
 
Take notice that a meeting of the Local Governing Body of Benhurst Primary School will be held on Wednesday 7th 
July 2021.  The meeting will be held via a Zoom virtual meeting at 18:00hrs 
 
Please provide any pertinent questions by email prior to the meeting to Mrs G Bastin at 
gbastin@benhurst.havering.sch.uk   

 
A G E N D A 

 
Invitees: Mr D Jefferys (Chair), Ms A Gray (Vice-Chair), Mr F Steel, Mrs A Fakayode, Mrs B Mills, Mr K 

Cooper, Mrs S McCarthy, Mr P Whitelock, Mrs F Sangobowale, Mrs K Hart,  
 
In Attendance:  Mrs G Bastin (Clerk)  
 
Item  Timing Action 

1 Welcome & Apologies 2 min Chair 

2 DECLARATION OF PECUNIARY OR CONFLICTS OF 
INTERESTS/LOYALTY – Governors are invited to declare any interest 
in any item on the agenda for this meeting.  Members may still declare 
an interest in any item at any time prior to the consideration of the 
matter. 

2 min All Governors 

3 Minutes of previous meeting 
To receive and confirm minutes of meeting held on 19th May 2021 
(attached) 

5 min Chair 

4 Matters Arising – to consider any matters arising from the above 
minutes: 
Item 19(a) – 2 meetings now required in May 2022.  Change of agreed 
date to be considered 

5 min Chair 

5 School Update – verbal report 10 min K Hart 

6 Board Feedback – verbal report  5 min Chair 

7 Core Offer 2020-21 – Feedback evaluation (attached) 10 min K Hart 

8 Budget Update 
(a) Budget Report for May 2021 (attached) 
(b) Draft Budget 2021/22 as agreed by Finance & Facilities 

Committee on 15th June (attached) 
(c) Final Internal Audit Reports dated 3rd December 2020 and 25th 

March 2021 (attached) 

15 min K Hart 

9 Work/Health & Safety Update – Verbal report 5 min K Hart 

10 Benhurst Policies – to formally agree the following policies 
(a) Emergency Plan for Benhurst Primary School (attached) 
(b) Lettings Policy – September 2021 (attached) 
(c) Updated Admissions Policy for September 2022 (attached) 
(d) PSHE Policy – September 2021 (attached)

10 min K Hart 

   11 LIFE Statutory Policies - to report LIFE policies as approved by the 
Directors: 
There are no LIFE Policies to report at this meeting.

5 min K Hart 

12 A.O.B. 
       (a) Introduction to Governor Portal - attached 

 
5 min 

K Hart 
 
 

13 Date of Next Meeting – Wednesday 29th September 2021 @ 
18:00hrs – Healthcheck meeting  

 Chair 
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A meeting of the Local Governing Body of Benhurst Primary School was held on Wednesday 19th May 2021.  The meeting was held via Zoom link at 
18:00hrs 

 

MINUTES 
 

Attendees: Mr D Jefferys (Chair), Ms A Gray (Vice-Chair), Mr F Steel, Mrs A Fakayode, Mrs B Mills, Mr K Cooper, Mrs S McCarthy, 
Mr P Whitelock, Mrs F Sangobowale, Mrs K Hart 

  
In Attendance:  Mr J Dutnall, Mrs K Loyns, Mrs S Hillyer, Miss L Anderson, Ms A Larkman, Mrs G Bastin (Clerk), 
Commenced 6pm 

Item  Action 
1 Welcome & Apologies 

 
The Chair opened the meeting and welcomed Ms Alice Larkman, newly appointed 
Headteacher from September 2021, who expressed her excitement to begin the role.  
 
Mr Mercer had emailed his apologies for the meeting due to having to respond to 
developments linked to the budgets which were being reviewed the following week.  Mrs 
Sangobowale and Miss Anderson had previously contacted the Chair to request withdrawal 
from the meeting following Item 5 due to respective family commitments. 
 
The Chair reminded participants of meeting protocol with regard to presenting the 
Healthchecks and suggested that they may like to introduce themselves before their 
Healthcheck reports for the purposes of Alice Larkman. 
 

 

2 Declaration of Pecuniary or Conflicts of Interest/Loyalty 
 
There were no declarations. 

 

3 Minutes of the previous meeting 
 
The Minutes of the meeting held on Wednesday 31st March 2021 were received and 
agreed by Governors present. 

 

4 Matters Arising 
 
With regard to Item 10, it was noted that the CIF bid results were now expected in early to 
mid-June and these would determine spending priorities on future premises projects. 

 

5 (a)  Finance Healthcheck 
 
Mrs Sangobowale thanked Miss Anderson and Mr Mercer for the meeting which had taken 
place in drafting the Healthcheck. 
 

F.1 – Mrs Sangobowale reported that a meeting was taking place on 28th May to draft 
the 2021/22 budget, and drew attention to the reporting of the 2019/20 audited accounts 
in F1.3.  She further highlighted to Governors that the Trust financial statements include 
the publication of executive pay, which was available for inspection on the Trust website.  
The school was in a good financial position. 
 
F.2 – The Declaration of Pecuniary Interests of Benhurst Governors for 2020/21 was 
posted on the Benhurst website.  Mrs Sangobowale was satisfied that Benhurst  
Governors were aware of Trust business via regular Board Updates on the Benhurst 
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LGB agendas. 
 
F.3 – In their Healthcheck meeting, Miss Anderson and Mr Mercer had showed Mrs 
Sangobowale some of the details used in the ESFA schools resource management self-
assessment tool.  Mrs Sangobowale also highlighted the effect on lettings income of the 
school closures due to the Covid pandemic. 
 
In response to a query from Mrs Mills, Mrs Hart confirmed that the school had not 
received any additional catch-up funding to what was initially expected for this year.  As 
yet, there was no confirmation as to whether schools would be expected to fund further 
catch-up initiatives in the next year.  She did not anticipate that there would be any 
projects during the summer holidays in this respect, as this related mostly to secondary 
schools. 
 
Governors agreed the Green RAG rating for all three sections of the Finance 
Healthcheck. 
 
RAG Rating GGG 
 
(b)  Budget 2020/2021 Update 

 
The 2020/21 Budget Summary at 30th April 2021 and Management Accounts report were 
noted.  Mr Jefferys reported that he had approved a virement of £7,000 from UIFSM 
underspend in to the Internal Maintenance budget for the replacement of the dining room 
floor, faults on the fire alarm and recommendations following a recent fire alarm inspection. 
 

(c) 2021/2022 Budget Process 
 
Mr Jefferys reported that a smaller group of school and Trust representatives would meet to 
discuss the 2021/2022 budget on 28th May and this would be fed back to an LGB meeting 
following consideration by a Trust sub committee. 
 
Mrs Sangobowale and Miss Anderson withdrew from the meeting following this item. 

6 Premises Healthcheck 
 
Mr Cooper explained that, whilst the age and wooden structure of the school building did not 
present premises of the highest calibre, the green ratings were, nevertheless, an indication 
of the good condition that the building was in and the considerable efforts made to make it 
the best that it could be.  The Covid pandemic had had an effect on the premises in that the 
results of CIF bids were still awaited and it was therefore not yet known what funds would be 
required to plan for future works.  A building condition survey had set out a plan for 
substantial works which were needed.  Roofing works had been completed and the current 
CIF bids related to cladding and perimeter fencing costs. 
 
P.1 There was little change to this section 
 
P.2 Mr Cooper referred to the dining room floor being upgraded.  With regard to the CIF 
bids, Mr Cooper reminded the meeting of the significant amount of money which Benhurst 
spent to help to secure a successful outcome and stressed the importance of the building 
management plan which was needed by December 2021 which would form the basis of CIF 
bids going forward. 
 
P.3 Mrs McCarthy reported that school IT hardware needed upgrading but this had been 
delayed due to the Covid pandemic.  Mr Cooper was keen that forms be circulated to 
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lettees, allowing them to give their views on the cleanliness of the school in order to maintain 
or improve the current levels, particularly in respect of the Covid pandemic.  Mrs Hart 
commented on the good relationship the school had with lettees.  She felt that they would be 
confident to let the school know of any perceived problems.  Mr Cooper referred to the 
benchmarking of Teaching Assistants in P3.7.  It was noted that all maintenance contracts 
had been reviewed to ensure the school was getting good value for money and recognised 
that certain contracts were arranged by the Trust, thereby making them out of the school’s 
remit for review. 
 
Governors agreed to the Green RAG rating of all three sections of the Healthcheck. 
 
RAG Rating GGG 
 
Mr Cooper re-iterated the need for a plan of works for the premises for the next five years 
and Mr Jefferys outlined the history of work on the school to maximise the potential of an old 
building. 

7 (a) Human Resources Healthcheck 
 
H.1 – Mr Steel reported that there had been no further cases of Covid absence amongst 
staff since the return to school and staff were continuing with twice weekly Covid testing.  
Having had access to spare vaccines had helped with levels of anxiety and there was a 
desire to get back to a new normality.  It was anticipated that the school would be fully 
staffed until the end of the school year.  With the appointment of the new Headteacher from 
September 2021 the current acting posts would terminate from the beginning of the Autumn 
2021 term.  31st May was the latest resignation date for teaching staff.  Teaching staff 
sickness had reduced to a low level and, although support staff sickness had been high, all 
had now returned to work. 
 
H.2 – Mr Steel had nothing new to report in respect of this section. 
 
H.3 – Mr Steel informed the meeting that staff meetings had continued to be held via Google 
Meet since the end of the last closure and this would be reviewed when Government 
restrictions were lifted.  Staff training had continued using all means possible, but mainly on-
line.  The Acting roles had been excellent for staff development and had been very positive. 
 
With regard to H3.6, Mr Whitelock felt that the information might be out of date.  Mrs Hart 
confirmed that this related to the last staff internal questionnaire, not the Trust questionnaire. 
 
Governors agreed to the Green RAG rating of all three sections of the Healthcheck. 
 
RAG Rating GGG 
 

(b) Staffing Update 
 
Mrs Hart reported that two new teaching appointments had been made, one was the 
member of staff who had been backfilling Mrs McCarthy’s teaching responsibility since her 
acting up role.  Mrs Garratty had requested to return to work following maternity leave on a 
part time basis.  One job share staff member had left at Christmas and Mrs Garratty would 
therefore fill that vacancy.  One full time vacancy had been filled with the appointment of an 
NQT.   
 
One resignation had been received opening a vacancy for a class teaching role and a TLR 
responsibility.  In the interests of staff development, it had been decided to advertise the 
TLR responsibility internally for which one application had been received.  A number of 
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applications had been received for the externally advertised class teacher role.  Ms Larkman 
had been included in the recruitment process for the most recent vacancy.  Mrs Hart had not 
received any indications of further potential resignations. 
 
Mr Whitelock queried why other schools in the Trust had not been included for the internal 
vacancy.  Mrs Hart confirmed that they would be included in future. 
 
Mr Cooper queried the meaning of the term TLR.  Mrs Hart explained that this referred to a 
Teaching and Learning Responsibility and confirmed that the TLR in question was for the 
EYFS lead. 
 
Mrs Mills enquired after the reason for the resignation.  Mrs Hart reported that it was for 
personal progression to an Assistant Head post. 

8 Behaviour & Attitudes Healthcheck – 
Mrs Fakayode thanked Mr Gurman and Mrs McCarthy for their contribution to the 
Healthcheck.  
 
B1 – Mrs Fakayode reported that behaviour in the school was consistently good and both in- 
school and on-line learning had progressed well during the school closure.  The Year 6 
sports club had continued within Covid compliance.  Mrs Fakayode was satisfied that the 
incidences of racism had been dealt with appropriately and felt that the low level of 
exclusions was a testament to the way behaviour is handled by the school.  She expressed 
her thanks to staff for their hard work in this respect. 
 
B2 -  Mrs Fakayode reported that the Covid pandemic had interrupted the usual schedule of 
lesson visits.  Mrs Hart confirmed that every teacher would have a lesson visit by the end of 
the Summer Term and most had taken place already.  Mrs Fakayode had discussed the 
challenges in monitoring behaviour in the playground, but was pleased that most children 
had coped well with the restrictions of zones and limited equipment.  Mr Cooper queried 
when the next parent questionnaire would be circulated.  Mrs Hart responded that the next 
cycle would take place in June. 
 
B3 –  Whilst the Covid pandemic had been a challenging time for attendance, the children 
had responded well and there had been a wealth of communication between class teachers 
and children.  Mrs Mills queried the escalation of persistent absence of pupil premium 
children.  Mrs Hart responded that some children who were required to be in school during 
the school closure due to vulnerability now had to produce medical evidence for illness 
absence.  Mrs Fakayode explained that the initial one-way system put in place to avoid 
congestion at arrival and home time had been replaced by a staggered 15 minute arrival and 
exit system, which had proved more efficient. 
 
Mr Dutnall withdrew from the meeting at 19:00hrs. 
 
Mrs Hart reported that class teachers had been focussing on the Write Stuff and learning 
behaviour was very impressive considering the time the children had been away from 
school.  The quality of teaching had been highly effective and the in-school learning had 
been reflected remotely as far as possible.  Mrs McCarthy confirmed that it was evident that 
the children wanted to learn and were enjoying being back in school and teachers were 
enjoying that as well. 
 
Mr Jefferys was impressed by how quickly the school had adapted to on-line learning and 
felt it was a reflection of the good quality of IT throughout the school. 
 
Governors agreed to the Green RAG rating of all three sections of the Healthcheck 
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RAG Rating GGG 

9 Quality of Education Healthcheck 
 
Mr Gurman had not joined the healthcheck meeting, but Mrs Mills had met with Mrs Hart and 
she thanked Mrs Hart for a good report.  She felt that Mrs Hart had been very severe on 
herself in her assessment of this area. 
 
QE1 – Mrs Mills stressed that it was very important that the school catches up on everything 
that had been missed due to the pandemic, but she was very satisfied with the way all the 
new initiatives were bedding in.  There would be more consultation on catch up with Ms 
Larkman.  Mrs Mills wished to thank Miss Bergasse for her work towards gaining Maths No 
Problem accreditation. 
 
QE2 – Mrs Mills was pleased that the monitoring of children’s books and lessons 
observations had started again and the feedback so far was excellent.  In the main, 
assessments had gone very well and Mrs Hart was reassured by the results being received.  
Mrs Mills felt that it was important that the school should assess where it was and what was 
the best use of funding available to it.  The Brilliant Club graduation had been an excellent 
initiative to encourage and motivate the children who had all graduated with a first or second 
grade.  Mrs Hart was disappointed that the range of clubs the school was able to offer was 
limited at the moment.  As a result of the pandemic, Mrs Mills had concerns about the 
numbers of parents using Abacus dropping off significantly.  Mrs Hart was able to report that 
numbers had improved slightly, but they were struggling.  She confirmed that they would not 
be entitled to any funding from the Government, but the school would do what it could to 
support them in terms of possible letting fee reduction.  Mrs Mills was aware that pupil 
attendance could be affected if wrap around care was not available.  Staff training and 
reviews were going well. 
 
QE3 – Mrs Mills stressed that the data in this section was purely for information and it was 
not possible to compare normal national averages with data during the Covid closedowns, 
though Mrs Hart was assessing why writing standards had dropped more significantly, which 
could have been due to remote learning.  Strenuous efforts would be made to remedy this 
going forward, but it was possible to see where a difference had been made since the 
children’s return to school and the trend was going upwards.  Mrs Hart felt that this was the 
closest set of data the school could obtain in terms of trends and Mrs Mills felt that the effect 
of the children returning to school had shown very quickly.  With regard to the disadvantaged 
gap, it was impossible to compare data with previous data as many children had joined this 
group due to the Covid pandemic.  However, it was the number one priority going forward.  
Discussion had taken place about whether the RAG rating should be changed to amber but 
it was decided to remain as green because little could be done to change the situation in the 
current climate.  Ms Gray commented on some of the writing figures in Year 6 being low but 
acknowledged that the school was monitoring the situation and working on it with the new 
scheme in place, which was looking promising.  Mr Jefferys felt that writing would be more 
difficult to progress on line, but was impressed with the work being sustained or improved 
and considered the data to be a good set of results, regardless of the pandemic.  Mr Cooper 
asked for clarification as to whether the Year 6 SATS were not going ahead officially.  Mrs 
Hart confirmed that this was the case but after Summer half term Year 2 and Year 6 would 
be sitting the 2019 SATS papers under the same conditions expected in the official tests.  
The results would be reported to parents, but not sent via the normal official reporting routes.  
Mrs Mills reflected a similar situation in the way secondary schools were handling end of 
year tests.  Mrs Hart confirmed that the results would be shared with the receiving 
secondary schools. 
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Governors agreed to the Green RAG rating of all three sections of the Healthcheck 
 
RAG Rating GGG 
 

10 Personal Development Healthcheck 
 
PD1 – Mr Whitelock shared some further analysis he had carried out, comparing take up of 
clubs in respect of pupil premium and non-pupil premium children.  The information 
demonstrated a very positive variation in three clubs where there was more pupil premium 
take up compared to non-pupil premium.  In all other clubs, non-pupil premium pupils had a 
higher take up rate.  The two highest pupil premium take ups were both in Year 2.   Mr 
Whitelock had wanted to analyse participation and involvement across year groups rather 
than across the whole school.  It was noted that this area would be reviewed in the Summer 
Term. 
 
PD2 and PD3 – There was little change to these sections apart from that highlighted. 
 
Governors agreed to the Green RAG rating of all three sections of the Healthcheck 
 
RAG Rating GGG 

 

11 Leadership & Management Healthcheck  
 
LM1 – Mr Jefferys felt that the SLT acting roles had not only been good for personal 
development, but also good for the school as a whole.  He expressed his appreciation and 
thanks to all those who were undertaking acting roles in a very unusual school year. 
 
LM2 – Mr Jefferys wished to particularly acknowledge the contribution of Miss Bergasse and 
Mr Light in their respective Maths and English responsibilities. 
 
LM3 – Mr Jefferys felt that the ease of switch to on-line lessons was worthy of note and very 
much appreciated. 
 
