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1. Recommendations

1.1 The Education, Children and Families Committee is asked to:

1.1.1 Approve the updated Devolved School Management Scheme (Appendix 1)

Amanda Hatton
Executive Director of Education and Children’s Services
Contact: Lorna French, Acting Head of Schools and Lifelong Learning

E-mail: lorna.french@edinburgh.gov.uk]
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Report

Update of Devolved School Management Scheme

Executive Summary

21

2.2

A short life working group was set up to review and update our Devolved School
Management (DSM) Scheme in line with new national guidance.

Committee is asked to note the review and approve the Scheme (Appendix 1) for
publication.

Background

3.2

3.3

In June 2019 the Scottish Government published new national guidelines on DSM
Schemes along with a Framework document to allow Local Authorities to publish
their schemes in a standard format for consistency and to allow for easier
benchmarking. Local Authorities have been asked to publish their updated
Schemes on their public facing websites by April 2022.

DSM was introduced in 1993 to enhance and improve the management of
resources at school level. The DSM guidelines have been reviewed nationally
several times over the years. This most recent review seeks to build and improve
on the DSM Guidelines of 2012 and, critically, reflect and integrate with the
Education Reform Programme and priorities emerging from the Scottish
Government and COSLA Education Reform Joint Agreement of June 2018.

In particular, management of finance in schools is expected to comply with both the
principles of Best Value and the concept of the Empowered System.

Main report

4.1

4.2

A short life working group was set up from April — June 2021 to review and update
our Devolved School Management Scheme in line with new national guidance. This
group regularly updated to the Empowered Edinburgh Finance Board on the
progress of the review.

The group consisted of Head Teacher and Business Manager representatives, a
Professional Association (EIS) representative, and central officers from Schools &
Lifelong Learning, Finance, Procurement, and Human Resources.
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4.3

The majority of the existing DSM scheme was agreed as fit for purpose and
required little updating. Headteachers and Business Managers already had
permission to carry forward underspent budgets and an Empowerment Finance
Board had been set up in 2018 to give Headteachers and Business Managers
greater input into decision making. The focus of this review, therefore, was to
reformat the scheme into the new national framework document and to make minor
adjustments to sections of the scheme as follows:

4.3.1 Secondary Head Teachers given more flexibility over their management
structures, bringing them into line with arrangements in the primary sector

4.3.2 Improvements made to training provision on finance and resources
management for Head Teachers and Business Managers

4.3.3 Addition of guidance around school Finance Committees

4.3.4 Addition of reference to Participatory Budgeting (PB)

4.4  The reformatting of the Scheme into the new national framework has allowed for
information previously held in different documents to be pulled together into one
document.

5. Next Steps

5.1 Following approval of the DSM Scheme, all Local Authorities must publish their
schemes on their public facing websites. The deadline for this is April 2022.

5.2  Local Authorities have also been instructed to create a user-friendly summary also
to be published publicly online. It has been agreed through the ADES Resources
Network that Local Authorities representatives will work together on this to create a
uniform template for this summary.

6. Financial impact

6.1  There are no financial implications for the implementation of the revised Scheme.
The revised Scheme and associated training are intended to support schools to
ensure financial efficiency and good practice.

7. Stakeholder/Community Impact

7.1 Various stakeholders have taken part in the review process. The scheme now
references participatory budgeting (PB) and consulting with pupils, parents and the
wider community. Ongoing training and support has been set up for school staff on
PB so that more schools can become involved.

7.2  There are no equalities, health and safety, governance, compliance or regulatory

implications arising from the decision requested in this paper.
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7.3

There are no environmental or carbon impacts arising from the decision requested
in this paper.

8. Background reading/external references

8.1  The Scottish Government DSM Guidelines and DSM Framework documents can be
found here: https://www.gov.scot/publications/devolved-school-management-
quidelines/documents/

8.2  There are no previous Committee Reports linked to this.

9. Appendices

9.1 Appendix1 DSM Scheme

9.2 Appendix 2 DSM Scheme Appendix A (Finance Manual)

9.3 Appendix 3 DSM Scheme Appendix B (Expected and Recommended Summary)

9.4 Appendix4 DSM Scheme Appendix C (School Finance Committees)
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1. INTRODUCTION

In Numbers: Our Schools and Pupils

As a successful growing city, our school population is increasing, and we are
investing in our schools to meet our future needs. We currently have 23 secondary
schools, 89 primary schools and 10 Special schools within our school estate. Being
a city council, our school estate is varied, encompassing city centre, suburban and
rural schools of varying size, building age, and deprivation indices. We have
denominational and non-denominational schools, a Gaelic medium primary school
and we will soon have a Gaelic medium secondary school.

Our schools sit within the Council’s Education & Children’s Services, alongside
centrally based teams that provide support to schools. (see section 4.14
Professional Support Teams)

The funding we receive from the Scottish Government closely links to pupil numbers,
teacher numbers and deprivation indices, and in turn the funding devolved to
individual schools for staffing and supplies also takes account of these factors.

Pupil no. Teacher FTE
Secondary 20,869 1,594
Primary 30,430 1,652
Special 659 157
Centrally Employed - 114
TOTAL 51,958 3,518

Source: September 2020 Annual School Census
FTE = Full Time Equivalent

Our school roll projections and methodology, can be found here:
https://www.edinburgh.gov.uk/school-places/school-roll-projections/1

Parental Involvement

We recognise the importance of parental involvement in pupils learning and school
life. Currently 114 of our 121 schools have an active Parent Council. Parent councils
help parents and carers to become involved in their children’s learning and provide a
voice for them.

The role of a parent council is to

e help the school in its work with pupils

« take account of the views of parents and discuss these with the head teacher
and the council

o take part in appointing promoted staff

e encourage links between the school, parents and carers, pupils, pre-school
groups and the community


https://www.edinburgh.gov.uk/school-places/school-roll-projections/1

e support the school in developing home and school partnerships
o make use of the skills, knowledge and experience that parents can offer.

More information can be found at https://www.edinburgh.gov.uk/parental-
engagement/parent-groups/2?documentld=11934&categoryld=20073 and
https://education.gov.scot/parentzone/getting-involved/parent-councils/about-parent-
councils/

Our Consultative Committee with Parents (CCwP) is a forum that gives
parents/carers from across the city the chance to discuss citywide and national
issues with members of our staff and other groups. The CCwP meets four times a
year. More information can be found at https://www.edinburgh.gov.uk/parental-
engagement/parent-groups/4

Devolved School Management National Overview

Devolved School Management was introduced in 1993 to enhance and improve the
management of resources at school level. The DSM guidance was reviewed in 2006,
and again in 2012, taking account of the changing economic and financial climate for
both Local Authorities and the Scottish Government. In June 2017 the Scottish
Government consulted on changes to DSM as part of the wider "Fair Funding to
Achieve Excellence and Equity in Education” consultation.

The updated national DSM guidelines, published in summer 2019, sought to build
and improve on the DSM Guidelines of 2012 and, critically, reflect and integrate with
the Education Reform Programme and priorities emerging from the Scottish
Government and COSLA Education Reform Joint Agreement of June 2018. These
Guidelines can be found here https://www.gov.scot/policies/schools/devolved-
school-management/

Principles of Devolved School Management

The updated DSM principles, agreed by the national Fair Funding Reference Group
and building on and enhancing the foundations and principles of the 2012 guidance,
are:

» Subsidiarity and Empowerment

+ Collaboration

» Accountability and Responsibility
+ Clarity and Equity
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These principles reflect the National Improvement Framework aims of excellence
through raising attainment and achieving equity. The principles also fully endorse
those proposed in the Fair Funding consultation:

+ support excellence and equity - ensuring every child and young person has

the same opportunity to succeed

* be fair - placing the needs of all children and young people at the centre
* be simple, transparent and predictable — ensuing the costs of delivering
education can be easily understood and explained and that schools are able

to manage and plan ahead with certainty

« deliver value for money — ensuring that every penny spent is used

effectively

2. BUDGET OVERVIEW

The distribution of the City of Edinburgh Council’'s Revenue Budget for Education is

summarised in the following table.

