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The contents of this report are subject to the terms and conditions of our appointment as set out in our engagement letter.
This report is made solely to the Board and management of Bodmin College in accordance with our engagement letter. Our work has been undertaken so that we might state to the Board and management of
Bodmin College those matters we are required to state to them in this report and for no other purpose.
To the fullest extent permitted by law we do not accept or assume responsibility to anyone other than the Board and management of Bodmin College for this report or for the opinions we have formed. It should
not be provided to any third-party without our prior written consent.
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SCOPE AND EXTENT OF OUR WORK
In accordance with the Academies Financial Handbook 2019 (“AFH”), the Academy Trust (‘Trust’) is required to have in place a programme of
internal scrutiny to provide independent assurance to the board that its financial and other controls, and risk management procedures, are operating
effectively. The Trust must identify on a risk-basis (with reference to its risk register) the areas it will review each year, modifying its checks
accordingly.
Internal scrutiny must focus on:
•

evaluating the suitability of, and level of compliance with, financial and other controls. This includes assessing whether procedures are designed
effectively and efficiently, and checking transactions to confirm whether agreed procedures have been followed

•

offering advice and insight to the board on how to address weaknesses in financial and other controls, acting as a catalyst for improvement, but
without diluting management’s responsibility for day to day running of the trust

•

ensuring all categories of risk are being adequately identified, reported and managed.

In accordance with our letter of engagement, dated 14 October 2019, we have carried out an agreed programme of testing which addresses the
following risk areas identified by the Trust and communicated to us:

Key control area

Tested in visit 1

Tested in visit 2

Income

Y

Y

Purchases and payments

Y

Y

Payroll

Y

Y

Governance and Covid 19 response

Y

Banking and Cash

Y

Property compliance

Y

Visit 1 was conducted by Mrs Valerie Crabb MAAT on the 5th December 2019. This covered the period from 1st September 2019 to 30th November
2019.
Visit 2 was conducted by PKF Francis Clark on 10th July 2020 and covered the period from 1st January 2020 to 30th June 2020. Visit 2 was conducted
remotely due to the Covid pandemic.
The detailed reports highlight suggested further testing that could not be fully undertaken due to remote working.
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SCOPE AND EXTENT OF OUR WORK
The detailed testing undertaken in this period comprised the following:
Key financial controls

Banking and cash

•

Key controls checklist testing

• Budget review in relation to Covid 19

•

Management reports / budget process

• Scheme of delegation review and controls since lockdown

•

Bank reconciliation testing

• Governance meetings

•

Pupil census data checking

• Review of petty cash
• Review of VAT submission and reimbursements

Income
• Trip income testing
Key financial controls – Payroll
•

General review of payroll controls and procedures

•

Staff expense testing

•

Salaries to contracts

•

Payroll amendments

• Journal files reviewed
Property compliance
• Review of compliance spreadsheet

Key financial controls – Purchases and payments
• Supplier purchase and payments testing
• Credit card testing
• Contract testing
Governance and Covid 19 controls
• Budget review in relation to Covid 19

Follow up testing on previous recommendations
•

Payroll – payroll amendments and salaries to contracts.

•

Income – grant income

• Scheme of delegation review and controls since lockdown
• Governance meetings
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FINDINGS - SUMMARISED
Conclusion
From our testing performed, which was limited in the summer term due to the pandemic, we found all key control areas to broadly be
operating as expected. We found that the pandemic and remote working had an impact on the operation of controls but it is clear that
management tried to mitigate these impacts. We also found management to be receptive and proactive to our recommendations. A full
breakdown of findings is included in the following pages along with our recommendations which are summarised below.

Recommendations

Key control

Recommendation

Financial regulations and scheme of
delegation

It is recommended that the Financial Regulations be checked and/or updated.

Key controls checklist

We recommend that the completion of this checklist continues to be monitored, even while working remotely from
home, and that sufficient documentation of review and oversight is retained.

Pupil census data checking

We recommend that this testing is undertaken in the autumn visit.