Governors agreed to the Green RAG rating of all three sections of the Healthcheck 
 
RAG Rating GGG 
  

 

12 Ethos Healthcheck  
 
Ms Gray, Mrs Loyns and Mr Gurman had met to agree this healthcheck. 
 
E1 – Ms Gray made particular reference to the fact that most lettees had now returned to 
using the school, including a new drama group, and also the significance of the school 
receiving the Maths No Problem accreditation.  The Havering Festival of Education had 
been well received and it was anticipated that this would run again next year with sessions 
being recorded and being made available for a longer period of time.  She also drew 
attention to the fact that Mrs McCarthy was now providing regular IT support to all the rural 
Trust schools 
 
E2 – Ms Gray reported that it had been necessary to curtail all trips due to the Covid 
pandemic but staff had identified exciting virtual trips for each year group, which had been 
very well received. 
 
E3 – There was little change to this section. 
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Ms Gray felt that the ethos of the school was very good and core values were very well 
embedded in the school. 
 
Governors agreed to the Green RAG rating of all three sections of the Healthcheck 
 
RAG Rating GGG 
 
 
Mr Jefferys thanked all involved in compiling the Healthchecks. 
 

13 Draft School Development Plan 2021-2022 
 
Mrs Hart reported that Mr Gurman had requested the draft SDP be considered at the 
Standards Committee on 22nd June and she felt that it was important that Ms Larkman was 
part of the process this year.  A meeting had taken place in the previous week in which three 
objectives were agreed, although it had not been possible to include details at the moment.  
The report would have been considered by Standards Committee by the next meeting of 
Benhurst LGB, but it did not need to be finalised until September 2021.  The three identified 
targets were: 
 

(1) Developing a culture of reading for pleasure in the community - It had been noticed 
that the children were not reading for pleasure.  There was a small element of 
embedding this in the Write Stuff, but it was still in its infancy and had been 
interrupted by Covid. 

(2) Disadvantaged gap – the target was to raise the attainment of key groups of learners, 
e.g. more able, SEND, LAC.  It was noted that there would be two LAC children in 
the Year R Cohort for September 2021.  The way interventions were managed 
across the school would be investigated. 

(3) Enhance learning through better use of outdoor spaces within the community – This 
target had evolved due to the Covid pandemic, through addressing the way outdoor 
spaces are used, making better use of what the school had available and making 
meaningful links within the curriculum. 

 
Ms Gray was pleased with the Forest School type model and enquired whether staff would 
receive any training in this respect.  Mrs Hart confirmed that this would form part of the 
considerations, along with budgeting for the initiative.  This would be addressed in the 
budget meeting to be held on 28th May.  Mrs Hart informed the meeting that EYFS already 
made good use of outdoor spaces and such models could be adapted for the older children.  
Each element of the SDP would have attainment targets within them.  Mr Cooper 
commented that none of the identified area were around technology and felt that this was 
important as the school excelled in that area.  Mrs Hart confirmed that technology elements 
would be contained within the targets of each area, but there was nothing specific to 
SMART.  Mrs McCarthy pointed out that the use of technology is so embedded in the school 
that it runs through everything, including P.E.  Technology will be mentioned throughout the 
SDP as the detail is put in.  Mr Jefferys commented that opportunities for better use of 
outdoor learning is being investigated throughout the Trust and it was very much as a result 
of the pandemic.  Mrs Mills felt that it was important for mental health issues to be 
addressed in the SDP to ensure that it is embedded going forward.  Mrs Hart responded that 
it would be part of the second area in terms of vulnerable children, and also in the third area 
as getting outdoors was closely associated with mental health. 
 
Mr Cooper withdrew from the meeting at 19:40hrs 
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14 Covid 19 Update  

 
Mrs Hart reported that, although the impact of Covid considerations had calmed down 
significantly, the easing of restrictions brought its own challenges from a school perspective.  
SLT had decided to keep the current restrictions in place, including parents wearing masks 
in the playground, as they did not want to give the message that restrictions were being lifted 
too early.  There had been an element of parents holding the school responsible when it had 
been necessary to close bubbles and it would be easier to keep restrictions in place, rather 
than relax them and then have to reinstate them, particularly in the light of the Indian variant.  
Mrs Mills enquired whether individuals were still required to wear masks in communal areas.  
Mrs Hart responded that it was noticeable that some parents were no longer wearing masks 
as much.  Staff would have liked the staffroom open, but this was considered to still be a 
risk, neither would parents be invited in to school for events.  Mr Jefferys agreed that it was 
important to err on the side of safety and be consistent. 

 

15 Confidential Update 
 
Mrs Hart had no confidential items to report.

 

    16 Board Update 
 

(a) Chair/Vice-Chair Meeting – 5th May Feedback 
Mr Jefferys had been unable to attend the above meeting.  Ms Gray reported that 
there would be a report presented at the next LGB for discussion on the school’s 
core offer from the Trust.  This would be fed back to the Trust. 
The annual Governor Review process would take place again this year and Mr 
Jefferys would be running the meetings. 
There was a feeling that the uptake of training sessions run by members of Trust 
staff was low and there is likely to be a review of the expectations of Governors 
which will be written into Governor standards to try to attend LIFE sessions.  
Discussions about the most viable time to run such sessions had taken place.  It was 
anticipated that these sessions would be held between October to June, one per 
month, on various aspects of the Trust and governance. 
A Governance portal is to be introduced with access via the Trust website 
 
Mr Jefferys felt that governance should be linked to the skills audit.  Ms Gray 
responded that the training sessions would be for every LIFE school, but 
acknowledged that Benhurst Governors have been very good at understanding their 
own area.  Mrs Mills was keen that the sessions should be led in an engaging way.  
Mr Jefferys acknowledged that governance needed to stay in touch with current 
trends in education which change in areas at times.  Ms Gray reported that there had 
been feedback on the sessions and Mr Jefferys felt that it might be preferable to 
adopt a training programme to fit the schools. 
 

(b) Trust Strategic Plan – It was noted that there would be a named person in each 
school to drive forward attendance. 
 

(c) Board & Committee Meeting Summary – Spring 2021 – the Summary was noted by 
Governors. 

 

 

17 Benhurst Policies 
 
There were no new policies to consider 
   

 

18 LIFE Statutory Policies  
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The LIFE RSE policy was noted.  Mrs Hart confirmed that parents had been consulted about 
the policy 
  
 

19 A.O.B. 
 

(a) The following dates were agreed for LGB meetings in 2021/22: 
29th September 2021 – Healthcheck meeting 
3rd November 2021 
8th December 2021 
26th January 2022 – Healthcheck meeting 
23rd February 2022 
23rd March 2022 
18th May 2022 – Healthcheck meeting 
6th July 2022 
 
These were all on Wednesday evenings and it was agreed that 6pm would remain as the 
start time.  Mr Jefferys asked Governors to consider whether they would like these meetings 
to remain on-line or a mixture of on-line and physical in the future. 
 

(b) Mr Jefferys reported that he would be having an initial meeting with Mr Dutnall for the 
Governors’ annual review and skills audit in July/August and Mr Jefferys would then 
meet with Governors individually.  Mr Whitelock and Mr Cooper would be stepping 
down as Governors and he would be starting the process of liaising with parents to 
find new Governors.  He hoped that new Governors would be in place soon and they 
would be advertised on a skills set basis.  Remaining Governors should give thought 
as to whether they would like to change their area of responsibility.  Mr Jefferys 
expressed a genuine vote of thanks to Mr Whitelock and Mr Cooper for their 
contribution to the Governing Body. 

 
Ms Larkman commented that she had found the meeting very useful and had learned a lot 
about the school.  Mr Jefferys felt she was in a very good position, having an excellent staff 
team and Governing Body who were involved in the school for the right reasons whose main 
concern was the success of the school. 
 

 

20 Date of Next Meeting 
 
The date of the next meeting was confirmed as Wednesday 7th July @ 18:00hrs 
 

 

 
Meeting concluded 20:00hrs 
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CORE OFFER 2020-21 FEEDBACK EVALUATION FORM FOR LGB 
 

CONTEXT 
Every Multi Academy Trust (MAT) receives funding directly from the Department for Education (DfE) via the Education and Skills Funding Agency 
(ESFA) rather than through the Local Authority (LA). 
 
The LIFE Education Trust MAT (LIFE) (currently) retains either 6% or £40,000, whichever is greater, for a range of centralised, standardised and 
bespoke services to its schools.  These allow LIFE to take advantage of economies of scale and economies of time, to provide school improvement 
and to ensure best practice in every area is shared.   
 
The amount retained is determined by the Board on an annual basis before the start of each financial year following discussion and consultation with 
the school leaders and Local Governing Bodies (LGBs) of each school.    
 
Core support 2020/21 
 
LIFE provides the following services to every school as part of the funding retained: 
 
Please state whether you agree that this has been good value for money.  
 
LEADERSHIP & MANAGEMENT SUPPORT 
 
1. CEO 

 
Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

The support and expertise of an experienced CEO to act as Accounting Officer for the 
Trust.  The CEO carries out their responsibilities as Accounting Officer as detailed in the 
current Academies Financial Handbook.  

 

X     

The CEO hosts a half termly meeting of heads of school and a termly Trust team 
meeting, attends LGB meetings at least once a year, oversees the appraisal process 
for all Executive team and leads on strategic development of the Trust. 
 

X     

The CEO receives and supports heads through weekly newsletters, face to face 
meetings at least once a month and regular telephone contact.

X     
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The CEO attends LGB meetings when invited or when necessary for the dissemination 
of ideas and information 
 

X     

Specific Comments relating to this section if necessary 
 
 
 
2. Local Governing Body Support 
 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

The Trust pays for National Governance Association Gold Membership for all LGB 
members as well as access for all governors to the NGA’s e-learning resources 
 

X     

Appointments to the LGB are through the Trust who offer induction and Entry Interviews 
 

X     

LGB Chairs and Vice Chairs have regular contact with the CEO as well as termly 
meetings 
 

 X    

Specialist training from the Directors of Operation and Education is available once a year 
for each LGB 
 

X     

All clerking support is provided and funded from the central Trust 
 

X     

Termly Clerk training meetings are held 
 

X     

Trust senior leaders are governors in a number of Trust schools 
 

    X 

Support for annual self-evaluation and skills audits for all governors 
 

X     

Support with the completion of the Trust’s Healthchecks which provide governors with a 
proven way of self-evaluating school performance, helping to prepare for Ofsted and 
strengthening school leadership 

 X    

Specific Comments relating to this section if necessary 
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3. Executive Head, Headteacher and Head of school support 
 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

A complimentary Nuffield Health 360 check up in the Autumn Term each year 
 

X     

A complimentary Colour Me personality profile review  
 

X     

A £150 annual leadership book allowance 
 

X     

Financial support of up to £500 for Coaching sessions to support personal and 
professional development  
 

X     

Oversight of the appraisal process for Heads of Schools including arranging meetings, 
external validation and target setting 
 

X     

Attendance at half termly Heads and Headteachers Trust meetings 
 

X     

Staff development budget to support agreed training courses such as NPQEL NPQH 
and MBA 
 

X     

Reimbursement of reasonable travel expenses for necessary Trust travel 
 

X     

Additional development sessions as required  
 

X     

Specific Comments relating to this section if necessary  
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4. Leadership Conference Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

Free attendance for all senior leaders and governors at the annual LIFE leadership 
conference, a training and networking update event provided by the Trust with external 
input. 
 

X     

Specific Comments relating to this section if necessary  
 
 
 
 
OPERATIONAL SUPPORT 
 

     

1. Director of Operations 
 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

The support and expertise of an experienced full time Director of Operations who 
oversees all the operational aspects of the Trust and is available for school leaders and 
LGB chairs to speak to either in person, by telephone or email. 
 

 X    

Specific Comments relating to this section if necessary  
 
 
 
 
 
2. Finance Support 

 
 
 
The support of a full time Finance Manager to provide financial support and advice to 
headteachers, LGB Chairs and finance staff in each school. This will include: 
 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

 X    

Budget planning and implementation annually 
 

 X    
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Review of monthly budget outturn and month end reconciliations every month including a 
full face to face meeting 
 

X     

Assistance with preparation of reports for LGB meetings 
 

X     

Assistance with accounts processing 
 

X     

Completion of financial statutory returns 
 

X     

Setting up and reviewing of internal control procedures 
 

X     

Benchmarking of all key activities as required for academies 
 

X     

Management of the external audit process 
 

X     

‘Helpdesk’ support 5 days per week 
 

X     

Payroll services to include all 3rd party transactions at no cost. 
 

X     

Calculation of gross and net pay including PAYE, NI, sickness, maternity, paternity and 
other statutory and voluntary deductions 

X     

 
Review of draft payroll reports to identify discrepancies

X     

 
Provision of monthly reports and analysis

X     

 
Production of final payslips 

X     

 
HMRC and pension deductions paid and returns completed

X     

 
Production of P45’s, P60’s and P11’s

X     

 
Payroll advice provided to employees

 X    

      



6 
 

Support for Financial systems which includes telephone support 
 

X 

Telephone support on all financial matters and remote support where necessary 
 

X     

Regular software updates 
 

X     

Provision of salary calculators for assistance with budget planning 
 

X     

Access to staff with extensive experience in school financial management 
 

X     

 
Provision of an internal audit service across the trust at no cost to the academies 
 

X     

Liaising with the internal audit provider to put in place a timetable and internal audit plan 
that fulfils the requirements of the Academies Financial Handbook 
 

X     

Working with schools to ensure an appropriate action plan is in place to address areas 
requiring improvement and regular monitoring of the action plan 
 

X     

 
Provision of year-end audit and financial statements 
 

X     

Liaison with auditors at the planning stage, setting the timetable and agreeing risk areas 
 

X     

Assistance with preparation of information required for the audit and the preparation of 
the financial statements (for example fixed asset and depreciation calculations) 
 

X     

Assistance with the processing of audit journals and ensuring the correct reflection of 
opening balances 
 

X     

Liaising with the auditors on completion and finalisation of the financial statements and 
disclosures 
 

X     

Completing the academies accounts directions following the finalisation of the financial 
statements

X     
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Ensuring all ESFA deadlines are met 
 

X     

Specific Comments relating to this section if necessary  
 
 
 
 
 
3. IT support services  
 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

The support and expertise of an experienced full time Head of IT who oversees all the 
operational aspects of Trust ICT and is available for school leaders and LGB chairs to 
speak to either in person, by telephone or email.  
 

X     

Assistance with the installation of new hardware and software 
 

X     

Ensuring security and compliance across the Trust 
 

X     

Software updates and ongoing maintenance of the IT systems 
 

X     

Opportunities for MAT wide procurement and economies of scale 
 

 X    

Access to staff with extensive experience in IT within a school environment 
 

X     

No need for expensive in-house or outsourced IT resource 
 

X     

GDPR support 
 

 X    

School website platform created and updated for no cost 
 

X     

Specific Comments relating to this section if necessary  
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4. Human Resources Support 
 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

The support and expertise of an experienced full time Head of HR/People Officer who 
oversees all the operational aspects of Trust Human Resources and is available for school 
leaders and LGB chairs to speak to either in person, by telephone or email.  

X     

 
Access to legal advice via the Head of HR or Director of Operations

X     

 
Access to online HR Hub for guidance, process and template information 
 

    X 

Support preparing and writing reorganisation documentation and attendance to support 
or present at all necessary reorganisation meetings

X 
 

    

 
Checking content and format of recruitment adverts for all staff

X     

 
Offer advice on disciplinary and capability meetings including support in person for more 
serious cases 

X     

 
Complimentary Colour me Personality Profiling for all senior leaders with the option to 
have staff and pupil profiles for significantly reduced price by a fully trained Trust leader

X     

 
Free Flu jabs for all staff 

X     

 
Christmas Hampers for each school every December

X     

 
Support with succession planning including access to the Succession Planning Policy 
and Trust Retention Strategy 

X     

 
Free access for all staff to the annual BBQ and Carol Concert

X     

 
Support with requesting and reviewing references for all new members of staff

X     

Advice on the  Induction Process including pre-employment checks and support with the 
support staff probation period and how this should be conducted
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Support with new and revised Contracts including any pay related documentation X 
      
Advice on  supporting Staff Wellbeing

X     

 
Support and guidance regarding Staff Absence and the correct absence monitoring 
procedures including OH Referrals

X     

 
Support for School Workforce Census return

X     

 
Support for DBS checking service including new and renewal checks

X     

 
Checking of Single Central Record and conducting SCR audit checks

X     

 
Guidance regarding  Bluesky, the performance management tool, and the Appraisal Cycle 
for both teaching and  support staff

  X   

 
Training support and guidance for office staff including one to one support where a 
colleague is new to post 
 

    X 

Specific Comments relating to this section if necessary  
Blue Sky support has been provided for staff in using the programme but not for managers and this has led to some confusion this year.  
 
 

 
5. Premises 

 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

An ongoing programme of procurement services to realise economies of scale across the 
trust 

 

    X 

Further development of a trust wide approach to procurement to increase bargaining 
power and ensure value for money is achieved for all schools within the trust 
 

    X 

Advice with asset management planning, interpreting the Condition Survey reports.  
 

 X    
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Access to Condition Improvement Funding engaging with the services of an external 
surveying company 
 

X     

Introduction and use of the SmartLog system – a cloud based fire and health & safety 
compliance management software 
 

X     

Health and advice from the IOSH qualified Director of Operations in all matters relating to 
Health & Safety 
 

X     

Facilities management services including helpdesk support 
 

 X    

Specific Comments relating to this section if necessary  
 
 

 
6. Communications and marketing support 
 

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

The support and expertise of an experienced part time Head of Marketing who is 
available for school leaders to speak to either in person, by telephone or email.  
 

X     

Support in promoting all of the school’s social media presence. 
 

 X    

Promotional support for school events and activities via websites/leaflets/adverts 
 

 X    

Briefing and production management of school promotional material covering all advice 
with schools only paying for printing costs.  
 

