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FINANCIAL REGULATIONS

A.  GENERAL PROVISIONS 

1 - INTRODUCTION AND BACKGROUND
The institution is a further education corporation created under the provisions of the Further and Higher Education (Scotland) Act ("the Act") 1992 which created a framework for further education colleges offering full time and part time education to act as free standing corporate bodies with powers to employ staff and own land and buildings. Its structure of governance is laid down in the instrument and articles of government, which may only be amended by application to the Scottish Executive.  The institution is accountable through its Board of Management, which has ultimate responsibility for the effectiveness of its management and administration.
The institution is an exempt charity by virtue of the Charities Act in Scotland.

The financial memorandum between the Scottish Funding Council (SFC) and the institution sets out the terms and conditions on which the funding council grant to the College is made.  The Board of Management is responsible for ensuring that conditions of grant are met.  As part of this process, the institution must adhere to the funding council’s audit code of practice, which requires it to have sound systems of financial and management control.  The financial regulations of the institution form part of this overall system of accountability. These financial regulations do not in themselves set standards or provide control information, but they do set up a financial control system within which management can delegate authority whilst informing staff of correct financial procedures.

The financial regulations should be read in conjunction with the Statement of Recommended Practice for Further and Higher Education, the relevant Code of Audit Practice, relevant circulars and guidance issued by SFC and the colleges financial procedures guidelines and the Cardonald College Scheme of Delegation.   
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2 – STATUS OF FINANCIAL REGULATIONS
2.1
This document sets out the institution’s financial regulations.  It translates into practical guidance the institution’s broad policies relating to financial control.  This document was approved by the Board of Management in March 2007.

2.2 
These financial regulations are subordinate to the institution’s constitution and to any restrictions contained within the institution’s financial memorandum with the funding body and the funding council’s  audit code of practice.

2.3  The purpose of these financial regulations is to provide control over the totality of the institution’s resources and provide management with assurances that the resources are being properly applied for the achievement of the institution’s strategic plan and business objectives which are:

●
financial viability

●
achieving value for money

●
fulfilling its responsibility for the provision of effective financial controls over the use of public funds

●
ensuring that the institution complies with all relevant legislation

●
safeguarding the assets of the institution.

2.4 Compliance with the financial regulations is compulsory for all staff connected with the institution.   A member of staff who fails to comply with the financial regulations may be subject to disciplinary action under the institution’s disciplinary policy.  It is the responsibility of heads of faculty/units to ensure that their staff are made aware of the existence and content of the institution’s financial regulations.

2.5
The Finance Committee is responsible for maintaining a continuous review of the financial regulations, through the Assistant Principal Resources, and for advising the Board of Management of any additions or changes necessary.

2.6 In exceptional circumstances, this committee may authorise a departure from the detailed provisions herein, such departure to be reported to the Board of Management at the earliest opportunity.

2.7 The institution’s detailed financial procedures set out how these regulations will be implemented operationally and are contained in a separate set of documents.
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B – CORPORATE GOVERNANCE

3
Responsibility of the Board of Management


The College Board of Management has a duty to manage the college and ensure that it provides

 suitable and efficient further education to its students having regard to the provision in the area it serves and the likely needs of potential students.


General responsibilities include to :

· ensure the solvency of the institution and the safeguarding of the institution’s assets

· secure the efficient, economical and effective management of all the institution’s resources and expenditure, capital assets and equipment, and staff , so that the investment of public funds in the institution is not put at risk 
· ensure that appropriate financial considerations are taken into account at all stages in reaching decisions and in their execution
· plan and conduct its financial and academic affairs so that its total income is not less than sufficient, taking one year with another over a three year period, to meet its total expenditure  
· approve an annual budget before the start of each financial year
· approve the institution’s strategic plan 
· allocate financial and other resources to the planned activities as per the college’s development plans.

· monitor, review and report the general performance of the college and ensure that its plans are being achieved.

· approve the annual financial statements.

· determine tuition fee levels as part of the annual budget process

· appoint, grade, suspend, dismiss and determine the pay and conditions of service of the principal and other senior post-holders

●
set a framework for pay and conditions of service of all other staff

●
ensure that the financial, planning and other management controls, including controls against fraud and theft, applied by the institution are appropriate and sufficient to safeguard public funds

· approve the appointment of an internal audit service 

●
ensure that the institution complies with the funding council’s audit code of practice
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4
Responsibility of the College Principal


The College Principal is the Chief Executive and the Designated Accounting Officer of the college and the Board's Chief Educational Adviser.  As such he/she is responsible for the detailed administration of the college and for ensuring the financial administration of the institution’s affairs in accordance with the financial memorandum with the funding body.


The Principal is responsible to the Board for the efficient and effective use of college resources and for ensuring that financial considerations are taken into account at all stages of decision making.


In particular, the Principal as Designated Accounting Officer shall:

-
sign the accounts and ensure satisfactory and adequate records are retained in a form acceptable for presentation to the Auditor General for Scotland.

-
advise the Board of Management on the proper discharge of its financial duties.

-
be authorised to write-off losses and instruct special payments (subject to limitations made by the SFC).

-
be involved with the SFC Accounting Officer on matters relating to public funding which arise before the Public Accounts Committee.

If for whatever reason, a college’s Accounting Officer cannot fulfil this requirement for a period of more than six weeks, the Board must appoint an acting designated Accounting Officer.  In these circumstances, the Board must ensure that the chosen person is competent to perform the full range of Accounting Officer responsibilities and that they have access to all relevant instruction and training appropriate in the circumstances.  The Chair must inform the Council’s Accounting Officer on such occasions, including when the designated Accounting Officer returns to their duties and the acting person stands down.

5 Committee Structure 

The Board of Management has ultimate responsibility for the institution’s finances and has a number of committees which support it however they do not have specific delegated authority. The Committees of the Board are the Audit Committee, the Finance Committee and the Salaries and Conditions of Service Committee. The remits of each of these committees is given in the College’s Scheme of Delegation. 
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6 Other Senior Managers with Financial Responsibility
6.1 Assistant Principal Resources 


Day-to-day financial administration is controlled by the Assistant Principal Resources (the director of finance equivalent ), who is responsible to the principal for:

●
preparing annual capital and revenue budgets and financial plans

●
preparing accounts, management information, monitoring and control of expenditure against budgets and all financial operations

●
preparing the institution’s annual accounts and other financial statements and accounts which the institution is required to submit to other authorities

●
ensuring that the institution maintains satisfactory financial systems

●
providing professional advice on all matters relating to financial policies and procedures

●
day-to-day liaison with internal and external auditors in order to achieve efficient processes.