Budget and financial reporting

It is recommend that the Audit Committee select Budget and Financial Reporting for review during the year, this will
evidence openness, timeliness and clarity of reporting to Governors as per the AFH.

Payroll control procedures

To help mitigate any fraud and/or error, as a further check before payment, we recommend that electronic review and
approval is independently provided by the Chief Finance Officer and/or Principal.

Staff expenses

We recommend that a full trail of supporting invoices and / or receipts is retained for all expense claims to (i)
substantiate the claim and (ii) provide comfort over the nature of expenses claimed.
Further, we recommend that due care is taken in authorising claims to ensure that only valid expense items are
claimed for once.

Salaries to contract

We recommend that this testing is undertaken in the autumn visit.
To provide a trail for both audit and HR purposes, we recommend that records should be maintained to show changes
to the original employee contract, including for spinal pay point increases. We recommend that this is also formally
disclosed to staff. We understand and acknowledge however that this is not currently done due to the huge volume of
work that it would create. To this end, we recommend considering whether such notifications could be made in a
more streamlined and efficient way i.e. possibly via electronic means.

PKF Francis Clark | Private & Confidential

7

2

FINDINGS
Recommendations continued

Key control

Recommendation

Payroll amendments

We recommend that this testing is undertaken in the autumn visit.

Procurement

In order to provide evidence of best value, it is recommended that written quotes/verbal quotes (as per the Financial
Regulations requirements) are attached to/annotated on the internal order form. To hold this information on separate
individuals’ files does not easily provide clear evidence of best value.

Payments

It is recommended that budget holders continue to be encouraged to raise orders as per the Financial Regulations.

Credit card purchases

We recommend that all expenditure items (including credit card purchases) are supported by purchase orders raised
and approved (within budgetary limits) before the purchase is made. Further, we recommend that invoices /
supporting documentation should be sought and retained for all items purchased prior to payment.

Scheme of delegation

To avoid the risk of fraud and/or error, even in lock-down working, we strongly recommend that BACS payment runs
are approved by an independent staff member, different from the preparer. We also recommend that records are
maintained digitally such that payments can be checked back to soft copy invoices.
Further, controls around the Finance Officer approving payment runs should be well documented and only used as a
very last resort.

Governor meetings

Ensure the governor meetings continue and are fully documented with written minutes to evidence that governance
duties, such as reviewing financial information, have taken place.

Property compliance

The property compliance should be updated and should be reviewed on a regular basis
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FINDINGS – KEY FINANCIAL CONTROLS
Visit 2
Testing

Key controls checklist - Confirm
that the Key Controls Checklist is
being completed and report on any
areas which have not been signed
off as completed.

Management reporting - check
that budgetary control reports /
management accounts are
prepared monthly and are reviewed
and presented to the board.
Bank reconciliations – review two
monthly bank reconciliations to
check that the reconciliation is
undertaken and properly
reconciled. Check that there are no
old outstanding items and that there
is evidence of review as per the
scheme of delegation.
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Results
The checklist was reviewed and found to be completed
and up to date until March though there were some
instances where items had not been signed off by the
full governing body and/or by the principal.
From March onwards, while the key control checklist
has continued to be completed in part, only finance
have signed the schedule off (as only finance team
onsite due to Covid) and therefore there has been no
independent review by the board or principal.
Our findings indicated that budget reports, including
cash flows, continued to be produced each month
which were reviewed and shared with all trustees.

Recommendations

We recommend that the completion of
this checklist continues to be
monitored, even while working
remotely from home, and that sufficient
documentation of review and oversight
is retained.

No recommendations required.

Further, there was evidence that discrepancies /
unexpected movements were investigated.

Bank reconciliations are prepared weekly. We
reviewed two randomly selected weeks in our period of
review and found that the control was operating. The
reconciling items outstanding were deemed
reasonable.

No recommendations required.
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53

FINDINGS – KEY FINANCIAL CONTROLS
Visit 2 continued
Testing
Pupil census data checkingReview and test the controls in
place to ensure that the pupil
census data is complete and
accurate.
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Results
We were not able to complete this work as
the main individual who deals with census
data was not available.