 X    

Specific Comments relating to this section if necessary  
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EDUCATIONAL SUPPORT 
 

     

Educational support is led by the Director of Education, who is an experienced senior 
leader and former Local Authority senior school improvement advisor. He provides direct 
support and expertise to schools and school leaders, in person, by telephone or email, 
as well as overseeing all the educational aspects of the Trust and leading on the structures 
and procedures that make school leadership easier and supports school improvement.   
 
Areas of educational support include:

Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

Don’t 
Know 

 
Provision of clear documentation and support to develop school improvement planning, 
including an “easy to use” School Development Plan proforma and continuous support 
with the preparation and consultation processes for the SDP.

X     

 
Support with the completion of the Trust’s Healthchecks, which are a proven way of self-
evaluating school performance, helping to prepare for Ofsted and strengthening school 
leadership, especially governance.  
 

X     

Short and long term support for preparation for Ofsted, including the production of a single 
page SEF based on the Healthchecks.  
 

X     

Access to proven educational specialists in Trust schools who support teaching and 
learning across Trust schools 
 

X     

Centralised funding for key staff in Trust schools to become subject specialists across 
Trust schools 
 

X     

A PE specialist to assist and work with schools PE staff as well as coordinating 
participation in Trust events including on average at least one day per school per half term. 
 

   X  

An Culture & Community Manager to support schools’ improvement of pupils’ Personal 
Development, through the embedding of school and Trust values and rolling out the LIFE 
Passport and LIFE Ambassadors programmes, as well as a variety of specialist trust-wide 
events, such as the annual LIFE Bake Off.

X     
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The organisation of the annual LIFE Celebration Evening, which includes the LIFE Pupil 
Scholarship Award scheme, with two Year 6 pupils in every school receiving a £100 
achievement award. 
 

X     

The support and expertise of an experienced EAL and Internationalism Manager who 
will assist with International School Award applications and both Erasmus and British 
Council applications. 
 

X     

Leadership opportunities to visit other schools and participate in the LIFE peer review 
programme

X     

Support in narrowing the gaps for disadvantaged pupils and for the effective use of the 
Pupil Premium Grant to maximise impact.

 X    

Career opportunities and dedicated leadership training for new and aspiring middle and 
senior leaders. 
 

X     

Training and support for leaders in target setting and data analysis. 
 

  X   

Training and support for governors in understanding and discharging their roles with 
confidence. 
 

    X 

Contributions to costs of commercial curricular support  where necessary 
 

X     

Contributions to subscriptions for agreed school improvement and data support  
 

X     

Specific Comments relating to this section if necessary 
We have not received any PE specialist support to date.  
 

 

 
The following additional support is also available: 
 

     

Healthchecks  
Finance, Premises and HR Healthchecks to be completed by a Trust senior leader who 
will write the documentation in consultation with the school’s senior leaders, be present at 
the meeting with the Link Governor and support their presentation at the LGB.  

 

X     
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Total Cost £1,200 p.a for each Healthcheck.  . 
 
Estates Management 
Compliance monitoring to include the completion and maintenance of the Smartlog 
system. 
 
Minor maintenance items carried out. 
 
Engagement and supervision of contractors where necessary. 

 
Total cost £2,400 p.a. (based on 1 day per month, 12 days per year) 
 
Additional days will be charged at an agreed daily rate (depending on level of experience 
required). 
 

    X 

Additional ICT support 
 
Works required in addition to the core provision of ICT support services set out above will 
be charged at a daily rate of £250 per day. 
 

    X 

Travel and Subsistence 
 
Where necessary, mileage will be charged separately at 46.9p per mile for ALL support 
visits (both core and additional). 

X  
 
 
 

   

Specific Comments relating to this section if necessary 
Whilst the health check writing service is available, Benhurst staff currently write these.  
 

 



BENHURST PRIMARY SCHOOL 
BUDGETARY SUMMARY 

 
MEETING DATE/TIME:  TBC 

Katherine Hart, Thomas Mercer, Louise Anderson 
  
  
REPORT AUTHOR:   Louise Anderson 
 
 
1. Purpose of Report 
 
To provide an update on the budgetary position at 31 May 2021. 

2. Budgetary Summary 
 
The budget report shows the position @ 31 May 2021, with a surplus of £94,795 compared to a 
budgeted deficit for the period of £13,956, a positive variance of £108,751. 
 
This excludes the impact of capital expenditure shown at the foot of the report. 
 
The following areas have contributed to the underspend: 
 
Income- £4,612 under budget (YTD £24,479 under budget) 
  
A0- GAG funding is 5,076 under budget (YTD £4,519 under budget) 
£557 insurance money received – retention amount – waiting for final invoice. 
£5,076.34 Home Education recoup for 2 children 
 
A2- Other Govt Grants 3,767 over budget (YTD £47,253 over budget) 
£16,640 of Academies emergency support received but not budgeted for. 
£4,342 PE Premium carried forward from 2019-20 but not budgeted for.  This will match against 
an overspend in the PE Premium budget.  
£19,193 more SEN income than budgeted to date.  More Education Healthcare Plans have 
been agreed.  £20,727 extra funding to be received over the whole year.  This will change 
again, as more EHCP hours have been agreed recently. 
£2,780 more COVID Catch up funding received than budgeted. 
£2,700 FSM Supplementary grant received, but not budgeted for. 
£1,421 more Teachers Pay Grant than budgeted. 
£147 more Teachers Pension Grant than budgeted. 
 
 
A3- Private Sector Funding over budget by £741 (YTD £741 over budget) 
£170 commission from Havering Schoolwear. 
£571 commission from Imagination photography. 
 

A4 Other Income is over budget by £846 (YTD £18,996 under budget) 
£461 charity income – NHS day, hampers have been bought and amazon vouchers – donated 
to Queens hospital. 
£2,918 Maths hub income deferred from 2019-2020, not budgeted for.  This will match against 
an over spend in the maths budget.  £3,500 more income received and not in the budget.  This 
again, will match against an overspend in the maths budget. 
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£5,318 Pupil parliament money deferred from 19/20 but not budgeted. This will match against 
an overspend in the Pupil Parliament budget. 
£1,843 SMART income money deferred from 19/20 but not budgeted. This will match against an 
over spend in the SMART budget.  
£49 money received for equipment school received but over ordered so two staff members 
bought them from the school.  Plus a DBS we processed for a volunteer, but they then changed 
their mind so paid the school for the admin fee. 
£200 invoiced to a parent for damage to Headteacher’s car. 
Lettings income is £11,991 under budget due to no lettings in lockdown.  The budget for lettings 
is £40k for the year, of which £18,873 has been invoiced, leaving an exposure of £21,127 for 
the year.  Some lettings have resumed after Easter. We have two new lettings, Razzamataz on 
a Friday evening which should bring £2,500 income by the end of the academic year, plus a 
holiday camp which brings in nearly £500 per week.  They have hired Benhurst again in May 
half term, and have asked for the whole summer if they can generate enough interest. 
Catering income is under budget by £10,991 for the year which has been affected by bubbles 
isolating and lockdown. 
Head Office recharge income is £220 under budget due to clerking costs of £320 not been 
recharged yet and receiving £100 from LIFE for the well-being of staff during the pandemic. 
£7,265 of trip income has been deferred from 19/20 for the year 6 residential.  Trip income is 
under budget by £10,440 because there are no trips due to lockdown and this is compensated 
by an under spend in expenditure. 
 
 
Expenditure- £21,143 under budget (YTD £84,273 under budget) 

 
B0 to B6- Staffing costs over budget by £4,931 (YTD £12,088 over budget) 
Teaching costs are under budget by £9,508 at the end of May.  This variance is being 
investigated on a person by person basis.   

Curriculum support staff are over budget by £874 YTD.   

Premises staff are under budget by £10,359 YTD, due to less lettings overtime being paid.  So 
far, we have spent £12,234 on site staff overtime, this includes lettings plus covering absence.  
The budget includes £19,374 plus on-costs for the whole year.   

Agency staff salaries are over budget by £11,185 to the end of May.   There is £16,650 
budgeted in agency costs for the National Tutoring Programme.  Based on the regular agency 
staff, costs for the year are estimated to be £116k.  This is in line with budget.  Any overspend 
between now and the end of the year, will be because of increased hours, or extra EHCP’s, plus 
any agency cover costs. 

C0- Maintenance of Premises is £7,740 under budget (YTD £758 under budget)  
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£2,000 spent on putting extra hinges on gates due to new health and safety advice to ensure all 
gates have three hinges on. 

£2,940 repairs to the skylight. 

£4,750 for new flooring in the dining hall. 

Virement was made of £7,000 in May 2021 to increase this budget. 

C1-Other Occupational Costs are in line with budget (YTD £5,317 under budget) 

Cleaning materials are overspent by £3,086 due to COVID cleaning costs.  

Utilities are underspent by £7,455 as utility bills not received and a refund has been received for 
gas charges (£2,270) following the end of contract.  All utilities have been reviewed and will be 
brought in to a Trust wide contract to try to achieve economies of scale.  In April 2021 we 
switched to new fixed term contracts with EDF and SSE.  Gas bills are in dispute due to 
incorrect direct debits being taken at the beginning of the year. 

D0-Educational Supplies and Services under budget by £8,675 (YTD £54,435 under 
budget) 

Trip expenditure is lower than budgeted (£22,171) due to COVID. 

PE Premium is underspent (£5,072) due to no clubs because of COVID.  Clubs have started 
resuming and Benhurst are paying for the majority of these.  The PE Lead is looking at what 
equipment the school can purchase to make best use of the PE Premium. 

ICT is underspent (£14,863), ICT had an increase in the revised budget.  New laptops are due 
to be purchased in the near future.  SMART screens lease is being reviewed at present. 

E0-Other Supplies and Services are £7,343 under budget (YTD £31,689 under budget) 

Catering is underspent by £28,118 to the end of May.  This due to less children because of self-
isolation and COVID.  This also doesn’t include the May invoice which is £8,115 and received in 
June. 

Telephones are overspent by £755.  We are being incorrectly billed, which is currently being 
dealt with. 

Advertising is overspent by £4,608 due to the Headteachers advert that went on TES. 

Photocopying/printing is underspent by £4,433.  

Agency permanent recruitment costs are lower than budgeted. 

School appeal hearings are £1,600 more than budgeted.  The school have to pay for all 
appeals, regardless of their outcome. 
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F0-ICT costs (Non capital) are £1,382 under budget (YTD £408 under budget) 

This is due to various curriculum licences renewing not in line with budget profiling. 

G0-Staff Development are £790 under budget (YTD £3,753 under budget) 

The annual invoice from Havering for the School Improvement shows an adjustment due to less 
services received due to COVID.  A Saving of £1800.  Less courses have been booked 
throughout the year too, unless COVID safe and many of these have not been chargeable. 

Capital income and expenditure 

Capital income represents money received from the DfE relating to CIF funding for the roofing 
works. 

Capital expenditure is in cost of the roofing repairs to date. 

The scope change request to see if we are entitled to more CIF funding to cover extra work that 
was carried out to the roof was not successful.  The difference between the funding we are 
receiving and the total project cost is £47,000.  This additional funding will be spent from the 
reserves. 

Opening reserves as at 1 September 2020 

If income and expenditure remains in line with the revised budget, the reserves as at 31 August 
2021 will be £208,295. 

Reserves as at 1 Sept 2020 208,295 

    

Incoming resources 2020/21 2,146,483 

Expenditure 2020/21 (2,146,483)

 
Reserves as at 31 Aug 2021 208,295 

 

Changes to the forecast following January review: 

Academies Emergency support 16,640 

Extra SEN funding 20,727 

Home Ed recoup (5,076) 
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Extra COVID Catch Up Funding 2,780 

Supplementary FSM grant  2,700 

Teachers Pension Grant 147 

Teachers Pay Grant 1421 

Commissions 741 

Impact on lettings if restrictions 
continue (21,127) 

TLR’s AND extra teaching costs (15,282) 

Site staff overtime expenditure 7,140 

Agency permanent recruitment costs 5,000 

Headteacher advert (4,608) 

School appeal hearings (1,600) 

School Improvement Services saving 1,800 

Additional roofing costs (47,000) 

  

Assessment of impact to date (35,597) 

  

Reserves as at 31 Aug 2021 172,698 

 

The impact of staff self-isolation/positive tests could also have a significant impact on agency 
staff costs that has not been provided for in the revised budget figures above. The effect of this 
is being kept under review.   

 



Actual REVISED 
BUDGET 2020‐

2021

Variance Actual REVISED 
BUDGET 2020‐

2021

Variance Forecast REVISED 
BUDGET 2020‐

2021

Variance

Income

A0 ‐ GAG funding 139,647 139,647 (0) 1,328,375 1,332,894 (4,519) 1,773,593 1,778,112 (4,519)

A2 ‐ Other Govt Grants 47,261 43,494 3,767 230,658 183,405 47,253 276,741 229,488 47,253

A3 ‐ Private Sector Funding ‐ ‐ ‐ 741 ‐ 741 741 ‐ 741

A4 ‐ Other Income 15,942 15,096 846 88,934 107,930 (18,996) 119,887 138,883 (18,996)

Total Income 202,849 198,237 4,612 1,648,708 1,624,229 24,479 2,170,962 2,146,483 24,479

Expenditure

Staffing Expenditure

B0 ‐ Teaching Staff 73,821 74,193 372 706,596 697,088 (9,508) 934,290 924,782 (9,508)

B1 ‐ Educational Support Staff 20,702 21,943 1,241 197,292 196,418 (874) 263,120 262,246 (874)

B2 ‐ Premises Staffing 6,324 8,786 2,462 67,411 77,770 10,359 93,782 104,141 10,359

B3 ‐ Admin Staffing 9,412 9,568 156 84,079 84,698 619 112,784 113,403 619

B4 ‐ Other Staff 4,527 4,024 (503) 37,126 35,628 (1,498) 49,201 47,703 (1,498)

B5 ‐ Agency Staff 24,249 15,589 (8,660) 151,486 140,301 (11,185) 198,248 187,063 (11,185)

B6 ‐ SLT Staff Costs ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐ ‐

Total Staffing Expenditure 139,034 134,103 (4,931) 1,243,991 1,231,903 (12,088) 1,651,426 1,639,338 (12,088)

C0 ‐ Maintenance of Premises 1,594 9,334 7,740 27,248 28,006 758 33,533 34,291 758

C1 ‐ Other Occupational Costs 4,036 4,180 144 41,503 46,820 5,317 53,613 58,930 5,317

D0 ‐ Educational Supplies and Services 1,968 10,643 8,675 75,035 129,470 54,435 98,828 153,263 54,435

E0 ‐ Other Supplies and Services 11,325 18,668 7,343 152,109 183,798 31,689 206,737 238,426 31,689

F0 ‐ ICT Costs (Non Capital) (683) 699 1,382 5,883 6,291 408 7,977 8,385 408

G0 ‐ Staff Development 90 880 790 8,144 11,897 3,753 10,097 13,850 3,753

Total Other Expenditure 18,330 44,404 26,074 309,921 406,282 96,361 410,784 507,145 96,361

BEN ‐ Benhurst Primary School
CURRENT PERIOD YTD TOTALS FULL YEAR SPENT

Management Accounts Report By Cost Centre

Selection Criteria: 
Company(s) ‐ Standard Academy V6 ; Location(s) ‐ BEN ‐ Benhurst Primary School ; Period ‐  2020/21.09 ; Year End Period(s)  ‐ None ; Variance Budget ‐ REVISED BUDGET 2020‐2021  ; Comparative Budget ‐ None ; Cost Type(s) 
Commitments  ‐ No ;  Show Detail Lines ‐  Hide ; Show Current Period Section ‐ Yes ;  Show Location As ‐  Non‐Consolidated

(%)

74.7 %

100.5 %

64.0 %

‐

76.4 %

76.8 %

75.2 %

64.7 %

74.1 %

77.8 %

81.0 %

‐

70.4 %

75.9 %

79.5 %

49.0 %

63.8 %

70.2 %

58.8 %

61.1 %
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Management Accounts Report By Cost Centre

Selection Criteria: 
Company(s) ‐ Standard Academy V6 ; Location(s) ‐ BEN ‐ Benhurst Primary School ; Period ‐  2020/21.09 ; Year End Period(s)  ‐ None ; Variance Budget ‐ REVISED BUDGET 2020‐2021  ; Comparative Budget ‐ None ; Cost Type(s) 
Commitments  ‐ No ;  Show Detail Lines ‐  Hide ; Show Current Period Section ‐ Yes ;  Show Location As ‐  Non‐Consolidated

Total Expenditure 157,364 178,507 21,143 1,553,912 1,638,185 84,273 2,062,210 2,146,483 84,273

Surplus / (Deficit) excl. Capital 45,485 19,730 25,755 94,795 (13,956) 108,751 108,751 ‐ 108,751

Notes to the Management Accounts

Capital

Capital Income

W0 ‐ Capital Income ‐ ‐ ‐ 108,233 ‐ 108,233 108,233 ‐ 108,233

Total Capital Income ‐ ‐ ‐ 108,233 ‐ 108,233 108,233 ‐ 108,233

Capital Expenditure

W1 ‐ Capital Expenditure 4,316 ‐ (4,316) 150,850 ‐ (150,850) 150,850 ‐ (150,850)

Total Capital Expenditure 4,316 ‐ (4,316) 150,850 ‐ (150,850) 150,850 ‐ (150,850)

Total Capital Funds (4,316) ‐ (4,316) (42,617) ‐ (42,617) (42,617) ‐ (42,617)

Surplus / (Deficit) inc. Capital 41,169 19,730 21,439 52,178 (13,956) 66,134 66,134 ‐ 66,134

‐

72.4 %

‐

‐

‐

  
 (c) 
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Description
Proposed Budget 

2021/22
INCOME
A0 GAG funding 1,881,329                
A2 Other Govt Grants 132,388                   
A3 Other Income 139,697                   

Total Income 2,153,414                
EXPENDITURE

Staffing Expenditure
B0 Teaching Staff 1,035,408                
B1 Educational Support Staff 280,952                   
B2 Premises Staffing 104,245                   
B3 Admin Staffing 74,691                     
B4 Other Staff 49,484                     

Agency Staff 81,385                     
B5 Total Staffing Expenditure 1,626,165                
B6 Other Expenditure

Maintenance of Premises 20,185                     
Other Occupational Costs 57,270                     
Educational Supplies and Services 132,658                   
Other Supplies and Services 285,877                   
ICT Costs (Non Capital) 10,351                     
Staff Development 10,908                     
Contingency 10,000                     

Total Other Expenditure 527,249                   

Total Expenditure 2,153,414                

Surplus / (Deficit) excl. Capital ‐

Benhurst Primary School
Proposed Budget 2021/22
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MAT Name:    Life Education Trust  
Academy Name:   Benhurst Primary School 
Date of Audit:     3rd December 2020 
 



Internal Audit Report:  Benhurst Primary School 
 
Scope of Work 
 

Section 4:  Payroll 
• Payroll Administration 

• Salary Variance Monitoring 

• Employment Status Validation 

• Additional Payments 

• Personnel Files 
 

Section 5:  Purchasing & Creditors 
• Value for Money 

• Procurement Processes 

• Purchase Ledger 

• Charge/Purchase Cards 

• Account Signatories & Payments 

 
 
 
SBM Services Ltd would recommend that the findings of this internal audit are shared with the Governors’ Finance committee and that an action plan to address 
areas of identified weakness is produced and acted upon.  Appendix 1 sets out SBM Services Ltd’s statement of responsibility. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Audit Assessment 
 
In order to provide management with an assessment of the adequacy and effectiveness of their systems of internal control, the following definitions 
are used: 
 

  The controls and procedures in place are considered very good and no further action is considered necessary 
  

  The controls and procedures in place are considered good but there may be a recommendation for further minor improvements 
  

  
  

The controls and procedures in place need some attention and review 

  
  

The controls and procedures in place need some urgent attention and action 

  
  

The controls and procedures in place need some very urgent attention and action this area is considered a high risk 



Section 4 – Payroll 
 

Section Question Findings Recommendations Academy Comments 

4.1 Is there a system for monitoring 
employee payments made to their 
records held on their personnel files 
and/or personnel database? Are any 
variances investigated? 
 