6.2
Responsibility of Depute Principal, Assistant Principals, Faculty Heads and Unit Managers


The Depute Principal, Assistant Principals, Faculty Heads and Unit Managers shall ensure at all times that they endeavour to secure the best value for expenditure incurred by them with the objective of achieving the policies of the college at least cost.

Managers are responsible to the principal for financial management for the areas or activities they control.  They are advised by the Assistant Principal Resources in executing their financial duties.  The Assistant Principal Resources will also supervise and approve the financial systems operating within their faculties and units, including the form in which accounts and financial records are kept.  Heads of faculties/ units are responsible for establishing and maintaining clear lines of responsibility within their areas for all financial matters.  Where resources are devolved to budget holders, they are accountable to their head of faculty/unit manager for their own budget.

Heads of faculty/unit managers shall provide the Assistant Principal Resources with such information as may be required to enable:

●
compilation of the institution’s financial statements

●
implementation of financial planning

●
implementation of audit and financial reviews, projects and value for money studies.
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6.3 All members of staff 

All members of staff should be aware and have a general responsibility for the security of the institution’s property, for avoiding loss and for due economy in the use of resources.

They should ensure that they are aware of the institution’s financial authority limits  and the values of purchases for which quotations and tenders are required .

They shall make available any relevant records or information to the Assistant Principal Resources or his or her authorised representative in connection with the implementation of the institution’s financial policies, these financial regulations and the system of financial control.

They shall provide the Assistant Principal Resources with such financial and other information as he or she may deem necessary, from time to time, to carry out the requirements of the Board of Management.

They shall immediately notify the Assistant Principal Resources whenever any matter arises which involves, or is thought to involve, irregularities concerning, inter alia, cash or property of the institution.  The Assistant Principal Resources shall take such steps as he or she considers necessary by way of investigation and report.
7
Risk Management 

7.1 The institution acknowledges the risks inherent in its business, and is committed to managing those risks that pose a significant threat to the achievement of its business objectives and financial health.  

7.2 The Board of Management has overall responsibility for ensuring there is a common approach to the management of risk throughout the institution through the development, implementation and embedment within the organisation of a formal, structured risk management process. 

7.3 In line with this policy, the Board of Management requires that the risk management processes include:

●
the adoption of common terminology in relation to the definition of risk and risk management

●
the establishment of institution-wide criteria for the measurement of risk, linking the threats to their potential impact and the likelihood of their occurrence together with a sensitivity analysis

●
a decision on the level of risk to be accepted

●
a decision on the level of risk to be covered by insurance 

●
development of risk management and contingency plans for all significant risks, to include a designated ‘risk owner’ who will be responsible and accountable for managing the risk in question

●
reporting to the Board of Management any risks which are considered to be above acceptable tolerance levels

●
an annual review of the implementation of risk management arrangements
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7.4 Heads of faculty/Unit Managers must ensure that any agreements negotiated within their departments with external bodies cover any legal liabilities to which the institution may be exposed.  The Assistant Principal Resources advice must be sought to ensure that this is the case and any legal commitment can only be entered into upon the signature of the Principal, Depute Principal or Assistant Principal Resources.
8 
Whistleblowing 

Whistleblowing in the context of the Public Interest Disclosure Act is the disclosure by an employee (or other party) about malpractice in the workplace.  The College’s whsitleblowing procedures are available on the staff intranet.

9 
Code of Conduct 
9.1
The institution is committed to the highest standards of openness, integrity and accountability.  It seeks to conduct its affairs in a responsible manner, having regard to the principles established by the Committee on Standards in Public Life (formerly known as the Nolan Committee), which members of staff at all levels are expected to observe.  

9.2 Additionally, members of the Board of Management, senior management or those involved in procurement are required to disclose interests in the institution’s register of interests maintained by the Personnel department and the Secretary to the Board.  Members of staff and Board members will also be responsible for ensuring that entries in the register relating to them are kept up to date regularly and promptly.

9.3 In particular, no person shall be a signatory to an institution contract where he or she also has an interest in the activities of the other party. 

9.4 Receiving gifts or hospitality
It is an offence under the Prevention of Corruption Act 1906 for members of staff to accept corruptly any gift or consideration as an inducement or reward for doing, or refraining from doing, anything in an official capacity or showing favour or disfavour to any person in an official capacity.  The guiding principles to be followed by all members of staff must be:

●
the conduct of individuals should not create suspicion of any conflict between their official duty and their private interest

●
the action of individuals acting in an official capacity should not give the impression (to any member of the public, to any organisation with whom they deal or to their colleagues) that they have been (or may have been) influenced by a benefit to show favour or disfavour to any person or organisation.
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Thus, members of staff should not accept any gifts, rewards or hospitality (or have them given to members of their families) from any organisation or individual with whom they have contact in the course of their work that would cause them to reach a position whereby they might be, or might be deemed by others to have been, influenced in making a business decision as a consequence of accepting such hospitality.  The frequency and scale of hospitality accepted should not be significantly greater than the institution would be likely to provide in return.

When it is not easy to decide between what is and what is not acceptable in terms of gifts or hospitality, the offer should be declined or advice sought from the relevant head of department or Assistant Principal Resources.  For the protection of those involved, the Assistant Principal Resources will maintain a register of gifts and hospitality received where the value is in excess of  £50.  Members of staff in receipt of such gifts or hospitality are obliged to notify the Assistant Principal Resources promptly.
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C FINANCIAL MANAGEMENT AND CONTROL 

10. FINANCIAL PLANNING (CAPITAL AND REVENUE ESTIMATES)

10.1
Responsibility of Principal

The college Principal is responsible directly to the SFC (as Chief Accounting Officer) and to the Board of Management for ensuring that the recurrent funding is spent on the purpose for which it was provided, and for the effective and efficient management of the college, including proper management controls.

10.2
Development plans

The Board of Management is responsible for the annual approval of the College Strategic Development Plan and reviewing the College Operational Development Plan. These plans must cover all aspects indicated in relevant circulars from SFC. 

