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Staff and Finance Committee Meeting
20th September 2021

Draft - Minutes

	Present 

	Rita Carvosso (RC)
	Chair of Governors

	Trudi Sammons (TS)
	Headteacher

	Toni Barton (TB)
	Vice Chair & Co-opted Governor

	Cheryl Bentley (CB)
	Co-opted Governor

	Angela Harris
	Co-opted Governor

	Tony Whiddett (TW)
	Co-opted Governor

	Cheryl Delilkhan
	Parent Governor 

	
	

	
	

	

	In attendance 

	Cath Wadsworth (CW)
	Business Manager

	Karen Cane (KC)
	Clerk

	
	

	Apologies 
	

	
	

	
	

	
	


	Minute No.
	Details
	Action by

	1
	Apologies:
None – all present

	

	2
	Minutes of the Last Meeting:
Staffing update needs amending – has been split whilst edited.
	      KC


	3
	Declaration of Pecuniary Interests and Business Interests: 
As per the minutes of the FGB – in the process of being collated for the coming year.

	

	4
	Terms of Reference
Reviewed and voted on at the FGB meeting.


	

	5
	Staffing Report
Covered during the FGB meeting.


	

	6
	Financial Update
Main budget £2468787 with £785920 spend to date and £1177959 commitment £504908 balance.

An additional budget of £454 was received for EYFS Summer term recalculation and £2333 from the SEN hub. The spend to date is attached and the areas for discussion are:

· Supply Teachers – The overspend showing is due to long term sickness and is offset by the income received on the Reimbursement of Supply from Insurance line.

· Teaching Assistant Other – This is the cost of the After School Club staff and together with eth supply and NI costs will be covered by the income from the club showing on the Sale of Services line. New line on the budget will compare against income to ensure they balance.
· Catering Payments – This is offset by the income sale of goods line and represents the in and out for the pupil paid meals. 

· As reported previously the educational visits expenditure will be reimbursed from the school fund, this is the money that was refunded to parents for the cancelled trips when we went into a surge test area. The original payments from the parents went into the school fund so this will be transferred across to cover the repayments.
Numbers in the nursery are down on last year – currently 18 with 5 on the waiting list compared to 30 last year.  This will result in between £10k and £15k being clawed back in the Autumn term with further claw back in the spring.
The low numbers were discussed.  The falling role is due to low birth numbers and is in line with the predictions from Bracknell Forest.  Last year both the nursery and reception intake were higher than expected and against the trend of the falling roles.
Capital budget £16629 with no spend to date.

Planned capital project – Canopy. Total cost £35000, capital available approx. £16000 leaving £19000 from main budget, sports funding grant. Planning permission has now been granted. After a discussion with the canopy company and looking at the time it will take on site for both the groundwork and canopy it was agreed that this work will need to be carried out next summer as it will be too disruptive at any other time. This will move the cost into next financial year. Due to the length of time since the original quote was provided and the significant increase in materials this year the company have said they are adding an extra 10% to the cost of all projects, although if the supply issues which have pushed the material cost up ease by next year, then this will come down again. They are contacting us later this month to discuss the plans and to get final agreement.
Governors queries only a 10% increase, expecting it to be higher given the increase is costs recently.  It was agreed that there is nothing we can do about the delay or the price increase.  Governors requested that once the final price is agreed that it is capped.  The final figures will be agreed this half tern and the price firmed up.
The school will also be contacting the ground work suppliers and will firm up the price and again expect an increase in cost above the original quote.

Governors agree that we are committed to the project because of the long term benefit to the school, the delay in disappointing but as long as the price increases are not too high, the plan is to proceed with the project.
Data Protection

The school bought into DHR Consultancy to supply DPO support and is continuing to purchase this support. The DPO support contract includes:

• Unlimited email support 

• Unlimited (Scheduled) telephone support. 

• Unlimited access to online training videos (https://vimeo.com/ondemand/selectskillseducation) 
• Free Data Protection in School toolkit 
(including over 200 control registers, draft policies, draft privacy notices, letter templates and further reading documents) 

• Annual progress visit to school

• Termly remote progress meetings (with minutes and actions) meeting with TS/CW and other members of staff this month.

• Yearly progress report 
• 4 x 1hr Zoom training sessions & workshops. 
Over the last year the DPO has reviewed the school policies/documents and practices relating to data protection. As part of the work the school has updated the schools data protection organisation, provided basic awareness training to staff at the start of this term (Avoiding Common Mistakes) and further basic training (Preventing Common Mistakes) for data leads, data champions. This term the school has been provided with a more comprehensive awareness training for staff and this will be sent out to all staff and Governors in the next few weeks with the aim for it to be completed by half term and further training for the data protection team will be provided over the next couple of terms.

