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STAFF, FINANCE & SITES COMMITTEE

Terms of Reference 2018-19 
Last approved Sept 2018
The Committee will consist of at least three Governors. The School Business Manager of the School is also co-opted on to the Committee. A quorum is three Governors.
STAFFING & FINANCE ISSUES

1. To consider and advise the Governing Body on the financial implications of adopting certain policies, especially those with long term implications.
2. To interpret and implement the broad policies of the Governing Body in so far as they involve financial matters.

3. To take decisions on staffing and financial matters that need to be dealt with between meetings of the Governing Body which may be cash limited (see 9 below).
4. To consider and approve any pay awards for the Headteacher (and other senior staff members where appropriate), based on the recommendations reported to the Staff and Finance Committee by the Headteachers Performance Management Panel.

5. To provide information and reports to enable the Governing Body to comply with the financial regulations set down by the providers of the funds to the school.

6. To monitor income and expenditure at each meeting.
7. To approve the school’s annual budget as prepared by the Head Teacher in conjunction with the School Business Manager prior to the submission of the budget plan to the authority at the appropriate time. To also approve and set the school’s three year budget plan at the same time. The budget will be presented to the Governing Body for information.
8. To authorise virement between budget lines, as permitted by the Councils Scheme for Financing Schools.

9. To consider the financial implications of the school development/improvement plan and any other associated management plans, including OFSTED action plans, and to report to the Governing Body on these implications as required.

10. To consider and discuss auditor’s reports. Check that its recommendations are carried out and ensure the School Fund and Voluntary Funds are audited by Oct/Nov of the following financial year. 
11. To review from time to time the spending limits delegated by the Governing Body to the Head Teacher, Subject Leaders and/or others and recommend any changes. This includes reviewing the Register of Delegated Contract Authority (attached) which gives the delegated limits in detail. 
The Head is delegated the power to authorise orders and meet the expenditure for all works previously agreed by the Staffing and Finance Committee/Governing Body, including any overspend up to a maximum overspend of 10% or £5000 whichever is the lower.
Other orders or expenditure not previously identified in the budget plan or subsequently agreed by this committee up to a limit of £2000 for a single item may be placed or committed by the Head, subject to all transactions being reported to the next meeting of the Staffing and Finance Committee.

The Head is delegated power to agree virements between budget headings up to a value of £2000 above which approval must be sought from the Staff and Finance Committee.
The school must strive to obtain Best Value at all times. Three written quotations must be obtained for all purchases in excess of £10,000. Where possible, three quotes should also be obtained for purchases/contracts between £3000 and £10,000.  Should a single tender be given for contracts of values between £3000 and £10,000 an explanation for the single quote is required.
12. To establish a lettings policy for the school, which must be reviewed annually, with these Terms of Reference. A copy of the Lettings Policy, for agreement by the whole Governing Body is attached.
13. Delegate to the Head the authority to approve the disposal of school equipment using the Schools Equipment Disposal Form and ensuring the Schools Inventory record is kept up to date.
14.  Delegate to the Head Teacher, in consultation other staff, any redeployment of staff.

15. Delegate to the Head Teacher (supported by the Leadership Team) to determine job descriptions, short lists and interviews of applicants for the following appointments:

a. Temporary appointments, dinner controllers, welfare assistants and short term teaching contracts

b. Main grade teachers, secretary, finance officer and site controller.
In seeking to appoint a Head Teacher the Full Governing Body will be the interview panel, with assistance from an appropriate representative of Bracknell Forest Borough Council. The current Head Teacher would not be involved in any aspect of the interview procedure. 

The Chair of the Governing Body and Head Teacher will be members of the interview panel to select a Deputy Head if required.

16. Monitor Staffing levels.

17. In conjunction with the Head Teacher, annually review the teachers’ salaries, including responsibility points and ensure appropriate documentation is in place.

18. Forecast staffing requirement during the Spring Term and highlight any potential need for redundancies by February. Forecast staffing requirements at all other times of the year as required.
19. Deal with employment conditions where appropriate, initially consider all incidents of dispute and discipline and decide on course of action to be taken

20. Matters of staff reductions will be delegated to the Joint Staffing and Finance Committee by the Governing Body for appropriate action to be taken in accordance with BFBC procedures.