Education & Children’s Services

Corporate Services

Employee Costs (excluding Facilities
Management, Catering & Cleaning)

Employee Costs (Facilities
Management, Catering & Cleaning)

Transport Costs

Premises Costs

Supplies and Services

Transfer Payments

Income

Example Figures from 2020/21

In Financial Year 2020/21 the Education budget distribution to each directorate is:

Education & Children’s Services £340.7m
Corporate Services £86.3m
Total Education Budget £427.0m
Budgets devolved to Schools in financial year 2020/21 are:
Primary £114.6m
Secondary £103.3m
Special £18.1m
Pre-Primary £16.7m
Total Devolved Budget £252.7m




Full details of our devolved allocations (staffing and non-staffing) are contained
within our Finance Manual for schools (see Appendix A).



3. AREAS OF EXPENDITURE TO BE DEVOLVED

Whilst headteachers are given maximum flexibility over their budgets, there are
areas of expenditure that are generally not considered suitable for devolution. The
reasons for this may include, but are not limited to: areas outside the influence of a
headteacher; areas that are too bureaucratic; have unacceptable levels of risk;
benefit from economies of scale; require professional expertise; and complex by their
nature.

Areas identified as not suitable for devolving:

* Rentin relation to school premises

+ Capital expenditure, including PPP/PFI costs

» Property Insurance

* Non-Domestic Rates

+ Statutory Local Authority contracted work on managing the school estate

« Corporate support function costs for example Finance, HR, and Legal functions

+ School clothing grants

+ Education Maintenance Allowances

* Home to school pupil transport

* Premature retirement costs

* Local Authority Information Management Systems (SEEMIS)

+ School meals

+ Janitorial and cleaning staff costs

+ Central support services based within Schools and Lifelong Learning for example
Education Psychology, Quality Improvement teams, Additional Support for
Learning team and other centrally based support teams.

+ Waste collection

* Energy costs

+ Carbon charges

* Long terms sickness absence

« Family leave costs

* Music Instructors

« Centrally coordinated Visiting Specialist teachers

« Parent Council Expenditure




4. THE SCHEME IN DETAIL

This section covers the 9 key areas of our DSM Scheme, these are summarised in
the Expected and Recommended Summary (Appendix B).

4.1 Financial Regulations

Financial Regulations are an integral part of the stewardship of Council Funds.
Adhering to the Financial Regulations ensures that all financial transactions of the
Council are conducted in a manner which demonstrates openness, integrity and

transparency.

The DSM scheme formulae are driven by pupil rolls and demographic data
to promote the effective, efficient and transparent distribution of resources.

4.2 Best Value Principles

The statutory duty of Best Value was introduced in the Local Government in Scotland
Act 2003: https://www.leqislation.qov.uk/asp/2003/1/contents

4.3 Local Authority Commitment to Devolved School Management

In an empowered system, Head Teachers, schools and Local Authorities are
partners, each contributing and supporting each other and respecting the different
role each plays. This guidance was developed by a collaborative short life DSM
Review group with representation from sector Head Teachers, Business Mangers,
central colleagues and other stakeholders, to ensure the guidance works for all.

Our DSM Scheme provides a transparent, fair and equitable allocation of resources
to schools. DSM formulae are agreed through short life DSM Review groups (as
outlined above) and focussed sub-groups. These formulae, predominantly linked to
school roll, have been designed with relative stability in mind, allowing for Head
Teachers to effectively plan spend ahead. Draft August staffing allocations are
shared with Head Teachers and Business Managers in February along with their roll
projections. Longer term roll projections to assist with planning are published publicly
https://www.edinburgh.gov.uk/school-places/school-roll-projections/1

Full details by sector of our DSM formulae are included in our Finance Manual
(Appendix A).
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Local Authorities have a responsibility to lead the review of the DSM scheme and to
review associated systems on ensure that they enable key decisions to be made by
those closest to the educational experience of children and young people in order to
maximum outcomes.

We recognise the role we have in supporting schools to operate within the current
financial guidelines when managing resources to promote equity. Following the draft
publication of the Improving school empowerment through self-evaluation: a
framework for local authorities (The Scottish Government, 2019), a short life working
group within the Empowered Edinburgh strategic framework was set up in
September 2019 with the clear focus of supporting schools in their managing of
resources for equity (Quality Indicator 1.5 within the How Good is Our School
framework). Feedback from schools led to the creation of action points which are
incorporated into our scheme, particularly with regards to training and support for
School Leaders and Business Managers.

Head Teachers, as budget holders, will be responsible for ensuring that the
regulations, legislations and local guidance are followed fully, and that resource is
used to directly improve outcomes for children and young people.

4.4 School Expenditure Within Wider Strategic Planning

Decisions are made closest to the learner wherever possible and are delegated to
Headteachers and schools. Headteachers are accountable and responsible for the
use of financial resources within their school following consultation with pupils,
parents, staff and the wider community, and in line with their School Improvement
Plan which reflects local authority strategic plans and priorities, and the National
Improvement Framework. Strong and distributive leadership is necessary to
establish effective systems to support partnership working with pupils, parents, staff
and the wider community to determine how best to utilise resource to deliver on local
and school level plans. Schools are empowered to make decisions that affect
outcomes, while being part of a collaborative learning community and the Local
Authority. Decisions about education spend are made in a collegiate and
transparent way, paying due regard to wider responsibilities.

Headteachers are accountable to both the local authority and to their learning
community for the leadership and management of resources within their settings,
and must comply with the financial and procurement regulations to ensure that the
Local Authority is not compromised and that all legislation is adhered to. Any issues
regarding adherence to Council Contract Standing Orders which reflect the financial
and procurement regulations will be identified by accountants and escalated to the
Senior Education Manager.



Additional payments to members of school staff for designated projects/commissions
over and above their contracted responsibilities can be agreed at school level and
processed in the usual way via claim forms at supported study rates.

4.5 Scottish Negotiating Committee for Teachers and Local Negotiating
Committees for Teachers Agreements

Head Teachers are required to operate within the agreed SNCT terms and
conditions for all staff who come under this scheme. The SNCT handbook is
available: http://www.snct.org.uk/

In addition, some terms and conditions are governed by LNCT (local) agreements
and there is also a requirement to adhere to these. Details of local agreements can
be found: https://www.snct.org.uk/InctAgreements.php

All members of the Edinburgh LNCT are encouraged to submit relevant agenda
items. These can include matters where it is felt that:

e A new LNCT agreement is needed

e An existing LNCT agreement needs updating, or replacing

SNCT circulars and guidance are a standing item on the agenda and, where
required, local advice and guidance will be issues to supplement these. Further,
there are opportunities to discuss and review areas where it is felt that SNCT
agreements and guidance are not being properly implemented.

All members of the LNCT have responsibility for feeding back to relevant
stakeholders, through a range of forums (HTs via HT focus groups, union
representatives to teachers via their networks etc) and make efforts to ensure all are
informed of, and comply with, local and national guidance. They also encourage
people to raise concerns with them, to better inform the deliberations of the LNCT,
and to ensure that any issues are identified at an early stage.