The academy has a system for 
monitoring employee payments 
made to their records held on 
personnel files. 
 
Out of the sample tested four out 
of the five actual salaries could be 
matched to budget and contract 
amounts stated within the salary 
statement. The sample test 
identified that a salary 
overpayment had been made to 
one employee. There was no 
commentary on the variance 
analysis report to explain the 
difference between the actual and 
budgeted cost. The Payroll Officer 
confirmed that the payment was 
made in error and steps have been 
taken to recover the amount from 
the member of staff.  
 

It is recommended that variances to the 
budgeted costs are reviewed on a 
monthly basis at individual 
employee level with any changes to 
contract highlighted on the report. 
The changes should be checked 
against the revised contract of 
employment or salary statement. 
 

The comparison between 
actual and budgeted costs on 
an individual employee level 
is being fine-tuned to make 
the process more automated. 
This will allow the 
comparison to be carried out 
each month, prior to the 
payroll run, to identify any 
changes or errors and allow 
them to be corrected. 

 

4.2 Are payroll amendments being made 
according to supporting and 
appropriately authorised 
documentation? 
 

The Finance Officer prepares the 
employee contract from an email 
instruction given by the 
Headteacher. The contract is 
signed by the Headteacher and 
employee. Once signed the 
Contract and Personal Information 
form is sent to the Payroll Officer 
who manually inputs the details 
into the payroll system. 

It is recommended that a 
starter/leaver/contract amendment 
form is completed by the Finance Officer 
which is used as the data input form by 
the Payroll Officer. The details on the 
form can then be reviewed by the 
Business Manager to check that the data 
has been input correctly into the payroll 
system. This could help identify errors or 
omissions earlier in the payroll process. 

A starter/leaver/contract 
amendment form will be set 
up for completion by the 
Trust HR Manager which will 
accompany the supporting 
documentation and become 
the data input form for 
payroll. 
The Trust Finance Manager 
will then check that 



Section 4 – Payroll 
 

 
The payroll officer runs a monthly 
starters report which details the 
names of new members of staff 
which is checked by the Business 
Manager. There is currently no 
similar process for Leavers and 
Contract amendments. 
 

amendments have been 
made correctly to the payroll 
records. 

 

4.3 Is an independent review of the 
payroll carried out by someone who 
is not involved in the day-to-day 
processing of payroll changes, and if 
so, who completes this review and 
how is this evidenced? 
 

The Business Manager reviews the 
final costings payroll report from 
the payroll system and signs to 
confirm that the payroll is 
authorised. 
 
The payroll BACS file is then 
authorised on-line by the Acting 
Headteacher. 
 

  

 

4.4 Can the balances in the payroll 
control account (s) on the financial 
system be reconciled? 
 

 The Payroll Officer completes a 
monthly reconciliation of the 
payroll transactions. The 
reconciliation document is 
authorised by the Business 
Manager. 
 
The balances in the payroll control 
could be reconciled at the time of 
the audit. 

   

 

4.5 Are all staff expense claims 
supported by appropriate 
documentation and authorised in 

Sample testing evidenced that 
staff expense claims are supported 
by receipts. Staff expense claims 

  



Section 4 – Payroll 
 

accordance with the academy 
financial regulations? 
 

are authorised by the budget 
holder before the purchase is 
made. 

 

4.6 
 

What is the process for claiming and 
approving overtime and additional 
payments? Are all such payments 
appropriately documented and 
authorised? Are overtime /additional 
hours authorised in advance of the 
work being carried out? 
 

Timesheets for additional hours 
and overtime are completed by 
the employee and authorised by 
the line manager.  
 
From the sample tested, one of 
the authorised time sheets was for 
a letting and therefore by its 
nature is pre-authorised. 
However, the actual claim form 
has a pre-authorised section that 
was not signed by the line 
manager.  
 
Authorised timesheets are then 
passed to the Finance Officer who 
prepares a monthly summary 
sheet of all overtime claims. This is 
signed and dated by the Acting 
Headteacher who undertakes a 
check to confirm that the 
individual claim forms agree to the 
summary sheet. The summary 
sheet is then submitted to the 
Payroll Officer for processing. 
 

In accordance with the financial 
regulations, it is recommended that any 
additional hours are formally approved 
by the line manager signing the claim 
form in the pre-authorised section.  
 
 

The pre-authorisation 
column of claim forms should 
be completed before the 
overtime is authorised for 
payment as all overtime 
should have been agreed in 
advance. 
The Payroll Officer will check 
that this column has been 
completed before overtime is 
processed through the 
payroll. 

 

4.7 Do the personnel files hold the 
statutory documentation required? 

The academy maintains a single 
central record database which 
records the statutory 
documentation seen at the time of 

It is recommended that the academy 
amends its practice going forward, so 
that statutory documentation is retained 
on file. 

All personnel files are being 
reviewed during 2021 
alongside the Trust HR 
Manager.  Statutory 



Section 4 – Payroll 
 

the recruitment process. The 
Finance Officer was able to 
confirm that the required 
statutory documentation had 
been recorded for the members of 
staff that were selected in the 
sample test. Paper copies of 
statutory documents are not 
retained on file. 
 
Only one individual had a physical 
form of photo ID on file. 
 

 documents were all checked 
at the time of recruitment 
and the date recorded in the 
SCR. 

 



Section 5 – Purchasing and Creditors 

 

Section Question Findings Recommendations  Academy’s comments  

5.1 How does the academy ensure that 
quality and best value for money is 
being achieved? What examples of 
value for money activity can the 
academy provide for the last 12 
months? 
 

The Finance Officer at the 
academy has a trust responsibility 
for procurement and sharing their 
knowledge of trust financial 
practices across all of the 
academies, particularly when a 
new academy joins the trust.  
 
The academy has the support of a 
Trust IT Manager for its IT 
procurement requirements as well 
as a Trust HR Manager who 
supports with personnel matters. 
The trust has recently moved its 
payroll processes in-house which 
has generated monetary and time 
savings for the academy.  
 
The trust has changed to a new 
financial accounting system this 
year which has helped the 
academy move to paperless 
invoice processing which in turn 
has generated a cost saving. 

 -  

 

5.2 Can the academy provide evidence 
that written quotations are obtained 
in accordance with their financial 
regulations?  
 

The academy’s current financial 
regulations state that three 
written quotations are to be 
obtained for expenditure between 
£5,000 and £50,000.  
 
A review of the purchase ledger 
identified one purchase that met 

  



Section 5 – Purchasing and Creditors 

 

the three quotes requirement 
criteria. The academy had 
obtained 3 quotations for a toilet 
refurbishment in accordance with 
their financial regulations. 

 

5.3 Can the academy provide evidence 
that the tendering process is carried 
out for goods or services above the 
limit specified in their own financial 
regulations? 
 

The Finance Officer confirmed that 
the tendering process for goods 
and services above the £50,000 
limit specified in the financial 
regulations is undertaken at trust 
level, therefore 
compliance with this requirement 
could not be tested. 

  

 

5.4 Are paid invoices supported by 
appropriately authorised purchase 
orders? 
 

Of the sample tested, all invoices 
were supported by an 
appropriately authorised purchase 
order. 

  

5.4a Are invoices clearly marked as paid to 
avoid duplicate payments? 
 

The academy has transferred to a 
paperless invoicing system where 
electronic invoices are uploaded 
to the financial accounting system. 
 
The accounting system does not 
allow for duplication of invoices. 
 
The current version of the finance 
regulations requires a paid stamp 
to be applied to each invoice. This 
requirement is now deemed to be 
obsolete. 
 

It is recommended that at the next 
review of the finance regulations 
which is due in March 2021, the 
purchasing section is reviewed to 
reflect the new processes within 
the financial accounting system. 

The purchasing section of the 
financial regulations will be 
updated to reflect the new invoice 
payment procedures. 

 



Section 5 – Purchasing and Creditors 

 

5.5 Has the academy made any payments 
to individuals for goods or services 
provided? If so, what checks are 
carried out to ensure these payments 
abide by HMRC guidelines. 
 

The Finance Officer confirmed that 
at the time of the audit, the 
academy has not made any 
payments to individuals for goods 
or services, therefore, compliance 
could not be tested.  

   

 

5.6 Do the amounts outstanding in the 
trade creditor control account seem 
reasonable? 
 

The amount outstanding in the 
trade creditor control account 
appeared reasonable. 
 

  

5.6a Does the academy maximise its cash 
balances by only paying invoices as 
they fall due? 
 

The academy maximises its cash 
balances by only paying invoices as 
they fall due. Invoices which are in 
dispute are not paid until further 
investigations are undertaken. 
 

  

 

5.7 Can any balances in the sundry 
creditor control accounts be 
reconciled? 
 

The balance in the sundry creditor 
control account could be 
reconciled. 

  

 

5.8 If the academy has a 
charge/purchase card, are adequate 
controls in place? Is the balance on 
the card cleared every month? 
 

The academy has 3 purchase cards 
which are issued to the following 
staff members:  
 
Headteacher £1,000 limit 
Finance Officer £1,000 limit 
Site Manager £500 limit 
 
The balance is cleared every 
month by means of a direct debit. 
Of the sample of card purchases 
that were tested, all purchases 

  



Section 5 – Purchasing and Creditors 

 

had an appropriately authorised 
requisition and receipt attached. 

 
Monthly statements are 
reconciled by the Finance Officer 
and are appropriately checked and 
authorised in accordance with the 
financial regulations. 

 

5.9 Are creditor payments signed in 
accordance with the academy’s 
financial regulations? 
 

Of the sample tested, all payments 
were paid by BACS.  
 

Each BACS file 
was appropriately authorised by 
the Headteacher and Deputy 
Head in accordance with the 
financial regulations. 

  

5.9a Are BACS/cheque signatories remote 
from the ordering and payment 
procedure? 
 

The ordering and payment 
procedure is remote from the 
BACS/cheque signatories.  
 

  
 

 



 
 

  

     Internal Audit Contact List 
 

SBM Services Ltd Internal Auditor: Sam Cooper 

Evidence Provided By: Louise Anderson – Finance Officer 

Attendees of Summary Meeting at end of Internal 

Audit: 

Sam Cooper – Internal Auditor  

Louise Anderson – Finance Officer  

Acting Headteacher: Katherine Hart Email: khart@benhurst.havering.sch.uk 

Finance Officer: Louise Anderson Email: landerson@benhurst.havering.sch.uk 

Chair of Governors: Dean Jefferys Email: djefferys@benhurst.havering.sch.uk 

Business Manager: Daryl Kilner Email:  dkilner@fbaok.co.uk 

Trust Director of Operations: Denise Broom Email:  dbroom@lifeeducationtrust.com 

Financial Accounting System in Place: PS Financials 

Date of Academy Conversion: 1st October 2016 

 
 
We would like to thank the staff involved for their co-operation during the internal audit visit. 
 
  



 
 

Appendix 1 
 

Statement of Responsibility 
 
SBM Services Ltd take responsibility for this report which is prepared on the basis of the limitations set out below. 
 
The matters raised in this report are only those which came to our attention during the course of our internal audit work and are not necessarily a 
comprehensive statement of all the weaknesses that exist or all improvements that might be made.  Recommendations for improvements should be 
assessed by you for their full impact before they are implemented.  The performance of internal audit work is not and should not be taken as a 
substitute for management’s responsibilities for the application of sound management practices.  We emphasise that the responsibility for a sound 
system of internal controls and the prevention and detection of fraud and other irregularities rests with management and work performed by internal 
audit should not be relied upon to identify all circumstances of fraud or irregularity. Auditors, in conducting their work, are required to have regards 
to the possibility of fraud and irregularities.  Even sound systems of internal control can only provide reasonable and not absolute assurance and may 
not be proof against collusive fraud.  Internal audit procedures are designed to focus on areas as identified by management as being of greatest risk 
and significance and as such we rely on management to provide us full access to their accounting records and transactions for the purposes of our 
audit work and to ensure the authenticity of these documents.  Effective and timely implementation of our recommendations by management is 
important for the maintenance of a reliable internal control system.   
 
Registered Office:  SBM Services (uk) Ltd, 12 Park Lane Business Park, Park Lane, Langham, Colchester, Essex, CO4 5WR.  Registered in England and 
Wales No 08572521 



 

 
Internal Audit Report 

 
 
MAT Name:    Life Education Trust  
Academy Name:   Benhurst Primary School 
Date of Audit:     25th March 2021 
 



 
 

Internal Audit Report:  Benhurst Primary School  
 
Scope of Work 
 

Section 2:  Governance (including 2019/20 assessment) 

• Register of Business Interests 

• Business Continuity 

• Risk Management  

• Financial Regulations 
 

Section 6:  Bank & Cash (including 2018/19 assessment) 
• Bank Reconciliations 

• Petty Cash  

• Payment Authorisation 

• Cash Flow Management  
  

 
 
SBM Services Ltd would recommend that the findings of this internal audit are shared with the Governors’ Finance committee and that an action plan to address 
areas of identified weakness is produced and acted upon.  Appendix 1 sets out SBM Services Ltd’s statement of responsibility. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Audit Assessment 
 
In order to provide management with an assessment of the adequacy and effectiveness of their systems of internal control, the following definitions 
are used: 
 

  The controls and procedures in place are considered very good and no further action is considered necessary 
  

  The controls and procedures in place are considered good but there may be a recommendation for further minor improvements 
  

  
  

The controls and procedures in place need some attention and review 

  
  

The controls and procedures in place need some urgent attention and action 

  
  

The controls and procedures in place need some very urgent attention and action this area is considered a high risk 



Section 2:  Governance  

 

2019/20 
 

2020/21 
 

Question Findings Recommendations Academy’s comments  

 2.1 Is the register of the local 
governing body and senior staff 
business interests being 
maintained? Is this reviewed at full 
governing body meetings? When 
was the list of business interests 
last updated? 

A register of business interests is 
being maintained by the academy. 
 
Business interest forms were 
completed by governors during the 
period between September 2020 
and February 2021 and senior staff 
during September 2020 and 
November 2020. 
 
The register of business interests is 
an agenda item at every meeting of 
the local governing body. 
 

  

 2.1a Is the register of members of the 
local governing bodies’ interests 
on the academy website? Is the 
website up to date showing recent 
changes to governance 
arrangements and members? 
 

The academy website reflects the 
current membership of the 
governing body.  
 
The register of governors and 
senior staff business interests are 
published on the academy website, 
however, at the time of the audit, it 
was not up to date. 
 
The published register is dated 
2019/20 and does not reflect the 
most up to date declared interests 
of the governors which were 
completed for the current academic 
year. 
 

In accordance with the academies 
financial handbook the register of 
business interests must be up to 
date at all times. It is 
recommended that the current 
register of business interests is 
reviewed and updated 
accordingly and uploaded to the 
academy website.   

The format has now been 
changed and is in line 
with other schools in the 
Trust i.e. Register of 
interest and Governor 
attendance have been 
split into their relevant 
years. 
 



Section 2:  Governance  

 2.1b Has the academy published details 
of their governance arrangements 
on their website in a readily 
accessible form? 
 

Details of governance 
arrangements are available on the 
academy website in a readily 
accessible form. 
 

  

 2.1c Does the register of business 
interests include details of close 
family relationships with the 
registered person or with any 
employee of the academy trust? 

The register of business interests 
does include details of close family 
relationships with the registered 
person or with any employee of the 
academy. 

  

 

 2.2 Is there an up-to-date business 
continuity plan in place? 
 

The academy has a business 
continuity/emergency plan which 
was approved by the local 
governing body on 1st July 2020. 
 

  
 

 

 2.3 Is there an approved risk 
management policy? 
 

There is not a standalone Risk 
Management policy, however the 
academy does have a robust risk 
management process in place. 
 
The academy is directed by the 
trust in terms of risk management 
through a series of question and 
answer ‘healthcheck’ reviews which 
are undertaken by the Local 
Governing Body on a termly basis. 
 