Recommendations

We recommend that this testing is undertaken in
the autumn visit.
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53

FINDINGS – BANKING AND CASH
Visit 1
Testing

Results

Recommendations

Banking – reviewed a sample of
bank statements and compared to
the bank ledger.

There was evidence of careful crosschecking of data and bank statements were
reconciled promptly thus reducing risk of
external fraud.

No recommendations required.

Financial regulations and
scheme of delegation – this was
reviewed and checked in detail.

The current Scheme of Delegation was
reviewed and checked in detail and a
number of items were found that hadn’t
been updated.

It is recommended that the Financial Regulations
be checked and/or update.

Petty cash – petty cash controls
were reviewed.

This area is well managed with a good
division of duties. There were some minor
VAT queries which were answered
satisfactorily.

No recommendations required.

VAT – VAT returns were reviewed.

VAT returns for September and October
were submitted, reimbursed and correctly
entered to FMS. The November claim was
outstanding. Some minor VAT queries were
raised on the Petty Cash review and
answered satisfactorily.

No recommendations required.
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FINDINGS – BANKING AND CASH
Visit 1 continued
Testing

Results

Recommendations

Budget and financial reporting –
Attempted to review the data and 3
year plan.

Relevant data was not available on this visit.

It is recommend that the Audit Committee select
Budget and Financial Reporting for review during
the year, this will evidence openness, timeliness
and clarity of reporting to Governors as per the
AFH.

Journals – journal files were
reviewed for the period.

All journal documents were appropriately
authorised. Journal transfers are mainly
used for recharging budgets. No virements
were made during this period.

No recommendations required.
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52

FINDINGS - PAYROLL
Visit 1
Testing

Payroll – the payroll controls were
reviewed.
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Results
The payroll reconciliation process is well
managed and sound processes are in place to
ensure that the payments made from the bank
reconcile to the payroll provider data. Payments
to staff are checked carefully to contractual and
claim form data held. Contractual changes
reviewed agreed with the SIMS Personnel data.

Recommendations

No recommendations required.
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FINDINGS - PAYROLL
Visit 2
Testing
General - Review payroll control
procedures with client to identify
potential improvements or efficiencies.

Results
Excel payroll reports are received from Cornwall
Council. These are reviewed by the finance
officer for reasonableness before payment.
The final report is reviewed by the principal and
Chief Finance Officer after payment.
We tested three staff expenses.

Staff expenses – Check three
expense claims (used for supply
teachers, additional hours for staff and
travel expenses) to ensure that
procedures have been followed in
accordance with FPM.
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There were issues with one claim, (items for a
Paris trip), which was claiming for multiple
items. Of the nine items claimed on this form,
invoices were only attached for five items in the
first instance. Receipts and invoices were
sourced to substantiate the claim but we note
that it appears that one expense (for £19.27)
has been claimed twice.

Recommendations
To help mitigate any fraud and/or
error, as a further check before
payment, we recommend that
electronic review and approval is
independently provided by the Chief
Finance Officer and/or Principal.
We recommend that a full trail of
supporting invoices and / or receipts is
retained for all expense claims to (i)
substantiate the claim and (ii) provide
comfort over the nature of expenses
claimed.
Further, we recommend that due care
is taken in authorising claims to
ensure that only valid expense items
are claimed for once.
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FINDINGS - PAYROLL
Visit 2 continued
Testing

Results

Recommendations
We recommend that this testing is
undertaken in the autumn visit.

Salaries to contracts – Select three
employees from the payroll reports and
agree amount paid to personnel
records to confirm this is in line with
contract.

Payroll amendments - Check three
amendments to payroll to ensure the
change was appropriately authorised
and that source documentation exists.
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The HR manager is currently inundated with
work and could not be contacted. This testing
could therefore not be completed.
It was confirmed to us though that letters are not
sent to staff to confirm spinal pay increases and
so the contracts held on file would not
necessarily be easily reconcilable to actual pay.

