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Bible Verses on which our 
Vision and Mission Statements are founded 

 

Habits for Character  
 
So here’s what I want you to do, God helping you. Take your everyday, ordinary life – 
your sleeping, eating, going-to-work, and walking-around life – and place it before God 
as an offering. Embracing what God does for you is the best thing you can do for him. 
Don’t become so well-adjusted to your culture that you fit into it without even thinking. 
Instead fix your attention on God. You’ll be changed from the inside out. Readily 
recognize what he wants from you, and quickly respond to it. Unlike the culture around 
you, always dragging you down to its level of immaturity, God brings the best out of you, 
develops well-formed maturity in you. (The Message Romans 12:1-2)  
 
Opportunities for All  
 
Each of you should use whatever gift you have received to serve others, as faithful 
stewards of God’s grace in its various forms. (NIV, 1 Peter 4:10)  
 
Partners in Learning 
 
And let us consider how we may spur one another on toward love and good deeds 
(NIV)Hebrews 10:24 

 
Two are better than one, because they have a good return for their labour: 
If either of them falls down, one can help the other up. 
But pity anyone who falls and has no one to help them up. (NIV) Ecclesiastes 4:9-10 
 
You use steel to sharpen steel, and one friend sharpens another. (The Message) Proverbs 
27:17 
 
Enjoyment, Equity, Excellence  
 

Don’t be selfish; don’t try to impress others. Be humble, thinking of others as better than 

yourselves.  

Don’t look out only for your own interests, but take an interest in others, too. (NLT) 

Philippians 2:3-4 

 
We can rejoice, too, when we run into problems and trials, for we know that they help us 
develop endurance. And endurance develops strength of character, and character 
strengthens our confident hope of salvation. And this hope will not lead to 
disappointment. (NLT) Romans 5:3-5a 

 

Finally, brothers and sisters, whatever is true, whatever is noble, whatever is right, 

whatever is pure, whatever is lovely, whatever is admirable – if anything is excellent or 

praiseworthy – think about such things. (NIV) Philippians 4:8 
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St Peter’s CofE Aided School 
Vision and Mission Statements 

 

Vision Statement – what we aspire to be: 
 

  

Life to the full for everyone 
Developing character and bringing HOPE through wisdom, courage, compassion, and community. 
 

 
Mission statement – what we actually do: 

Mission statement – what we actually do: Our passion for educating the whole character is supported by our 
Principles of HOPE. 
 

We aspire to enable every member of St Peter’s to be able to say, "People believe the best of me here. I am 
safe.  I take considered risks in order to learn and grow.  I bring the best of me to St Peter’s and serve others to 
live the best life they can too.” 
 

Our Principles of HOPE are the means by which we achieve our vision. These are inspired by educational 
research and the Christian understanding of hope which is ‘confident expectation’ and ‘firm assurance’.’ 
 

This means that we aim to provide HOPE to everyone in every situation.  Our Principles of HOPE are embedded 
into our daily life and our long term aims so we enable all to live ‘life to the full’ and become the best well-
rounded characters they can. 
 

Principles of HOPE: 
Habits for Character 
Opportunities for all 
Partners in Learning 
Enjoyment, Equity, Excellence 
 

Habits for Character 
Every day we aim to develop the whole character of every member of our community.  The St Peter’s 
Character Compass describes the habits for character that support excellence in learning and positive 
character development in all contexts. Using habits for character helps everyone to be the best they can be 
through: 

H1 Performance and progress of Learning and Teaching 
H2 Responding positively to high quality feedback 

  

Opportunities for all 
Every day, we provide targeted, ambitious, planned and flexible opportunities for everyone to be the best they 
can be through: 

O1 Curriculum and extra-curricular provision 
O2 Leadership opportunities 

 

Partners in Learning 

• Partners in Learning is about everyone doing their best to play their part in working together for the 
good of the students.  It’s simple.  When students, parents, carers, governors and staff work in 
partnership together, students will have greater access to appropriately ambitious opportunities. 

• All communication seeks to develop positive relationships through constructive relational approaches 
and in all interactions. 

• We model Restorative Intent in all interactions. 
P1 Create and environment in which everyone can live life to the full 
P2 Work positively with all stakeholders and external organisations 
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Enjoyment, Equity, Excellence 
will be achieved… 
For ALL 
When we are all Ready, Respectful, Safe – all of the time 
E1 Communicate respectfully and clearly in a timely way 
E2 Provide systems and partnerships that focus upon enabling excellence 

      H + O + P = E. 
: 
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Statutory Authority 

This policy is in accordance with the following: 

• Audit Guidelines 

• Devon County Council – Charging & Remission Policy 

• Statutory Legislation: 

• Data Protection Act 2018 

• Freedom of Information Act 

A. PREAMBLE 
 

This document together with DCC Financial Regulations document, has been adopted by the 
Governing Body, as the basis for the administration and management of finances. 

