobs, who is the architect?

Does the architect have appropriate:

a) Qualifications

b) Professional indemnity insurance

What evidence have the school retained to support this?
	     
 FORMDROPDOWN 
 

 FORMDROPDOWN 
 

     

	7.10
	To ensure all Construction Design and Management Regulations apply, who is the CDM Co-ordinator?

Has evidence been retained to show they are appropriately qualified to carry out this role?

If so what ?
	     
 FORMDROPDOWN 

     

	7.11
	Who is the main contractor?

How were they appointed?
	     
     

	7.12
	Who is your Corporate Property Landlord?
	 FORMDROPDOWN 




8.  Additional School Activity Provision

	8.1
	Does the school have, or plan to operate, any additional school activities such as Before or After School Clubs, Sports Activities etc?
If Yes what are they and who runs them?
	 FORMDROPDOWN 

     

	8.2
	Does the school provide community facilities?


	 FORMDROPDOWN 

     

	8.3
	Who did the school consult with prior to setting up the additional school activities?
	     

	8.4
	How are additional school activities provided?

· directly by the school staff, or 
· via a third party?
	 FORMCHECKBOX 
      
 FORMCHECKBOX 
      

	8.5
	Has the school retained evidence that there is adequate insurance cover for activities that are provided by 3rd parties?

Have activity providers received suitable CRB clearance? 


	 FORMDROPDOWN 

     
     

	8.6
	a) How is the income and expenditure for additional schools activity provision monitored? 
Do they have their own budget codes?
	     
 FORMDROPDOWN 




9.  Human Resources

	9.1
	How are vacancies advertised?


	     

	9.2
	Are job descriptions/person specifications drawn up for all jobs?


	 FORMDROPDOWN 

     

	9.3
	How are shortlists determined?
	     

	9.4
	Who carried out the last two recruitment exercises at the school?


	Recruitment 1         
Recruitment 2         

	9.5
	Who has undertaken the CDWC on-line Safer Recruitment Training module?


	     

	9.6
	What evidence is there that they have received the training?


	     

	9.7
	Does the school maintain a single central record of all staff checks (to include volunteers and supply/agency staff)?

Is so who has this responsibility?
	 FORMDROPDOWN 

     

	9.8
	What checks are undertaken on qualifications and is evidence of those qualifications retained?


	     

	9.9
	What is the procedure for taking up references?


	     

	9.10
	Does the school always write for references or do they accept, for some posts, references provided by the potential employee by hand?


	     

	9.11
	Is the recruitment procedure the same for both teaching and support staff posts?


	 FORMDROPDOWN 

     

	9.12
	Are there any family members/spouses employed by the school?

	 FORMDROPDOWN 

     

	9.13
	Is the school aware of the recent changes in the Equalities Act 2010 relating to medical questions?


	 FORMDROPDOWN 

     

	9.14
	What evidence is sought as proof of identity as required by the Immigration, Asylum and Nationality Act 2006?  

Are copies retained on personnel files?


	     
 FORMDROPDOWN 


	9.15
	Are Criminals Record Bureau clearances received prior to commencement of employment?
	 FORMDROPDOWN 

     

	9.16
	Are NYCC Payroll Services or other providers notified of new starters or changes to terms of employment?

If so how?


	 FORMDROPDOWN 

     

	9.17
	Does the school employ a caretaker?

If so, who checks and authorises their claims for additional hours and lettings?


	 FORMDROPDOWN 

     

	9.18
	Are any overtime payments made to members of staff?
	 FORMDROPDOWN 

     

	9.19
	Are sickness records retained by the school?


	 FORMDROPDOWN 

     

	9.20
	Does the school use Agencies to provide supply staff?


	 FORMDROPDOWN 

     

	9.21
	How does the school ensure that agency staff are CRB cleared?
	     


10.  Payroll and Staff Costs

	10.1
	Does the school have read-only or update access to RESOURCELINK?  

If update then please list the imputers and authorisers of the system (name and position)
	 FORMDROPDOWN 

     


	10.2
	How many machines is Resourcelink on?

How is access to this controlled?
	     