The Joint Secretaries of the LNCT also offer advice and support to HTs and others
about how to implement local agreements, and what to do if there are issues. By
ensuring a wide knowledge and understanding of SNCT and LNCT agreements, and
encouraging all staff to engage with them, there is a strengthened culture of
adherence, as agreements are seen as belonging to the wider school community.

PUBLICATION

4.6 Publication Availability

This framework document is available within the Schools section of our Council
website (link will appear here when scheme has been approved)
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A summarised version aimed at all stakeholders is also available (link will appear
here when scheme has been approved)

TRAINING
4.7 Available Training

Training is available for Head Teachers, aspiring Head Teachers, Business
Managers, school admin staff on all aspects of DSM. A detailed matrix of all
essential learning for school staff by role is located on The Orb:
https://orb.edinburgh.gov.uk/site-search/results/?g=essential+learning

This training includes the essential training for effectively managing devolved matters
including:

e Workforce Controls

e Work Force Control Policies

e Resilience

e Child Protection

e GIRFEC and ASN

e Finance

e Health & Safety

Training is delivered in a variety of ways through e-learning, group training sessions,
videos, workshops and one to one sessions. A group of central officers consulted
with Head Teachers and Business Managers and have designed a suite of Finance
and Resources CLPL.

Should a member of school staff require advice or clarification on a devolved matter,
centrally based colleagues are available to assist (see section 4.14). CLPL calendar
is available to all schools via SharePoint.

CONSULTATION, ENGAGEMENT AND TRANSPARENCY
4.8 Consultation and Engagement

Empowerment is core to all work in schools and is embedded in the model of support
provided by the local authority. To ensure robust, transparent decision making and
best value, Empowerment Boards have been established to oversee both Finance
and Staffing. These Boards are attended by officers and senior leaders and
professional association representatives and follow clear Terms of Reference and
governance structures. All actions relating to schools are referred to the Boards for
discussion and approval. Short Life Working Groups are often established to take
forward specific pieces of work. Membership is reviewed every two years.
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At school level, as at local authority level, empowerment is fundamental to all
decision making. This means that Headteachers consult on appropriate matters, for
example staffing, DSM, resources. Consultation is meaningful and extends beyond
mere reporting. It includes arrangements for how major financial decisions, including
spending linked to Pupil Equity Fund, are compliant and meet procurement and other
statutory arrangements.

As part of the Empowered system, Headteachers are required to have formal
mechanisms in place to ensure that financial decision making is transparent and
adheres to principles of Best Value. In practice this means that all Headteachers
have a Financial Procedure in place which is shared on the school website. The
Financial Procedure sets out the following arrangements:

e A School Finance Committee meet a minimum of 4 times per year, to discuss

o School Fund

DSM
PEF
Any other relevant funding
Arrangements for communication and consultation with staff, parents,
pupils and the wider community

@)
@)
O
O

A local authority template which outlines the requirements for membership of these
meetings, and allows schools to record agreed actions, is available to schools (see
Appendix C).

A survey asking schools to feed back on their confidence levels regarding all
essential and desirable DSM criteria was issued in 2021 and feedback informed
further improvement.

4.9 Transparency

Local Authority Budgets and education budgets are reported annually at the Finance
and Resources Committee and published on the Council website. Delegated school
budgets are shared with Head Teacher and Business Managers who in turn will
discuss with the Parent Council. In addition, the Empowerment Finance Board
reviews and publishes the DSM scheme every 3 years. This review sets out any
amendments to the DSM scheme, specifically where council budget setting priorities
have, following discussion at the Finance Board, impacted on DSM arrangements.
The annual report prepared by the Finance Board is also shared at the Consultative
Committee with Parents and circulated to schools for discussion at school Finance
Committee meetings.

COLLABORATION



4.10 Local Priorities

The Edinburgh City Plan sets out 3 clear priorities which are reflected in the
Education Strategy: Edinburgh Learns for Life, namely a fairer, healthier, greener
future for everyone. As such all priorities taken forward are explicitly to improve
outcomes for children and young people by eradicating poverty and narrowing the
poverty related attainment gap.

All financial decisions therefore link clearly to the priorities of poverty, sustainability
and health and wellbeing. Headteachers are aware that best value principles apply
and that they cannot take any decision which excludes any learner or exacerbates
the poverty related attainment gap.

As Corporate Parents, Headteachers and staff in schools are mindful of the
significant pressures facing children and young people who are care experienced.
As such all staff pledge to keep The Promise and take great care to ensure
outcomes for this group are promoted and secured. This includes all financial
decisions which may impact on vulnerable learners, including those currently or
previously in care.

In addition, all staff are aware of the explicit aims of GIRFEC in which children and
young people’s views influence all decisions affecting them, including financial
decisions.

Headteachers fully endorse prevention and early intervention in a spend to save
model. This requires collaboration across Learning Communities to assess need and
set out priorities for improvement. For example, Headteachers pool resources such
as PEF to employ Home Link Workers and Speech and Language Therapists to
work across 3-18 schools and centres.

In line with national guidance on PEF, the local authority has organised and
delivered support sessions for schools on Participatory Budgeting (PB), whereby
members of the school community can be involved in key decisions about how to
allocate agreed amounts of funding.

STAFFING
4.11 Staffing Structures

Staffing structures are formula driven and predominantly link to school roll. Under our
DSM scheme, Head Teachers can choose to operate the staffing structure in line
with the formulae or they have some flexibility to use their budget in a different way
to create a different structure within their existing budget (see 4.16). Head Teachers
are expected to empower school communities to consider how best to utilise the
resources available to them and to consider the need to amend staffing structures to
better suit local need.

Where a change is to be made on a permanent basis, for example, a restructuring of
the school management team or faculties, plans should be discussed with a Senior
Education Officer and/or Manager. Head Teachers must consider longer term roll



projections and how these could impact on the staffing allocation when establishing if
there is sufficient budget available. For any proposals involving promoted posts, a
Job Sizing coordinator should also be contacted to ensure that the correct
procedures are followed in terms of salary grading.

Discussions around restructuring and the potential risks form part of the DSM
training provided for new and aspiring Head Teachers. Central staff are available to
discuss this.

The allocation criteria are contained within our Finance Manual (see Appendix A).

4.12 Legislative and Contractual Requirements

Although staffing budgets are devolved to schools, City of Edinburgh Council is the
employer and all major conditions of service continue to be negotiated at national
level.

Within the devolved scheme, schools must adhere to SNCT/LNCT agreements in
areas such as class sizes, staff structures, length of the school day etc.

Pupil numbers will be the major factor in determining budget allocations, however
account will also be taken of exceptional individual circumstances which may not be
capable of adequate determination by a simple roll-based formula.

4.13 Staff Resource

It is expected that headteachers should play an active role in designing and
reviewing recruitment and staffing approaches, both for their own school/s and for
the Local Authority. For information, on all staffing matters, headteachers must
adhere to the appropriate legislation and Local Authority, SNCT and LNCT
agreements and guidelines. Headteachers should also be consulted on the
allocation of support staff to schools. For information, on all staffing matters, Head
Teachers must adhere to the appropriate legislation and Council, SNCT and JNCT
agreements and guidelines.

PROFESSIONAL SUPPORT
4.14 Professional Support teams, functions and transparency
Schools are allocated a range of support staff based on the school roll and sector.

These include Business Managers, Administrative and clerical staff, support
assistants and early years staff if applicable. Full details of their individual role and



responsibilities are contained in their job description and employee specification. The
allocation criteria are contained in our Finance Manual (see Appendix A).