 
B. AIMS 

 

The aims of the policy are to create a framework within which individual members of staff, 
Governors and other interested parties, can exercise financial management and stewardship in an 
efficient and effective way. Responsibility for its implementation, monitoring and revision lies with 
the Business Standards which will report annually to Governors. 

 

C. OVERALL FINANCIAL MANAGEMENT 
 

The Governors will manage their affairs in accordance with high standards of Public Sector 
administration, based on the Nolan distinct set of values, the fundamental principles of which are 
:- 

 
• Selflessness 

 
Holders of public office should act solely in terms of the public interest. 

 
• Integrity 

 
Holders of public office must avoid placing themselves under any obligation to people or 
organisations that might try inappropriately to influence them in their work. They should not act 
or take decisions in order to gain financial or other material benefits for themselves, their family, 
or their friends. They must declare and resolve any interests and relationships. 

 

• Objectivity 

 
Holders of public office must act and take decisions impartially, fairly and on merit, using the 
best evidence and without discrimination or bias. 

 

• Accountability 

 
Holders of public office are accountable to the public for their decisions and actions and must 
submit themselves to the scrutiny necessary to ensure this. 

 

• Openness 
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Holders of public office should act and take decisions in an open and transparent manner. 
Information should not be withheld from the public unless there are clear and lawful reasons for 
so doing. 

• Honesty 

 
Holders of public office should be truthful. 

 
• Leadership 

 
Holders of public office should exhibit these principles in their own behaviour. They should 
actively promote and robustly support the principles and be willing to challenge poor behaviour 
wherever it occurs. 

 
Governors will have regard to:- 

 
(a) Minimum standards of financial management as set out in the scheme for Local 

Management of Schools, which contains Devon County Council Financial 
Regulations and Instructions; 

 

(b) Advice and guidance relating to the financial performance of schools arising from 
the work of OFSTED, Internal Audit, the District Audit Service and other interested 
parties. 

 
(c) Policy and advice from the Diocesan Board of Education. 

 
D. OVERALL FINANCIAL POLICIES 

 

1. Organisation of Responsibility and Accountability - The responsibilities of each person and 
the committees involved in finances are defined to avoid duplication or omission of functions and 
provide a framework of accountability. This framework will be approved by the Governing Body. 

 

2. The School Planning Process - To provide a clear focus for activity a school development 
plan will be prepared and approved annually. This will set out the aims and objectives of the school 
within the projected available resources for a period covering at least 3 years. 

 
3. Budget Management - To allow effective financial management of resources an annual 
revenue budget will be prepared. This shall be prepared in a timely manner and in sufficient detail 
to allow regular meaningful budget monitoring and reporting to take place. It shall be consistent 
with the aims and objectives included within the school's development plan. 

 

4. Insurance - The Governing Body will annually review and approve the insurance 
arrangements, taking account of insurance needs, risks and costs. 

 
 

5. Computer Systems - The Governors recognise the importance of protecting 
computerised management systems and data held within them and will approve procedures to 
achieve this objective. 

 
6. Purchasing - The Governing Body aims to achieve best value for money from all its 
purchases and has established procedures for testing the market, placing of orders and paying 
for goods and services in accordance with financial regulations – see appendix 8 
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7. Personnel - The Governing Body will approve annually policies relating to the 
payment of honoraria, gratuities and other emoluments, and ensure systems are in place to 
allow all payroll transactions to be processed correctly and only through the Payroll system. 

 
8. Security of Stocks and Other Property - The Head teacher will ensure procedures exist for 
the safe custody of cash, the security of other property and for stock control. 
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9. Income and Banking Arrangements - Charging and remission policies will be approved annually by the 
Governing Body. All income and monies due to the school will be correctly accounted for and banked in 
accordance with procedures set out in financial regulations. 

 
10. School Funds - The school will ensure that there is a secure and efficient system for the custody and 
control of voluntary unofficial funds. The funds will be administered on behalf of the governing body by the Head 
teacher/administrator in accordance with the LA's guidance contained in the document entitled "Management of 
Voluntary Unofficial funds". 

 
11. Governors' Expenses - Payment of expenses (if any) to Governors will be in accordance with the policy 
agreed annually – appendix 7. 

 
12. Register of pecuniary interests of Governors and Staff - The Governing Body recognises the importance of 
maintaining high standards of Public Sector administration and require a register of Pecuniary Interests to be 
maintained. 

 
 
 

E. DETAILED POLICIES AND PROCEDURES 
 

1. Organisation of Responsibility and Accountability 
 

(a) Clear Limits of Delegated Authority 
 

The Governing Body recognises the importance of clearly defining the roles and responsibilities of 
its committees, the Head teacher and other staff. The terms of reference for the Governors' 
Business Services Committee are laid out in a separate document (see Appendix 1). 

 
In accordance with the school's needs and priorities as laid out in the School's development plan, 
the following arrangements have been approved in relation to LA funds:- 

 
The full Governing Body will decide how to spend the budget allocated within the LA's scheme of 
delegation subject to:- 

 
(i) Any conditions in the LA's scheme included to protect its legal duties; 

 

(ii) The budget must be spent only for the purposes of the school. 
 