The HR manager is currently inundated with
work and could not be contacted. This testing
could therefore not be completed.

To provide a trail for both audit and
HR purposes, we recommend that
records should be maintained to show
changes to the original employee
contract, including for spinal pay point
increases. We recommend that this is
also formally disclosed to staff. We
understand and acknowledge
however that this is not currently done
due to the huge volume of work that it
would create. To this end, we
recommend considering whether such
notifications could be made in a more
streamlined and efficient way i.e.
possibly via electronic means.
We recommend that this testing is
undertaken in the autumn visit.
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FINDINGS – PURCHASES AND PAYMENTS
Visit 1
Testing

Procurement – the procurement
controls were reviewed.

Payments – the payment controls
were reviewed.
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Results
There were some outgoing payments for which
orders have not been raised as per the current
Financial Regulations requirement. The RO
understood that the Finance Department are working
to ensure that this is reduced. On the whole, the
process is well managed and documented however
there is no evidence of quotes, (evidencing best
value), attached to the order/invoice documentation
and none is held in the Finance Office (with the
exception of procurement of £5,000 and over).
The Aged Creditor Report reconciles with the
Creditor Control ledger code on FMS. Queries on
outstanding creditors, BACs and credit card
payments were raised and answered satisfactorily.
There appears to be a limited division of duties in
this area in that the same person raises orders and
processes payments however there is a clear
authorisation trail on the documentation reviewed.
The Business Manager considers that the college
has a satisfactory division of duties within this area.

Recommendations
In order to provide evidence of best
value, it is recommended that written
quotes/verbal quotes (as per the
Financial Regulations requirements)
are attached to/annotated on the
internal order form. To hold this
information on separate individuals’
files does not easily provide clear
evidence of best value.

It is recommended that budget holders
continue to be encouraged to raise
orders as per the Financial
Regulations.
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FINDINGS – PURCHASES AND PAYMENTS
Visit 2
Testing
Supplier purchase and payments –
Select a sample of six purchases and
check that procedures per the FPM
have been followed in respect of
ordering, receiving the goods,
processing the invoice and making the
payment.

Credit Card Purchases – Select a
sample of four credit card purchases
(two from each term) and check they
are being undertaken in line with the
FPM and that there are adequate
controls in place.

Results
We note that purchase orders are not always raised.
This was mainly in the case of repetitive ‘central’
purchases such as waste services, cleaning and
counselling – which is deemed acceptable.
We reviewed the BACs runs and vouched that items
paid were supported by individual invoices, with all
items agreed and authorised correctly.
Credit card statements for February and May 2020
were reviewed. There were minimal transactions on
the two credit card statements we reviewed.
We picked a sample of invoices to review. We
agreed 3 out of the 4 items in the sample to invoices.
The item that could not be checked was related to
hair and beauty; we could not check this item as this
department has been closed since March due to the
pandemic.
There was one instance where there appeared to be
no prior authorisation; we note that this transaction
took place in exceptional circumstances however,
(during the hard lockdown phase).
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Recommendations

No recommendations required.

We recommend that all expenditure
items (including credit card purchases)
are supported by purchase orders
raised and approved (within budgetary
limits) before the purchase is made.
Further, we recommend that invoices /
supporting documentation should be
sought and retained for all items
purchased prior to payment.
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FINDINGS – PURCHASES AND PAYMENTS
Visit 2 continued
Testing
Contracts – Review the nominal
ledger for items above £5,000 to
identify any possible contracts.
Contracts tendered for in the period
should be reviewed.
- For all contracts awarded in the
period, check that procedures outlined
in the FPM have been followed with
regards to quotations, tenderers,
acceptance procedures and EU
procurement rules.
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Results

The nominal ledger was reviewed and items found
related to payroll or capital expenditure which was
agreed and tendered for before January.

Recommendations

No recommendations required.
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52

FINDINGS – INCOME
Visit 1
Testing

Aged debtors – Income controls were
reviewed
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Results

Outstanding debtors were not a cause for concern
and were regularly monitored. The income
processes are sound and a good division of duties
exists. Much of the income to the college is now
paid direct into the bank.