The trust board has set out a 
written process for the Local 
Governing Body to follow when 
conducting a ‘healthcheck’ review.  
 

  



Section 2:  Governance  

‘Healthcheck’ reviews are in place 
for the following areas:   

• Behaviour, Attendance, 
Welfare & Safeguarding 

• Achievement 

• Teaching & Learning 

• Leadership & Management  

• Ethos 

• HR 

• Premises 

• Finance 
 
Link Governors are each assigned 
an area to review with academy 
staff. 
 

 2.3a Does the academy have a risk 
register that is regularly reviewed 
and updated? Is there a process for 
governors to assess significance 
and impact of identified risks? 
 
 

A risk register is maintained at trust 
board level.  
 
Risks are identified and impact is 
assessed at academy level by the 
local governing body through the 
termly ‘healthcheck’ review 
process.  The ‘healthcheck’ review 
was last undertaken on 27th 
January 2021. 
 
Risks are assessed against 4 key 
measures and a RAG status is 
determined. The Local Governing 
Body submit the ‘healthcheck’ 
report to the Trust Finance and 
Facilities Committee who will 
review and take any required action 
before submitting to the Trust 

 
 

 



Section 2:  Governance  

Board for approval. The trust risk 
register is updated accordingly. 
 

 2.3b Does the risk register include the 
impact of risk and a risk score? 

The risk register does include the 
impact of identified risks and a risk 
score. 

  

 2.3c Does the risk register include 
actions taken to date to mitigate 
the risk? 

The risk register includes actions 
taken to date to mitigate the risk 

  

 

 2.4 Are the academy’s financial 
regulations reviewed at least 
annually? 
 

The academy trust’s financial 
regulations are reviewed annually. 
 
The financial regulations were 
approved by the board of directors 
on 16th June 2020. 
 

  

 2.4a Were the regulations formally 
noted at a full governing body 
meeting? 
 

The financial regulations were 
noted by the local governing body 
on 1st July 2020.  

  

 

 2.5 Is there an appropriate Whistle 
Blowing policy? 

A Whistle Blowing policy was 
approved by the Trust Board on 10th 
July 2020 and noted by the local 
governing body on 30th September 
2020. 
 
The policy has been published on 
the academy website and is shared 
with staff. 
 

  

 

 
 

2.6 Are the responsibilities of the local 
governing body and academy 

The responsibilities of the local 
governing body are clearly defined 
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personnel clearly defined, 
documented and allocated? 
 

in the terms of reference of the 
local governing body. The financial 
regulations and scheme of 
delegation documents 
responsibilities of the senior 
personnel within the trust. 
 

 
 
 

2.7 Has a financial skills analysis of the 
local governing body been 
completed? 
 

A governing board skills audit was 
undertaken by the local governing 
body during August 2020. 
 

  

N/A 2.7a Have any skills/experience 
weaknesses been identified, if so, 
what action has been taken to 
rectify this? 
 

The skills audit did not identify any 
particular areas of weakness.   

  

 



Section 6 – Bank and Cash 

 

2018/19 
 

2020/21 
 

Question Findings Recommendations Academy’s comments  

 6.1 Are formal, documented bank 
reconciliations performed 
reconciling the bank statements to 
the academy’s accounting 
system? 
 

  The Finance Officer completes 
monthly bank reconciliations, which 
includes supporting bank 
statements and system-generated 
reports. 
 

  

 
 
 
 

6.1a Are bank reconciliations checked 
and authorised on a regular basis? 
 

The bank reconciliations are 
reviewed by the Headteacher in a 
timely manner following their 
completion. 

  

 6.1b Does the list of unreconciled 
payments and receipts appear 
reasonable? Are they reviewed 
regularly? 
 

Unreconciled items are reviewed 
monthly. At the time of the audit, 
the list of unreconciled items 
appeared reasonable. 

  

 

 6.2 What process does the academy 
have in place to monitor its cash 
position?  
 

The academy monitors its cash 
position by means of a cashflow 
forecast which is prepared on a 12-
month rolling basis.  
 

  

 

 6.3 Has the academy made any 
payments to suppliers by direct 
debit or standing order in the last 
12 months? 
 

The academy pays a number of its 
suppliers by direct debit. 

  

 
 
 

6.3a Are copies of direct debit 
mandates held by the academy, to 
evidence proper authorisation? 

The Finance Officer has reviewed 
and updated all current direct debit 
mandates which are all 
appropriately authorised.  
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BACS not 
in place 

in 
2018/19 

6.4 Does the academy use BACS to pay 
suppliers? 
 

The academy does use BACS to pay 
its suppliers 

  

BACS not 
in place 

in 
2018/19 

6.4a BACS - are creations of supplier 
bank account details or 
amendments to existing supplier 
bank account details formally 
reviewed/approved by an 
authorised signatory (not 
necessarily a bank signatory) other 
than the person transacting the 
changes in the academy (trust)’s 
BACS system?  
 

For new suppliers, the Admin. 
Assistant completes a 'New 
Suppliers' form with the 
information required and attaches 
confirmation of the supplier’s bank 
details (provided on company 
headed paper) which has been 
independently verified by 
telephone call to the supplier. 
 
The form is signed by the 
Headteacher before it is emailed to 
the Finance Officer who inputs the 
supplier details on the financial 
accounting system. 
  
Amendments to supplier bank 
details are dealt with in a similar 
way with the Admin. Assistant 
confirming the change of details 
with the supplier and then notifying 
the Finance Officer via email of the 
change required which the Finance 
Officer inputs into the financial 
accounting system. 
 
New supplier forms and notification 
of bank changes are retained on file 
for audit purposes. 
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Bank details are checked against the 
invoices as part of the payment run 
approval process.  

BACS not 
in place 

in 
2018/19 

6.4b Does the academy have a dual 
authorisation process for BACS 
payments? (One person creates 
payment another authorises 
payment) 

The academy does have a dual 
authorisation process for BACS 
payments. 

  
 

 

N/A 6.5 Does the academy operate a petty 
cash system? 
 

The academy does not operate a 
petty cash system. 
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Finance Officer: Louise Anderson  Email:  landerson@benhurst.havering.sch.uk 
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Trust Director of Operations: Denise Broom Email:  dbroom@lifeeducationtrust.com 

Financial Accounting System in Place: PS Financials 

Date of Academy Conversion: 1st October 2016 

 
 
We would like to thank the staff involved for their co-operation during the internal audit visit. 
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Statement of Responsibility 
 
SBM Services Ltd take responsibility for this report which is prepared on the basis of the limitations set out below. 
 
The matters raised in this report are only those which came to our attention during the course of our internal audit work and are not necessarily a 
comprehensive statement of all the weaknesses that exist or all improvements that might be made.  Recommendations for improvements should be 
assessed by you for their full impact before they are implemented.  The performance of internal audit work is not and should not be taken as a 
substitute for management’s responsibilities for the application of sound management practices.  We emphasise that the responsibility for a sound 
system of internal controls and the prevention and detection of fraud and other irregularities rests with management and work performed by internal 
audit should not be relied upon to identify all circumstances of fraud or irregularity. Auditors, in conducting their work, are required to have regards 
to the possibility of fraud and irregularities.  Even sound systems of internal control can only provide reasonable and not absolute assurance and may 
not be proof against collusive fraud.  Internal audit procedures are designed to focus on areas as identified by management as being of greatest risk 
and significance and as such we rely on management to provide us full access to their accounting records and transactions for the purposes of our 
audit work and to ensure the authenticity of these documents.  Effective and timely implementation of our recommendations by management is 
important for the maintenance of a reliable internal control system.   
 
Registered Office:  SBM Services (uk) Ltd, 12 Park Lane Business Park, Park Lane, Langham, Colchester, Essex, CO4 5WR.  Registered in England and 
Wales No 08572521 
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Introduction 
 
Aims  
This Plan has been produced to increase schools readiness for effectively responding to 
emergencies, continuing education during an emergency and prepare for a prioritised return 
to ‘business as usual.’ 
 
Objectives 
The objectives of the Plan are to: 
 prevent/minimise the loss of life and injury to pupils and staff; 
 alert relevant parties e.g. emergency services, the Local Authority, parents and school 

governors; 
 take control at the scene until the emergency services arrive; 
 minimise disruption to the normal daily routine of staff and pupils; 
 support staff, pupils and parents in the aftermath of an incident; and 
 ensure effective working with the media. 

 
Plan Review 
This plan should be reviewed and revised on an annual basis by the head teacher (or senior 
designated member of staff), in response to new guidance and/or following live activation or 
exercise of a plan.  
 
Testing/Exercising of plan 
The plan should be tested and results recorded. Examples of testing may be: 
 

 A 'paper walk-through' 
 A table top test 
 Telephone cascading test message to check communications structure 
 Full rehearsal 

 

There should be an audit of the plans activities and feedback from staff to ensure 
responsibilities and duties are understood. A third party may be needed 
 
Activation 
The School Emergency Plan is activated following a decision of the school senior manager, 
normally the head teacher. 
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Checklist to Complete the Plan 
 
 School name and logo have been inserted on the front page with details of the head 

teacher, date and who completed and review date. 
 Testing or exercising of the plan has been agreed 
 A copy of the plan is stored at a safe location off-site 
 Up to date contact details of School Staff, Children’s Services Staff and Third Parties 

are included within the plan 
 An Incident Response Team has been established 
 Members of the Incident Response Team are aware of their roles and responsibilities 

and appropriate training delivered 
 An ‘Emergency Pack’ is held at the school containing items listed in this plan 
 Securing school premises has been considered and appropriate means are in place 
 When students next of kin are unable to collect their child in the event of an 

emergency, contact details of authorised personnel are requested and kept within the 
‘Emergency Pack’ 

 Copies of Incident Log Form are kept within the ‘Emergency Pack’ to be distributed in 
the event of a critical incident to monitor activity by member of the Incident Response 
Team 

 Schools Health & Safety Fire Action Plan has been completed identifying: 
o Fire assembly point 
o Gas/electric isolation points 
o Alternative accommodation to take students/staff in the event of a critical incident 

where parents/carers will be contacted 
 Emergency Evacuation and School Closure Letters to Parents have been saved onto a CD 

or hard copies and kept in the ‘Emergency Pack’ 
 Staff Cascade Telephone Tree has been adapted to the needs/requirements/specifics 

of your school 
 Appropriate staff are familiar with procedures for dealing with suspicious parcels and 

bomb threats 
 Business Continuity checklist has been completed.  
 Date set for annual review and amendment where necessary 
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Roles & Responsibilities  
 
Role  Responsibilities Named Person 

Identified for Role 
Incident Manager  Consider the need to alert other 

colleagues and external agencies. 
 Establish an Incident Response Team 

and allocate roles. 
 Collate all relevant information relating 

to the emergency. 
 Co-ordinate the emergency response 

strategy, liaising with relevant 
agencies, e.g. the emergency services, 
Local Authority, School Governors as 
appropriate. 

 Monitor the emergency response. 
 Provide regular staff/team briefings. 
 Authorise any additional expenditure 
 Overseeing an evacuation 
 Contacting emergency services 
 Reporting to emergency services if 

there are any unaccounted persons 
following an evacuation 

 Give the ‘all clear’ to re-enter the 
building following an evacuation (upon 
advice that it is safe to do so) 

 Organisation lead officer for influenza 
pandemic planning and management 

Katherine Hart
 

Deputy Incident 
Manager  

 Assists Incident Manager.  
 Co-ordinates and manages staff in the 

Incident Response Team.  
 Monitors staff welfare and organises 

staff roster. 
 Support Incident Manager for 

influenza pandemic planning and 
management 

Katherine Hart 
 
Kate Garratty 
 
Kerry Loyns 
 

Parent Liaison 
Officer(s) 

 Advises parents and provides 
information.   

 Provides point of contact. 
 Arranges on site co-ordination of 

visiting parents. 
 Maintains regular contact with parents 

where appropriate. 

Gaye Bastin 
 
Ellen Halls 
  
Terena Hatton  
 
Louise Anderson 

Administrators/Office 
Staff 

 Man telephone lines.  
 Help to collate information. 

Gaye Bastin  
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 Relay incoming and outgoing messages 
by telephone, fax, email, etc in a 
prompt manner.  

 Provide admin support to the Incident 
Manager and Deputy Incident Manager.

 Maintain a master log of key events 
(see Incident Log Form) and decisions, 
including expenses incurred. 

 Evacuating the building via the nearest 
fire exit taking with them the 
Emergency Pack with any class 
registers and pupil emergency contact 
information. 

 Taking the visitors signing in book 
 Proceeding to the assembly point 
 Providing all the class registers to the 

teachers at the assembly point 
 Accounting for staff and visitors  
 Reporting to the Head/Deputy at the 

assembly point of any issues/all clear 
 Check contents of Emergency Pack 

regularly to ensure all is in working 
order (e.g. torches). 

 Closing fire doors behind them. 
 Wear high-visibility jackets. 
 En route to evacuation point check 

toilets and ancillary rooms are all 
empty. 

Ellen Halls 
  
Terena Hatton  
 
Louise Anderson 

Communications 
Officer/Media 
Spokesperson  

 Acts as point of contact for media 
enquiries. 

 Works with the Local Authority’s 
Communications team to prepare media 
statements/interviews. 

 Assist with internal communications. 

Katherine Hart 

Teachers  Maintain supervision.
 Ensure the safety and security of 

pupils. 
 Provide information and offer 

reassurance. 
 Monitor pupils physical and 

psychological welfare. 
 To escort their class and leave by the 

nearest available fire exit 
 Proceed to the assembly point which is 

located within the car park 
 Do a head count and if necessary call 

All class teachers
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the register and report to Incident 
Manager any unaccounted pupils 

 Closing fire doors behind them. 
 If possible and safe to do so the 

teacher should close the doors and 
windows upon exiting the classroom 

Facilities Manager  Ensure site security at all times. 
 Provide information about site 

facilities/layout as necessary.  
 Assist with access/egress to the 

school. 

Khush Bains 

Liaison Officer   To represent the school at the Local 
Authority’s Emergency Operations 
Centre. 

 Communicate with colleagues at the 
school on a regular basis and receive 
updates/progress reports. 

 Relay information to and from the 
Local Authority. 

Katherine Hart 
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Emergency Pack Checklist 
 
It is recommended that a small emergency bag is stored in a secure but immediately 
accessible location on site that can be collected by a designated member of staff/member 
of the Incident Response Team.    
 
Schools are strongly advised to ensure that the contents of the ‘Emergency Pack’ are 
checked on a monthly basis to ensure no contents have been removed and all is in working 
order (e.g. battery power for torches etc).  
 
Below is a checklist of items that can be used when preparing an ‘Emergency Pack.’  
 
This list is not exhaustive; some items can be excluded if appropriate and other items can 
be included as necessary. 
 
Mobile phones may also need occasional use to ensure that it stays “live” on the network. 
Plenty of credit should also be maintained on Pay As You Go phones.  
 
 Copy of School Emergency Plan 
 Blank Incident Log sheets 
 Copies of emergency evacuation and school closure letters 
 Action Cards 
 Class registers 
 
 Pens and paper 
 Clipboards 
 Visitors badges 
 Torch and spare batteries 
 
Contact lists (hard copy and/or CD) including names, addresses, medical details, emergency 
contact, and next of kin: 
 Students 
 Staff 
 Third Parties 
 
 Mobile phone and charger 
 High visibility vests/ID badges for members of the emergency response team.  
 Whistle 
 Class lists 
 First aid box 
 Space blankets 
 Specialist medicine for students (e.g. asthma inhalers) 
 Plans of the school 
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Specific Guidance 

Evacuation  
(Including fire, gas leak, chemical spill, flooding, explosion) 
 
This guidance document is an accompaniment to the existing Fire Action Plan 
 
Immediate Action: 
1. Activate fire alarm. 
2. Dial 999 and give the nature of the incident, location and name of the person in charge. 
3. All persons to vacate the building and assemble at the known assembly point. 
4. Person in charge should ensure that all relevant paperwork (e.g. Attendance registers, 

staff lists, emergency contact numbers, emergency evacuation letters to parents and 
incident log forms) are taken to the assembly point. 

5. Mark attendance of pupils on registers and report any missing persons to the person in 
charge. 

6. Notify the local authority (LA) of incident – Mary Phillips (MP, 01708 433808), Sue Wilks 
(SW, 01708 432903) or Stephen Catley (SC, 01708 431707) and Emergency Control Room 
Out of Hours (01708 433999) In Hours (01708 434343). 

7. Person in charge to meet and report to the Emergency Services on their arrival on site. 
8. Keep pupils at assembly point and as reassured as possible 
9. If given 'all clear', check no pupils are missing on re-entering the building 
10. If pupils are dismissed from the assembly point, distribute the emergency evacuation letter  
11. Parents/ guardians to be contacted to collect pupils (prioritise children with special needs) 
12. Children of a reasonable age that are ordinarily allowed to walk home should do so 
13. Pupils whose parent/carers cannot be informed or cannot look after them should be taken 

to a safe haven. Messages should be left with parents and at the school gates as to where 
pupils have been taken. 

14. Ensure pupils resident outside of Havering have a safe passage home or arrange to hold 
them as above. 

 
Next Steps: 
1. Establish if the school/centre needs to be closed or if part of the school/centre is 

unusable - request assistance from the LA - MP (01708 433808), SW, 01708 432903 or 
SC (01708 431707) 

2. Secure premises 
3. Short-term closure - person in charge to arrange for pupils, staff (including midday 

supervisors, caretakers etc) and Chair of Governors to be contacted. Possible methods: 
 Staff Cascade Telephone Tree 
 Local radio and T.V. announcements 
 Notice on school gates 
 Web site, answer phone message 
 Posters/ leaflet drops in the local area in conjunction with the LA. 

4. Long-term closure: Invoke Business Continuity Plan - alternative arrangements for pupils 
to continue their education either at another establishment or in temporary 
accommodation with assistance from LA. 

5. Collate CCTV tapes (if appropriate).  
6. If applicable, contact LBH Strategy & Communication (01708 432001) to issue a press 

statement 
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7. Establish if an occasion for pupils to express their feelings needs to be arranged. Contact 
the Child & Community Psychology Service (01708 433955). 