Authority has been delegated from the Governing Body (see Appendix 2):- 
 

(b) Effective operation of the Finance Function 
 

The Head teacher is responsible to the Governing Body for ensuring the effective operation 
of the finance function. The Head teacher will ensure that:- 

 
(i) The roles of each member of staff are clearly defined and the duties of staff concerned 

with financial transactions will as far as is practicable be distributed to ensure that key tasks 
are assigned to separate members of staff and that appropriate systems of internal check 
exist; 

 

(ii) Devon County Council Financial Regulations and Instructions are adhered to; 
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(iii) Systems are in place to ensure that financial control is maintained at all times including 
procedures in the absence of key staff; 

 
(iv) Appropriate documentation and records of transactions are maintained to specified 

standards. 
 
 

2. The School Planning Process 
 

Despite the uncertainties over future years' budget allocations the Governors recognise the importance of long 
term planning and require a school development plan covering 3 years to be submitted annually for approval. This 
will be prepared by the Head teacher. 

 
 

3. Budget Management 
 

 
3.1 The Head teacher is responsible for preparing the annual revenue budget in sufficient detail to conform 

with LA requirements and to enable the effective management of the available funds by the Governing 
Body which is responsible for ensuring that total forecast expenditure does not exceed the available 
funds. To ensure this can be done, the Head teacher will provide regular reports (at least termly) to the 
Governing Body. As a minimum standard the Governors shall expect to see:- 

 

3.2  A separate budget monitoring statement for each of the funds provided by the LA and funds provided by 
the DFE and the School Fund. The statement should show a comparison of expenditure to the approved 
budget. Expenditure should be broken down into those sums actually spent, sums already committed and 
amounts of expenditure which are planned but to which the school is not yet committed. The statements 
should show, as accurately as possible, the forecast year end position. 

 
3.3  A written report should accompany financial statements providing details of significant matters, major 

variations and highlighting areas of uncertainty. 
 

3.4  It is essential that reports produced are accurate as far as is reasonably possible. The Head teacher is 
responsible for ensuring that quality controls are in place so that reports are of a sound standard. Staff 
responsible for the production of financial reports must ensure they take appropriate steps to guarantee 
the reliability of the information. 

 
3.5 The Head teacher may delegate elements of the budget to staff where this is appropriate. These budget 

holders must operate within the same objectives and controls as those agreed for the school as a whole. 
Delegated budget holders within the school will be provided with sufficient information to enable them 
to perform adequate monitoring and control. Such budget holders are to be accountable to the Head 
teacher who is responsible for ensuring mechanisms exist to enable such delegated budgets to be 
monitored. 

 

3.6 Governors and the Head teacher will periodically review the provision of financial information to ensure 
that what is provided remains appropriate, particularly in terms of its timing, level of detail and narrative 
information. 

 

4. Insurance 
 

 

4.1 The Head teacher will review the insurance needs of the school annually and liaise with the LEA where 
appropriate to ensure that specific insurance arrangements remain appropriate. Following the approval 
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of the Governing Body, the Head teacher will ensure the agreed arrangements are in place. (See 
Appendix 3). 

 
4.2 The Governing Body will periodically consider whether to insure risks which are not covered by an existing 

policy arranged by the LEA or other voluntary body. The cost of premiums for any additional cover should 
be met from the School's budget share. 

 
4.3 The Headteacher will be responsible for ensuring that Governors are made aware of all new risks and all 

incidents which may give rise to an insurance claim (e.g. accident, theft, etc.) are reported immediately to 
the insurers, the Authority or their agent. 

 
 

5. Computer Systems 
 

5.1 The Governors recognise the importance of protecting computerised financial management systems and 
the data held within them. The Headteacher will ensure that the school is registered in accordance 
with the GDPR and Data Protection Act 2018. 

 
5.2 The Head teacher will ensure that effective backup procedures are in place with off-site backup of files. 

 
5.3 Access to school management computer systems will be limited to authorised staff. These staff will use 

passwords which should not be disclosed and should be changed regularly at least every 60 days. Only 
authorised software will be used to prevent the import of computer viruses. Staff will only have access to 
those modules appropriate to their duties. 

 
 

6. Purchasing 
 

 

6.1 The Governing Body aims to achieve best value for money from all its purchases. The Head teacher is 
responsible for ensuring procedures are in place for testing the market, placing of orders and paying for 
goods and services in accordance with financial regulations. 

 
(A) Value for Money (School Budget Share) 

 

Two written quotes will be obtained for expenditure exceeding £1,000, and three written competitive quotations 
will be obtained for expenditure between £2,500 (£5,000 for works) and £10,000. 

 
At least three written formal quotations will be obtained for expenditure exceeding £10,000 up to £50,000 and four 
written tenders for in excess of £50,000 but below the EU threshold. (5 written tenders for over the EU threshold). 