10.3
Preparation of development plans


The college Principal shall generally be responsible for the preparation of development plans.  However the Board of Management will be involved in:


-
setting out guidelines to be followed in preparation


-
approval of the Strategic Development Plan for submission


-
reviewing performance retrospectively.

10.4
Involvement of Faculty Heads and Unit Managers

The Depute Principal, Assistant Principals, Faculty Heads and Unit Managers must be closely involved in the development of their budgets (especially in the areas of lecturing costs and supplies and services).  This will facilitate the preparation of meaningful and achievable estimates.

10.5 Financial Plans


The Assistant Principal Resources is responsible for preparing annually a rolling three-year financial plan for approval by the Board of Management on the recommendation of the Finance Committee and for preparing financial forecasts for submission to the funding body.  Financial plans should be consistent with the strategic plan approved by the Board of Management.

10.6 Budget objectives 
The Board of Management will, from time to time, set budget objectives for the institution.  These will help the Assistant Principal Resources in preparing his or her more detailed financial plans for the institution. 
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10.7 Resource allocation

Resources are allocated annually by the Board of Management on the recommendation of the Finance Committee, and on the basis of the budget objectives.  Heads of faculty/unit are responsible for the economic, effective and efficient use of resources allocated to them.

10.8 Budget preparation
The Assistant Principal Resources is responsible for preparing each year an annual revenue budget and capital programme for consideration by the Finance Committee before submission to the Board of Management. The Assistant Principal Resources must ensure that detailed budgets are prepared in order to support the resource allocation process and that these are communicated to heads of faculty/unit as soon as possible following their approval by the Board of Management.

During the year, the Assistant Principal Resources is responsible for submitting revised budgets to the finance committee for consideration before submission to the Board of Management for approval.

10.9 Capital programmes
The capital programme includes all expenditure on land, buildings, equipment, furniture and associated costs whether or not they are funded from capital grants or capitalised for inclusion in the institution’s financial statements.  Expenditure of this type can only be considered as part of the capital programme approved by the Board of Management or within delegated authority to amend these plans.

The Assistant Principal Resources is responsible for providing regular statements concerning all capital expenditure to Finance Committee for monitoring purposes. 

10.10 Overseas activity 
In planning and undertaking overseas activity, the institution must have due regard to the relevant guidelines issued by the funding body.

10.11
Other major developments 
Any major new aspect of business, or proposed establishment of a company, which will require an investment in buildings, or other resources of more than £20,000 should be presented for approval to the Board of Management.  
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11. FINANCIAL CONTROL

11.1 Budgetary control
The control of income and expenditure within an agreed budget is the responsibility of the designated budget holder, who must ensure that day-to-day monitoring is undertaken effectively.  Budget holders are responsible to their line manager for the income and expenditure appropriate to their budget.  

Significant departures from agreed budgetary targets must be reported immediately to the Assistant Principal Resources by the budget holder concerned and, if necessary, corrective action taken.

11.2 Authorisation and Control of Capital Expenditure
Attention is drawn to capital projects related guidance as available from SFC .

Need for consent from the SFC
The college shall obtain prior written consent from the Council before it undertakes a level of capital finance where the annualised costs of all capital finance (being the sum of the servicing and capital repayment costs of each loan or other arrangements spread evenly over the period of the relevant loan of arrangement) or the actual costs in any one year of all capital finance would exceed the levels specified in any SFC mandatory requirements.

Need for Board of Management consent

No expenditure shall be incurred without the prior approval of the Board of Management except:

a)
As in accordance with the College Scheme of Delegation.

b)
Expenditure as approved within the college's overall approved  budget for revenue and capital.
Variation during the life of a major capital project


Once a design has been drawn up and cost limits have been approved by SFC for a major capital project there must be no significant departure from approved costs without authorisation.  If it becomes apparent that a project will be under/over spent, or if the phased expenditure is likely to vary significantly , it shall be the duty of the College Principal as Accounting Officer to report immediately, formally and in writing, to the SFC so that appropriate action may be taken.

Budgetary control of capital expenditure

It shall be the duty of the Assistant Principal (Resources) to furnish the Board of Management, relevant committees, SMG members, Faculty Heads and Unit Managers, regularly and timeously, with budgetary control statements comparing actual financial performance with the relevant capital estimates.


It shall be the duty of the Faculty Heads and Unit Managers concerned to ensure that the provision for capital expenditure is not exceeded from the College capital plans.
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11.3 Authorisation and Control of Revenue Expenditure 

Attention is drawn to the Treasury Guidelines on the procurement of goods and services, together with the college's financial procedures guide.


No expenditure shall be incurred without the approval of the appropriate authorised official, as detailed in the College Scheme of Delegation.

11.4 Virements

Each Faculty Head and Unit Manager will be allocated a budget for that faculty or unit by the Assistant Principal Resources. Virements between budget lines or cost centres will be as per the College financial procedures.

11.5 Legality of Expenditure


It shall be the duty of the Principal to ensure that no expenditure or obligation is incurred unless it is within the legal powers of the college.  In cases of doubt, he/she must consult the college solicitor before incurring expenditure.


Expenditure on new services, contributions to outside entities and responses to emergency situations which require expenditure must be clarified as to legality prior to being incurred.

11.6 Control of Expenditure


The Faculty Heads and Unit Managers are responsible for the phased control of all expenditure within their area of operation.  They must ensure that all resources are properly used, that expenditure both committed and incurred is fully within their approved budget.

11.7 Authorised Signatories

A list of authorised signatories for college expenditure approval is maintained by the Assistant Principal (Resources) and the finance department.  Authorised signatories for cheque signing are : 

Principal

Depute Principal

Assistant Principal (Resources)

Assistant Principal (Information Systems)

Assistant Finance Manager
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12 FINANCIAL REPORTING

12.1 Internal
The Board of Management shall approve as part of the Board Monitoring Schedule a scheme of their own internal reporting requirements containing summary financial reports at periods as they see fit.

12.2 Responsibility

The Assistant Principal (Resources) shall be responsible for the content of all financial reports submitted to the Board of Management and for ensuring that the Board's requirements are satisfied timeously.

12.3 External reporting

a)
External reporting requirements are embodied in the Act and guidance circulars issued by the SFC.

b)
The Principal shall be responsible for ensuring that all financial instructions issued by the SFC, and/or embodied with issued legislation are complied with in as far as they are applicable to the college.

12.4 Year end reporting

The format of year end statutory reporting is embodied within the Statement of Recommended Practice for Further and Higher Education.