21. Monitor the effectiveness of the Performance Management system in use by the school. 
22. The bursar / Headteacher to analyse Benchmarking data and present to the Staff and Finance Committee at one of the two Autumn term meetings, in line with Financial Management System in School (FMSiS) requirements.
23. Delegated authority from FGB to ensure College Town Primary School meets all requirements for SFVS (Schools Financial Value Standard).

SITES & BUILDINGS ISSUES
Responsibilities

The general areas of responsibility for the Committee shall be:

· The safety and maintenance of the site on which the school buildings are situated up to and including fences and boundary markers.

· Internal repair and maintenance of the buildings erected on the site; which may have an effect on health and safety and environmental aspects.

The specific areas of responsibility can be summarized as follows:

Site

· The maintenance of the site, ensuring that the contractor(s) employed are selected for their reliability and efficiency as well as for their cost effectiveness.  

· The monitoring of any activities occurring on the site to ensure that activities do not damage the site or detract from the general future planning of the site.  This will include short, medium and long-term gardening and planting projects.  

· The management of the site, by means of grant-aided projects, self-help schemes or other methods by which the general condition and appearance of the site, including its boundary markers, may be aesthetically or functionally improved.  

· To specify, negotiate, monitor and oversee any contract for grounds maintenance.

Buildings

· The monitoring of the general condition of the buildings to determine and maintain the decorative condition.  

· To recommend to the Governing Body such work as is necessary for internal maintenance and improvement, to obtain the necessary quotations for such work and to liaise with the Staffing and Finance Committee to ensure that such works are financed.  

· To maintain, improve and extend, by such means as may be available, the fixtures and fittings within the school, thus ensuring that the most appropriate facilities to fulfill the requirements of the curriculum are in place.

Health and Safety

· To ensure that all areas of the site, all buildings and all fixtures and fittings within and around the site and buildings are secure, safe and installed in accordance with current regulations. 

· To ensure contractors conform to appropriate levels of insurance as specified by the Local Authority (BFBC) and CITDS (as specified by the Inland Revenue).  

· To ensure that where facilities not requiring skilled installation are introduced, they are not positioned or installed contrary to Health and Safety regulations.  

· To ensure that any installation, fixture or fitting is correctly maintained, that correct fuses are installed, that operating procedures are followed and that staff are correctly informed and/or trained in the use and day-to-day maintenance of the equipment.  

· To ensure that fire-fighting equipment and fire alarm systems are maintained by the appropriate contractors at the intervals laid down by current regulations or manufacturer’s instructions.

Environment

· To oversee the installation and maintenance of permanent and temporary play equipment where necessary – including playground markings.  

· To oversee the introduction and maintenance of curricular environmental facilities such as wild life areas, ponds etc.  

· To ensure that any new facility is aesthetically pleasing as well as functional and that the facility will blend with/match existing features.

General

· To ensure that any installation/project is considered as necessary to the work of the school.  

· To ensure that any purchase has the backing of the Governing Body, that it provides best value and that staff are familiar and trained in its use.  

· To plan for the use of any allocated money for capital expenditure and present this to the Governing Body for approval.

· Oversee the Emergency Planning procedures for the school.

The above shall be sub-divided into ~

Day-to-day

The head teacher has the authority and has been delegated the responsibility to ensure that any works being carried out in or around the school is carried out efficiently.  The head teacher and staff are in a position to notice any problem areas and implement immediate action to remedy the situation.

Short term

Works such as gutter cleaning may be deemed to be short term as these are relatively inexpensive and have to be carried out on a regular and frequent basis.  These works will be let out under contract locally and carried out as the situation demands.  The head teacher (or representative) will liaise between the governors and the contractor.

Medium term

As an annual plan, such items as decorations and general improvement works will be discussed and funds made available.  

Long term

Long term planning for major projects will need 12-24 months ‘lead-in’ time before the project begins.  This will ensure that funds are available (either from fund raising or from the school’s budget).  

MEETINGS

May

Finalise and approve Budget Plan.
June/July
Discuss plans for summer work/maintenance if required
October
To consider first terms financial report
December
Consider second terms financial report. Preliminary forecasts to be made in terms of pupil numbers and staffing requirements for next year.
Jan/Feb
To consider financial position for remainder of year, bids from other committees/departments and start work on draft budget for the next financial year.

MINUTES MUST BE PRODUCED OF ALL MEETINGS FOR EXAMINATION BY THE WHOLE GOVERNING BODY