     

	10.3
	Who can access the system online?

What level of access do they have?


	     
     

	10.4
	What are back up arrangements in the absence of either an inputter or authoriser for Resourcelink?
	     

	10.5
	What arrangements does the school have to ensure that at least two people are involved in the process of completing, checking and authorising all documents and claims relating to appointments, terminations and expenses?
	     

	10.6
	What supporting documentation does the authorising officer see when authorisation takes place?
	     

	10.7
	Does the school obtain regular payroll transaction reports and check them against the school’s documentation to ensure that they match and that payments are only made to staff employed by the school during the period?

Who checks them and what evidence is retained of the checks?
	 FORMDROPDOWN 

     

	10.8
	Have any overtime payments been made to members of administrative staff who are paid on Band 11 or above?

If so please detail.
	 FORMDROPDOWN 

     

	10.9
	Who authorises payroll documentation such as Monthly Staff Absence Returns or Overtime Claims?
	     

	10.10
	Does the school offer any staff benefits that are not accounted for through payroll e.g. benefits in kind? 

If yes please detail.
	 FORMDROPDOWN 

     

	10.11
	Who is the payroll provider?

If other please state who.


	 FORMDROPDOWN 

     
If NYCC go to Section 11.

	10.12
	Is there a contract for this service?
	     


	10.13
	What information is sent to the payroll provider and how frequently?
	     

	10.14
	What information is received back from the payroll provider prior to payments being made?

Who checks this information and how?
	     
     

	10.15
	How are returns made to HM Customs & Excise relating to PAYE and NI?

How are payments made to Teachers Pension Fund and other third parties – eg NUT, UNISON?
	     
     

	10.16
	What are the procedures for notifying the payroll provider of any changes to salary or temporary data?
	     

	10.17
	What are the arrangements for storing payroll reports and who has access to them?
	     


	10.18
	How is sickness absence recorded and reported to the payroll provider?

Is it reported to NYCC for inclusion in sickness reports?
	     
     


11.  School Meals

	11.1
	Does the school have a cafeteria or register system for the provision of school meals?


	 FORMDROPDOWN 

     

	11.2
	Does the school have an arrears problem in respect of school meals income? 


	 FORMDROPDOWN 

     

	11.3
	What system does the school have in place to ensure that only those pupils entitled to a free school meal receive one?


	     

	11.4
	Which members of staff receive free meals?


	     

	11.5
	Does midday Supervisory staff receive a free meal?


	 FORMDROPDOWN 

     

	11.6
	Are meals provided:

a) Through a county contract?

b) Through a SLA with NYC Caterers?

c) By staff employed through the school?

d) Through a contract led by the school? If so, who is the provider?


	 FORMCHECKBOX 
      
 FORMCHECKBOX 
      
 FORMCHECKBOX 
      
 FORMCHECKBOX 
         



12.  Pupil Numbers

	12.1
	Who prepares the pupil number section of the Pupil Level Annual School Census (PLASC)?


	     

	12.2
	Does the school operate a system of computerised attendance records?


	 FORMDROPDOWN 

     

	12.3
	If the school has a sixth form what systems are in place to retain records for LSC assurance purposes?
	     


13.  School Fund

	13.1
	Does the school have a school fund?


	 FORMDROPDOWN 


	13.2
	Is there more than one school fund?

Record the titles of the accounts.


	 FORMDROPDOWN 

     

	13.3
	Has an officer been allocated responsibility for their administration?

Record the officers name and position


	 FORMDROPDOWN 

     

	13.4
	How often are bank reconciliations carried out on the School Fund?

Who by?
	     