There are centrally based teams available to assist on all functions within DSM. For
full, live details visit: How We're Organised . A summary is provided:

Education & Children’s
Services Teams

Functions

Estates & Operational
Support

support with school extensions, new school builds,
school capacities, catchment review, home to school
transport (mainstream)

Schools & Lifelong learning

support with early years, quality improvement and
curriculum, advice and complaints, lifelong learning,
pupil and parent support, DSM, schools operational
support, parental engagement, job sizing, home
schooling, student teacher placements and teacher
induction scheme

Children Services

support with special schools and ASN, young people
services, looked after children, occupational therapy

Corporate Services Teams

Functions

Commercial and
Procurement Services

support will all aspects of procurement including
Oracle and payment services

Financial Services

support with finance, budget statements, monitoring,
carry forwards, Frontier

Human Resources

support with all aspects of HR including recruitment,
supply staff, PVG, contracts, disciplinaries

Customer and Digital

support with ICT including SEEMIS, free school

Services meals, EMA payments, P1 and S1 places

Property & Facilities support with catering, cleaning, facilities
Management management, repairs and maintenance (Non PPP)
Legal & Risk support with Legal issues, Risk and Health & Safety
ACCOUNTING

4.15 Budget underspend / overspend

Head Teachers may carry forward any surplus funds from one financial year to
another subject to this surplus being a maximum of 2.5% of the total devolved
budget. Nursery Schools may carry forward up to 10% of their total devolved budget.
Any additional underspend in excess of 2.5% or 10% will be retained centrally.
Business Managers are able to contact school.monitoring@edinburgh.gov.uk to
raise any circumstances that may be exceptional.
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The Executive Director of Education and Children’s Services may instruct Head
Teachers not to budget an overspend where there is reason to believe that this
would create financial difficulties for the Council. Any budget overspend incurred by
the Head Teacher will be carried forward in full to the next financial year and will
have the effect of reducing the total funds available for expenditure in that year. Itis
expected that any overspend is repaid the following financial year, however, in some
exceptional cases a three year repayment plan may be agreed.

In exceptional circumstances the Executive Director of Education and Children’s
Services may amend the amount of surplus or deficit to be carried forward but will
give reasons for doing so.

4.16 Virement

The Head Teacher may transfer funds from one account code to another subject to
any minimum standards or other specific restrictions set down by the Authority being
observed. This includes the ability to transfer funds between staffing and non-
staffing account codes. Head Teachers must ensure:

e Any virement of funds from one account code to another must be properly
recorded in the school’s financial records

e Virement of funds applies to delegated account codes only

e Adherence to legislation and national agreements on conditions of service

e The virement of funds must not be used to incur any continuing liability for
increased expenditure in future financial years for which budget provision
may not be available

e The financial cost of any variance to the promoted and unpromoted staffing
structure must remain within allocation and effective school management
must be ensured

e Funding for Special Units attached to schools and for identified pupils must
be spent on pupils with additional support needs

e Positive Action funding must be used to improve the educational progress
of pupils from deprived backgrounds and/or provide educational
experiences which would otherwise be denied pupils because of home
circumstances. This funding can be used for staffing and/or non-staffing
purposes.

e No monies are diverted from Staff Development before all identified staff
development needs of both teaching and non-teaching staff have been met

SCHEME REVIEW

4.17 Review, methodology and Stakeholders



Funding decisions taken by Council will be communicated annually in February.
There will be a formal review of the scheme every three years. This will be carried
out through a short life DSM Review working group with representation from relevant
stakeholders (including, Head Teachers, Business Managers, Local Authority
officers and relevant professional associations). A peer review will also take place
with another appropriate Local Authority. Local representation on the ADES
Resources Network will enable access to formal/informal inter-authority
benchmarking exercises.
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DEVOLVED BUDGETS - STAFFING

TEACHERS

ALL SECTORS

BUDGET ALLOCATION

The financial year spans 2 academic years, term 3 of one academic year (April - July) and
terms 1 and 2 of the next academic year (August - March). The Finance and Staffing
statements, issued in the Spring of each year, calculate the standard of provision on this basis

The projected school roll is based on the Class Organisation Return submitted by Primary
Schools and expected new P1 intake. In the Secondary Sector the rolls are agreed with Head
Teachers based on projected S1 intakes and stay on rates. Special Staffing is based on the
number of classes required to meet the needs of the pupil population, this is regularly reviewed
by the Quality Improvement Manager for Special Schools in consultation with the Head
Teacher.

The budget will be rebased on August staffing costs taking account of new starts and leavers.

Budgets may be altered after the September Census if a large increase or decrease in pupil
numbers has occurred. Please see the appropriate sector information for details.

The budget allocation is currently determined by applying the actual salary for each grade by
the number of staff. Budgets for promoted posts are allocated differently and are listed in the
appropriate section for each sector.

AD HOC TEACHING ALLOCATIONS

Ad hoc allocations from within the Schools DSM budget are authorised by the Devolved Finance
and Resources Officer for Primary and Secondary Schools, for specific circumstances within
schools. These are generally temporary arrangements. Ad Hoc allocations must be used for
the purpose agreed. Schools will be asked to confirm how the Ad Hoc money has been spent
prior to the end of the financial year. Should the ad hoc allocation not be spent on the intended
purpose the money will be recouped prior to year-end. Ad Hoc allocations for specific
circumstances in Special Schools are agreed by the Quality Improvement Manager for Special
Schools. More information on page 38.

ACTUAL CHARGE TO THE SCHOOL

The actual costs of teaching staff will be charged through the payroll and general ledger system
against each school. For the purposes of monitoring costs in schools, actual costs will apply.
Actual costs will be charged for overtime and short-term absence cover. This includes Basic
Pay, overtime, cover National Insurance and Superannuation.

Actual salaries and on costs are revised annually to take account of pay settlements,
incremental drift and additional changes to National Insurance and Superannuation.

Vacancies will be budgeted on an average basis, any excess staff over the budget allocation
will be reduced on an Authority average basis.




BUDGET CONTROL / MINIMUM STANDARDS

Conditions of service, both local and national, must be adhered to.

Any savings which accrue due to delays in the filling of vacancies may be diverted for other
purposes.

However, no funds should be diverted for purposes which will have an ongoing commitment in
future years, unless a school can clearly establish that the source of funding can be sustained.

Any changes made to staffing structures (excluding changes due to roll increases) by schools
must be paid for by the school and the Devolved Finance & Resources Officer should be
notified prior to any agreements being made. Where there are permanent changes through
budget virements, the post(s) cannot later be declared surplus through the annual staffing
exercise at a later date. Where this involves promoted posts, a job sizing exercise will need to
be completed.

Absence cover funds should be kept aside for absences, however, they can be vied for other
purposes towards year end if there is an underspend.

The budgets for their conservation will be given on an actual basis and will transferred to the
relevant cost centre should the teacher move school (to a post of the same grade). A promotion
will override the conservation.

Schools will receive budget for any teaching staff with salary conservations, this budget will be
removed should the member of staff leave the school.

PRIMARY SECTOR

The allocation for teaching staff is made up of class teachers, (including promoted staff) learning
support teachers, absence cover, visiting specialists, cover to implement the McCrone Agreement
(reduction in class contact time), management time and a Positive Action allocation.

Where there is a vacancy of a Deputy Head Teacher post, the value of the post will be credited
to the school at the bottom of the DHT scale

If the September Census shows a roll change of 10 pupils or greater, then a per capita change
to the school’s staffing budget will be applied. In the case of an increase of 10+ pupils, the per
capita allocations will increase by the number of pupils. In the case of a decrease of 10+
pupils, the per capita allocations will decrease by the number of pupils over ten. E.g. a drop of
15 pupils will mean a per capita decrease of 5.