12.5 College Development Plans

"The Act" stipulates that the Board of Management shall submit a college Strategic Development Plan to the SFC annually in respect of the college.  
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13 ACCOUNTING ARRANGEMENTS
13.1 General 

The Principal is responsible for the propriety and regularity of funds for which he/she is answerable; for the keeping of proper accounts; for the prudent economical administration; and for the efficient and effective use of all resources.  He/she should ensure that effective management systems have been put in place.

13.2  Financial year
The institution’s financial year will run from 1 August until 31 July the following year.
13.3 Basis of accounting
The consolidated financial statements are prepared on the historical cost basis of accounting and in accordance with applicable accounting standards

13.4 Format of the financial statements
The financial statements are prepared in accordance with the Statement of Recommended Practice Accounting for Further and Higher Education, subject to any specific requirements of the funding body.
13.5
Accounting procedures and records


All accounting procedures and records of the college shall be determined by the Principal and he/she shall compile or direct the compilation of all accounts and accounting records.

13.6
Segregation of duties

The Assistant Principal (Resources) shall ensure that the following principles are observed in the allocation of duties (subject to any financial constraints placed upon him/her by the Principal or the Board of Management):

-
procedures to be followed regarding the calculation, checking and recording of sums due by or to the college should be arranged in such a way that the work of any individual is proved independently or is complementary to the work of another and these operations should be separated from the duty of collecting or disbursing funds.

-
employees charged with the duty of examining and checking the accounts of cash transactions shall not themselves be engaged in any of these transactions.
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13.7 Retention of Accounting records


The Assistant Principal Resources is responsible for the retention of financial documents.  These should be kept in a form that is acceptable to the relevant authorities.

The institution is required by law to retain prime documents for six years.  These include:

●
official purchase orders

●
paid invoices

●
accounts raised

●
bank statements

●
copies of receipts

●
payroll records

The Assistant Principal Resources will make appropriate arrangements for the retention of electronic records.

Members of staff should ensure that retention arrangements comply with any specific requirements of funding organisations such as regional development agencies.

Additionally, for auditing and other purposes, other financial documents should be retained for three years or as determined by the funder.
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14 AUDIT REQUIREMENTS

14.1 General
External auditors and internal auditors shall have authority to:

●
access institution premises at reasonable times

●
access all assets, records, documents and correspondence relating to any financial and other transactions of the institution

●
require and receive such explanations as are necessary concerning any matter under examination

●
require any employee of the institution to account for cash, stores or any other institution property under his or her control

●
access records belonging to third parties, such as contractors, when required.

The Assistant Principal Resources is responsible for drawing up a timetable for final accounts purposes and will advise staff and the external auditors accordingly.

Following consideration by the Finance Committee, the financial statements should be reviewed by the Audit Committee.  On the recommendation of the Finance and Audit Committees they will be submitted to the Board of Management for approval.

14.2
External audit
Under the terms of the Public Finance and Accountability (Scotland) Act 2000, the Auditor General is responsible for the appointment of the external auditors for the institution.

The primary role of external audit is to report on the institution’s financial statements and to carry out such examination of the statements and underlying records and control systems as are necessary to reach their opinion on the statements and to report on the appropriate use of funds.  The external auditors address their report and opinion jointly to the Auditor General and the members of the Board of Management.  Their duties will be in accordance with advice set out in the funding body’s audit code of practice and the Auditing Practices Board’s statements of auditing standards.
14.3 Internal audit
The internal auditor is appointed by the Board of Management on the recommendation of the Audit Committee. 

The institution’s financial memorandum with the funding body requires that it has an effective internal audit function and their duties and responsibilities must be in accordance with advice set out in the funding body’s audit code of practice.  The main responsibility of internal audit is to provide the Board of Management, the principal and senior management with assurances or otherwise of the adequacy of the internal control system.

The internal audit service remains independent in its planning and operation but has direct access to the Board of Management, principal and chair of the audit committee. The internal auditor will also comply with the relevant practice guideline for internal auditors.
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The reporting arrangements for internal audit should be determined by the college after consideration by its Audit Committee.  It is important that the reporting arrangements adopted do not compromise the independence or objectivity of the Internal Audit Service (IAS).  Internal audit reports should be regarded as confidential and should only be supplied to those parties with a legitimate interest in their contents.


The Head of IAS must produce an annual report on the IAS’s activities which should be addressed to the Board of Management and the Accounting Officer and should be considered by the Audit Committee.  The report should be for the college’s accounting period and be submitted to the Board of Management and Accounting Officer when it is available and to the Audit Committee in time for its first meeting of the following financial year.  It is important that the Audit Committee receive the IAS’s report in time to give it due consideration before producing its annual report to the Board of Management.

14.5
Authority of audit
The Head of IAS, or equivalent where the service is provided on a contract basis, must have direct access to the college’s Accounting Officer and to the Board of Management, normally through the Chair of the Audit Committee, and, if necessary, to the Chair of the Board of Management.  The Head of IAS must have right of access at any time to the Chair of the Audit Committee.  The Head of IAS may formally request the Chair of the Audit Committee to convene an Audit Committee meeting.

Internal audit must also have unrestricted access to all documents, records, assets, personnel and premises of the college, and be authorised to obtain such information and explanations as considered necessary by the head of IAS.

14.6
Internal audit standards

The operation and conduct of the IAS must conform to the standards for internal audit which are laid down in the Funding Council’s ‘Code of Audit Practice’.  Internal auditors must also have regard to relevant advice provided by professional auditing and accountancy bodies and any additional guidance which may be issued by the Council from time to time.
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14.7 Fraud and Corruption

The Board of Management of Cardonald College is committed to taking all practical steps to prevent the college being subjected to fraud whether perpetrated by staff, students, contractors, suppliers or other third parties.

The Board will maintain robust control mechanisms to assist in the prevention and detection of fraud.  Effective controls are regarded as fundamental in preventing and detecting fraud and all managers have a responsibility for maintaining documented control systems.  The effectiveness of these controls will be subject to annual review by the college auditors.

All members of staff have a responsibility to protect the assets and reputation of the college and are expected to be alert to the potential for fraud.  Managers with responsibility for expenditure, income, assets and/or staff management will be expected to brief their staff on the common types of fraud perpetrated in their areas of responsibility.