The documents reviewed by the DPO have been reviewed in school over the summer and the amendments and suggestions provided by the DPO have been incorporated into the documents and these policies have been included in the policies for review at the FGB meeting. These changes ensure all legal changes and requirements since they were first approved have been incorporated. Some areas for further discussion as highlighted in the DPOs report will be discussed at the next DPO meeting and any outcomes from this will be incorporated into the policies and brought back to governors.

There is an annual progress visit to the school included within the support and as we were unable to carry this out last year eth DPO has proposed a two day visit to look further into the schools data flows, the process flow maps, records as well as the security measures in place within the school. This will involve a discussion with various members of the SLT and office. The outcome of this visit together with the areas highlighted by the DPO over the last year will form an action plan of work to be carried out and will also give the DPO more of an in-site into our organisation.

	

	7
	Site Report
Over the summer the following work has been carried out:

· New CCTV cameras installed

· Fence around grass area at front of KS2 building

· Outside area of FS2 developed including two replacement metal shed, a wooden shed and a wooden arbour.

· The reception doors have been fixed

The condition survey was discussed.  The survey has not yet been completed and was not carried out when expected.  CW to chase this as the current condition survey is not correct and is out of date as much of the amalgamation work has not been taken account of.
 
	   CW

	8
	Policy and Procedure Updates
Approved in the FGB meeting


	

	9
	Items / documents for Approval
· S&F Terms of Reference – No Changes voted at FGB
· Delegated Contract Authority 

· Register of Certifying officers – Payroll, Revenue and Capital

· Register of Use of Procurement Card

Details of current limits and signatories are attached below.

All limits are as per the terms of reference which have been agreed and approved at the FGB.

It was agreed to add TB to the register of certifying officers for payroll.  TB to go into school this week to sign the form.
Propose by :  RC                           
Seconded by : TB                            
Agreed by All
· Eq opps – Summary of recruitment has been completed and reviewed by the governors


	       CW/TB

	8.0
	Part 2: (if applicable)
See separate minutes


	

	9.0
	AOB:
Proposed date for site visit 16th November.  CW to check with the Site Controller and confirm.

	         CW

	9.0
	Date of Next Meeting:
15th November via Teams after FGB


	


APPROVAL OF FINAL MINUTES

Name:

Signature:

Position:

Date:

[image: image2.emf]Bracknell Forest Borough Council - Register of Authority for use of School Procurement Card

Authority for:

School:College Town Primary School

Date agreed by Governors:20/09/2021

Committee Making Decision:Staff, Finance & Sites 

NamePositionSignature

(To confirm agreement of card holder to comply

with the terms and conditions of card issue)

Restrictions to the specific nature of goods and or 

services applicable.

Maximum 

individual 

transaction 

value  £

Monthly 

expenditure 

limit  £

Trudi SammonsHead TeacherGoods & services£750£5,000

Trudi SammonsHead TeacherExpenses relating to official school business£75£150

Cath WadsworthSchool Business ManagerGoods & services£750£5,000

Cath WadsworthSchool Business ManagerExpenses relating to official school business£75£150

This form is to be used to record details of staff with authority to use a BFC procurement card and to enter into expenditure commitments in accordance with the Contract and 

Procurement regulations, on behalf of the school.
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REVENUE

School NameCollege Town Primary SchoolApproved by Chair of Governors:(Signature)

(Name)

Date:20th September 2021

AccountsPurchaseDebtorsBank ImprestPetty Cash

PayableOrdersWrite OffsAccountsFloats

FinancialFinancialFinancialFinancialFinancial

SurnameInitialsSignatureJob TitleLimit £Limit £Limit £Limit £Limit £

SammonsTHead Teacherwithin budget limitswithin budget limitsup to £5000£40,000N/A

WadsworthCSchool Business Managerwithin budget limits

up to £5000 as per 

delegation authorityN/A£40,000N/A

FairclothJAssistant head of Inclusionwithin budget limitswithin budgetlimitsup to £5000£40,000N/A
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Approved by the Governing Body

Name of committee: Staffing and Finance

Signature of committee chair:Date:

Date of meeting approving delegations: 20/09/21

Name:

NameSignature

£££

Must Follow the BF procedures as laid out in the Procurement Manual & Contract standing 

Orders. Summary of Contract Value/Approval limit rules is below.

T Sammons

Main School Budget - Goods and 

Services for the general purposes of 

the school

Up to £100kUp to £100kYesYesYes

Requirement for quotes as per BF procurement see detail below. Three quotes are required for 

all purchases over £10k and if possible should attempt to obtain three quotes for orders above 

£5k. Additional expenditure not previously approved by the Governors up to a value of £2k can 

be committed but must be reported to the Governors at the next meeting. Approval from the 

Governors is also required for all contracts/orders >£2k above the original budget. Contracts 

expected to run over budget by more than 10% or £5k, which ever is the lowest, require 

governor approval before the additional/overspend is granted.