STANDARD OF PROVISION (primary)

Teachers & Promoted Teaching Posts

Teaching staff allocations, including HT, DHT and PT posts, are based on pupil roll and are
allocated according to the Standard of Provision shown on page 5.

HT & DHT budgets are allocated on a job size basis. PT budgets are allocated at Point1 or
Point 2 on the PT Scale, PTs must work to remits appropriate to their grade

The Standard of Provision on page 5 gives an indication of the number of classes required for
different pupil rolls. In practice, the number of classes will reflect — the actual number and
stage of pupils in statutory class sizes.




» Where a school is required to form an additional class (i.e. out-with the Standard of Provision)
to comply with maximum class sizes of 25 in P1, 30 in P2 & P3, 33 in P4-P7 or a composite of
25, or because of the distribution of pupils across the school, an allocation of an additional
teacher will be made.

= [f the remit of a promoted post holder is changed resulting in a higher salary following job sizing
then the school must pay for all costs incurred.

= An additional allocation of a Principal Teacher is made to schools with an additional/language
unit.

Learning Support Teachers

» An allocation of teaching staff is made to schools for Learning Support. The allocation is based
on a teacher: pupil ratio of 1:400.

Absence Cover

= An allocation equivalent to 4 days per FTE teacher at Teachers average salary to cover short
term absence up to 30 working days. The first two days will be adjusted to contact time to a
maximum of 25 hours per week.

= After 30 working days, credits will be given to the school to cover the salary costs of the absent
teacher, leaving the school to fund only the supply cover.

= Schools pay a maximum of 10 days accrued leave for staff returning from maternity leave.

= Other categories of staff have differing procedures to deal with absence cover; please refer to
the relevant section in this manual.

Reduction in Class Contact Time

= The McCrone Agreement to reduce class contact time to 22.5 hours per week applies to P3-7
and Nursery Teachers only and therefore an allocation of 0.1111 FTE is made for each P3-7,
and Nursery class and P2/3 composite. (2.5hrs reduction per week / 22.5hrs contact time per
week = 0.1111 FTE). An example of a McCrone calculation can be found in the Calculations
Section on page 25.

Visiting Specialists

= An allocation of 0.019 FTE per P1 and P2 class (including P1/2 composites) is given for visiting
specialists.

Management Time

»= An allocation of 0.00439 FTE per primary pupil is given for management time. Management
time is also allocated for an additional needs/language and nursery classes in primary schools.
Please refer to the relevant section in this manual.

= A top up allocation is allocated to small schools to allow for the Head Teacher to be out of class
full time prior to an agreed top slice being applied for all schools.

Positive Action — UNDER REVIEW

Positive Action funding is given to schools as teaching allocations and can be used to fund
teaching staff, support staff and non-staffing resources. The funding is given to schools with at
least 40% of children living in deciles 1 and 2 of the Scottish Index of Multiple Deprivation (SIMD).
A weighting of 2:1 is applied for those living in decile 1.

Following the review in March 2016, the allocation has been agreed for a three year period with
effect from August 2016. During this three year period transition allocations have been applied to




smooth the change in funding from the previous funding criteria to the new criteria. Moving forward,
allocations will be reviewed on a three year basis.

TEACHING STANDARD OF PROVISION - PRIMARY SECTOR

ALL PRIMARY SCHOOLS

Primary | Indicative |[Management PROMOTED POSTS TEACHERS TOTAL
Class Time #
Roll |Or9anisation| o, oassftell HT  DHT  DHT  PT | Basic Allocation | Basic Staffing
pupil
Not

including

top slice
48 - 71 3 1.10 1 1* 2.10 4.10
72 -96 4 1.10 1 1* 3.10 5.10
97 5 1.10 1 1* 4.10 6.10
118 5 1.10 1 1* 4.10 6.10
126 6 1.10 1 1* 5.10 7.10
146 7 1.10 1 1* 6.10 8.10
190 7 1.10 1 1 1 5.10 8.10
200 8 1.10 1 1 1 6.10 9.10
220 9 1.10 1 1 1 7.10 10.10
250 10 1.10 1 1 1 8.10 11.10
280 11 1.23 1 1 1 9.23 12.23
307 12 1.35 1 1 1 10.35 13.35
325 13 1.43 1 1 1 11.43 14.43
334 13 1.47 1 1 1 11.47 14.47
350 13 1.54 1 1 1 1 10.54 14.54
361 13 1.58 1 1 1 1 10.58 14.58
380 14 1.67 1 1 1 1 11.67 15.67
416 15 1.83 1 1 1 1 12.83 16.83
457 16 2.01 1 1 1 1 14.01 18.01
470 17 2.06 1 1 1 1 15.06 19.06
497 18 2.18 1 1 2 1 15.18 20.18
524 19 2.30 1 1 2 1 16.30 21.30
551 20 2.42 1 1 2 1 17.42 2242
580 21 2.54 1 1 2 1 18.54 23.54
605 21 2.65 1 1 2 1 18.65 23.65
632 21 2.77 1 1 2 1 18.77 23.77
659 22 2.89 1 1 2 1 19.89 24.89
Abbreviations used:
HT Head Teacher
DHT Depute Head Teacher
PT Principal Teacher
Notes
1* represents a PT at point 2 on the scale
1 represents a PT at point 1 on the scale
An additional PT at point 1 on the scale is allocated for each Special Class
# Minimum 1.10 FTE/School is subject to a top slice from session 2014/15
~ Including Assimilated Teachers
In recognition of the size of the Language Unit at Murrayburn the trigger Primary roll for a second DHT has been
exceptionally set at 340 instead of 350.

*The actual number of classes will depend on the roll and stage of pupils.




ADDITIONAL NEEDS/LANGUAGE STAFF

(PRIMARY SECTOR ONLY)

STANDARD OF PROVISION

The allocation for language classes includes class teachers, promoted staff, non-class contact
time, short term absence cover, nursery nurses and pupil support assistants as shown in the
following table.

All Primary Schools with a Language Unit are allocated an additional 0.2 management time
through their mainstream DSM funding.

The Principal Teacher profile for Murrayburn is included in the ad hoc allocation.

STANDARD OF PROVISION - PRIMARY SCHOOL LANGUAGE CLASSES

Alloc for Pupil
Principal reduction Absence | Nursery Support

School Teacher | Teacher in CCT Cover Nurse Assistant Ad Hoc

Brunstane 1.00 1.00 0.22 0.04 1.80 0.63 0.00
Broughton 1.00 1.00 0.22 0.04 1.80 0.63 0.00
Craigentinny 1.00 1.00 0.22 0.04 1.80 1.89 0.00
Murrayburn 0.00 4.00 0.44 0.08 3.60 2.52 0.32
Royal Mile 1.00 1.00 0.22 0.04 1.80 0.63 0.00
St Cuthbert's 1.00 1.00 0.22 0.04 1.80 0.63 0.00
Stenhouse 1.00 1.00 0.22 0.04 1.80 1.26 0.00

Absence Cover

= An allocation equivalent to 4 days per FTE teacher at Teachers average salary to cover short
term absence up to 30 working days. The first two days will be adjusted to contact time to a
maximum of 25 hours per week.

= After 30 working days, credits will be given to the school to cover the salary costs of the absent
teacher, leaving the school to fund only the supply cover.

= Schools pay a maximum of 10 days accrued leave for staff returning from maternity leave.

= Other categories of staff have differing procedures to deal with absence cover; please refer to
the relevant section in this manual.




NURSERY CLASS STAFF
(PRIMARY SECTOR ONLY)

» Nursery staffing allocations are based upon the number of FTE nursery children.

» The adult to pupil ratio must be maintained at 1:8 full time children and 1:10 part time children.

