ENFIELD

Council

INTERNAL AUDIT
SCHOOL AUDIT FRAMEWORK 2024-25

INTRODUCTION AND BACKGROUND

The Internal Audit team will undertake audits in several schools as part of the 2024-25 Audit
Plan, agreed by the Council’'s General Purposes Committee.

These audits are:

Q1 St Anne’s Catholic High School for Girls
Q3 Forty Hill CE Primary School

Q3 Southbury Primary School

Q4 Latymer All Saints

By reviewing major processes, these audits will focus on:

compliance with the Scheme for Financing Schools;

compliance with the Council's Finance Manual for Schools, including the Contract
Procedure Rules (CPRs); and

ensuring good financial, data security, asset management and business continuity
practices are in place.

AUDIT APPROACH AND METHODOLOGY

Internal Audit’s approach is to ensure appropriate controls are in place to meet the
requirements set out above. We will do this by:

Understanding and documenting existing processes, frameworks and procedures.
This will primarily be based on discussions with members of staff and from reviewing
existing documentation;

Assessing the adequacy of procedures and controls in operation to mitigate potential
risks; and

Test whether key controls are operating effectively through sample testing.

During the audit we will prepare and agree several key documents with headteachers and
school business managers:

Terms of Reference (ToR)- this sets out what will be covered in the audit; the key
dates for deliverables by both the school and the auditor; and the information that we



will require prior to the start of the audit. The ToR is a standard document that is
tailored to each specific assignment.

o Draft report — this is our initial view of findings from the audit. We welcome comment
on this document and are happy to clarify any misunderstandings and to incorporate
any additional information at this stage. Additionally, the school is requested to
provide action owners and action target dates. Target action dates are important as
progress against these is measured and reported to the Assurance Board and General
Purposes Committee.

o Final report — the final report is issued when key parties have agreed all changes to
the draft report

Documentation, reports, links to relevant websites and any other evidence will be requested
and collected by email.

Definitions of audit assurance levels are outlined at Appendix 2 and definitions of the risk
categories used for the issues identified in our reports are provided at Appendix 3.

At the conclusion of each audit, we will issue a client satisfaction survey. This is the school’s
formal opportunity to provide feedback on the audit. The feedback is really appreciated and
is used to drive improvements in our service going forward. However, if any issues arise during
the audit, please don’t hesitate to contact us using the details in Appendix 1.



SCHOOL'’S AUDIT FRAMEWORK 2024-25

The audit programme is designed to provide assurance that appropriate controls are in place for nine key areas, in keeping with the Schools
Financial Value Standard (SFVS).

An outline of the objectives and risks for these areas, as well as examples to help schools prepare for upcoming reviews, are detailed in the
framework below.

Objectives Example materials, including but not limited to:

Governance and | e Appropriate Governance structures are in place, are Governing body and other committees’ key documents:
Policies appropriately resourced and operate in line with Council e Meeting minutes;
(SFVS Section A) regulations and best practice. e Organisational arrangements;
e Relevant policies are in place, are reviewed and up to date ° Cot:nmltteefs t(larms_of refererllce;
and are available on the school’s website. e Sc emeo de e_gatlon (SoD); _
_ e Register of Business Interests for all governors and staff with
e Website content complies with Department for Education financial responsibility (as specified in the SoD)
requirements and is compliant with Web Content e Governor attendance records
e The school has an appropriate and up to date business e SFVSreturns.
continuity and disaster recovery plan in place. All key policies and procedures listed as a requirement by the
DfE
Strategy and e The school has a realistic, sustainable and flexible financial Strategy and budget documentation and evidence:
Budget strategy in place for at least the next 3 years which has a e Signed and approved annual budgets and consistent
(SFVS Sections B demonstrable link to the school development plan. financial returns (CFRs);
and C , - [ :
) e The school sets a well-informed and balanced budget each ° é 3 dyear |mfpkr)overr:]ent/ervelopmint_pIT n hools:
year and this budget is scrutinised and approved by the ¢ vidence ot benchmar Ingl against simiiar SC_ 001s,
Governing Body. The budget includes realistic assumptions | ® Reconciliations of financia relzcords/ systems;
and can be flexed if required. e Listing of unreconciled items;
_ _ _ e Quarterly budget monitoring;
e Performance against budget is monitored throughout the e List of virements:
year, including pupil premium; variances are investigated, e On-staff expenditure comparisons;
and remedial actions are taken where necessary. e End of year financial statement; and




Objectives Example materials, including but not limited to:

Deficit recovery plan where applicable.

Procurement
(SFVS Section E)

All expenditure incurred:

e s appropriate

e complies with the Council’'s Finance Manual for Schools’
and the Council’s Contract Procedure Rules (CPRs)

e is appropriately authorised

e is supported by appropriate documentation.

All transactions are made under appropriate separation of
duties and in accordance with the school’s Scheme of
Delegation.

Procurement and expenditure documentation and evidence:

Official order form;

Record of contracts/ contract register;
Examples of completed certification slip/ stamp;
Related party transactions list;

Annual lease return;

Contract register;

Signed contracts;

Evidence of contract monitoring;

Tender documentation; and

Where applicable, documentation relating to BACS
payments and HSBC-net.

Accounting
Records
(SFVS Section F)

All transactions are authorised and are supported by
appropriate documentation.

Income is fully accounted for and is banked promptly.

Regular reconciliations are made between the accounting
records, banking and supporting information.

Payments are made within agreed timescales; are made in
line with policy; and are appropriately authorised.