It is the duty of all members of staff, management and the Board of Management to notify the Assistant Principal Resources immediately whenever any matter arises which involves, or is thought to involve, irregularity, including fraud, corruption or any other impropriety.

The Assistant Principal Resources shall immediately invoke the fraud response plan, which incorporates the following key elements :

●
he or she will notify the principal and the Audit Committee (through its chair) of the suspected irregularity and shall take such steps as he or she considers necessary by way of investigation and report

●
the police shall be  informed if a criminal offence is suspected of having been committed

●
any significant cases of fraud or irregularity shall be reported to the funding body in accordance with their requirements as set out in the audit code of practice

●
the Audit Committee shall commission such investigation as may be necessary of the suspected irregularity, by the internal audit service or others, as appropriate

●
a report shall be prepared for the Audit Committee on the suspected irregularity.  Such report shall include advice on preventative measures.

If the suspected fraud is thought to involve the Assistant Principal Resources and/or the Principal, the member of staff shall notify the chair of the Audit Committee direct of their concerns regarding irregularities.

If fraud is found proven to involve staff, disciplinary procedures will be enacted.  Such action will be considered not only against those found to have perpetrated fraud, but also against managers whose negligence may have facilitated it.
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14.8
Value for money
It is a requirement of the financial memorandum that the Board of Management of the institution is responsible for delivering value for money from public funds.  It should keep under review its arrangements for managing all the resources under its control, taking into account guidance on good practice issued from time to time by the funding council,  Audit Scotland, the Scottish Executive Audit Committee or other relevant bodies.

Internal audit is to have regard to value for money in its programme of work.  This will be used to enable the audit committee to refer to value for money in its annual report. 
14.9
Other auditors
The institution may, from time to time, be subject to audit or investigation by external bodies such as the funding council, Audit Scotland, european funding bodies, HM Customs and Excise and the Inland Revenue.  They have the same rights of access as external and internal auditors.
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15 TREASURY MANAGEMENT 

15.1
Borrowing 

Any decision to borrow in excess of the College’s ongoing Working Capital facility when in place will be made by the Strategic Management Group and reported to the Board of Management.


The Board shall obtain prior written consent from the Council before borrowing a level of finance where the actual cost of all finances would exceed the levels detailed in any SFC mandatory requirements.

15.2
Borrowing arrangements

If approval for borrowings is received (as above) the arrangements shall be undertaken by the Assistant Principal (Resources) who will report regularly to the College Principal and Board of Management.

15.3
Borrowings to be in name of college

Subject to the above all borrowings on behalf of the college shall be effected in the name of the college.  The Principal is authorised to sign all loan documents unless:

(1)
Statutory or other legal requirements provide that other signatories are required.

(2)
Other arrangements have been approved by the Board of Management.

15.4
Leasing

The Principal, Depute Principal or Assistant Principal (Resources) may enter agreements for leasing of items of equipment when the annual charge does not exceed the amount as stated in the Scheme of Delegation and may sign agreement forms for such leases or other leases approved by a Committee or the Board. 

15.5
Appointment of bankers and other professional advisers
The Board of Management is responsible for the appointment of the institution’s bankers and other professional financial advisers on the recommendation of the Finance Committee.  The appointment shall be for a specified period after which consideration shall be given by the Finance Committee to competitively tendering the service.
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TREASURY MANAGEMENT (continued)
15.6 Banking Arrangements

The Assistant Principal Resources is responsible, on behalf of the Finance Committee, for liaising with the institution’s bankers in relation to the institution’s bank accounts and the issue of cheques. The college will operate at least one bank account.  Any such bank accounts must be strictly controlled.

15.6.1 Arrangements with bankers


All arrangements with the college's bankers concerning the operation of its overall bank accounts arrangements must be approved by the Board of Management.

15.6.2
Opening and closing of bank accounts

All official bank accounts shall bear the name of the college, and shall only be opened or closed by the Assistant Principal (Resources), with the prior formal approval of the Board of Management.

15.6.3
Payments into the bank

All monies received shall be paid into the college's bank accounts daily or at such other interval as may be approved by the Assistant Finance Manager.

15.6.4
Control of cheques


All arrangements for the ordering, safekeeping, control and signing of cheques on behalf of the college will be made by the Assistant Finance Manager.

15.6.5
Reconciliation of bank accounts 

All bank accounts shall be reconciled monthly to the college's cash records and the results of these reconciliations investigated by the Assistant Finance Manager.

15.6.6
Transfers between bank accounts

Transfer between bank accounts using the relevant banking systems may be authorised by the Assistant Principal (Resources), the Assistant Principal (Information Systems) or the Assistant Finance Manager.
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16 INCOME

16.1
General 

All college employees have a general responsibility for ensuring that resources are used effectively and contained within budget limitations whilst ensuring that all income due to the college is properly and promptly recovered. In particular this requires the prompt notification to the Assistant Principal Resources of sums due so that the collection can be initiated.
16.2
Charges

Each Faculty Head , the Leisure and Community Manager, and the Business Development Director shall review, at least annually, the charges made for services provided by their areas (in as far as these are not externally set other than by market forces.)  Any resultant revision must be agreed in accordance with the Scheme of Delegation.


In performing these revisions regard should be given to the current rate of inflation as a guide to the minimum increase required to preserve the real value of income.

16.3
Accounting arrangements

It is the duty of the Assistant Principal (Resources) to make adequate financial and accounting arrangements to ensure the proper recording of all monies due to the college and the proper collection, custody, control and disposal of all funds.

16.4
Invoicing

It is essential to ensure accurate invoicing and checking of such, that particulars of all work done or services provided by the college shall be notified to the Assistant Finance Manager promptly in a form approved by him/her, and all accounts for income due to the college shall be rendered by or under arrangements approved by the Assistant Finance Manager.

16.5
Write-offs

Losses and write-offs in excess of £10,000 will be reported to the Finance Committee and will be reported to the SFC as required in accordance with any of their mandatory requirements.

16.6
Recording of funds received


All monies received on behalf of the college shall be recorded and deposited immediately with the college’s bankers in accordance with arrangements made by the Assistant Finance Manager.  No deductions may be made for such money to meet expenditure of any kind.

All monies received within departments from whatever source must be recorded by the department on a daily basis together with the form in which they were received, for example cash, cheques and other negotiable instruments. All monies received must be paid to the cashier promptly, and in accordance with a timetable prescribed by the Assistant Principal Resources.
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INCOME (continued)

16.7 Receipts by credit or debit card 

The institution may only receive payments by debit or credit card using procedures approved by the Assistant Principal Resources.