= Nursery staffing allocations may include: Senior Early Years Officers, Early Years Officers,
Early Years Practitioners, Early Years Assistants.

= An allocation of 0.00439 per FTE nursery pupil for nursery class management is included within
the management time allocation to primary schools.

Absence Cover

= Schools pay a maximum of 10 days accrued leave for staff returning from maternity leave.

= Other categories of staff have differing procedures to deal with absence cover; please refer to
the relevant section in this manual.

= Absence Cover for Early Years Practitioners will be met centrally from day one. However,
absence due to staff development must be paid for by the school.




SECONDARY SECTOR

The allocation of teaching staff includes class teachers, promoted staff, learning support, cover to
implement the McCrone Agreement (reduction in class contact time), Positive Action funding and
absence cover.

» |f the September Census shows a roll change of 16 pupils (or 5%, whichever is lower) then a
change to the school’s teaching staff budget will be made. In the case of an increase in excess
of 26 pupils, the roll-related allocations in the wider budget will also be changed. In the case of
a decrease, the first 8 pupils will be disregarded. E.g. a drop of 27 pupils will mean a budget
decrease of 19.

= [f a change in roll (however, small or large) results in a change in banding for staff excluding
teachers, the staffing change will be made.

» For Curricular Leader posts, a change will be made if the roll changes by 5% or 16 pupils
(whichever is lower) AND the change results in a change of banding for promoted posts.
Promoted posts will not be altered for a change in banding alone.

= Changes to DHT posts will only be made after a school has remained in the relevant banding
for 3 years. If a roll increased leading to an additional DHT being triggered, the school would
need to remain within the new roll banding at 3 consecutive September census for the
allocation to be adjusted e.g. increase forecast for session 2021/22, roll remains in new
banding at census 2021 (year 1), 2022 (year 2) and 2023 (year 3) at which point the additional
allocation is confirmed. The same applies in cases where the roll banding reduces.

STANDARD OF PROVISION

Teachers, Promoted Posts and Learning Support

» The basic teaching staff complement is calculated using the formula: 10.24 + (0.059 x pupil
. {/f/)iltlr)\in this basic staffing, there is a Learning Support allocation of 0.002 FTE per pupil

= Within this overall staffing, promoted staff profiles are allocated as follows:

Secondary Promoted Staff Allocations

Agreed Management Model from August 2011

Roll HT allocation DHT allocation CL allocation
1251 or greater 1 4 17*

1001 - 1250 1 3 17*

801 — 1000 1 3 14

601 — 800 1 2 14

401 — 600 1 2 12

400 or fewer 1 2 10

Note:

*In order to ensure that the Pupil Support Leader caseloads are within 300 pupils some schools
have received an enhancement to the above CL allocation. If the pupil roll were to fall, this would
be reviewed.

The steps in the DHT allocations are based on a full 1fte DHT — not the profile costs. This means
that as rolls change (see above) any adjustments made to schools with a roll around 800 or 1250
will result in a full FTE being added or removed.

The steps in the CL allocation are based on profile costs (difference between CL and teacher
salary).




Management Adjustment allocations will be applied to school budgets to account for changes in
DHT entitlement

Schools can use their promoted staff allocation flexibly to create the management structure which
is most effective for the school’s individual needs. Development Officer roles can be created on a
temporary basis. However, the Senior Education Manager (Primary & Secondary) must be
consulted on planned changes and schools must pay for all additional costs incurred. A Job Sizing
Coordinator must also be informed to ensure that posts are sized appropriately.

Absence Cover

= An allocation equivalent to 3 days per FTE teacher at Teachers average salary to cover short
term absence up to 30 working days. The first two days will be adjusted to contact time to a
maximum of 25 hours per week.

= After 30 working days, credits will be given to the school to cover the salary costs of the absent
teacher, leaving the school to fund only the supply cover.

= Schools pay a maximum of 10 days accrued leave for staff returning from maternity leave.

= Other categories of staff have differing procedures to deal with absence cover; please refer to
the relevant section in this manual.

Positive Action - UNDER REVIEW

Positive Action funding is given to schools as extra support and can be used to fund teaching staff.
It cannot, however, be used to fund Learning Assistants.

= The allocation is based on 2 indices — one for deprivation (Free Meals/Clothing Grant - FME)
and the other for baseline attainment (reading scores at S1). The deprivation allocation is
based on a weighted (FME”2) application of FME.

= The allocation is 70% based on FME % and 30% on attainment.

Reduction in Class Contact Time

= The McCrone Agreement to reduce class contact time to 22.5 hours per week applies to the
Secondary sector and therefore an allocation of 0.044 x FTE teacher allocation is given. (1hr
reduction per week / 22.5hrs contact time per week = 0.044 FTE) An example of a McCrone
calculation can be found in the Calculations Section on page 25.

Class Size Allocations

This allocation is to assist schools reduce some class sizes in Maths and English. The funding is a
ring-fenced amount and is shared between schools based on the number of pupils with attainment
standardised literacy scores of 88 or fewer and the overall school roll. All figures are taken as at
the September Census for the previous year and the budget is split 50:50 between attainment and
roll.




Wellbeing Hubs and Enhanced Support Bases

Agreed allocations from August 2021:

10

SCHOOL NAME | PT PSO Teacher | RCCT + Ed NOTES

GR6 Absence | Supplies

Cover

Broughton 1.00 | 0.75 0.02 Wellbeing Hub
Castlebrae 2.00 | 1.50 0.03 £1,000 | Enhanced Support Base and Wellbeing Hub
Currie 1.00 | 0.75 0.02 £1,000 | Enhanced Support Base and Wellbeing Hub
Forrester 1.00 | 0.75 0.02 £1,000 | Enhanced Support Base and Wellbeing Hub
Gracemount 2.00 | 1.50 0.03 £1,000 | Enhanced Support Base and Wellbeing Hub
Liberton 1.00 | 0.75 0.02 Wellbeing Hub
Portobello 1.00 | 0.75 0.02 Wellbeing Hub
Queensferry 2.00 | 1.50 0.50 0.06 £1,000 | Enhanced Support Base and Wellbeing Hub
The Royal High 2.00 | 1.50 0.03 £1,000 | Enhanced Support Base and Wellbeing Hub
Trinity 1.00 | 0.75 0.02 £1,000 | Enhanced Support Base and Wellbeing Hub
Tynecastle 1.00 | 0.75 0.02 Wellbeing Hub
WHEC 1.00 | 0.75 0.02 Wellbeing Hub
Totals 16.00 | 12.01 0.50 0.28 £7,000
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SPECIAL SECTOR
TEACHING STAFF

The allocation for teaching staff is made up of promoted staff, class teachers, management time,
curricular flexibility, non- class contact time, ad hoc allocations and short-term absence cover.

STANDARD OF PROVISION - SPECIAL SCHOOLS
Teachers and Promoted Teaching Posts

» The allocation (page 11) considers the projected number of classes required to be formed for
the session based on adult/pupil ratios but will be reviewed based on CMRG outcomes, the
needs of the individual pupils and the number of pupils actually in school at the census date in
September.

Absence Cover

= An allocation equivalent to 4 days per FTE teacher at Teachers average salary to cover short
term absence up to 30 working days. The first two days will be adjusted to contact time to a
maximum of 25 hours per week.

= After 30 working days, credits will be given to the school to cover the salary costs of the absent
teacher, leaving the school to fund only the supply cover.

= Schools pay a maximum of 10 days accrued leave for staff returning from maternity leave.

= Other categories of staff have differing procedures to deal with absence cover; please refer to
the relevant section in this manual.