8. Arrange a debriefing meeting for all those involved, complete Incident Evaluation Form 
and send to LA. 
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School Health & Safety Fire Action Plan 
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 School Closure 
 

Immediate Action: 
 
If the closure occurs during school hours: 
1. Unless School closure is due to emergency evacuation, teachers should stay in the 

classroom with pupils until hazards are assessed and further instructions are given. 
2. Contact the LA - MP (01708 433808), SW, (01708 432903) or SC (01708 431707) 
3. Parents/carers to be contacted to collect pupils (prioritise children with special needs). 
4. Distribute the School closure letter. 
5. Children of a reasonable age that are ordinarily allowed to walk home should do so. 
6. Pupils whose parent/carers cannot be informed or cannot look after them should remain 

in school under adult supervision or taken to a safe haven. Messages should be left with 
parents and at the school gates as to where pupils have been taken. 

7. Ensure pupils resident outside of Havering have a safe passage home or arrange to hold 
them as above. 

8. Update School website/Twitter/send text to all parents/staff/update school answer 
phone. Local radio and T.V. announcements, updating school Web site and school answer 
phone message should also be considered to communicate closure. 

9. Secure school premises. 
 
If the closure occurs out of school hours: 

1. Contact the LA Emergency Control Room – 01708 433999 
2. The LA will post the name of the school(s) on it's website informing parents/guardians of 

closure.  
3. Update School website/Twitter/send text to all parents/staff. Arrange for 

announcements to be made on local T.V. and radio stations 
4. Use cascade telephone list to contact staff/suppliers (if required) 
5. Place a notice on the school gates and a member of staff so that parents delivering 

children are alerted. 
6. Contact parents/guardians of any pupils who arrive at school unescorted. Keep the pupils 

at the school until a parent/carers arrives to collect them or take them to a safe haven. 
Messages should be left with parents and at the school gates as to where pupils have 
been taken. 

7. Secure school premises. 
 
 
Next Steps: 
 

1. Arrange for re-opening announcements on school website/Twitter/send text to all 
parents/post notices on the school gates to the same effect. 

2. Collate CCTV tapes (if appropriate) 
3. Arrange a debriefing meeting for all those involved, complete Incident Evaluation Form 

and send to LA. 
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Procedures Involving Death or Injury at the School 
 
Note: for guidance relating to death or injury of a student whilst on an Educational visits 
please refer to the Educational visit guidance on CD Rom and Intranet. 
 
Immediate Action: 
1. Send for immediate assistance - contact the Emergency Services - 999 - and head 

teacher. 
 
2. Remove pupils from location of incident to a safe area. 
 
3. School First Aid Officer should attend the pupil/member of staff. 
 
4. Person in charge to contact: 

The next of kin 
LA - MP (01708 433808), SW, (01708 432903) or SC (01708 431707) 
Chair of Governors 

 
5. If the death/injury is a result of an accident at the school inform Schools’ Health & 

Safety Team(01708 431707) 
 
Next Steps: 
 
1. Establish if the school needs to be closed  
 
2. If the school is to be closed, see Specific Guidance – School Closure 
 
3. Arrange for counselling for pupils and staff - Contact the Child & Community 

Psychology Service (01708 433955). 
 
4. In the event of a fatality, ensure awareness of funeral arrangements, and if necessary 

discuss with parents/next of kin their wishes regarding representation from the 
school. 

 
5. Arrange a debriefing meeting for all those involved, complete Incident Evaluation Form 

and send to LA. 
 
 
Procedures involving Death or Injury out of School  
The impact of incidents involving death or serious injury of a student outside of school 
hours, in some circumstances, may be noticeable within the school. It is recommended that 
schools consider contacting the Child & Community Psychology Service at the LA (01708 
433963) for counselling support.  
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Assault on Staff or Pupils by Members of the Public 
 
In the event of an assault immediate action should include: 
 
1. Send for immediate assistance to the school office. 
 
2. Contact the Emergency services – 999. 
 
3. If staff witness the assault they should try and distract the assailant without risking 

themselves, trying to remove them, if possible, to a 'safe' area. 
 
4. The School First Aid Officer should attend the member of staff or pupil attacked. 
 
5. Spectators should be dispersed. 
 
6. Senior members of staff should take details from appropriate witnesses. 

 
A schools' Safety Pack on Violence at Work has been developed in order to provide detailed 
support to schools and their staff. The pack contains definitions and details on how to report 
incidents of physical and non-physical violence. 
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Bomb Threat 
 
Do NOT panic – the majority of cases are hoaxes 
 
TIP: Ensuring all relevant staff are familiar with actions to be taken on receipt of a 
bomb threat (see Bomb Threat Telephone Script which follows) can increase the 
information gathered from a caller and increase the ability to differentiate between 
genuine and hoax callers.  
 
If a call is suspected to be a hoax the member of staff receiving the call should contact 
the head teacher immediately providing as much information as possible. The head teacher 
will then make the decision to contact Emergency Services and/or evacuate the school.  
 
Immediate Action (in the event of a bomb threat): 
 
1. If a call is received by the school, try to: keep calm, obtain as much information as you 

can, report to a senior member of staff as soon as possible (see: Bomb Threat 
Telephone Script). 

 
2. If a Suspicious Parcel is received by the school, check for suspicious features (see: 

Suspicious Parcels Flowchart). 
 
3. Contact the Emergency services – 999. 
 
4. Person in charge should make the decision to evacuate the school. 
 
5. Contact the Havering Emergency Control Room (Out of hours Emergency Control Room 

(01708 433999) In Hours (01708 434343), Chair of governors and LA - MP (01708 
433808), SW, (01708 432903) or SC (01708 431707) 

 
6. If the decision to evacuate is made, follow emergency evacuation procedures, ensuring 

the assembly point is far enough away from the school. 
 
7. If the police deem the threat to be serious, the arrangements for the safety of the 

pupils following an evacuation should be put into practice. The decision to evacuate 
rests with the head teacher or person in control of the premises at that time  

 
8. If the 'all clear' is given, check no pupils are missing on re-entering the building. 

 
Next Steps: 
 
6. Collate any CCTV tapes (if appropriate). 
 
7. Arrange a debriefing meeting for all those involved, complete Incident Evaluation Form 

and send to LA. 
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Bomb Threat Telephone Script 
Source: London Borough of Havering Form 19 Bomb Threat 
 

�    ACTIONS TO BE TAKEN ON RECEIPT OF A BOMB THREAT  
 

 Record the exact wording of the threat if you can. You will probably hear the message once only. Try and ask 
the questions below.  
 
 
 
 
ASK THESE QUESTIONS & RECORD ANSWERS AS ACCURATELY AS POSSIBLE:  

 
1. Where is the bomb now?  
 
 
2. When is it going to explode?  
 
 
3. What does it look like?  
 
 
4. What kind of bomb is it?  
 
 
5. What will cause it to explode?  
 
 
6. What is your organisation/code word?  
 
 
7. Did you place the bomb?  
 
8. Why?  
 
9. What is your name?  
 
10. What is your address?  
 
 
Record time call completed:  
 
Where automatic number reveal 
equipment is available record number 
shown:  

 

CONTACT THE POLICE  999 
Time Informed:  
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This part should be completed once the caller has hung up and police/building security officer have 
been informed  
Time and date of call:  
Length of call:  
Number at which call is received (that is, your extension number)  

ABOUT THE CALLER:  
Please circle/complete 
as appropriate 

Male         Female                Nationality?                                  Age?  
 
Well-spoken        Irrational            Taped             Foul             Incoherent  

Message read by threat maker?  

CALLER’S VOICE: 
Please circle 
 

 
Child    Crying         Clearing Throat    Angry        Nasal      Slurred  
 
Old       Excited        Stutter      Disguised     Slow      Lisp     *Accent       
 
Young    Rapid        Deep          Laughter       Hoarse    Soft      Loud  
 
Ragged    Crackling     Normal     Disturbed     Blurred  
 
Deep Breathing       Familiar         Other (please specify)  
 
 

*What accent?  
 
If the voice sounded familiar,  
whose did it sound like  
 
BACKGROUND SOUNDS:  
Please circle 

 
Street noises      House noises     Animal     Crockery       Motor  
                                                      Noises  
Clear              Voice           Static              PA System  
 
Music          Factory machinery         Office machinery       Payphone  
                                                                                            Pips  
Other (please specify)  
 

REMARKS:  
 
 
ADDITIONAL NOTES:  
 
 
 
 

Signature…………………………………. Print Name:……………………………Date…………… 
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Suspicious Parcels Flowchart  
 
 
 
 
 
 
 
 
 
 
 
 
 Does it have any of these features?  

 
• Holes (pin hole size) 
• Gaffer tape on light parcels or envelopes  
• Uneven distribution of weight  
• Excessive weight for size of parcel  
• Protruding wires or evidence of wires in 

package  
• Residue on outer package  
• Greasy marks, on wrapping or envelope  
• Unusual smell/noise from package 
• Any other characteristics which cause 

concern 

Does the parcel, letter or object have any of these features? 
 Addressed very simply (e.g. XYZ School, Romford) 
 If international mail, is a return address omitted? 

Yes No 

Check for other 
features 

NoYes 
Treat as normal 
post 

Follow this procedure:  
 
• DO NOT OPEN THE PARCEL/LETTER/ 

SUBSTANCE  
• Do not touch it any more than already  
• Move away from the package/letter/substance  
• Tell others to move away 
• Contact Senior Member of staff– ask them to 

ring 999 whilst you calmly evacuate the area  
• Lock the door behind the offending article  
• Await instructions from the Emergency Services 
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Health Incident 
This section includes procedures for responding to outbreaks of communicable diseases 
among staff and/or students (e.g. meningitis).    
 
Immediate Action: 
 
1. Obtain and collate as far as possible, all the facts from the families. 
 
2. Liaise with Havering PCT Public Health Dept. and/or Health Protection Agency (see 

telephone numbers below). 
 
3. Inform the Schools Health & Safety Team at LA - 01708 431707. 
 
4. Inform parents and pupils not directly affected about the incident. Distribute leaflets 

to parents (available from the Department of Health).  
 
5. Inform neighbouring schools and schools of siblings. 
 
6. Prepare a press statement in association with the LA – contact LBH Corporate 

Strategy & Communications on 01708 432001. 
 
 
Next Steps: 
 
1. Update parents regularly. 
 
2. Contact all families directly involved and express sympathy. 
 
3. In the event of a fatality, ensure awareness of funeral arrangements and, if 

necessary, discuss with parents their wishes regarding representation from the school. 
 
4. Provide a contact name and number for the school. 
 
5. If necessary, consider arranging an occasion for pupils to express their feelings 

(Education Psychology Service 01708 433955). 
 
6. Arrange a debriefing meeting for all those involved, complete Incident Evaluation 

Form) and send to LA. 
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National Meningitis Trust 01453 751738 
Meningitis Research Foundation 01454 281811 
Public Health England 01980 612100 
NHS Direct 0845 4647
School Nurse Harold Hill Area 
School Nurse South Hornchurch Area 
School Nurse Romford Area 

01708 796400 
01708 796500 
01708 796700 

Havering PCT Health Protection Lead 01708 431835  
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Influenza Pandemic 
 
Advice and guidance for responding to an influenza pandemic is currently being reviewed and 
will be included as part of this guidance document once approved. 
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Use of the School as a Rest Centre 
 
Schools are not identified for use as Rest Centres following a Major Emergency. 
 
The London Borough of Havering has identified various Community Centres which are to be 
used in cases of Major Emergency. They will be allocated by the Emergency Control Team as 
required. 
 
Where an evacuation is required from a primary or junior school then they will evacuate to 
the senior feeder school. 
 
 

Abbs Cross Academy & Art College 

Abbs Cross Lane 

Hornchurch  

RM12 4YQ 

Tel: 01708 440304 

 

Or 

 

Hornchurch High School 

Broadstone Road off Albany Road 

Hornchurch 

RM12 4AJ 

01708 441537 
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Contact Telephone Numbers  

School Staff 
 
The contacts shown below are examples – please add appropriate contact names and numbers as 
necessary.  

 
CONTACT DURING SCHOOL HOURS OUT OF SCHOOL HOURS 

Katherine Hart 01708 450807 07852433418 
Kerry Loyns 01708 450807 01375 392323  / 07939 

918508 
Kate Garratty 01708 450807 07940 316599 
Gaye Bastin 01708 450807 01708 530004  / 07792 

878743 
Khush Bains 01708 450807 07956 357703 
Louise Anderson 01708 450807 07545 501834 
Dean Jefferys 01708 441537 01708 509792 
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Social Care & Learning Contact Telephone Numbers 
 

Trevor Cook Assistant Director, Learning & Achievement 01708 433808 

Sue Wilks  Head of Health and Safety  01708 432903 

Stephen Catley Schools’ Health and Safety Manager 01708 431707 

Alan Clark Emergency Planning & Continuity Manager 01708 433206 

 Child and Community Psychology Service 01708 433955 

Trevor Cook Assistant Director, Learning & Achievement 01708 433808 

Sue Wilks  Head of Health and Safety  01708 432903 

Stephen Catley Schools’ Health and Safety Manager 01708 431707 
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Third Party Contact Telephone Numbers  
 
CONTACT DURING SCHOOL HOURS OUT OF SCHOOL HOURS
Emergency Services 999 999 
LBH Emergency Control Centre 01708 434343 01708 433999 
Gas Emergency Number  0800 111999 0800 111999 
Corona Energy  0870 225 3666 0870 225 3666 
British Gas Business Number of Account Manager on bill 
Southern Electricity Plc 0845 770 8090 0845 770 8090 
Scottish Hydro Electric Plc 0800 300 999 0800 300 999 
EDF Energy (formerly London Energy) 24 hour emergency fault information centre – number on electricity 

bill
Water 0845 782 0999 0845 782 0999 
Water Leak 0800 526337 0800 526337 
Police Station 01708 751212 01708 751212 
Local Authority (Social Care & Learning): 
Mary Phillips (MP) 
Sue Wilks (SW) 
Stephen Catley (SC) 

 
01708 433813 
01708 432903 
01708 431707 

 
 

Child & Community Psychology 01708 433963  
Schools Health & Safety 01708 431707  
LBH Strategy & Communications 01708 432001  
London Fire Brigade 0207 587 2000  
London Ambulance Service 020 7921 5100  
Queens Hospital 0845 130 4204 0845 130 4204 
Department of Health – Customer Service Centre  0207 210 4850  
National Meningitis Trust 01453 751738  
Meningitis Research Foundation 01454 281811  
Public Health England 020 7654 8000 020 7654 8000 
NHS Direct 0845 4647 0845 4647 
School Nurse – Harold Hill Area 01708 796400 01708 465782 
School Nurse – South Hornchurch Area 01708 796500 01708 465782 
School Nurse – Romford Area 01708 796700 01708 465782 
Havering PCT Health Protection Lead 01708 431835
BBC Radio Essex 01245 348348       
Link FM 01708 342200
Essex FM 01245 524550       
Time FM 01708 730383/870 600 1075
Capital Radio 0871 2222 958
Insurance Insert phone number Insert phone number
Alarm Engineers Insert phone number Insert phone number
Security Company Insert phone number Insert phone number
Glaziers/Boarding up Insert phone number Insert phone number
Cleaning Contractors Insert phone number Insert phone number
Portacabin suppliers Insert phone number Insert phone number
Caterers Insert phone number Insert phone number
Extended Schools Activities Providers Insert phone number Insert phone number
 
Voluntary Organisations 
Pathway Counselling 0208 590 8556
The Samaritans 01708 740000
Citizens Advice Bureau 0870 120 4200
The Information Shop for Young People 01708 768512/ 01708 343479
Havering Asian Social & Welfare Assoc. 01708 522789
Hubb Mental Health Users Group 0208 590 2666
Havering Association for People with Disabilities 01708 476554
Havering Victim Support Scheme 01708 451000
The Children's Society 01708 227672
British Red Cross 0208 518 9228
St. John’s Ambulance 08700 104950
WRVS (Glynis Williamson) 07714 898539
Salvation Army 0845 634 0101
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Business Continuity Checklist 
The below checklist has been designed to provide practical advice and recommendations that if 
in place should minimise the effects of a critical incident and bring the school back to normal as 
soon as possible. 
 
Please add to this list as you see fit and provide evidence that each point has been 
considered/dealt with. 
 
 Critical aspects of the school have been considered and identified. Depending on the time 

of year, the following year groups and/or subjects will be prioritised: 
o Early Years 
o Key Stage 1 
o Key Stage 2, 3/4 then 5/6 
 

 The minimum number of staff needed to operate is: 
14 inc. First Aider and a Site Manager 

 Adequate teaching cover across all subjects and all levels is available so that teaching can 
continue following an increased sickness level 

 Staffing levels are managed in a staged approach as percentages of absence 
increase/decrease 

 If the school is unusable following a critical incident, an alternative workspace/temporary 
accommodation will be provided at/by Abbs Cross Secondary School, or Albany School. 

 If appropriate, transport arrangements for students to be taken to alternative 
workspace/temporary accommodation will be provided by Abbs Cross Secondary School, 
Hornchurch High School. 

 Sufficient staff are trained in the use of Google to continue teaching the curriculum to 
student following school closure 

 All relevant staff (HT, DHT, Office Manager, Site Manager, Cleaner, AHT, KS1 Manager) 
have been familiarised with the location of the mains switches and valves for electricity, 
gas and water. (gas and electricity are located in the Site Manager’s office, water by the 
school entrance.) 

 All information is regularly backed up and a backup of key data is taken off site (i.e. at the 
end of each working day or at least weekly). 

 A list of emergency contacts has been created and a copy is held off-site in a secure 
location at Katherine Hart’s house. 

 All critical documents have been identified and are adequately protected. 
 Copies of critical records are held at a separate location at Site Manager home / SIMs 
 Key equipment has been identified as the following: 

1. Admin and Curriculum networks 
2. Current school registers 
3. Paper –based inventory (currently being transferred to SIMs over time)  
4. Personal medical equipment for staff and pupils. (Health Care Plan) 
5. Staff personnel files.   