 
The Head teacher/School Business Manager have delegated authority to accept the lowest quotations for all 
expenditure below £10,000. In instances where the lowest quotation is not accepted this should be reported to the 
Business Services Committee and the reasons for the decision recorded in the minutes of the meeting. Further 
guidance is provided in the Schools Finance Manual which provides detail on ‘maverick’ buying. 

 
For quotations above £10,000 the approval of the Business Standards must be sought, unless expenditure is to be 
recovered from 3rd parties such as school trips paid for by parents, but best value must still be sought. 

 

(B) Orders for Goods and Services 
 

Orders will be raised on receipt of a Requisition Form signed by the relevant Budget Holder. 
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Any telephone orders must wherever possible be followed by a confirmation order within 24 hours. The Requisition 
Form should be retained with the copy order. 

 

(C) Payment of Accounts 
 

Invoices will only be paid when the budget holder has shown approval that goods or services have been received 
and are of the quality expected. Payment should be made within reasonable limits and discounts taken for quick 
payment where appropriate. 

 
(D) Procurement Cards 

 

The names of the authorized procurement holders and the agreed monthly spending limits of £500 per card are: J 
Pearce, GJ Pounds, PR Ruff, A Sinden and G Kirk. These are used for operational reasons such as purchase for 
emergency fuel for minibuses, covid essentials etc.) The limit for each of these is £500 each per month. The 
account is linked to the school imprest account. The means that the school can re-claim the VAT element (where 
applicable) on expenditure. 

 
All transactions must be accompanied by a valid receipt and the transaction log completed and signed by the card 
holder each month (Appendix 9). 

 
(E) Petty Cash 

 

The Head teacher is responsible for the operation of the Petty cash account which should only be used for small 
items of expenditure up to £200 cash (cheques £2,000). Every effort should be made to obtain proper receipts and 
VAT invoices. 

 
(F) Credit Card 

 

The school holds 2 Barclaycards. The names of the authorized holders and with an agreed monthly spending limits 
are: G Kirk (booking for CPD, incidental expenditure), and Adam Green (for Food tech purchases). 

  

All transactions must be accompanied by a valid receipt and the transaction log completed and signed by the card 
holder each month. Appendix 9. 

 
Full guidance will be given on the expectations and acceptable use of credit cards to any future card holder 

 
 

7. Personnel and Payroll 

 

7.1 The Head teacher will, where possible, allocate duties to ensure that an appropriate division of duties 
exists in the area of completing, checking and authorising of all documents and claims relating to 
appointments/terminations of employment and expenses. (These roles must not be the sole 
responsibility of one person.) 

 
7.2 Payroll transactions will be processed only through the payroll system. Payments for employment will not 

be made to staff or visiting lecturers etc. through any other mechanism. Payroll transactions relating to 
Devon County staff will be processed against a fund provided by the Authority and not a voluntary unofficial 
fund. 
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7.3 The Governing Body have delegated to the Head teacher authority to approve honoraria and gratuities 
subject to reporting to the Standards Committee. 

 
 

8. Security of Stocks and Other Property 
 

 

8.1 The Head teacher is responsible for the safe custody of cash, the security of other property and for stock 
control. 

 
8.2 The Head teacher will ensure that inventories are maintained in accordance with Financial Instruction (9) 

and in a format provided by the LA. Inventories will be checked at least annually and any discrepancy shall 
be investigated. Discrepancies over the amount of £1,000 shall be reported to the Business Services 
Committee of the governing body. 

 
8.3 Safes and similar storage facilities will be kept locked and keys removed to be held by the key holder who 

will be nominated by the Head teacher. Normally key holders will carry keys on their person and keys must 
not be left on the premises overnight except in another safe. A list of key holders will be maintained by the 
school and loss of any keys must be reported to the Head teacher and if necessary to the LA. 

 
 

9. Income and Banking Arrangements 
 

(a) General Income Matters 
 

The Head teacher is responsible for the correct accounting of all income due to and cash collected for the school. 
Where possible, the Head teacher will ensure the responsibility for determining sums due to the school is separated 
from the responsibility for collecting and banking such sums. (It is recognised however that for many schools this is 
not practical.) 

 
Where invoices are to be raised, the school will do so promptly using authorised arrangements. Where cash is 
collected, whether it is due to a fund provided by the LA or an unofficial fund, a receipt will be issued or in agreed 
circumstances Collection Listings may be used. The receipt books used will be those approved by the County 
Treasurer and separate books will be used for LA and unofficial funds. 

 
Cash and cheques collected will be locked away until the time of banking. Income collected will be banked in its 
entirety as promptly as possible and will not be used to cash personal cheques or for other payments (apart from 
the official imprest). 

 
Sums received will be reconciled to the sums banked. Through reconciling to the Devon County Council Financial 
Information System, the school will ensure that sums banked to the DCC bank account are correctly attributed to 
the school. 

 
(b) Charging and Remission of Fees (See Appendix 4) 

 

The Governing Body have accepted charging and remission policies on the basis of recommendations put forward 
in a written report by the Head teacher, and these will be reviewed annually. 