Reduction in Class Contact Time

The McCrone Agreement to reduce class contact time to 22.5 hours per week applies to all Special
School Teachers and allocations have been made based on 2.5 hours for each primary/nursery
class and 5 hours for each secondary class. An example of the calculation can be found in the
calculation section of this document on page 23.

Management Time

All Special Schools have been allocated 0.467FTE management time for each DHT

An additional 0.157FTE has been allocated to schools with 3 PTs.

The actual costs of teaching staff will be charged against each school.




STANDARD OF PROVISION : SPECIAL SCHOOLS
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School Ratio H| D Management Class Ad Hoc Curricular | Curricular | Non- Abse
T| H| Time Teachers | Allocations Support Support Class nce
T Per class Primary Secondary Contact cover
Time
Braidburn 8 1|2 1.09 1 0.5FTE 0.1 per 0.35 per 2.5 hours | 2 days
School teacher for class class per per 1
VI nursery FTE
support/traini and teache
ng primary r@ 25
IFTE class and | hours
Gorgie 6 1|2 0.93 1 1.0 FTE N/A 0.35 per 5 hours and 2
Mills Teachers for class per days
School the internal secondar | per
bases y class FTE
Kaimes 6 1|2 0.93 1 0.1 per 0.35 per teache
School class class r@ 35
hours
Oaklands 8 1|1 0.47 1 0.5FTE 0.1 per 0.35 per
School teacher for class class
VI
support/traini
ng
Pilrig Park | 8 1|1 0.62 1 N/A 0.35 per
School class
Prospect 8 1|1 0.47 1 0.1 per N/A
Bank class
School
Redhall 8 1|1 0.47 1 0.7 FTE for 0.1 per N/A
School Union and class
GTCS Duties
Rowanfield | 6 1|1 0.47 1 1 FTE for 0.1 per N/A
School internal base | class
St Crispin’s | 6 1|2 0.47 1 1 FTE for 0.1 per 0.35 per
School Behaviour class class
Unit
Woodlands | 8 1|1 0.62 1 N/A 0.35 per
School class
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JOB SIZING - PROMOTED POSTS

All permanent promoted post vacancies must be checked for job sizing in case a review has been
triggered. All newly created promoted posts must be job sized.

Job sizing changes due to decisions made in school, e.q. change to remit(s) or restructuring the
promoted posts will be paid for by the school.

Job sizing will take place when there is:
* a permanent vacancy and a review has been triggered
= anewly created post
= a management structure review

An annual check is carried out post September census to establish if a school review is required
due to roll changes. Head Teachers and Business Managers will be notified if a review has been
triggered.

There is no central annual review exercise that looks at the wider review triggers, however, post
holders and Head Teachers on behalf of their staff can request a review (no more than once in a
rolling year) if they believe review criteria have been triggered since their post was last job sized.
Full information on review criteria can be found on the SNCT website:

http://www.snct.org.uk/JobSizing.php

» When a permanent vacancy arises, the school must notify one of the Management Job
Sizing Co-ordinators.

» Paperwork will be sent to the school for completion by the Head Teacher and return before
the advert is progressed.

= The post must be checked for job sizing review criteria regardless of when it was last
vacant and job sized.

* In the case of posts where there is more than one post holder, the job sizing exercise will
apply to all post holders. This means that in the case of an increase in job size, all post
holders receive the increase from the date of appointment of the new post holder. In the
case of a decrease in job size, the existing post holders will trigger a 3-year salary
conservation with effect from the start date of the new post holder and the new post holder
will be paid at the lower job sized salary from day one. Examples would be Secondary
DHTs as there are generic remits for these posts, also job share type arrangements.

* In the event of a vacancy being advertised with a ‘subject to job sizing’ caveat, it must be
made clear to interviewees that this could result in the advertised post decreasing in size as
well as remaining the same or increasing.

Contacts:

Job Sizing Coordinator (Management) Laura Hammersley (Primary & Nursery)
Jack Simpson (Secondary)
lona Brockway (Special)

Job Sizing Coordinator (Union) Tom Britton (all sectors)



http://www.snct.org.uk/JobSizing.php
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PUPIL SUPPORT/SCHOOL SUPPORT ASSISTANTS
ALL SECTORS

BUDGET ALLOCATION

» The budget allocation is determined by applying the actual salary for each grade by the number
of staff allocated by the Standard of Provision. (Please refer to the appropriate section for each
sector)

» The actual costs of learning support will be charged through the payroll and general ledger
system against each school. For the purposes of monitoring costs at schools, and in line with
the Scheme of Delegation, actual costs for basic pay will apply. Actual costs will be charged
for overtime and short-term absence cover.

» Actual salaries are revised annually to take account of pay settlements and incremental drift.

» The Support Assistant roles are generic across all Primary and Secondary schools and
therefore the job descriptions cannot be changed unless the Department undertakes an
organisational review.

» The Support Assistant role can be designated a Pupil Support Assistant (Primary / Secondary /
Early Stages / Special) or a School Support Assistant (Primary / Secondary), each with their
own job description. Schools have the flexibility to decide which roles are filled when vacancies
arise.

» A separate job description exists for Pupil Support Assistants in Special Schools and cannot be
changed unless the Department undertakes an organisational review.

Absence Cover

= The cost of absence cover must be funded by the school for the first 4 weeks. Thereafter the
Department will contribute 50% of the actual cover costs incurred.

= |f the Support Assistant is funded by the Integrated Support Needs Audit attached to a specific
child and cover is required for more than 5 days, then it is funded centrally from day 1. If cover
is required for less than 5 days then it is paid for by the school. This is not automatic and
schools must advise their Finance contact for the journals to be processed.

PUPIL SUPPORT ASSISTANTS (ADDITIONAL NEEDS)

(PRIMARY & SECONDARY SECTORS ONLY)

Additional allocations are given to schools for children with additional needs through the ASL
Service. Primary and Secondary schools receive a devolved allocation to cover needs of less than
25 hours in Primary/Secondary Classes and 16 hours in Nursery Classes. The formula for
calculating the devolved allocation was revised from August 18. Each school receives a base
allocation of 15 hours and a roll related allocation with a weighting of 1.6 to Primary schools. This
formula ensures that each school receives a minimum of 25 hours. The change from the 17/18
allocation has been capped at +/- 20%. Low incidence needs of 25 hours and above in
Primary/Secondary and 16 hours in Nursery classes are allocated separately.

PRIMARY SECTOR
STANDARD OF PROVISION
In the Primary Sector, Support Assistants are allocated on a 0.00809 FTE per primary pupil basis.
The allocation for Learning Assistants in the language unit and nursery classes are allocated at

0.00184 FTE per pupil. In addition, one 25-hour Pupil Support Assistant is allocated to cover 2
language classes.
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* A minimum allocation of 1.0 FTE and a maximum allocation of 5.0 FTE is applied. (including

any Special/Nursery Class pupil allocations)

» The combined Support Assistant allocation may be used for Support Assistant and/or clerical
duties provided they are consistent with the Grade 3 grade and job description. However, the
25-hr Pupil Support Assistant for the special class should be used for pupil support, not clerical
duties.

= Full time (36hrs per week) sessional staff equate to 0.9FTE. This is based on 39 weeks
employment plus 8 weeks full paid holidays (maximum after 10 years employment), a total of
47 weeks.

SECONDARY SECTOR
STANDARD OF PROVISION

The Secondary Sector has School Support Assistants (formerly Classroom Assistants), Grade 3

Learning Assistants, one Clerical for Grade 3 and Clerical Auxiliaries. (For details on Learning

Assistants, please see below):

= Allocations for Support Assistants are based on historical Classroom Assistant numbers, which
are then converted to an FTE allocation according to the standard length of contract. School
Support Assistant allocations are usually given for 30 hours per week sessional (equivalent to
0.76 FTE).