16.8 Internet receipts 

Any member of staff wishing to arrange for payment to be made to the institution by the internet should seek guidance from the Assistant Principal Resources at an early stage.

16.9 Collection of debts 

The Assistant Principal Resources should ensure that:

●
debtors invoices are raised promptly on official invoices, in respect of all income due to the institution

●
invoices are prepared with care, recorded in the ledger, show the correct amount due and are credited to the appropriate income account

●
any credits granted are valid, properly authorised and completely recorded

●
VAT is correctly charged where appropriate, and accounted for

●
monies received are posted to the correct debtors account

●
swift and effective action is taken in collecting overdue debts

●
outstanding debts are monitored and reports prepared for management.

· follow debt recovery processes as per College practices

16.10
Student Fees Collection
Teaching staff must ensure that only properly registered students whose fees have been accounted for are admitted to and allowed to continue classes. 

The procedures for collecting tuition fees must be approved by the Assistant Principal Resources. 

Any student who has not paid an account for fees or any other item owing to the institution shall not be allowed to progress to further study until all outstanding debts have been cleared.  Such students shall be prevented from re-enrolling at the institution and from using any of the institution’s facilities unless appropriate arrangements have been made.
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INCOME (continued)

16.11 Non SFC Income

16.11.1 Consultancies

Staff may only enter into consultancies with the written approval of the Principal or the Depute Principal and must ensure that at all times college policy is strictly adhered to in relation to the nature of such entered into and that the changes made are consistent with college policies.

16.11.2 European Union (EU) and other matched funding 

Any such project requires the approval of the appropriate officer prior to any commitment being entered into.  Such approval shall be dependent upon the relevant Head of Faculty/ Business Development Director  being able to demonstrate that eligible matching funds are available and that the project is financially viable by the application of the institution’s costing and pricing methods.

16.11.3 Profitability and recovery of overheads
All other income-generating activities should be self-financing or surplus-generating unless it is intended there are agreed other reasons to pursue that activity in line with the College mission. If that is the case, the reason for it must be specified and agreed by the head of faculty and the Depute Principal. 

Other income-generating activities organised by members of staff must be costed using the College costing model and should be agreed with the Faculty Head before any commitments are made.  Provision should be made for charging costs as appropriate in accordance with the institution’s costing and pricing model.
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17. EXPENDITURE 
17.1 General 

The Assistant Principal Resources is responsible for making payments to suppliers of goods and services to the institution.

17.2 Delegation limits/financial authority levels
The head of faculty/unit manager is responsible for purchases within his or her area. In exercising this delegated authority, budget holders are required to observe the purchasing policies and financial procedures.

The Assistant Principal Resources shall maintain a register of authorised signatories and budget holders must supply him or her with specimen signatures of those authorised to certify invoices for payment (for paper-based systems).

Under procedures agreed by the Assistant Principal Resources, central control shall be exercised over the creation of requisitioners and authorisers and their respective financial limits (for electronic systems).

The Assistant Principal Resources must be notified immediately of any changes to the authorisers to commit expenditure.  

Budget holders are not authorised to commit the institution to expenditure without first ensuring there are sufficient funds to meet the purchase cost. If the commitment is for a future year then an SMG member approval must be sought before a commitment is made.

The member of staff (or budget holder) authorising the invoice for payment must be different from the member of staff responsible for signing the purchase order form.

17.3 Procurement
The institution requires all budget holders, irrespective of the source of funds, to be able to demonstrate that they have obtained supplies, equipment and services at the lowest possible cost consistent with quality, delivery requirements and sustainability, and in accordance with sound business practice.  Factors to be considered in determining lowest cost are noted in the college procedures.

17.4
Purchase orders and exemptions

With the exception of petty cash purchases, supplies of public utility services and other specific exceptions as defined in the college financial procedures, and subject to the provisions relating to contractual terms, all goods (materials or services) supplied to, or work executed for the college, shall be ordered or confirmed in writing by means of an official order or by written acceptance of a tender or offer, and acceptances shall be signed only by employees authorised by the Assistant Principal (Resources).  A current list of authorised employees together with specimen signatures shall be maintained by the Assistant Principal (Resources).
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17. EXPENDITURE 
17.5
Method of payment

With the exception of petty cash purchases the normal method of payment of money due from the college shall be by payee restricted cheque, BACs or other instrument drawn on the college's bank accounts by the Assistant Finance Manager or any person authorised as an approved cheque signatory.  Cheques of any amount must be countersigned by two authorised signatories (see section 11.7).

17.6
Checking of goods, materials and services received

It is the duty of all persons who initiate purchase ordering to ensure that all expenditure incurred is intra vires of the college and that all goods, materials and services received are as ordered in respect of price, quantity and quality.  Where goods do not match those ordered remedial action is required to correct this situation.  Goods should be received by an appropriate peron and logged as goods received as appropriate.

17.7
Central purchasing and standardisation


All orders shall conform with the direction of the college with respect to central/consortium purchasing (if appropriate) and the standardisation of goods, materials and services.  

17.8
Certification

The Faculty Heads and Unit Managers shall arrange for certification, by authorised employees, that all payment vouchers for expenditure incurred by their faculties or units are in respect of goods/services which have been received, examined and approved and in accordance with those ordered and that the price, trade discounts, other allowances and credits are correct.

The Assistant Finance Manager shall arrange for certification that extensions, calculations, and tax are correct and the appropriate expenditure code numbers are entered on the document for payment.

17.9
Cash discount

It is important that Faculty Heads and Unit Managers provide certification timeously thus allowing the Assistant Finance Manager to maximise cost savings through meeting cash discount conditions whilst maintaining creditor goodwill as appropriate to the circumstances.
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EXPENDITURE

17.10
Finance department checks

The Assistant Finance Manager shall operate such other checks on payments of accounts as he/she thinks fit.

17.11
Amendments to payments/vouchers

All amendments to payments/vouchers shall be made in ink and initialled by the employee authorised to make them, stating briefly the reasoning for the corrections.  Tax invoices must be returned to source for alteration to ensure full VAT can be reclaimed (if appropriate).

17.12
Petty Cash 

The college will provide such petty cash accounts, as the Assistant Principal (Resources) considers appropriate, for defraying petty and other minor expenses incurred by employees of the college.