 

(c) Banking Arrangements 
 

The Head teacher is responsible for ensuring arrangements operated are in accordance with procedures specified 
by financial regulations (and if relevant the Local Payments Scheme). 
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10. School Fund 
 

 

10.1 The Governing Body is responsible for the school's voluntary unofficial fund. Although the voluntary 
unofficial fund is not public money, the principles of sound financial management outlined in this policy 
apply equally. This requires the proper minuting of all decisions taken by the Governing Body. 

 
10.2 The objectives and criteria for allocating of the school fund must be approved by the Governing Body. 

(See Appendix 5) 
 

10.3 The auditor will be approved annually by the Governing Body to carry out an audit of the funds accounts. 
The audited accounts will be presented to the Governing Body for acceptance to be minuted within 3 
months of the end of the financial year. 

 
10.4 The school will ensure that there is a secure and efficient system for the custody and control of the 

voluntary unofficial fund. The fund will be administered on behalf of the Governing Body by the Head 
teacher/School Business Manager in accordance with the LA's guidance contained in the document entitled 
"Management of Voluntary Unofficial Funds". 

 
 

11. Governors' Expenses (See Appendix 7) 
 

 

11.1 The policy relating to Governors' Expenses will be approved annually and if payable will be in accordance 
with the LA Scheme. 

 
11.2 The Chairman/Vice Chairman are authorized to approve Head teacher’s expenses. 

 

 
12. Register of Pecuniary Interests 

 

A register will be maintained by the Clerk to the Governors. 
 

13. Trips and residentials 
 

Income received and expenditure incurred for all trips and residentials is subject to the same level of control and 
financial scrutiny as all other income and expenditure in the school. 

 
Any cash held, or the school credit card should be made secure on all occasions and the credit card must only be 
used in unavoidable situations. If a cash / currency ‘float’ is taken off site, the balance should be checked at the 
start and end of each day and any expenditure recorded as above. Any expenditure on the credit card should be 
recorded as highlighted in section 6 (f) above. 

 

A log should be kept of all expenditure incurred during a trip, and receipts and invoices must be provided within 
10 working days to the finance team at the end of each trip for all financial transactions. 

 
At the end of each residential, a financial summary will be prepared and signed by the trip leader and passed to 
the finance team within 10 working days of the end of the trip. This will be reconciled against the information 
held by the finance team. 
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APPENDIX 1 
 

TERMS OF REFERENCE FOR BUSINESS SERVICES COMMITTEE 
 

FINANCIAL FUNCTION 
 

In accordance with appropriate school regulations the committee will: 
1. In consultation with the Headteacher and taking into consideration available resources, sustainability of 

commitments, school improvement plan, forecast pupils numbers, anticipated contractual liabilities and 
other relevant factors, the Committee will scrutinise and agree the formal budget plan for the financial year 
and make recommendations to the FGB for approval. 

2. Ensure the establishment and maintenance of a 3-year financial plan. 
3. Monitor budgets for all funds under the FGBs control, including virement decisions, at least termly and to 

report significant variances from the anticipated position to the FGB. 
4. Ensure that current data is used to inform the 3-year plan. 
5. Review all finance related policies annually and recommend changes to FGB for approval. 
6. Ensure that the school operates within the Regulations, Minimum Standards and DCC school Financial 

Regulations. 
7. Monitor expenditure of all voluntary and other funds maintained on behalf of the FGB and ensure the annual 

audit of these funds. 
8. Make decisions in respect of service level agreements. 
9. Approve non-routine expenditure not provided with the School Improvement Plan in accordance with 

the Finance Policy including recommendations from other committees. 
10. Ensure the principles of Best Value are followed when making decisions within the school. 
11. Monitor statistics, performance indicators and key ratios and other non-financial data affecting budgets, 

directing action as appropriate. 
12. Receive audit reports and refer key issues to the FGB. Direct response to such reports and ensures 

such reports are appropriately acted upon. 
13. To report termly to the FGB. 
14. To consider the means of generating additional resources. 
15. Establish, recommend and review Finance policies listed in the FGB Policy Schedule. 

 
 

HEALTH AND SAFETY (BUILDINGS) FUNCTION 
 

Principal Function 
 

Business Services Committee will report back to the FGB on Health and Safety matters. The committee will form 

part of the Health & Safety Management Strategy to ensure the safety of students, staff and visitors to St. Peter’s 

C of E Aided School. 

The committee will provide health and safety risk management assistance as a delegated responsibility (including 

fire safety) and will promote, encourage, support and contribute to safe working throughout the school for the 

benefit of students, staff and visitors. 
 

