Chapel-en-le-Frith C of E VC Primary School

                          Budget Setting Procedure

Stage 1 - School Business Manager input  (February)
· Look at all budget heads i.e. projected underspends/overspends in current year.
· Prepare budget without taking into account inflation.

· School Business Manager to prepare costings for:
Teachers (Contracts) Salary

Teachers (Contracts) NI
Teachers (Contracts) Superan

Teachers Supply Claims Salary

Teachers Supply Claims NI

Teachers Supply Claims Super

Supply Sickness Gross Pay

Supply Sickness NI

Supply Sickness Super
Midday Supervisors Sal/Wages

Midday Supervisors NI

Midday Supervisors Superan

Education Care Officers Sal/Wages

Education Care Officers  NI

Education Care Officers Super

Education Care Officers SP Needs Sals

Education Care Officers  SP Needs NI

Education Care Officers SP Needs Superan

Caretakers, Cleaners  Sal/Wages

Caretakers, Cleaners NI

Caretakers Superan

Lettings Payment

APTC - Sal/Wages

APTC NI

APTC Superan

Clerk to Governors - Sal/Wages
Clerk to Governors - NI

Teaching Pooled Premium 

Non-Teaching Pooled Premium 

Buildings - Technical Services 

Buildings - Health & Safety

Buildings - Minor Improvements

Grounds Maintenance

Gas

Electricity

Water Rates

Alarms Purchase and Maintenance

Window Cleaning

Hire of Vehicles

Routine Maintenance

Run Costs - Petrol, Oil, Grease

Running Costs - Licences

Swimming Transport

Hospitality

Admin Equipment

Admin Furniture

Contingencies

Schools Allowance - Hygiene

Pupils General
Eqpt/apparatus/tools.curriculum and admim
Adult Free Meals

Laundry

Printing & Stationery

Use of Swimming Baths

Technology Supplies

Professional/Consultants Fees



Copyright Fees

Trade Waste Collection



Advisory Service



Financial Services



Payroll Services



Health & Safety Services



Legal Services



Personnel Services



Public Relations


Postages



Telephones



Computer Lines



Hardware Purchase



Computer Hardware Purchase Admin



Computer Software Purchase Admin



Software Mnce Licences Admin



Central Charges Computer



Technology - MTCE 


Technology Supplies


Insurances



Projects & Activities



Governors Expenses



Medical Supplies – First Aid



Subscriptions General


Charges - Photocopying



Parental Contributions
Other External Contributions

Misc Income



Rents-Lettings



Interest on School Balances



Schools Meals Refund - Water



Schools Meals Refund - Energy



Schools Meals Refund - T/Waste

Additional budget codes to those listed may also be included as necessary in line with proposed spending plans for the year.


Caretaker Input

· Caretaker to prepare costings for:
Cleaning Materials

Cleaning Equipment

This information is to be based on spending from the current year.  Leave any other headings as zero until these have been prepared.  This information is then passed to the Headteacher for the next stage in the process.  N.B.  If any information is unavailable at the time of budget setting, an estimate will be given based on a 3% increase.

Stage 2 – Headteacher input

· Headteacher and Leadership Group to discuss any changes in staffing including Threshold, Leavers, as well as pupil numbers and links to the School Improvement Plan.  
· Headteacher and School Business Manager to update staffing pages on budget spreadsheet to reflect any changes identified above.
·  Headteacher to prepare costings for:


Redundancy Payments
Training (Staff & Govs)
Training External Courses

Training Travel and Subs

Recruitment Advertising

Furniture

Books
Schools Specific Contingency
School Standards Grant

Dev Funding – General

Additional budget codes to those listed may be included as necessary in line with proposed spending plans for the year.  Other amounts of income may also be included if confirmed in writing at time of setting budget.
Stage 3 – Headteacher/School Business Manager/Curriculum Co-ordinators
· An audit of all curriculum areas covered in Schools Allowance to commence with staff responsible looking at expenditure for the new financial year.  This Audit will include all items required to teach that subject for the year.  The Audit should be carried out in conjunction with the School Improvement Plan.   Costings to be prepared for:

Schools Allowance - Contingencies
Schools Allowance - Pupils: 

- This will be split in line with the priorities identified in The School Improvement


   Plan and the Curriculum Audits
Software Maintenance

Technology Supplies


(Audit pro-forma attached)

Additional budget codes to those listed may also be included as necessary in line with 


proposed spending plans for the year.

Stage 4 - Headteacher/School Business Manager
· Prepare the draft Annex 1 for Budget working group (Chair of governors, Chair of RM and nominated governor) showing all expenditure

· Present the draft Annex 1 to Budget working group (Chair of governors, Chair of RM and nominated governor) Any agreed amendments to be made at this stage. 
· Resources Management Committee agree Annex 1 - any amendments made at this stage 
      to be in line with LA recommendations received to date.
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