17.13
Staff reimbursement
The institution’s purchasing and payments procedures are in place to enable the majority of non-pay supplies to be procured through the creditors system without staff having to incur any personal expense.  However, on occasion, staff may incur expenses, most often in relation to travel, and are entitled to reimbursement .

Where such purchases by staff are planned, the Assistant Principal Resources and the relevant budget holder may jointly approve cash advances to staff who are going to incur expenditure on the institution’s behalf.  Upon completion of the travel or project to which the advance relates, within one month a final account must be prepared to demonstrate how the advance was disbursed and any unspent balance repaid.  Under no circumstances will a second advance be approved when the final accounting for an earlier advance to an individual is still outstanding.

17.14 Institution credit cards
Where appropriate, the Principal or the Assistant Principal Resources may approve the issuing of institution credit cards to senior staff.  Such credit cards shall be used for the payment of valid business expenses only, and the misuse of such cards shall be grounds for disciplinary action.  The Assistant Principal Resources will be responsible for setting in place a system to monitor the use of institution credit cards and account for expenses charged through them. 
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18 CONTRACTS AND TENDERING

18.1
Contracts

The Principal, Depute Principal or Assistant Principal (Resources) may enter into contracts on behalf of the Board of Management after all necessary approvals have been obtained.

18.2
Record of contracts

The Assistant Principal (Resources) shall ensure that a record is maintained of all relevant contracts and payments made on contracts by the college.  He/she may, if seen fit, delegate this responsibility to technical/buying officers or appropriate external agents for the day to day control of contracts and tendering.

18.3
Tendering procedures


Tendering procedures will be applied in accordance with the Scheme of Delegation and Purchasing Procedures and must be entered into for all purchases over £15,000 excluding VAT .


They need not be required where, in the opinion of the Principal, damage to life or property would ensue from their application.


The Board of Management may at their discretion exempt from tendering procedures any contract where they are satisfied that special circumstances justify exemption.

18.4 EU regulations 

The Assistant Principal Resources is responsible for ensuring the institution complies with its legal obligations concerning EU procurement legislation.  EU procurement regulations apply to written contracts for all forms of procurement, purchase or hire (whether or not hire purchase) with a total value exceeding the relevant threshold value.
The Assistant Principal Resources will advise budget holders on the thresholds that are currently in operation.  A breach of these EU regulations is actionable by a supplier or potential supplier. It is the responsibility of budget holders to ensure that their members of staff comply with EU regulations by notifying the Assistant Principal Resources of any purchase that is likely to exceed the thresholds.  
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19. PAY EXPENDITURE 
19.1 
Information regarding appointments


The Personnel Manager, shall notify the payroll officer timeously of all matters affecting the payment of emoluments including:

-
appointments

-
resignations

-
dismissals

-
suspensions

-
secondments

-
transfers

-
changes in remuneration

-
absences from duty for sickness or other reason, apart from approved leave

-
all information necessary to maintain records of service for superannuation, income tax and social security purposes.

19.2
Arrangements for payments


The payment of all salaries/wages/pensions/compensation/other emoluments to all employees (current or past) shall be made by the Personnel Manager or under arrangements made by him/her.

19.3
Form and certification of records

All pay documents shall be in a form prescribed or approved by the Assistant Principal (Resources) and shall be approved in accordance with the College Scheme of Delegation.

19.4 Severance Arrangements for Senior Staff 

The Board of Management fully endorses the Guidance on Severance Arrangements to Senior Staff in Scottish Further Education Colleges issued by the SFEFC in January 2000.  The Board in particular agrees that any severance policy should be transparent, equitable and rigorously and consistently applied to all staff.  When considering individual cases of premature retirement to members of staff earning in excess of £45,000 per year or where the costs of a proposed severance arrangement would exceed £70,000 the college should delegate the task to the Salaries and Conditions of Service Committee.

The college’s external auditors must review severance settlements for senior staff.  Such a review will normally take place after settlements have been agreed, (normally as part of their annual financial statements audit) and should be carried out by senior audit staff because of the complexity and sensitivity of the issues.  If final settlements do not materially conform to the guidance in this document, the auditors should report the facts to the college in their management letter and, if they judge it desirable, members of the Board of Management.
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20. ASSETS

20.1 Land, buildings, fixed plant and machinery 
The purchase, lease or rent of land, buildings or fixed plant can only be undertaken with authority from the Baord of Management and with reference to funding body requirements where exchequer-funded assets or exchequer funds are involved.

20.2 Fixed asset register 
The Assistant Principal Resources is responsible for maintaining the institution’s register of land, buildings, fixed plant and machinery for all assets over £5,000.  Heads of faculty/Unit managers will provide the Assistant Principal Resources with any information he or she may need to maintain the register.

20.3 Asset Inventories
Heads of Faculty/ Unit Managers are responsible for maintaining inventories, in a form prescribed by the Assistant Principal Resources, for all plant, equipment, furniture and stores in their departments with a value in excess of £500.  The inventory must include items donated or held on trust.

Inventories must be checked at least annually as described in the institution’s detailed financial procedures. When transferring equipment, etc between departments, a transfer record must be kept and the inventories amended accordingly.

20.4 Stocks and stores
Heads of faculty/unit managers are responsible for establishing adequate arrangements for the custody and control of stocks and stores within their departments.  The systems used for stores accounting in departments must have the approval of the Assistant Principal Resources.

20.5 Safeguarding of assets 


20.5.1 Custody of stocks


The safe custody and storage of stocks will be the responsibility of Faculty Heads/Unit Managers.

20.5.2 Stores records

The Assistant Principal (Resources) will specify the form of stores records to be used, together with the control systems in place.


20.5.3 Stocktaking

Stocktaking will be performed at regular intervals as agreed by the Assistant Principal (Resources).


20.5.4 Movements of stock

Attention is drawn to the financial procedures manual in relation to the purchase and sale of goods and services.
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20. ASSETS

20.5.5 Valuation of stocks

Stocks should be valued at the lower of cost and net realisable value.

20.6 Removal of Item from Asset Register

An asset may only be removed from the Asset Register with the prior approval of the Assistant Principal (Resources) evidenced by a signed Deletion/Disposal Form in accordance with college  procedures.
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21. FUNDS HELD ON TRUST 
The college Principal has operational responsibility for the control of funds helf on trust and investments.