 In the event of loss/failure of the above key equipment they will be catered for by: 
1. Borough ICT services / LIFE (Tom Garet) 
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2. Purchase new by Office Manager, however as part of our standard practice these are 
taken out during evacuation of the school.   

3. Parents 
4. Teachers own records 

 An inventory of equipment is updated monthly by Site Manager/Office Manager (This is 
being transferred to SIMs) 

 Critical IT systems are: 
o Admin and Curriculum networks - servers 

 Vital computer information are stored at a safe location off-site at Frances Bardsley 
Academy 

 Key suppliers are: 
o ABACUS providing before and after school care 
o Caterlink providing school meals 
o Schools fruit scheme providing Fruit for KS1 
o School milk service providing milk for KS1 
o and alternative sources have been identified as: 
o Guardian Security providing backup key services 
o BB Grounds Care providing grounds cover 
o LIFE providing ICT backup for Curriculum Network 
o LIFE providing ICT backup for the Admin Network 
 

 Contact list of suppliers is regularly updated by Louise Anderson. 
 Risks from the surrounding area and businesses have been identified/considered and they 

are: 
o Residential / parking implications / transport 

 A copy of the insurance company’s details and policy is held both on and off site at LIFE 
Education Trust  

 Insurance is provided by Zurich and in the case of an emergency LIFE Education Trust 
should be contacted 

 If the kitchens are taken out of use alternative arrangements to provide meals will be 
arranged by Caterlink for consumption on the Premises. 
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APPENDICES - Parents Annual Closure Procedure Letter 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Mrs K. Hart BSc (Hons) 
 
Dear Parent/Carer, 

 
On rare occasions it may be necessary to close the school without prior notice. Should this 
decision be made, the following will apply: 

 
1. Parents/carers will be contacted to collect pupils. 
2. Pupils will be provided with copy of the School Closure letter.  
3. Children of a reasonable age that are ordinarily allowed to travel home will do so. 
4. Pupils whose parent/carers cannot be informed or cannot look after them will 

remain under adult supervision at Abbs Cross Secondary School.  Messages will be 
left with parents and at the school gates as to where pupils have been taken. 

5. We will ensure pupils who reside outside of Havering have a safe passage home or 
arrange to hold them as above. 

 
Any indication as to when the school will re-open will be provided. Please check the 
Benhurst  website (www.benhurst.havering.sch.uk) and Twitter (@BenhurstPrimary). We 
will also send a text message to parents. 

 
We need to have up to date contact details for you and if these have changed in the last 
year, please provide us with updated information. 

 
Thank you for your co-operation. 

 
Yours sincerely, 
 
 
Mrs K Hart 
Head teacher. 
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APPENDICES - Emergency Evacuation Letter to Parents 
 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Mrs K. Hart BSc (Hons)  
 
Dear Parent/Carer, 

 
 

Due to a major emergency in the school it has been necessary to evacuate the building. 
Following discussion with the Emergency Services and the Local Authority, the decision to 
close the school and send all pupils home has been made. 

 
As yet there is no indication as to when the school will reopen. Please check the Benhurst  
website (www.benhurst.havering.sch.uk) and Twitter (@BenhurstPrimary). We will also 
send a text message to parents. 

 
Please do not telephone or drive to the school. Telephone lines and access roads need to be 
kept clear for essential personnel 

 
Thank you for your co-operation. 

 
Yours sincerely, 

 
 
 
 

Mrs K Hart 
Head Teacher. 
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APPENDICES - School Closure Letter to Parents 
 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Mrs K Hart BSc (Hons) 
 

Dear Parent/Carer, 
 
 

Following discussion with the Senior Leadership Team and the Local Authority, the 
decision to close the school and send all pupils home. This is due to  

 
…………………………………………………………………………………………………………………………………………………………………… 

 
As yet there is no indication as to when the school will reopen. Please check for notices 
posted on the school gates, the Benhurst website (www.benhurst.havering.sch.uk) and 
Twitter (@BenhurstPrimary). We will also send a text message to parents. 

 
Thank you for your co-operation. 

 
Yours sincerely, 

 
 
 

Mrs K Hart 
Head Teacher 
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APPENDICES - Letter Informing Parents of Incident 

Benhurst Primary School 
Benhurst Avenue  
Elm Park 
Hornchurch  
Essex  
RM12 4QS 
Tel:   01708 450807 
Email:  office@benhurst.havering.sch.uk  
Website: www.benhurst.havering.sch.uk  
Twitter: @BenhurstPrimary 
 

Head teacher: Mrs K Hart BSc (Hons) 
 

Dear Parents/Carers, 
 

You may have heard/It is with sadness and regret that I have to inform you………(known 
facts of the incident) 

 
As a school community, we are all deeply affected by this tragedy.  I am sure that you will 
wish to join me and my staff in offering our condolences and sympathy to those 
affected/to………………(refer to individuals/families affected only where it is appropriate to 
release this information) 

 
I have now spoken to all pupils and staff in school about what has happened and you will 
need to be aware of the following arrangements that have been made: 
Details about: 

 school closure 
 changes to timings of school day 
 transport 
 lunch time arrangements 
 changes to staffing 
 arrangements for specific classes/year groups 
 counselling  
 provision of further information as relevant 
 (If appropriate, advice about media contacts) 

 
I think it is very important that we all take the time to talk with, and reassure children 
about what has happened. This is likely to be a very difficult time for us as a school 
community and we will all need to support each other. 

 
We appreciate the expressions of concern we have received, however it would be helpful if 
parents did not telephone the school during this time so we can keep phones and staff 
free to manage the situation. 
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Yours sincerely, 
 
 
 
 
Mrs K Hart 
Head Teacher 
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Staff Cascade Contact list (previously known as the telephone tree)  

(Groupcall is used to send generic texts and updates to staff) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Katherine 
Hart 

SLT Teaching staff 
(including PPA) 

Support staff  
(including HLTA/TA/Office/MDAs) 

External companies who 
run clubs at Benhurst 

Khush 
Bains 

Dean 
Jeffreys Governors 

Private lettings 
(ABACUS, evening/weekend lettings etc) 

Contractors & 
Caterlink 
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Action Cards 
Emergency Response Action Card: Incident Manager 

When Alerted 
Attempt to clarify what has happened

Name of caller and telephone number they can be contacted on 
Nature of the incident, what has happened? 
To whom? 
Where? 
When? 
Numbers of those injured or affected 
Location of those affected 
Whether there is still a continuing danger or not 
What has happened since? 
Which emergency services are involved? 

Contact Emergency Services    999 
If evacuated, oversee evacuation procedure to ensure all staff/students exit building 
appropriately to the assembly point and report any missing persons to the emergency 
services 
Start a written log of all information received relayed and actions taken (see Incident Log 
Form). 
Alert the LA and determine who else needs to be informed of the incident (e.g. Chair of 
Governors). 
Assemble Incident Response Team.  

During non-school hours, arrange for the school premises to be opened up if necessary. 

Arrange initial staff/team briefing.  

Continuing the response 

Continue to collate incident updates and all relevant information. 

Ensure that all decisions are communicated to relevant internal and external parties. 
Arrange further regular staff briefings as appropriate. 
If given the ‘all clear’ from emergency services following an evacuation, instruct 
staff/students to re-enter the building 

 Longer Term  
Give people the opportunity to talk about their experiences. 
Conduct a debrief meeting. 
Monitor staff and pupils informally. 
Ensure that there are procedures in place for referring people to relevant agencies for 
further support. 
Continue to keep a record of continuing issues and actions. 

Advise any new staff of what has happened and potential effects so that they can be aware. 
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Emergency Response Action Card: Deputy Incident Manager 

When Alerted  
Start a written log of all information received, relayed and actions taken (see Incident Log 
Form).  
Assist the Incident Manager in alerting colleagues and establishing the Incident Response 
Team.  

Help to alert all other staff of the incident. 

Continuing the response 

Ensure that all staff are aware of each other’s incident response role & responsibilities. 

Assist the Incident Manager as required. 

Help to keep all staff regularly updated. 

Organise a staff roster and ensure that staff breaks are scheduled. 

Monitor staff responses and arrange support where necessary. 
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Emergency Response Action Card: Administrators 
When Alerted 
Start incident log of information received, relayed and actions taken (see: Incident Log 
Form). 

If evacuated, grab ‘Emergency Pack’ and visitors signing in book and go to Assembly Point. 

At the School 
Allocate telephone numbers for incoming calls: 
Parents Enquiries  
Media Enquiries 
External responding agencies 
Local Authority/School Governors 
 
And designate phones for outgoing lines. 
If evacuated, provide all class registers to teachers at assembly point and report to the 
Head/Deputy at the assembly point of any issues 

Ensure that staff are aware of designated telephone numbers used above.  

Ensure that there is a stock of blank log sheets. 

Collate relevant information e.g. parent/next of kin contact details. 
Log all incoming and outgoing calls and ensure that messages and notes are passed to the 
Incident Manager and relevant staff promptly. Note: 
Date and time of call 
Name of caller/person called 
Organisation   
Message 
Response  
Action Taken  
Maintain a record of any costs incurred, for example, extra staff hours, refreshments, 
transport. 

Assist in recording details of visitors to the site and in providing means of identification.  

Assist the Incident Response Team as directed. 

After the Event 

Ensure all Incident Log forms are collated to Master log form to be used at Debriefing 
meeting. 
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Emergency Response Action Card: Parents Liaison Officer(s) 

When Alerted 

Start an incident log of information received, relayed and actions taken (see Incident Log 
Form). 

At the School  

Obtain briefing by Incident Manager and agree information/briefing, possibly a prepared 
text, so that a consistent message is given out to all callers. 

Confirm contact details and be ready to act as first point of contact for incoming 
enquiries. 
Where appropriate, obtain and offer further contact numbers for support and additional 
information. 
Ensure that all incoming and outgoing calls are logged. Details to include: 

Name of caller/person called 
Time and date 
Message received/given 
Response  
Further action taken. 

Arrange a Meeting/Greeting Point on site for any parents & relatives visiting the school.  

Ensure that the names of all visitors are recorded. 
Make arrangements to ensure that parents/relatives are not left alone on site. 

Consider the need for additional support for visiting parents & relatives, for example, tea & 
coffee, School Clergy.  
Where appropriate and if families give their consent, offer the contact numbers of other 
families involved in the crisis. 
(Wherever possible, parents of all other children in the school should be warned that the 
school has experienced a crisis and that their child may be upset.) 

Attend staff briefings and ensure that all information and briefings are updated regularly. 
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Emergency Response Card: Facilities Manager 
 Actions  
Start incident log of all information received, relayed and actions taken (see Incident Log 
Form). 
Check access and egress for visiting parents and consider any special instructions which 
may need to be communicated. 
Liaise with the Incident Manager and Communications Officer to ensure that media are not 
being intrusive.  
Arrange a specific area for media briefings/visitors. Ensure there is sufficient 
segregation.  

If necessary, collate plans of school premises and relevant information regarding utilities. 

Ensure that all staff and visitors are wearing correct identification throughout their visit.  
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Emergency Response Action Card: Communications Officer 
Actions 

Start log of all information received, relayed and actions taken (see Incident Log Form). 

Liaise with the Local Authority’s Strategy & Communications Team and Incident Manager to 
agree media strategy. 

Ensure that all relevant parties are aware of your contact details and provide first point of 
contact for all media enquiries. 
Make arrangements for regular internal communication to members of staff.  

Prepare briefing notes and media statements in conjunction with the Local Authority’s 
Strategy & Communications Team and Incident Manager.  
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Incident Log 
INCIDENT LOG FOR Benhurst Primary School 
 
Incident: 
 
 
Location: 
 
Date:                Time: 
 
Completed by: 
Name:                         Role: 
 
 
Date: Time: Event Action Taken: 
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Incident Evaluation Form 
 

School Name: Date of 
incident: 

Brief description of incident: 
  
 

 

 

Incident deemed critical:        Yes/No School closed:     Yes/No 

Incident log(s) completed:      Yes /No LA contacted:       Yes/No                
 

Name of LA contact:  Position: 
 

Action taken by school: 
 
 

 

 

Description of any external support accessed: 
 
 

 

 

What worked well?: 
 
 

 

 

Areas of Improvement identified: 
 
 

 

 

Further Action to be taken: 

 

 

 

Completed by: 
 

Position: Date: 
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Distribution List 
 
ENSURE THAT EVERYONE WHO HAS A COPY OF THE EMERGENCY PLAN IS ADVISED OF 
UPDATES AND AMENDMENTS 
 
NO. NAME DESIGNATION ADDRESS DATE 
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Emergency Plan Update Form  
 
Schools/Centres are advised to update the master plan document and record amendments on 
the sheet ‘Record of Amendments. Each time an amendment is required it is advised to complete 
the details below 
 

 
 
Contact Name………………………………..  Tel No./Extension………………… 
 
 
SECTIONS REQUIRING AMENDMENTS: 

 
REASON FOR UPDATE: 
 
 
 
 
 
 
REVISED INFORMATION: (List below: add separate sheet if required) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Signature…………………………………………    Date:……………………. 
 
 

 



G:\My Drive\LOCAL GOVERNING BODY\202021\7th July 2021\Item 10(a) - Emergency Plan - June 2021.doc 46

 
DO NOT USE ORIGINAL COPY 
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PLEASE PHOTOCOPY THIS FORM 
 

Record of Amendments 
 

Amendment 
Number 

What Was Inserted? Inserted By 
Date of 

Amendment/Insert
ion 

1 Staffing Changes Katherine Hart June 2014 

2 Contact numbers updated Katherine Hart June 2014 

3 Staff Telephone Tree updated Katherine Hart June 2014 

4 Benhurst Website/Twitter added to 
letters Katherine Hart June 2014 

5 New SIP added Katherine Hart June 2014 

6 Staffing Changes Katherine Hart February 2016 

7 Contact numbers updated Katherine Hart February 2016 

8 Staff Telephone Tree updated Katherine Hart February 2016 

9 Staffing Changes Katherine Hart March 2017 

10 Contact numbers updated Katherine Hart March 2017 

11 Staff Telephone Tree updated Katherine Hart March 2017 

12 Staffing Changes Katherine Hart March 2018 

13 Contact numbers updated Katherine Hart March 2018 

14 Staff Telephone Tree updated Katherine Hart March 2018 

15 Staffing Changes Katherine Hart August 2019 

16 Contact numbers updated Katherine Hart August 2019 

17 Staff Telephone Tree updated Katherine Hart August 2019 

18 Contact numbers updated Katherine Hart June 2020 

19    

20    

21    

22    

23    

24    

25    

 
 
 



 
 
The object of letting (hire of) school premises is to establish the school as a resource of and the ‘hub’ of the 
community. This in turn will encourage greater community cohesion and facilitate more vibrant, safer and stronger 
communities. 
 
The school should not be let at a financial loss. Governing bodies can cross subsidise lettings by charging different 
amounts for different purposes however, delegated budgets must not be used to subsidise non-school activities. 
 
The Governing body has devolved the responsibility for agreeing all school lettings to the Head teacher. 
 
Types of Lettings 
Single lettings are those where an individual or organisation wishes to hire facilities on a one off basis, these 
lettings should still be subject to a formal lettings agreement and follow the same principles as a continuous 
letting. Continuous lettings are those that run for a number of weeks or terms.  
 
Letting Agreement 
All lettings (even those where no charge is made) must be subject to a letting agreement and must be signed by 
both the school and the hirer. A letting is confirmed as accepted when a signed letting agreement is in place. Any 
amendments to an agreement will require a new agreement form to be signed. 
 
Equal Opportunities 
School premises must not be let to any individual, group or organisation that does not subscribe and adhere to the 
schools statement on equal opportunities. 
 
Political Use 
School premises will not be let for political use; the only exception to this is as a polling station. 
 
Legal Use 
It is the responsibility of the person letting the premises (hirer) to ensure the premises will not be used for any 
purpose which may be deemed contrary to English law. The school is a community building and the hirer will be held 
responsible for noise levels and guest behaviour which must not offend other users or local residents. 
 
Named Individual 
The hirer must provide the school with a named individual who the school can contact in the case of an emergency. 
This person must be on the premises for the full duration of the letting. 
 
Safety 
During the period of the letting the hirer’s named individual will be responsible for following the conditions of 
booking and ensuring the safety of those using the premises. The named individual will have the responsibility for 

Benhurst Primary School  
Policy Statement 

 
‘Only my best is good enough for me’ 

Policy   Lettings
Implementation Date  September 2021
Review Date July 2022



complying with School Health & Safety Policy (a copy is available on the school website and made available on 
request to hirer) and any other instructions or guidance provided by the Head Teacher. 
  
The school will provide the hirer with the name and phone number of school contacts in the case of an emergency.  
A member of school staff will be responsible for showing the hirer’s named individual how to raise the alarm in an 
emergency, this will include location of appropriate fire exits, fire extinguishers and evacuation area. 
 
The maximum capacity of the main hall is 100, the dining hall 50 and a standard size classroom 30. These must not 
be exceeded. 
 
No equipment can be brought on to the site without the prior approval of the head teacher, electrical equipment 
will also require a PAT testing certificate. Smoking, drugs & gambling are not appropriate activities on school 
premises. Alcohol cannot be sold unless the hirer has a licence agreement and a copy given to the school in advance 
of the letting. Where alcohol is consumed without being sold, the school expects the hirer to ensure this is not to 
excess and noise levels and guest’s behaviour does not offend other users or local residents.  
  
Access to the school car park should be limited especially if young children are on site. In some instances, the KS2 
playground can be used to park cars. Please liaise with the Site Manager should this be required. 
 
Risk Assessments 
The hirer will be responsible for ensuring compliance with any school provided risk assessments.  Where 
appropriate the hirer will be responsible for undertaking their own risk assessments for specific activities and 
providing their own first aider. The school’s cooking facilities must not be used unless prior permission has been 
obtained from the Site Manager. 
 