Specific Health and Safety functions will include: 
 

1. Acting as a support to the Governing Body and the Headteacher on all Health & Safety and security matters 
2. Keeping under review the measures taken to ensure the health and safety of students, staff and visitors. 
3. To oversee the management of the building by the FM provider in relation to statutory/mandatory health 

and safety maintenance. 
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4. Assessing the adequacy of risk and health and safety communications throughout the school. 
5. Ensuring the systems are in place and monitored for safety notices/bulletins issued from external bodies etc., 

and making appropriate recommendations for action. 
6. Discussion of significant Health and Safety incidents and give the feedback on action plans produced to 

address risks identified. 
7. Provide a view on adequacy of any health and safety objectives/policies and annually review and monitor the 

Health and Safety, Security, Minibus, Off-site visits and letting policies. 
8. Assess significant concerns raised (regarding Health & Safety) by Health and Safety representatives. 
9. To oversee the preparation and implementation of contracts, ensuring best value principles are adhered to. 
10. Assisting in creating various sub-groups to assist with specific problems relating to Health and Safety. 
11. The committee will provide an inspection report and undated policies as and when necessary to the FGB that 

will in turn assure Governors that adequate arrangements are in place for management of Health and Safety 
issues. 



 

APPENDIX 2 - ST PETER'S C OF E AIDED SCHOOL - DESIGNATED AUTHORITIES - APPROVED BY BUSINESS SERVICES 

 
 TYPE AUTHORITY MAX LIMITS COMMENT 

1. School budget share cheque book - Barclays Bank Any two from HT/SBM/FA/HT pa £10,000  

2. Non-Public Fund a/c cheque Book – Barclays Bank 
Non-Public Fund Barclaycard 

Any two from HT/SBM/FA 
Any two from HT/SBM 

£10,000 
£10,000 

 

3. School Governors a/c cheque book - Nat West Bank Any two from HT/COG/SBM/ £10,000  

4. Cost Centre Requisition/Invoices 
Repairs & Maintenance 

 

Teaching Staff (Staff expenses/employment costs) 
Head teacher’s Expenses 
Support Staff (Staff expenses/employment costs) 
Supply Staff 
All other Cost Centres 
CPD Expenditure 

 
HT/SBM 
Business Services Committee 
One from HT/DH/SBM 
Chair/Vice-Chair Governors 
One from HT/SBM 
One from HT/FA/CM 
Cost Centre Manager 
One from HT/DH/SBM/EO/FA 

 
to £10,000 

over £10,000 
n/a 
n/a 
n/a 
n/a 

£10,000 
£10,000 

 
 
 
 
 

Usually SBM 

     

6. Virements (excludes virements within the same cost centre 
group, as the overall budget allocation remains the same) 

Cost Centre Manager 
Finance Group - SLT 
Business Services Comm - Govs 

to £1,000 
to £10,000 

over £10,000 

 

7. Contracts & Equipment Leases Finance Group - SLT 
Business Services Comm - Govs 

to £2,500pa 
over £2,500pa 

 

8. Petty Cash Cost Centre Managers £200 
£200 

£2,000 
£5,000 

 
Cash floats - Departments 
Cheques 
Cash Float - School 

9. Official Orders One from HT/SBM/FA/FAS Nil  

10. Batched Invoices and other "at 1" admin certification 
(Admin) 

FA Nil  

11. Batched Invoices (Authority) One from HT/DH/SBM Nil  

12. Lettings One from HT/SBM Nil  

13. Auditors DCC n/a School Fund/Govs a/c 
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14. Write off limits < £500 HT/SBM 
Business Standards Govs 

£500 
over £500 

 

15. School Census postholder Head/Head’s PA N/a  

 
 
 

 

HT – Headteacher 
HT pa – Headteacher PA 
DH – Deputy Head 
SBM – School Business Manager 
COG – Chair of Governors 
COB – Chair of Business Services 
FA – Finance Administrator 
FAS – Finance Assistant 
EO – Exam Officer 
CM – Cover Manager 
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APPENDIX 3 - ST PETER'S C OF E AIDED SCHOOL - INSURANCE SCHEDULE AS AT 01 January 2023 
 

 

ASSET RISK INSURANCE COMPANY SUM ASSURED NOTES 

Buildings n/a n/a n/a via PFI 

Contents Fire/lightening/explosion 
Additional special perils 
(storm/flood/impact, etc) 

Zurich £2.1m  

Students/staff/volunteers School journey insurance 
Cancellation, medical, 
accident, personal effect, 
legal liability 

DCC 
SJ-05AA02-0026 

Varies according to loss Premium paid from school budget 
Trips and visits only, not work experience 

Students and Staff Personal insurance during PE DCC £2,000 to £50,000  

Students Work experience Employers 
 

Verified by Careers South West Ltd 

Employers Liability Assault, liable and slander DCC £20m  

Public Liability  DCC £50m  

Public Liability  Via Diocese £5m Non-education activities - paid by Diocese 

Legal expenses Contract dispute Diocese £50k per claim Paid by Diocese 



Date of Approval by the Business Services Committee: 26/01/2022 
Date of Approval by Full Governing Body: 02/02/2022 
Unique Policy No: 48 

Next Review Date: Spring term 2023 

17 

 

APPENDIX 4 

CHARGING/REMISSION POLICY 

The Governing Body has adopted the Devon County Council Policy 

Introduction 

The purpose of the policy is to ensure that there is clarity over those items which the school will 
provide free of charge and for those items where there may be a charge. 
The policy has been informed by the LA policy and the DfES guidance and complements the school's 
Finance Policy 

 
Definition 

 

The school day is defined as: 8.30am to 3.05pm. The midday break does not form part of the school 
day. 