     

	13.5
	Are there any pre-signed cheques on this account?
	

	13.6
	Has the relevant registration with the Charity Commission been made?

Required if annual income is £5K or more.

What is the registration number?


	 FORMDROPDOWN 

     

	13.7
	Who are the trustees of the School Fund account?
	     

	13.8
	Is the school fund subject to an annual external audit or independently examined? 

By whom?
	 FORMDROPDOWN 

     

	13.9
	Are the examined accounts presented to the Governing Body on an annual basis?

If so at what meeting were the last set of examined accounts presented?


	 FORMDROPDOWN 

     

	13.10
	What are the main sources of income and expenditure for the school fund?


	     

	13.11
	Does the school purchase goods through the BAFS account on behalf of the Voluntary Fund?

If so are appropriate reimbursements made?
	 FORMDROPDOWN 

     

	13.12
	Does the school ever make purchases through School Fund then reimburse from the BAFS Account?

If so what are these for?
	 FORMDROPDOWN 




14.  Data Protection & IT

	14.1
	Does the school have a current data protection certificate? 

Registration number

The date of expiry


	 FORMDROPDOWN 

     
     

	14.2
	Does the school have a designated Data Protection Officer?

Record the name and position


	 FORMDROPDOWN 

     

	14.3
	What training does staff receive on Data Protection procedures for safeguarding personal and sensitive data?
	     

	14.4
	Has the school ever had any Data Protection breaches?

If so what action was taken to rectify the situation?
	 FORMDROPDOWN 

     

	14.5
	What are the storage arrangements for personal files of both staff and pupils?


	     

	14.6
	How long is personal information retained in school?


	     

	14.7
	What arrangements does the school have in place for Subject Access Requests under Data Protection legislation?
	     

	14.8
	Does the school have a copy of the Schools Information Governance Manual?

If so where is it stored?
	 FORMDROPDOWN 

     

	14.9
	Does the school have a copy of the LEA's policy on the use of internet and e-mails?


	 FORMDROPDOWN 

     

	14.10
	How do you protect personal data when it is included in e-mails?


	     

	14.11
	Who maintains the IT equipment?


	     

	14.12
	Does the school have separate admin, finance and curriculum networks?

If no, record how access to the admin network is controlled.


	 FORMDROPDOWN 

     

	14.13
	Is access to the admin finance and admin computer network password restricted?

Record name, position and access level.
	 FORMDROPDOWN 

     

	14.14
	Is the password changed?

How often


	 FORMDROPDOWN 

     

	14.15
	What guidance is issued to teachers about the changing of passwords? 


	     

	14.16
	Are there any systems (e.g., databases) written in house?

If yes, have comprehensive user manuals been written?


	 FORMDROPDOWN 

     
 FORMDROPDOWN 

     

	14.17
	Is the system regularly backed up?

Please record how often.


	 FORMDROPDOWN 

     

	14.18
	Who is responsible for running the admin/finance back-up process?

Is this system automatic or manually operated?
	     
     

	14.19
	What types of devices are used to store back-up data? (such as discs, tapes, main server etc?)
	     

	14.20
	Is the back-up data stored in a fire/flood proof location? 

Where?
	 FORMDROPDOWN 

     

	14.21
	Does the school ever check the backups to ensure that they adequately restore information?

How and when are these checks carried out?


	 FORMDROPDOWN 

     

	14.22
	Does the school have sufficient licences to cover the software it uses?
	 FORMDROPDOWN 

     

	14.23
	What controls are in place to monitor what software is installed at the school?


	     

	14.24
	Is the internet connection only on networked PCs?


	 FORMDROPDOWN 

     

	14.25
	Is access to the internet available from the office PC?  

If so are there any security features in place to filter access to inappropriate sites?


	 FORMDROPDOWN 

     

	14.26
	Are the computers with an internet connection located in a secure area?


	 FORMDROPDOWN 

     

	14.27
	Is the internet connection password protected?


	 FORMDROPDOWN 

     

	14.28
	Is use of the internet monitored?

How?