Insurance 
The school does not provide hirers with public liability insurance against personal injury, accident, loss or damage 
to property. The hirer must provide evidence to the head teacher that they have adequate insurance cover in place 
before a letting can be agreed.  
 
Charges 
Charges will be set out in the letting agreement between the school and hirer, the governing body will periodically 
review these charges, giving the hirer at least one half terms notice of any changes in fees or conditions of hire. 
Charges are detailed within this policy and must be paid in advance. 
 
Damage 
The hirer will be responsible for the cost of any damage to school premises or equipment, school staff have free 
access to all parts of the school site during lettings to check hirers are acting in a responsible manner. 
 
Cleaning/Security 
Any costs for cleaning or providing building security will be detailed in the letting agreement, where such costs are 
not identified, responsibility for cleaning and security will be the responsibility of the hirer. School site staff will 
be responsible for opening and closing the school unless alternative arrangements have been agreed with the Head 
Teacher, 
 
Cancellation & Complaints 
The school (through the powers designated to the Head teacher) has the right to cancel any letting. The school will 
always look to provide reasonable notice of cancellation unless the hirer is in breach of the letting agreement, upon 
which cancellation will take immediate effect. Where the hirer has a complaint the schools standard complaints 
policy and process will apply, if the school has a complaint about the hirer, in the first instance the Head Teacher 



will raise this with the named person, if the complaint is not resolved it will be escalated to the governing body to 
decide on the appropriate action for the school to take. 
 
The hirer is asked to give at least 10 calendar days’ notice of a cancellation. For cancellations the following charges 
will apply. 
- Cancellation less than 1 working day will still be liable for the full amount 
- 1-2 working days’ notice will be refunded 25%, 
- 2-4 working days’ notice will be refunded 50% 
- 5 working days will be refunded 75% 
- There will be no charge for a cancellation given with 6 days notice or more. 
 
Declaration of Interest 
Any members of school staff or governors having connection with a letting must formally declare this; declarations 
should be formally minuted at the appropriate meeting. 
  
Other documents you should also refer to/make available to hirer: 
Booking Application Form & Booking Procedures Checklist (school & hirer) 
Summary Conditions of Booking (for hirers) 
Lettings Agreement (school & hirer) 
Health & Safety Policy, School Complaints Policy, Equal Opportunities Policy (available to hirer on request) 
Permission to use school site 
Charges Policy/Rates 
Relevant Risk Assessments & Emergency Procedures (school & hirer) 
Copy of Public Liability Insurance (from hirer)  
 

 General Charges – subject to Head teacher’s discretion  
Charges are inclusive of setting up and clearing away.  
 

When Hall Field Per classroom 
Monday - Friday £30 per hour  

 
Current children from 
Benhurst attending only - 
£15 per hour 

£30 per hour  
 
Current children from 
Benhurst attending only - 
£15 per hour 

£30 per hour  
 
Current children from 
Benhurst attending only - 
£15 per hour 

Saturday £30 per hour £30 per hour £30 per hour for the first 
classroom 
£10 per hour for additional 
classrooms 

Sunday £40 per hour £40 per hour £40 per hour for the first 
classroom 
£15 per hour for additional 
classrooms 

 
Friends of Benhurst (School PTA) 
A separate charging policy is applied to FOB in recognition of the social and financial support they offer the school 
throughout the year.  
 
Hiring of the school building before 6pm during term time – No charge 
Hiring of the school building after 6pm during term time - £10 per hour 
Hiring of the school building during holidays or weekends – £10 per hour 
 



ABACUS (After school/breakfast club) 
A separate charging policy is applied to after school/breakfast club in support of the Extended Schools Programme. 
The hourly rate for 2021-2022 is set at £15.  
 
Clubs which the school take on and pay for through the PE and Sport Premium 
Not subject to hire charges during normal opening hours in the school holidays in recognition of the improvements to 
the quality of PE and sport Benhurst offers.  Clubs that include non-Benhurst children will incur a hire charge as 
shown above. 



 
The Governors welcome applications for places for children whose parents wish them to be educated at Benhurst 
Primary School. Where the number of applications for admission is greater that the published admission number, 
applications will be considered against the criteria set out below. After the admission of pupils with Education Health 
and Care Plans where Benhurst is the named school, the oversubscription criteria will be applied in the order in which 
they are set out below.  
 
 
Definitions 
Sibling 
A brother or sister (that is, another child of the same parents, whether living at the same address or not), or half-
brother or sister or a step-brother or sister or an adoptive or foster sibling, living as part of the same family unit at 
the same home address.  
 
Child 
Anyone under the age of 18. 

 
Children Looked After (previously Looked After Children):  
A 'looked after child' is a child who is (a) in the care of a local authority, or (b) being provided with accommodation 
by a local authority in the exercise of their social services functions (see the definition in Section 22(1) of the 
Children Act 1989) at the time of making an application to a school.  
 
A child is regarded as having been in state care outside of England if they were in the care of or were accommodated 
by a public authority, a religious organisation, or any other provider of care whose sole or main purpose is to benefit 
society.  
 
Adoption includes children who were adopted under the Adoption Act 1976 (see Section 12 adoption orders) and 
children who were adopted under the Adoption and Children Act 2002 (see Section 46 adoption orders). 
 
Child arrangements orders are defined in Section 8 of the Children Act 1989, as amended by Section 12 of the 
Children and Families Act 2014. Child arrangements orders replace residence orders and any residence order in force 
prior to 22 April 2014 is deemed to be a child arrangements order.   
 
Children of staff 
Where the member of staff has been employed at the school for two or more years at the time at which the 
application for admission to the school is made, and/or the member of staff is recruited to fill a vacant post for 
which there is a demonstrable skill shortage.  

 
 

Policy and number for entry into Year R 
Benhurst Primary School provides a 4 to 11 education. Children will be admitted at age 4 without reference to 
aptitude or ability. The number of intended admissions for the year commencing the 1 September 2022 will be 60. 
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Applying For a Place- Cohort Applications  
You must make an application to the Local Authority for your child to attend Benhurst Primary School. The Governors 
recommend that parents/carers read the current Havering Co-ordinated Admissions Arrangements, available to 
download from the Infant/Primary section of the Havering website www.havering.gov.uk/admissions before 
completing any application.  
Oversubscription for entry in Year R 
Where applications for admission exceed the number of places available, the following criteria will be applied, in the 
order set out below, to decide which children to admit. 
 

1) Looked after children and all children who were adopted (or subject to child arrangements orders or special 
guardianship orders) immediately following having been looked after, including those children who appear (to 
the admission authority) to have been in state care outside of England and ceased to be in state care as a 
result of being adopted. 

2) Children of staff at the school. 
3) Siblings on roll in September 2021. 
4) Children living nearest the school as measured by the agreed local authority measuring system.   

 
 
Home Address 
The home address excludes any business, relatives or childminder’s address and must be the child’s normal place of 
residence. Where the child is subject to a child arrangements order and that order stipulates that the child will live 
with one parent/carer more than the other, the address to be used will be the one where the child is expected to 
live for the majority of the time. For other children, the address to be used will be the address where the child lives 
the majority of the time. In other cases, where the child spends an equal time between their parents/carers, it will 
be up to the parent/carers to agree which address to use. Where a child spends their time equally between their 
parents/carers and they cannot agree on who should make the application, we will accept an application from the 
parent/carer who is registered for child benefit. If neither parent is registered for child benefit, we will accept the 
application from the parent/carer whose address is registered with the child’s current school or nursery. 
 
Benhurst Primary School will not generally accept a temporary address if the main carer of the child still possesses a 
property that has previously been used as a home address, nor will we accept a temporary address if we believe it has 
been used solely or mainly to obtain a school place when an alternative address is still available to that child. 
 
The address to be used for the initial allocation of places will be the child’s address at the closing date for 
application. Changes of address may be considered in accordance with Havering’s coordinated scheme if there are 
exceptional reasons behind the change. Any offer of a place on the basis of address is conditional upon the child 
living at the appropriate address on the relevant date. Applicants have a responsibility to notify the school and the 
Havering School Admissions Team of any change of address and must provide verification of the new address 
immediately. This should be supported by evidence from a solicitor regarding the date of exchange of contracts if 
parents/carers are purchasing a new home or the signed tenancy agreement if they are renting a property. The 
length of a tenancy agreement from the letting agent should be sufficient to cover the date on which their child 
would start attending the School. 

 
If a parent/carer is found to have used a false address or deliberately provided misleading information to obtain a 
School place, the offer will be withdrawn (or if before the allocation of places, the application will be cancelled).  
 
 
 
 
 



 
 
 
 
 
 
 
 
 
Waiting Lists:   
These are administered by the local authority. 
 
In the event that parents/carers are offered a lower preference School Havering will automatically place children on 
a waiting list for higher preference Schools. The child’s name will automatically remain on the waiting list for the 
Autumn Term (September to December) unless a parent advises the School Admissions Team to remove them from 
the list/s.  
 
The Havering School Admissions Team holds and maintains the waiting lists for all schools in Havering. 
 
Havering are not responsible for waiting lists for Schools located outside of Havering. Parents/carers should contact 
the individual School concerned or the Schools Local Authority to ask about waiting list procedures. 
 
Priority cannot be given to children based on the date that their application was received or their name was added to 
the waiting list. Waiting lists are re-ranked in accordance with the School’s published admission criteria each time a 
child’s name is added to the waiting list.  
 
A child’s position on the waiting list can move up as well as down.  
 
 
In Year Admissions  
For all In Year Admissions, please read the Havering “Finding a School Place” booklet, which is available to download 
from: www.havering.gov.uk/admissions  
 
All parents must complete an In Year Common Application Form (ICAF) application, which is available to download 
from: www.havering.gov.uk/admissions/ICAF. 
  
 
Tie Break  
Proximity to the school will first be applied if the school is oversubscribed in any criteria (apart from the criteria 
applying to Looked After Children/Previously Looked After Children) with those living closest to the school. Distance 
will be measured from the centre of the child’s home to the centre of the school. 
  
Random allocation will be used as a tie-break to decide who has highest priority for admission if the distance 
between a child’s home and the school is the same in any individual case.   
  
If children of multiple birth (twins and triplets) are tied for the final place, those siblings will be admitted over PAN. 
 
 
Deferred entry for infants 
In recognition that some parents will feel that their child is not ready to start school in the September after their 
child turns four, parents can request that their child attends part time until they reach statutory school age or that 
the date their child is admitted to school is deferred until later in the same academic year, but not beyond the start 



of the summer term of the academic year for which a place has been offered. In addition, parents of summer born 
children (those born between 1 April and 31 August) can request for their child to be admitted to reception a year 
later outside of their chronological year group, thereby starting school only once they reach statutory school age. 
This does not apply to children born in the autumn and spring as these children must legally be in school full time in 
the term after they turn five years old (Further information is provided below). 
 
 
 
 
Admission of children outside their normal age group  
Applicants may choose to seek a place outside their child’s chronological (correct) year group. Decisions will be made 
on the basis of the circumstances of each case and what is in the best interests of the child concerned.  
 
 Applicants who are applying for their child to have a decelerated entry to school, i.e. to start later than other 
children in their chronological age group, must initially apply for a school place in accordance with the deadlines that 
apply for their child’s chronological age. If it is agreed for the child to have a decelerated entry to Benhurst Primary 
school the place cannot be deferred and instead the Local Authority will be informed of the decision and the 
application will be cancelled. The applicant will be invited to apply again in the following year for the decelerated 
cohort.  
 
 Applicants who are applying for their child to have an accelerated entry to school, i.e. to start earlier than other 
children in their chronological age group, must initially apply for a school place at the same time that other families 
are applying for that cohort. If it is agreed for the child to have an accelerated entry to Benhurst Primary school, 
the application will be processed. If it is not agreed for the child to have an accelerated entry to the school, the 
Local Authority will be informed of the decision and the application will be cancelled. The applicant will be invited to 
apply again in the following year for the correct cohort.  
 
Applicants must state clearly why they feel admission to a different year group is in the child's best interest and 
provide what evidence they have to support this. 
 
 
Appeals 
All applicants refused a place have a right of appeal to an independent appeal panel constituted and operated in 
accordance with the School Admission Appeals Code. Applicants are only able to appeal once each academic year, 
unless there is a significant change in circumstance. 
 
For information on how to appeal appellants should contact the school within 20 days of being notified that their 
application has been unsuccessful. Information on the timetable for the appeals process is on each school’s website. 
 
 
Admissions Advice 
If, after having read the following documents, you have any queries about applying for a place at Benhurst Primary 
School, please contact Mrs Bastin 01708 450807 or via e mail at: office@benhurst.havering.sch.uk or at the main 
school office.  
 
The London Borough of Havering Admissions team can be contacted at schooladmissions@havering.gov.uk or on 01708 
434600 or by post to Admissions Team c/o Town Hall, Main Road, Romford, Essex RM1 3BD.  
 
Please pay particular attention to the various deadlines detailed throughout the documents.   



  
Introduction 
Personal, social and health education (PSHE) and citizenship enables children to become healthy, 
independent and responsible members of a diverse multi-cultural society. According to the 
Education Act 2002 and the Academies Act 2020, the PSHE curriculum should be a balanced and 
broadly-based curriculum which ‘promotes the spiritual, moral, cultural, mental and physical 
development of pupils at the school and society and prepares pupils at the school for opportunities, 
responsibilities and experiences of later life.’ 
  
Aims 
We use a PSHE Programme- 3D PSHE- in which pupils develop the knowledge, skills and attributes 
needed to keep themselves healthy and safe. 
There are three underlying core themes which there is broad overlap and flexibility: 

1. Health and Wellbeing 
2. Relationships 
3. Living in the Wider World 

The aims of personal, social and health education and citizenship are to enable the children to: 
 Know and understand what constitutes a healthy lifestyle 
 Be aware of risk and safety issues 
 Understand and develop good relationships with others 
 Have respect for others 
 Be independent and responsible members of a diverse community 
 Develop an awareness and strategies for managing emotions 
 Understand the process of change and growth 
 Develop self-esteem and make informed choices regarding personal and social issues 

  
Teaching and Learning Styles 
At Benhurst, we follow the 3D PSHE Programme. Pupils are encouraged to participate in a variety of 
activities, enabling them to make significant contributions to both life in school and within the 
wider community. This allows them to become aware of their skills and talents, develop self-worth, 
learn to work collaboratively and take greater responsibility for their own learning. In doing so, 
they are able to reflect and evaluate on how they are making progress. The 3D Programme provides 
pupils with the means to handle many of the social, cultural, spiritual, physical and moral issues that 
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occur throughout life. Our teaching helps pupils to develop and demonstrate skills and attitudes 
that will allow them to participate fully, and contribute positively to life in modern Britain.  
 
We use a range of teaching and learning styles. We place an emphasis on active learning by including 
the children in discussions, investigations and problem-solving activities. We organise classes in a 
way that pupils are able to participate in discussion to resolve conflict and maintain positive 
relationships. At Benhurst, we use VoteforSchools to support our PSHE delivery. VoteforSchools 
enables children to engage in different topical discussions, develop opinions and understand the 
principles of democracy. All classes have regular Circle Time to share thoughts and explore feelings 
and issues. We encourage children to take part in a range of practical activities that promote active 
citizenship e.g. sustainable travel, Pupil Voice, recycling and liaison with the local church and library.  
 
The Role of the Community 
We encourage other valued members of the community to work with us to enrich and support our 
PSHE curriculum. Children are given the opportunity to hear visiting speakers and representatives 
from the community, whom we invite to talk about their role in creating a positive and supportive 
local environment.  
 
Relationships and Sex Education 
Please see the separate Life Education Trust RSE policy.  
 
Confidentiality 
Teachers conduct PSHE lessons in a sensitive manner and in confidence. However, if a child makes a 
reference to being involved, or likely to be involved in concerning activity, then the teacher will take 
the matter seriously and deal with it as a matter of child safeguarding. Teachers will respond in a 
similar way if a child indicates that they may have been a victim of abuse. In these circumstances 
the teacher will talk to the child as a matter of urgency. If the teacher has concerns, they will 
draw their concerns to the attention of the Headteacher. The Headteacher will then deal with the 
matter in consultation with health care professionals (see also Safeguarding Policy.) 
 
The role of the Headteacher  
It is the Head teacher’s responsibility to ensure that members of staff are given sufficient 
training, so that they can teach PSHE effectively and handle any difficult issues with sensitivity. 
The Headteacher liaises with external agencies where appropriate, and ensures that all adults who 
work with children on these issues are aware of the school policy, and that they work within this 
framework. The Headteacher monitors this policy on a regular basis and reports to governors, when 
requested, on the effectiveness of the policy. 
 



Go to Governor portal, link above
Click on your school and then enter your password
You will see 3 icons:

Agendas & Papers - by clicking on this icon you will see all documents
filed by date
General Info - by clicking on this icon you will see all policy and
education information documents
Governor Training - by clicking on this icon you will have access to all
Governor Training Sessions

You will be required to upload your agenda packs + any other documents
(pdf only and correctly named) to the helpdesk exactly ONE WEEK before
your LGB meeting. When uploading to the helpdesk please include a note
to the IT team that your documents need to be uploaded that day as a
PRIORITY.

Instructions

Governor Portal
 Benhurst Primary School

Visit: www.lifeeducationtrust.com/governors-area
Password: Pa$$BPS

https://lifeeducationtrust.com/governors-area/


 

 

 

 

 

 

 

 

 

 

 

 

Log in to: 

https://lifeeducationtrust.com/governors‐area/ 

Click on Benhurst logo and enter password. 

 

 

 

 

 

 

For Benhurst LGB papers click on ‘Agenda and Papers’ 
tab.  There will only be Benhurst LGB agenda papers 
under this tab 

For general governance information click on ‘General 
Info’ tab 

For training, click on ‘Training and Development’.  
There are links to either internal or external training. 

 

 

 

 

 

To select a particular set of LGB papers, click on the 
yellow file tab. 

 

 

 

 

 

 

 

Click on the specific meeting you are looking for to 
open up the PDF containing all associated documents. 
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