 
Responsibilities 

 

The head teacher will ensure that staff are familiar with and correctly apply the policy. 

The Governors will review the policy annually. 

Policy statement 
 

During the school day all activities that are a necessary part of the National Curriculum plus religious 
education will be provided free of charge. This includes any materials, equipment and transport to 
take pupils between the school and the activity. It excludes charges made for teaching an individual 
pupil or groups of up to four pupils to play a musical instrument. Unless the teaching is an essential 
part of either the National Curriculum or a public examination syllabus being followed by the pupil(s), 
we may make a charge. 
There will be no charge for any activity that is an essential part of the syllabus for an approved 
examination unless: 

• the examination is on the set list, but the pupil was not prepared for it at this school 

• the examination is not on the set list but we arrange for the pupil to take it 

• a pupil fails without good reason to complete the requirements of any public examination 
where the governing body or the LA originally paid or agreed to pay the entry fee.] 

Voluntary contributions may be sought for activities during the school day which entail additional 
costs, for example field trips. In these circumstances no pupil will be prevented from participating 
because his/her parents cannot or will not contribute. If insufficient funds are available it may be 
necessary to curtail or cancel activities. 

 
From time to time we may invite a non-school based organisation such as a visiting drama group or 
storyteller to arrange an activity during the school day. Such organisations may wish to charge parents, 
who may, if they wish, ask the head teacher to agree to their child being absent for that period. 



Date of Approval by the Business Services Committee: 26/01/2022 
Date of Approval by Full Governing Body: 02/02/2022 
Unique Policy No: 48 

Next Review Date: Spring term 2023 

18 

 

Optional activities outside of the school day 
 

We may charge for optional, extra activities provided outside of the school day, for example football 
club, theatre visit. Such activities are not part of the National Curriculum or religious education nor 
are they part of an examination syllabus. Where we wish to charge we will tell parents in advance. 

 

Where specific funding has been received to support particular activities, we will subsidise the charge 
to the extent permitted by the funding. 

 
Education partly during the school day 

 

If a non-residential activity happens partly inside the school day and partly outside of it, there will be 
no charge if most of the time to be spent on the activity falls within the school day. Conversely, if the 
bigger proportion of time spent falls outside of the normal school day, charges will be made. When 
such activities are arranged parents will be told how the charges were calculated. 

 

Residentials 
 

Charges will be made for board and lodging, except for pupils whose parents are in receipt of eligible 
benefits. Other charges will be made to cover costs when the number of school sessions missed by the 
pupils totals half or more of the number of half-days taken up by the activity. In such cases parents will 
be told how the charges were calculated. 

 
Minibus 

 

Only pupils of the school, school staff or parents may be charged for travel in the minibus. Charges 
made will cover only actual costs incurred, including depreciation; the service should not make a profit 
for the school. 

 
Calculating charges 

 

When charges are made for any activity, whether during or outside of the school day, they will be 
based on the actual costs incurred, divided by the total number of pupils participating. There will be 
no levy on those who can pay to support those who can't or won’t. Support for cases of hardship will 
come through voluntary contributions and fundraising. 

 
Voluntary contributions may be requested to support learning which is not part of the curriculum 
entitlement. The level of charge should be that necessary to recover the costs involved, and not to 
make a surplus 

 
Parents who would qualify for support are those who are in receipt of eligible benefits. 
The principles of best value will be applied when planning activities that incur costs to the school 
and/or charges to parents. 

 
Music Tuition 

 

The governors will consider in their absolute discretion the remission of fees (either in full or in part) 
for those pupils who they consider will benefit from such tuition. 
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Breakages or damage 
 

Breakages or damage caused by unacceptable behaviour - the Headteacher is authorised to make a 
charge for damage, or loss of to school property, at his discretion. 

 

Eligible benefits 

 

Current government benefits, such as working Tax Credits and FSM; 

Lettings 

Any lettings made should cover all costs and depending on the type of organisation i.e. charity, 
educational an additional charge made as appropriate. 

 
 
 
 
 
 

APPENDIX 5 
 

The objectives of the Voluntary Unofficial Fund is to enable the School to function financially with 
funds not normally allocated by the Local Authority. This includes income received from a variety of 
sources together with payments made for the purchase of educational goods, for staff, and student 
welfare, and for the provision of services outside the scope of the budget share. 

 
 
 
 
 
 
 

APPENDIX 6 
 

The Objectives of the St Peter’s C of E Aided school Educational Trust (the Prize Fund) are to advance 
the education of the students of St Peters C of E Aided school in any way the Trustees think 
appropriate. The Trustees are the serving Governors of the school 
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APPENDIX 7 
 

 POLICY STATEMENT ON GOVERNORS’ ALLOWANCES AND EXPENSES 
 

Introduction: 
The School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 state 

‘School governors provide a voluntary service, and cannot be paid for their role as a governor. 