T SammonsCapital BudgetUp to £100kUp to £100kYesYesYes

As above plus all capital projects require Governor approval and must not exceed the limit of the 

capital budget unless drawdown from the next years budgets has been approved by the 

governors and BF.

J Faircloth

Main School Budget - Goods and 

Services for the general purposes of 

the school

Up to £100kUp to £100kYesYesYes

Requirement for quotes as per BF procurement see detail below. Three quotes are required for 

all purchases over £10k and if possible should attempt to obtain three quotes for orders above 

£5k. Additional expenditure not previously approved by the Governors up to a value of £2k can 

be committed but must be reported to the Governors at the next meeting. Approval from the 

Governors is also required for all contracts/orders >£2k above the original budget. Contracts 

expected to run over budget by more than 10% or £5k, which ever is the lowest, require 

governor approval before the additional/overspend is granted.

J FairclothCapital BudgetUp to £100kUp to £100kYesYesYes

As above plus all capital projects require Governor approval and must not exceed the limit of the 

capital budget unless drawdown from the next years budgets has been approved by the 

governors and BF.

C Wadsworth

Main School Budget - Goods and 

Services for the general purposes of 

the school

Up to £5000Up to £5000NoNoNo

To allow authorisation of non-order invoices as this constitutes the placement of the order and 

authorise smaller orders in the absence of Head and Assistant Head.

C WadsworthCapital BudgetUp to £5000Up to £5000NoNoNo

To allow authorisation of non-order invoices as this constitutes the placement of the order and 

authorise smaller orders in the absence of Head and Assistant Head.

This form does not apply to land and property transactions.

*Procurements above £100k require a procurement plan and approval from Education Finance.

** A written record must be retained of all decisions to waive competition requirements. See Procurement Manual for appropriate reasons of when competition requirements can be waived.

Contract ValueApproval to Start Work

up to £5k1 oral quote

< £10k1 written quote

< £100k    -    written approval, 

governing body or as delegated. 

Purchase order or written contract

£10k - £35k3 Quotes

£100k - £400k   -  Approval by report 

to Gov body or as delegated and 

signed contract. Use BF terms and 

conditions if possible.

£35k - £100kAdvertise>£400k     -   Corporate

£100k - 

£170kFull Tender and advertise

>£170k Ask Corporate Procurement, tender and OJEU

Comments

Can agree 

extensions not 

provided for in 

contract, where 

total value remains 

below EU 

Restrictions to the specific 

nature of goods and or services 

applicable.

Bracknell Forest Schools - Register of Delegated Contract Authority

Inundertakingprocurements,relevantemployeesmustcomplywithContractStandingOrdersandwiththerequirementsofthe

ProcurementManualwhichcanbefoundontheBracknellForestCouncilintranet(Boris).Iftheprocurementexceedsthefinanciallimits

onthisregister,refertoprocurement"ticksheets",whichsummariseContractStandingOrders,orcalltheCouncil'sprocurementteam

on 01344 352071.

This form must be reviewed and updated annually.

Approval to 

procure (up to 

£400k)*

Award and 

Signing of 

Contracts (up to 

£400k)

Waiver to 

competitive 

requirement 

(up to 

£35k)**

Can agree 

any 

extension 

provided 

for in the 

contract 
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CAPITAL

School name:College Town Primary SchoolApproved by Chair of Govern0rs:(Signature)

(Name)

Date:20th September 2021

AccountsPurchaseDebtorsBank ImprestPetty Cash

PayableOrdersWrite OffsAccountsFloats

FinancialFinancialFinancialFinancialFinancial

SurnameInitialsSignatureJob TitleLimit £Limit £Limit £Limit £Limit £

SammonsTHead Teacherwithin budget limitswithin budget limitsup to £5000£40,000N/A

FairclothJAssistant Head for Inclusionwithin budget limitswithin budgetlimitsup to £5000£40,000N/A

WadsworthCSchool Business Managerwithin budget limits

up to £5000 as 

per delegation 

authorityN/A£40,000N/A


Actions arising from S&F meeting on 20th September 2021
	Ref
	Action
	Date
	Owner
	Status 
	Comments

	Action 1
	Book in governor walk round
	ASAP
	CW
	
	

	Action 2
	Chase up new condition survey date
	ASAP
	CW
	
	

	Action 3
	Add TB to signatories
	ASAP
	CW / TB
	
	

	Action 4
	Amend previous minutes
	ASAP
	KC
	
	