	 FORMDROPDOWN 

     

	14.29
	Does the school have a policy for the use of the internet for:

Staff?

Pupils?
	 FORMDROPDOWN 
      
 FORMDROPDOWN 
      

	14.30
	Has this been approved by the Governors?


	 FORMDROPDOWN 
 

     

	14.31
	How are parents/children made aware of the policy and its contents?
	     

	14.32
	Is anti-virus software running on the computers? 

If so record who is responsible for it and how is it kept up to date.
	 FORMDROPDOWN 

     

	14.33
	Have firewalls/filters been set up?

If so, please detail what software is used, what it prevents and how it is kept up to date.


	 FORMDROPDOWN 

     

	14.34
	Is all hardware security marked?


	 FORMDROPDOWN 

     

	14.35
	How is all the equipment insured?


	 FORMDROPDOWN 

     

	14.36
	Is there insurance cover for equipment being taken off site?


	 FORMDROPDOWN 

     

	14.37
	When hardware such as Teacher’s laptops or memory sticks are taken off-site are they encrypted to secure any data in case they are lost or stolen?

If so what encryption software is used?
	 FORMDROPDOWN 

     

	14.38
	Have the Governors formally adopted the revised publication scheme?  

If so, give details of the meeting at which it was approved

Was it the information commissioners’ model scheme for schools?


	 FORMDROPDOWN 

     
 FORMDROPDOWN 


	14.39
	Does the school have an Information Policy which covers access, security and management of records?

How is it reviewed and monitored?

When was it last approved?
	     
     
     

	14.40
	Have schools sent revised Privacy Notices to parents in order to comply with the Data Protection Act 1998?

If so when???
	 FORMDROPDOWN 

     

	14.41
	Where the school publishes photographs of pupils in publications or on the internet, is parental consent sought beforehand?
	 FORMDROPDOWN 

     


15.  Insurance & Risk Management

	15.1
	Does the school participate in the LEA's insurance policies scheme?


	 FORMDROPDOWN 

     

	15.2
	Does the school have any additional policies for (and if so, who with):

a) Motor vehicles?

b) Staff/pupil accident insurance?

c) Special risks insurances?

d) Supply insurances?

e) Other (please state)


	 FORMDROPDOWN 
         
 FORMDROPDOWN 
         
 FORMDROPDOWN 
         
 FORMDROPDOWN 
         
     

	15.3
	Has the school drawn up a Fire Safety Plan?


	 FORMDROPDOWN 

     

	15.4
	Does the School have a current policy for school trips?


	 FORMDROPDOWN 

     

	15.5
	Are risk assessments performed for all school trips?  

Is evidence retained of these assessments?

If so where?


	 FORMDROPDOWN 
      
 FORMDROPDOWN 
 
     

	15.6
	Has the school bought into the Health and Safety Risk Management service


	 FORMDROPDOWN 
      

	
	If so, has evaluation software been used to identify risks?


	 FORMDROPDOWN 
      

	
	If not, what alternative arrangements have been made?


	     


16.  Joint Use Facilities 

	16.1
	Has the school any joint use facilities?

(For further information see Chapter 12 of the School Finance Manual)


	 FORMDROPDOWN 
 
     

	16.2
	Has a joint use agreement been drawn up?
If so when did this agreement begin?


	 FORMDROPDOWN 
 
     

	16.3
	Who drew up the agreement


	     

	16.4
	Who is the other party in the agreement?


	     

	16.5
	Were Legal Services involved in drawing up the agreement?
If no why not?


	 FORMDROPDOWN 
 

     


17.  Inventories

	17.1
	Does the school maintain inventory records?


	 FORMDROPDOWN 

     

	17.2
	Has responsibility for updating the record been allocated?

Record the name and position of the responsible officers


	 FORMDROPDOWN 

     

	17.3
	In what format is the inventory kept? 


	 FORMDROPDOWN 

     

	17.4
	Are all portable/desirable assets and items acquired on rental/lease agreements in excess of £100 (i.e. above the maximum advised deminimis level), recorded in an inventory? 