Debts are reviewed to ensure prompt payment is received.

All adjustments to the financial records are appropriately
recorded and authorised.

VAT is appropriately accounted for.

Accounting and banking documentation and evidence:

List of all bank account names, numbers, sort codes, bank
mandates and authorised signatories;

Cash/ cheque handling procedures;

Safe/ safe access procedures;

Petty cash and staff reimbursement records;

Exports including transactions for previous/ current financial
year; order and invoice numbers; budget codes; supplier
details; gross and net values; and payment dates from
financial recording systems on excel

Bank statements;

Financial reconciliations;

Commercial card monitoring;

Income streams, records and reconciliations;
Documentation for wrap around care activities, including
registers of attendance, income and reconciliations;
Record of sales/income of school merchandise (e.g.
Uniform) respective reconciliations and stock checks;
Details of third-party hires and lettings;




Objectives Example materials, including but not limited to:

e Documentation of ParentPay activities; and
e Records of outstanding debts.

Private Fund
(SFVS Section F)

The standard for the governance of the private fund is as
rigorous as that for the administration of the school’s
delegated budget and complies with the Council’s Finance
Manual for Schools.

Private fund documentation and evidence:
e Bank statements;

¢ Financial records;

¢ Reconciliations; and

e Private fund account audit reports

Staffing
(SFVS Section D)

The school reviews and challenges its staffing structure
regularly to ensure it is the best structure to meet the needs
of the school whilst maintaining financial integrity.

Appropriate pre-employment checks are undertaken
promptly to ensure suitability for employment.

Payments to permanent, supply and agency staff are valid
and are appropriately authorised.

IR35 assessments are carried out as necessary.

Staffing documentation and evidence:

e Payroll reports;

e Staffing list, approved structures and benchmarking reports;

e All starters in the current and previous academic year on
excel;

¢ Allleavers in the current and previous academic year on

excel;

Additional hours timesheets;

Agency staff orders timesheets and invoices;

Safer recruitment training listing; and

Single Central Register.

Assets
(SFVS Section B)

Fixed assets and stock are properly accounted for; are kept
securely; and are periodically checked for existence and
condition.

The school is adequately insured.

Assets documentation and evidence:

e Fixed asset register, evidence of annual review;

¢ If not with Enfield Council, the Building and contents
insurance; and

e Loan of Equipment records.

Information
Security, GDPR
and Fraud
(SFVS Section F)

Access to the school’s systems and data is well controlled.

The school complies with GDPR legislation and best
practice.

All appropriate steps are taken to reduce the likelihood of
fraud.

Information security documentation and evidence:

¢ Management information system and Finance system
access levels and password policies;

e School access and fob ownership reports; MIS access
report; and payroll report, all exported to excel spreadsheets;

¢ GDPR data and compliance; and

e Documented staff fraud training.




Please note, this framework is a guide for schools and is not intended to be an exhaustive list of auditable areas or example materials. If you
have any questions, please do not hesitate to contact the Internal Audit Team — see Appendix 1.



APPENDIX 1 - CONTACT DETAILS

Team email: internal.audit@enfield.gov.uk

e roe @ e

Lindsey Stevens Internal Auditor 020 8132 1063 | Lindsey.Stevens@enfield.gov.uk
Charmaine Marshall | Senior Internal Auditor 020 8132 1060 | Charmaine.Marshall@enfield.gov.uk
Sam Ofori Senior Internal Auditor 020 8132 0880 | Sam.Ofori@enfield.gov.uk

Marion Cameron Head of Internal Audit 020 8132 1065 | Marion.Cameron@enfield.gov.uk




APPENDIX 2- DEFINITION OF ASSURANCE LEVELS

Assurance Levels
A sound system of governance, risk management and control exists, with internal controls operating effectively
and being consistently applied to support the achievement of objectives in the area audited.
There is a generally sound system of governance, risk management and control in place. Some issues, non-
Reasonable compliance or scope for improvement were identified which may put at risk the achievement of objectives in the
area audited.
Significant gaps, weaknesses or non-compliance were identified. Improvement is required to the system of
Limited governance, risk management and control to effectively manage risks to the achievement of objectives in the
area audited.
Immediate action is required to address fundamental gaps, weaknesses or non-compliance identified. The
system of governance, risk management and control is inadequate to effectively manage risks to the
achievement of objectives in the area audited.




APPENDIX 3 - DEFINITION OF RISK CATEGORIES

Risk Cateqg
Finding Rating

A finding that does not have a risk rating but has been raised to

Advisory highlight areas of efficiency or good practice
A finding that could have a:
e Minor impact on operational performance; or
Low Minor monetary or financial statement impact; or
e Minor breach in laws or regulations with limited
consequences; or
e Minor impact on the reputation of the Council
A finding that could have a:
Moderate impact on operational performance; or
. Moderate monetary or financial statement impact; or
Medium

¢ Moderate breach in laws or regulations resulting in fines and
consequences; or
¢ Moderate impact on the reputation of the Council

finding that could have a:

Significant impact on operational performance; or
¢ Significant monetary or financial statement impact; or
¢ Significant breach in laws and regulations resulting in
significant fines and consequences; or
e Significant impact on the reputation of the Council
finding that could have a:

e Critical impact on the operational performance; or
Critical monetary or financial statement impact; or

e Critical breach in laws and regulations that could result in
material fines or consequences; or

e Critical impact on the reputation of the Council which could
threaten its future viability