21.1
Investments

College funds shall be invested in accordance with the policy of the Board of Management and shall be held in the name of the college and all funds held on trust shall, whenever possible, be held in the name of the college.


The purchase/sale of investments, unless otherwise provided for in a trust deed or other document, shall be within the processes determined by the Finance Committee.


The Assistant Principal (Resources) must ensure adequate controls exist for the safe keeping/security of such documents.

21.2
Deposit of trust securities

All officers acting as trustees by virtue of their official position shall deposit all securities, bank documents and articles of value relating to any trust with the Assistant Principal (Resources) unless the relevant trust deed otherwise provides.

21.3
Reporting

An annual report must be presented by the Principal to the Board of Management and Trustees (where different), detailing the balance of funds and source and application of funds during the course of the financial year.

21.4
Gifts, benefactions and donations 
The Assistant Principal Resources is responsible for maintaining financial records in respect of gifts, benefactions and donations made to the institution and initiating claims for recovery of tax where appropriate.   

21.5
Student welfare and access funds 
The Assistant Principal Resources will prescribe the format for recording the use of student welfare funds. Records of access funds will be maintained according to funding body requirements.
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22. OTHER

22.1 Insurance

22.1.1
Responsibility for insurance

The Assistant Principal (Resources) shall in consultation with the college Principal and Board of Management make all appropriate insurance arrangements for all aspects of the college's activities.  As part of the overall risk management strategy, all risks have been considered and those most effectively dealt with by insurance cover will have been identified.

The Assistant Principal Resources shall arrange the negotiation of all insurance claims by the college in consultation with the appropriate person concerned. 

22.1.2
Notification of risks

Faculty Heads, Unit Managers and other persons affected shall notify the Assistant Principal (Resources), promptly, of all new or increased risks, properties or vehicles which should be covered or any deletions affecting their departments.

22.1.3
Notification of claims

Faculty Heads, Unit Managers and other persons affected shall notify the Assistant Principal (Resources) immediately in writing of any loss, liability or damage or any event likely to lead to a claim.  Thereafter, the Assistant Principal (Resources) shall be responsible where applicable for advising the insurance company concerned.

22.1.4
Review of cover

The Assistant Principal (Resources) shall review periodically all insurances in consultation with the college Principal.
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22.2 Security

All staff, irrespective of grade, have a general responsibility for the security of all college property, although senior staff will have more specifically defined responsibilities.

22.2.1
Responsibility for security

Faculty Heads and Unit Managers shall be responsible for maintaining proper security, custody and control at all times of the plant, buildings, materials, stores, furniture, equipment, cash, etc. under their control.  They shall consult with the Assistant Principal (Resources) as to remedial action in any case where security is felt to be defective.


In respect of building security, nominal keyholders will be identified and nominated to the appropriate police office.

22.2.2
Limits to cash holdings

The Assistant Principal (Resources) shall determine the maximum amount of cash to be held on the college premises at any point in time.  He/she shall notify all appropriate persons in writing of the maximum amount to be held under their control and this agreed amount shall not be exceeded without the written agreement of the Assistant Principal (Resources).

22.2.3
Safe keys


Nominated individuals shall be responsible for the custody of keys to safes and similar receptacles containing cash or valuable documents or articles.  The loss of any such keys shall be reported immediately to the Assistant Principal (Resources).  A register of all such key holders will be kept by the Assistant Principal (Resources).

22.2.4
Pre-printed/pre-signed cheques

The Assistant Finance Manager shall be responsible for ensuring that secure arrangements exist for the preparation, storage and control of pre-printed/pre-signed cheques and other financial documents.

22.2.5
Stock certificates, bonds and legal documents


The Assistant Principal (Resources) shall be responsible for ensuring the secure arrangements exist for the storage and control of stock certicates, bonds and legal documents.

22.2.6
Data Protection Act

The Assistant Finance Manager shall be responsible for maintaining proper custody, security and control of all personal data output within the Finance Department.
Personal data output from Finance Department systems must not be used by any other person, department or organisation without the prior written approval of the Assistant Principal (Resources).
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22.3 Students Representative Council  
The Students Representative Council (SRC)  is a constituent part of the institution and, as such, is responsible to the Board of Management.

The Board of Management shall determine the level of grant to be paid annually to the SRC which will be their approved total budget for the year. 

The SRC is responsible for maintaining its own bank account and financial records and preparing its own annual financial statements.

The SRC will provide regular statements of income and expenditure to the Board of Management on a prompt basis to enable them to ensure that financial disciplines are maintained.

The institution’s internal auditor and external auditor shall have access to records, assets and personnel within the SRC  in the same way as other areas of the institution.

22.4 OVERSEAS TRAVEL

College staff may from time to time have reason to travel overseas.  All such trips must be properly justified and evaluated, and approved in advance by the Principal.  In the case of travel by the Principal, the Board of Management will be responsible for approval of the trip.

The college will ensure that only the minimum number of people necessary make such trips to achieve the college’s business objectives.  The level of accommodation or class or means of travel, whilst appropriate to business needs and of a standard suitable for college staff, should not be capable of being regarded as lavish.

As far as practical detailed receipts supporting all claims for reimbursement of out-of-pocket- expenses should be provided.  If receipts are not available a written statement authorised by the line manager should be provided.  All expense claims for overseas travel must be countersigned by the Assistant Principal (Resources).
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23. OBSERVANCE AND REVIEW OF FINANCIAL REGULATIONS

The college Principal is ultimately responsible for communicating the financial regulations to staff and monitoring their ultimate application.

23.1
Responsibility for Faculty Heads and Unit Managers

It shall be the duty of Faculty heads and Unit Managers to ensure that these regulations are made known to the appropriate persons within their faculties and units and to ensure that they are adhered to.

23.2
Breach of regulations

Any breach or non-compliance with these regulations must, on discovery, be reported to the Assistant Principal (Resources) who may discuss the matter with the college Principal, Board of Management and/or Faculty Heads and Unit Managers as may be appropriate in order to determine the proper action to be taken.

23.2
Review of Financial Regulations

These financial regulations may be carried, varied or revoked by the Board of Management and any motion to vary or revoke them shall, when proposed and seconded, stand adjourned without discussion to the next ordinary meeting of the Board of Management or any extra-ordinary meeting of the Board of Management called for the specific purpose.

The financial regulations will be reviewed annually by the Board of Management in conjunction with the review of the Scheme of Delegation.