But they can receive out of pocket expenses. This may include reasonable expenses to cover 

travel costs or child care costs incurred as a result of fulfilling their role as governor. Where the 

board has a delegated budget, whether to pay allowances and what allowances might 

reasonably be paid are matters for the board to decide’. 
 

The governing body agree this policy annually in conjunction with their approval of the School’s 
Finance Manual 

 
The aim of this policy is to ensure that a governor (or non-governor who is co-opted on to a 
governing body committee), is not out of pocket where the school has derived a benefit from such 
outlay. The policy also reaffirms the governing body’s commitment to ensuring equality of 
participation for all governors. Governors cannot be paid attendance allowances or for any loss of 
earnings. 

 

Allowances and expenses necessarily incurred for which a claim may be made comprise the 
following: 

 

• Child care or baby-sitting expenses. 
 

Where a governor does not have a spouse, partner or other responsible adult to care for a 
child/ren during a period of absence, in which that governor attends meetings of the governing 
body, its committees or in otherwise representing the school or governing body; claims will be 
limited to reimbursing the actual cost paid to a registered child minder or the cost of a baby 
sitter. 

 
• Care arrangements for an elderly or dependent relative 

 
Costs may be refunded in similar circumstances to childcare. Claims will be limited to reimbursing 
the actual amount paid to a person providing the care that the governor would have provided 
during the period of their absence. 

 
• Governors with a special need 

 
Where the school or governing body does not provide facilities or equipment to enable a 
governor for example to communicate or otherwise take part in the activity in question, claims 
will be limited to reimbursing the cost of, for example, provision of a signer, audiotapes, braille 
documentation, or travelling and subsistence for a person providing support, as the case may be. 
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• Governors whose first language is not English 
 

The translation of documents or provision of an interpreter may be met in circumstances similar 
to a governor with special needs. 

 
• Telephone charges, photocopying costs and stationery 

 
May be reimbursed where the governor is unable to use the facilities of the school in the 

performance of any duty on behalf of the governing body. Governors must keep a written record 

or obtain a receipt, (where possible), relating to expenditure so incurred. Claims will be limited 

to reimbursing the actual costs involved. 
 

• Travel and subsistence 
 

Mileage may be claimed where the distance between the governors’ home and the venue which 
governors are required to attend on business related to the work of the governing board (e.g. 
meetings, training courses, visits to other providers, etc.) exceeds 3 miles. Where necessary, the 
cost of parking to enable attendance of business away from the school site will be reimbursed 
up to the level of the actual charge paid, upon production of a valid receipt. 

 

The use of public transport (where available) is encouraged, and fares will be reimbursed on the 
basis of actual expenditure, up to the level of standard class rail travel. In cases where no public 
transport or personal vehicle is available, the cost of a taxi fare will be reimbursed up to the level 
of the actual fare paid, upon production of a valid receipt. 

 
Mileage allowance will be reimbursed at the rate of 45 pence per mile. An allowance of 20 pence 
per mile may be claimed for use of a pedal cycle. Payments of expenses where these have been, 
or are already met by the LEA or other body are excluded from this policy. 

 

Claiming 
 
 

To reduce administration, unless substantial sums are involved, governors are asked to claim termly 
in arrears, prior to the end of the financial year in question. 
Claims should be made to the Clerk, and authorised by Chair of Governors. 

 
The governing body will review the policy annually. 
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APPENDIX 8 
 

BEST VALUE STATEMENT 
 

The Governors of St Peter`s C of E Aided School are committed to achieving Best Value in all 
decisions made. We use the principles of Best Value as they apply to securing continuous 
improvement by: 

 
• Challenge – Regularly reviewing how and why the services of the school are provided and 

setting targets and performance indicators for improvement 
• Compare – Monitoring outcomes and performance of similar services with other schools and 

within the school 
• Consult – With appropriate stakeholders before major decisions are made 
• Compete – Through quotations and tenders to ensure that goods and services are secured in 

the most efficient and effective way. 

 
• We strive to ensure that the school is using its resources effectively to meet the needs of our 

pupils. 
• We will review the Best Value Statement annually. The progress of the Annual Budget Plan 

and the Best Value Statement will be monitored with the school’s improvement plan in 
order to determine the extent of continuous improvement. 

• The school has in place a strategy and a set of guidelines, updated annually, which will 
• ensure that Best Value will be reviewed and demonstrated. 

 
This year we aim to focus on the development plan. This statement to be reviewed and approved 
annually in conjunction with the school`s Finance Manual. 
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APPENDIX 9 
 

PROCUREMENT CARD 
 
 

 

MONTH ………………………………… 
 

Date Supplier Amount Cost Centre 
    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 
 
NAME: …………………………………………….. 

 
 
 

SIGNED: …………………………………………….. 
 
 
 

DATE: ……………………………………………… 