Recommendations

No recommendations required.
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FINDINGS – INCOME
Visit 2
Testing

Miscellaneous income: Trip income
– Check that procedures for School
Trip and Educational Visit income have
been followed in accordance with the
FPM, and that they have been
calculated in such a way to ensure all
costs are covered.
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Results

The Paris trip was tested. The initial authorisation
of the trip was in March 19. We also reviewed the
postings that went into FMS. A complete post trip
financial statement has been prepared and the trip
made a surplus.

Recommendations

No recommendations required.
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FINDINGS – GOVERNANCE AND COVID-19 RESPONSE
Visit 2
Testing
Budget – In response to the
pandemic, review how the College has
responded, including:
- whether the budget has been
revisited and amended.

Results
The budget has not been revised but a separate list of
additional expenditure is being maintained to ensure
full understanding of the impact Covid-19 has had and
to aid any possible future claims in this respect.
No overly negative impacts are foreseen for the year
2020/21 as funding is unlikely to change but, we
understand, that the impacts of the pandemic will be
taken into account when preparing future budgets.
The scheme of delegation has not been revised.

Scheme of delegation - In response
to the pandemic, review how the
College has responded, including:
- whether the scheme of delegation
has been revised

PKF Francis Clark | Private & Confidential

The finance officer has been added as a signatory for
BACS runs but, at the time of our work, had not been
in a position where she needed to approve BACS runs
that she had prepared. There is a risk that this
situation could eventuate however.
At the time of our work, BACS were generally being set
up by the Finance Officer and signed off by the Vice
Principal (Martin Dixon). When approving the BACs
run, the Vice Principal can see the supplier and pay
details online but cannot reference this back to hard
copy invoices as he is approving the payments
remotely.

Recommendations

No recommendations required.

To avoid the risk of fraud and/or
error, we strongly recommend
that BACS payment runs are
approved by an independent
staff member, different from the
preparer. We also recommend
that records are maintained
digitally such that payments
can be checked back to soft
copy invoices.
Further, controls around the
Finance Officer approving
payment runs should be well
documented and only used as
a very last resort.
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FINDINGS – GOVERNANCE AND COVID-19 RESPONSE
Visit 2 continued
Testing
Governor meetings - In response to
the pandemic, review how the College
has responded, including:
- whether governor meetings are still
taking place and whether key financial
reports are being reviewed.
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Results

There have been two governor meetings since the
pandemic started. These have been held by remote
platforms such as Zoom and have been successful. A
further meeting is scheduled before the year end.

Recommendations
Ensure the governor meetings
continue and are fully
documented with written
minutes to evidence that
governance duties, such as
reviewing financial information,
have taken place.
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FINDINGS – PROPERTY COMPLIANCE
Visit 1
Testing

Results
The property compliance role has recently been taken
on by a member of staff in another department. A
previous spreadsheet is in the process of being
updated in order to evidence inspections, reports and
actions taken/planned. The spreadsheet does not
currently reflect compliance in all areas. The RO
compared the current compliance spreadsheet with
one created by a school building surveyor (qualified)
and has made comments, recommendations and
queries on the detailed report at Appendix 2 should
any Governor wish to see this.

Property – the property compliance
spreadsheet was reviewed.
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With the evidence seen the RO could not confirm
whether the school is compliant or not. However, from
prior knowledge and experience of the Collegethe RO
believed the College to be compliant; the Business
Manager has confirmed that the premises compliance
certification is in place and some still needs to be
recorded on the Compliance Spreadsheet. The
College buys into the Cornwall Health and Safety SLA
and an annual inspection has taken place. There is
very little in the College risk register concerning
property compliance or risk, incidents in this area could
be catastrophic and there needs to be evidence of due
diligence and compliance with legislation and
regulations.

Recommendations

The property compliance
spreadsheet should be updated
as a matter of urgency and
should be reviewed on a
regular basis.
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