	 FORMDROPDOWN 

     

	17.5
	Does the inventory include items, which if stolen would cause service disruption?


	 FORMDROPDOWN 

     

	17.6
	Are all portable assets security marked?


	 FORMDROPDOWN 

     

	17.7
	Does the school use Smart Water theft prevention solution?  

If so, please state the location of the anti-fraud posters advertising this fact?
	 FORMDROPDOWN 

     

	17.8
	Is all IT hardware secured and out of sight

e.g. does the room have blinds, does it have any additional security? Are laptops locked away and a record held of these that have been booked out?


	 FORMDROPDOWN 

If so how?

     

	17.8
	Is the inventory checked against physical items annually?
	 FORMDROPDOWN 

     

	17.9
	Does an officer who is independent of maintaining the inventory records carry out the check?


	 FORMDROPDOWN 

     

	17.10
	Does a signature on the inventory records evidence this check?


	 FORMDROPDOWN 

     

	17.11
	Does the school investigate any discrepancies revealed by the inventory check?


	 FORMDROPDOWN 

     

	17.12
	Have any items of equipment been disposed of recently?

If so, record how.


	 FORMDROPDOWN 

     

	17.13
	Have any items of equipment been sold recently?

If so, record how the proceeds have been accounted for.


	 FORMDROPDOWN 

     

	17.14
	Does the inventory identify the funds that assets were bought with?
	 FORMDROPDOWN 

     

	17.15
	Is the inventory updated when new items are received at school?


	 FORMDROPDOWN 

     

	17.16
	Is a paper-based copy of the inventory kept or if computerised, is it backed up after additions/deletions?


	 FORMDROPDOWN 

     

	17.17
	Is the inventory backup kept in a fire/smoke/water proof receptacle or alternatively, stored offsite?


	 FORMDROPDOWN 

     

	17.18
	Is equipment allowed to be taken off site?

If so how is it recorded and controlled?
	 FORMDROPDOWN 

     


18.  School Minibus

	18.1
	Does the school have a minibus?
If so is the minibus under or over 3.5 metric tonnes in weight?

	 FORMDROPDOWN 
 
     

	18.2
	Please list the members of staff who have driven the minibus in the last 12 months?


	     

	18.3
	Are checks made on the driver’s experience?

How often is licence checks carried out?


	 FORMDROPDOWN 
      
     

	18.4
	Is a list of qualified drivers maintained? 

Does the school ensure only drivers licensed before 01/01/1997 possessing the D1 category entitlement are allowed to drive the minibus?

If no what alternative arrangements do the school implement?


	 FORMDROPDOWN 
      
 FORMDROPDOWN 
 
     

	18.5
	Is the minibus used for non-school journeys or by other 3rd parties?

If so who?


	 FORMDROPDOWN 
 
     

	18.6
	Does the school charge for this?

If so does the school have a Section 19 permit?


	 FORMDROPDOWN 
      
 FORMDROPDOWN 
 

     

	18.7
	Does the school’s minibus insurance cover non-school journeys?


	 FORMDROPDOWN 
      


19.  Security

	19.1
	How many sets of keys to the school are currently in circulation?

Have these been signed for?


	     
 FORMDROPDOWN 


	19.2
	Please record the key holders to the school

(Name and Position)


	     

	19.3
	Does the school have a safe?

What are its limits for insurance purposes?


	 FORMDROPDOWN 

     

	19.4
	Who are the key holders to the safe? 

(Name and Position) 


	     

	19.5
	Does the school have a security alarm?
	 FORMDROPDOWN 

     

	19.6
	Does a service agreement exist?


	 FORMDROPDOWN 

     

	19.7
	Is there a direct line to the police or a key holder company?


	 FORMDROPDOWN 

     

	19.8
	Is access to the codes restricted?  

Are codes changed periodically?


