HOLY FAMILY CATHOLIC PRIMARY SCHOOL

CONSTITUTION AND TERMS OF REFERENCE FOR FINANCE AND PERSONNEL COMMITTEE
Membership:

To consist of a minimum of three governors.

Terms of Reference:

All matters of finance for which the governing Body is responsible.  In consultation with the Headteacher, the committee will ensure proper allocation and management of funds delegated to the school and matters to do with the appointment staff, and the governing body’s responsibilities as the employer.  It shall meet at least once a term.

Its functions are:

1. to review regularly and monitor spending on priorities in the school development plan and, where necessary, make recommendations to the governing body;

2. to provide guidance and assistance to the governing body and the Headteacher on all financial matters concerning the school;

3. to prepare a provisional school budget for the approval of the governing body before 31 March each year;

4. when notification is received of all the annual allocation of delegated funds, to agree a final budget for submission to the LEA;

5. to monitor income and expenditure of all delegated funds (including monies delegated for specific purposes, eg. INSET), and make regular reports to the governing body.

6. to recommend a charging and admissions policy to the Governing Body.

Delegated powers:

1. to ensure that the financial regulations for the school approved by the governing body are implemented;

2. (in relation to no. 4 above) to decide and submit to the LEA by the required date the final budget for each financial year;

3. to exercise virement between budget headings for amounts more than those permitted to the Headteacher by the school’s financial regulations.  Such amounts shall not exceed 25% of £5,000, whichever is the less, of the budget heading concerned without the prior approval of the governing body.

4. to ensure that the appropriate repayments from lettings are credited to the school budget;

5. not to allow spending to exceed the grand total of the annual budget and to report to the governing body if there is a possibility of an overspend;

6. to receive and where appropriate, respond to periodic audits of delegated funds;

7. to appoint the treasurer for any account held in the school name and to ensure the annual audit of such accounts;

8. where necessary, to call a special meeting of the governing body

Matters which cannot be delegated to the Finance and Personnel Committee:


The determining of a charging and remissions policy.

Delegated Powers:
1. to draw up a staff policy for approval by the governing body;

2. to implement the pay policy, including pay of individual staff and annual reviews;

3. in conjunction with the Headteacher to draw up a staffing structure (teaching and non-teaching staff, posts of responsibility, etc.) and to review it annually

4. to draw up for approval by the governing body all personnel policy documents required: equal opportunities, conditions of service, health and safety, leave of absence, supply cover, professional development, INSET, induction.  Other policies (eg., directed time, procedure for reviewing job descriptions, performance management), will be drawn up by the Headteacher for approval by the committee;

5. to carry out all procedures for the appointment of new teaching staff (*except Headteacher or Deputy Headteacher), site supervisor, school administrator

6. to delegate to the Headteacher all provision of supply cover under on term’s duration.

7. to delegate to the Headteacher and one committee member the appointment to all other non-teaching staff;

8. to consult as required (eg., over pay policy) with all staff or with recognized trade unions;

9. to ensure that proper contracts of employment are issued to all staff and that appropriate job descriptions are in place.

The appointment of a Headteacher or Deputy Headteacher. It is the advice of the Archdiocese that the full governing body should always meet to select and appoint a Headteacher and Deputy Headteacher. 

Advisory rights for such appointments are extended to representatives of the Archdiocese and the LA Director of Education.

It is the advice of the Archdiocese and the Catholic Education Service that all Foundation Governors should meet and appoint a school’s Head of Religious Education Department.  A representative from the Archdiocesan Religious Education Department should also be invited to attend.

