Norfolk Audit Services   Anti fraud checklist for Schools – 2011

Are you doing all you can to protect your school from fraud?

Introduction

As a Chair of School Governors or Headteacher you play a key role in protecting your school and the Council against the risks of fraud and corruption. Fraud within the public sector costs the taxpayer millions of pounds each year and this is a particular concern when school finances are as tight as they are at the moment. 
This checklist gives Governors and Headteachers at all Norfolk schools an opportunity to review anti fraud awareness within their school to provide them with assurance that all is well or give an opportunity to take action. It also provides information and links to relevant documents and procedures that will help you to fill any gaps in knowledge

The questions are based on an anti fraud survey we carried out earlier this year and are closely aligned to the questions in the ‘Protecting the public purse’ section of the draft Schools Financial Value Statement (SFVS) self assessment questionnaire that is currently out for consultation. SFVS is the proposed replacement for Financial Management Standards in Schools (FMSiS) that was scrapped in the Autumn of 2010. We have also included some additional questions from the draft self assessment that are relevant to anti fraud in schools and that will give you a head start if the draft SFVS proposals go ahead in their current form. 
We suggest that the checklist should be completed by the School Governors and Headteacher at a meeting before 31 December 2011.  The completion of the checklist should be recorded in the minutes and a date agreed to assess the results of any agreed action.

If you have difficulty completing the checklist, would like to discuss your proposed action or have any comments or suggestions you can contact:

Jennie Griffiths, Principal Client Manager on 01603 224209 

jennie.griffiths@norfolk.gov.uk
Andrea Doe, Senior Auditor on 01603 223162

andrea.doe@norfolk.gov.uk
Thank you.

Norfolk Audit Services
















Anti fraud checklist for schools

2011
	School Name


	

	Completed by


	
	Date
	

	Question
	Response 
Yes/No/Don’t know
	Reference documents and links
	Action plan

	1
	Our school has a clear commitment to prevent and detect fraud and corruption


	
	Anti fraud and corruption strategy- Norfolk Scheme for Financing Schools,  Annex J
	

	2
	Governors and staff at this school are clear about their roles in the preventing, detecting and reporting cases of fraud or other irregularity.

	
	As above.
Reporting irregularities, Norfolk Scheme for Financing Schools, Annex K Section 11.


	

	3
	There are clear and confidential arrangements for staff to express concerns about fraud, corruption or irregularities.

	
	Whistleblowing Policy - Norfolk Scheme for Financing Schools,  Annex E.
	

	4
	Our school has adopted the Whistleblowing policy set out in the Norfolk Scheme for Financing Schools.

	
	As above
	

	Question
	Response 

Yes/No/Don’t know
	Reference documents and links
	Action plan

	5
	School staff are made aware of the Whistleblowing policy (through induction, team meetings, staff handbook or other staff communication).

	
	
	

	6
	School staff and governors are aware of how and to whom they should report concerns.

	
	Reporting irregularities, Norfolk Scheme for Financing Schools, Annex K Section 11.
	

	7
	If we become aware of a suspected case of fraud or irregularity we are aware of whom to contact for advice.

	
	School Support Manager, 
01603 224273. 
Chief Internal Auditor, 01603 222784. Chief.Internal.Auditor@norfolk.gov.uk
	

	8
	We are aware of the need to inform the statutory finance officer (via Children’s Services Assistant Director, Business and Compliance) of any suspected financial irregularities.

	
	Reporting irregularities, Norfolk Scheme for Financing Schools, Annex K Section 11.
	

	9
	Recruitment carried out by the school is done with integrity.

	
	
	

	10
	Staff at our school are made aware of required standards of conduct and behaviour.


	
	Peoplenet – Standards of conduct and behaviour.
	

	Question
	Response 

Yes/No/Don’t know
	Reference documents and links
	Action plan

	11
	Our school’s disciplinary procedures provide an effective deterrent against fraud and corruption.


	
	Peoplenet – Standards of conduct and behaviour.
	

	12
	Staff at this school are made aware of the disciplinary procedures.


	
	
	

	13
	Our school keeps registers of business and pecuniary interests.


	
	Norfolk Scheme for Financing Schools,Business interests, section  2.9. Pecuniary interests Annex D.
	

	14
	Staff at our school are made aware of the need to declare relevant interests.


	
	Schools Finance Procedure Manual. Section 1.3.2 and Appendices 2 and 3.
	

	15
	Staff at our school are aware of how financial regulations affect their work.


	
	Norfolk Scheme for Financing Schools, Financial regulations, Annex K.  
	

	16
	Changes to financial regulations and procedures are communicated to staff promptly.


	
	Norfolk Schools Procedures Manual.
	

	17
	We have procedures in place for handling breaches of our financial regulations.


	
	
	

	18
	We have proper internal controls in place to prevent fraud and corruption.


	
	www.audit-commission.gov.uk
Keeping Your Balance
	

	Question
	Response 

Yes/No/Don’t know
	Reference documents and links
	Action plan

	19
	There are adequate procedures in place to guard against fraud by staff, contractors and suppliers.


	
	www.audit-commission.gov.uk
Keeping Your Balance
Norfolk County Council Trading Standards – Business scams alerts.
	

	20
	All actions resulting from compliance audit reports, school fund audit reports or weaknesses identified by the Governing Body have been implemented.


	
	
	