	 FORMDROPDOWN 
      
 FORMDROPDOWN 


	19.9
	Does the school have a lone working policy?

If yes, has a risk assessment been carried out?


	 FORMDROPDOWN 
      
 FORMDROPDOWN 
      


20.  Early Years
	20.1
	Does the school have a maintained nursery?
	 FORMDROPDOWN 

If no please go to Section 21

	20.2
	What kind of early year’s provision do you provide?
	 FORMDROPDOWN 


	20.3
	What is the minimum number of days a funded child attends per week?
	     

	20.4
	What sessions do you offer
	     

	20.5
	Is lunch offered?
	     

	20.6
	Do you charge for lunch?  
	     

	20.7
	If so, how much do you charge?
	     

	20.8
	Is there a Parental Agreement Form completed for every child for whom funding is claimed?

If so how often?
	     
     

	20.9
	How long are completed Parental Agreement Forms retained by the school?

Where is this information stored?
	     
     

	20.10
	Are any top up fees charged?
	     

	20.11
	What does this cover?
	     

	20.12
	What happens to any income received from the nursery?
	     


21.  Safeguarding

	21.1
	Does the school have a current Child Protection Policy in place?

When was this last approved by the Governing Body?


	 FORMDROPDOWN 

Date:      

	21.2
	How are new members of staff or volunteers made aware of the policy and procedures?

What training do they receive?


	     
     

	21.3
	Who are the senior members of staff with designated responsibilities for taking the lead in child protection issues?

Senior Designated Child Protection Officer

Child Protection Governor

Is there any other staff that has Child Protection roles?


	     
     
     


	21.4
	When was the last time the following had any Child Protection training?

Senior Designated Child Protection Officer

Child Protection Governor


	     
     


	20.5
	When was the last time the whole school (including peripatetic music teachers and catering staff) received guidance and training on Child Protection issues?


	     


	21.6
	What arrangements have the school got in place should a Child Protection issue arise and the Senior Designated Child Protection Officer not be available?


	     


	21.7
	When any Child Protection issues occur, would the Governors be notified, to ensure suitable staffing arrangements are in place to deal with the issue?
	 FORMDROPDOWN 

     


22.  Other Issues

	22.1
	Does the school have any units for which separate bank accounts are operated?

If yes, please state


	 FORMDROPDOWN 

     

	22.2
	Does staff have access to copies of the School’s Finance Manual?

An up to date LMS Scheme?


	 FORMDROPDOWN 
      
 FORMDROPDOWN 
      

	22.3
	If the school has a ‘Display Energy Certificate’ (DEC) where is it located?

(N.B. DECs are only required for buildings with over 1000m² of ‘useful’ floor space)
	     



Attachments requested

If available in electronic format, please attach the following documents when you return the completed questionnaire.

List of Members of Staff and Governors





 FORMCHECKBOX 

Governing Body and Finance Committee Minutes for last 12 months
 FORMCHECKBOX 

Budget Management Policy






 FORMCHECKBOX 

Scheme of Delegation & Terms of Reference (if applicable)


 FORMCHECKBOX 

Whistleblowing Policy







 FORMCHECKBOX 

Benchmarking or Comparative Statistics Data




 FORMCHECKBOX 

Scale of Charges for Lettings






 FORMCHECKBOX 

Policy for the use of the Internet by pupils and staff



 FORMCHECKBOX 

Publication Scheme                         





 FORMCHECKBOX 

Information Policy 








 FORMCHECKBOX 

Privacy Notice








 FORMCHECKBOX 

Child Protection Policy







 FORMCHECKBOX 

This information will be reviewed prior to visiting the school.

Completed by:      


Date:      
Email address:      
Any other comments:
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