= Allocations are roll related and made according to the agreed Standard of Provision. This can
be found on page 20.

e The Support Assistant allocation may be used for either Learning Assistant or clerical duties
provided the tasks are consistent with the Grade 3 grade and job description.

e Full time (36hrs per week) sessional staff equate to 0.9FTE. This is based on 39 weeks
employment plus 8 weeks full paid holidays (maximum after 10 years employment), a total of
47 weeks.

SPECIAL SECTOR - STAFF EXCLUDING TEACHERS

CURRENT STANDARD OF PROVISION

= All Special Schools have a standard allocation of 0.46 Business Manager and 0.77 School
Administrator. In addition, schools without a Behaviour Assistant also have 0.69 Pupil
Support Assistant for the whole school.

= The allocation for business managers and school administrators is sessional and based on
40 weeks’ employment plus 8 weeks’ paid holiday (maximum after 10 years’ service), a
total of 48 weeks. Full time (36hrs per week) sessional equates to 0.92 FTE

= The allocation for pupil support assistants is sessional and based on 39 weeks’
employment plus 8 weeks’ paid holiday (maximum after 10 years’ service), a total of 47
weeks. Full time (36hrs per week) sessional equates to 0.9 FTE

= Allocations to schools for Nursery Nurses and Support Assistants are based on the needs
of the special school population and maximum class size as shown on the table below.
Allocations from August 17 follow a review of Nursery Nurses and PSA’s in Special
Schools. From August 18, full time Nursery Nurse posts will be based on 30 hours but
schools will be given top-ups to 36 hours for all staff who were in post as at 15t April 2018.

» The allocation for overtime is allocated pro-rata to the number of staff excluding teachers
within the overall budget provision available.
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A 15.8% reduction in Business/Admin staff has been agreed from session 2017/18,
this reduction is EXCLUDED from the above figures as individual Head Teachers will
decide where the saving is to be made.

Absence Cover

The cost of absence cover for admin and clerical staff must be funded by the school for the
first 20 working days. Thereafter the Department will contribute 50% of the actual cover

cost incurred. This is not automatic and schools must advise Finance when cover has

been brought in.
If Support Assistants cover is required for more than 5 days, then it is funded centrally from
day 1. If cover is required for less than 5 days then it is paid for by the school. This is not
automatic and schools must advise their Finance contact for the journals to be processed.

Individual allocations are detailed in the table below.

STANDARD OF PROVISION - PUPIL SUPPORT STAFF — SPECIAL SECTOR

School Senior Nurser Nurser, Nurser, Pupil BSL Dev
Ra | EYO Y ¥ Y| psA PSA PSA Support | Behave. | Officer
. Nurse Nurse Nurse .
tio . Nursery | Primary Secondary Officer Asst.
Nursery | Primary | Secondary
36 hrs 85.25hrs 30hrs for
15 hrs
per per class per class 78 hours school
. nursery 72 hrs 6 hrs per 90 hrs 68.75hrs St | per class
Braidburn 8 class er class + 30hrs class er class | Cris 30hrs for
p for St p P
on 46.75hrs S3
sp for P3
Gorgie Mills | 6 e e por elas
Kaimes 6 7.5 hrs 7.5 hrs per 27.5 hrs per | 30 hrs per
perclass | class class class
36hrs per 68.75 hrs
nursery per class
Oaklands 3 class 72 hrs 30 hrs 30 hrs per 90 hrs plus 0.30 to | 90 hrs per
perclass | perclass | class perclass | cover 52 class
weeks for
Kidscare
Pilrig Park 8 N/A 30 hrs per
class
Prospect 3 15 hrs 46.75 hrs N/A
Bank per class per class
Redhall 3 15 hrs 46.75 hrs N/A
per class per class
28.15 hrs
per class
Rowanfield 6 3.9 hrs plus 27.5 N/A 12 hrs
per class hours for per class
Nurture
Base
60 hrs per 30hrs per
class plus sec class
St Crispin’s 6 3grhcrlsass gl(ziilsrs - 65;:[;:: 60 hrs for
p p Behaviour
Units
‘Woodlands 8 30 hrs per
class

From August 18, the allocations for Nursery Nurses are based on full time posts being 30 hours.
In addition to these allocations, schools are given a top-up budget to cover all staff who were in post as
at 1/4/18 whose contracts were based on 36 hours for full time.
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MATERNITY / PATERNITY PAY

Staff excluding teachers (SET) Maternity Pay

If the employee has more than 26 weeks continuous service they are entitled to 14 weeks
Occupational Maternity Pay and 12 weeks Statutory Maternity Pay. The first 14 weeks are paid by
the school but thereafter paid centrally. Therefore, if a replacement is appointed during the 14
weeks, the school has to pay for both salaries.

If the employee has less than 26 weeks continuous service then the employee is only entitled to 12
weeks Statutory Maternity Pay, to be paid centrally. Therefore, the school only pays for the
replacement.

If the employee returns to work after pregnancy for at least three months they would keep the full
14 weeks Occupational Maternity Pay.

If the employee has intimated that she will return to work after pregnancy but subsequently doesn't
return, 6 weeks of the Occupational Maternity Pay must be repaid and will be credited back to the
school.

For Learning Assistants assigned to specific pupils and Nursery Nurses in Nursery Schools or
Primary School Nursery Classes, the cost of maternity cover (occupational and/or statutory HP) will
be paid centrally from day 1, regardless of the length of service.

SET Staff Paternity Pay

An employee is eligible for paternity leave if he has or expects to have responsibility for the baby's
upbringing and is the biological father and/or the mother's husband or partner.

Paternity leave is an entitlement, regardless of the hours worked. Provided the employee satisfies
the 26 week rule they qualify for 1 week full pay and 1 week Statutory Paternity Pay.

In addition they must:
» have worked continuously for the same employer for 26 weeks ending with the 15" week
before the baby is due.
» have worked continuously for the same employer from the 15" week before the baby is due
up to the date of the birth.
» be taking time off either to support the mother or to care for the new baby.

Paternity leave must be taken as 1 week or 2 consecutive weeks. The school will be responsible
for paying the first week at full pay. The second week of Statutory Paternity Pay, if taken up, will
be paid for centrally.

Teaching Staff Maternity Pay

The cost of the staff member on maternity leave will be paid for centrally from day 1, so the school
will only be responsible for the cost of the cover, plus 10 days accrued leave.

Teaching Staff Paternity Pay

The cost of the staff member on paternity leave will be paid centrally from day 1, so the school will
only be responsible for the cost of the cover.
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ADMINISTRATION, CLERICAL & TECHNICAL STAFF
(ALL SECTORS)

The allocation includes a business manager, administrative and clerical staff basic pay. In the
Secondary Sector it also includes an allocation for an admin officer, learning assistant/technical
staff.

BUDGET ALLOCATION

» The projected school roll produced in January/February of each year is used as the basis for
determining the allocations for the following academic year (excluding special schools).

= The school roll includes the special class and nursery class rolls where applicable.

= The budget allocation is determined by applying the actual salary for each grade by the number
of staff determined by the scales of entitlement.

= The financial year spans 2 academic years, term 3 of one academic year (April-July) and terms
1 and 2 of another academic year (August-March).

» The Finance and Staffing statements, issued in April of each year, calculate the standard of
provision for term 3 and terms 1 and 2 on this basis. This reflects the consequences of any
change in projected roll from the start of each session in August. Amended budget statements
will be sent to reflect the changes that have occurred since August.

Absence Cover

The cost of long term absence cover must be funded by the school for the first 4 weeks.
Thereafter the Department will contribute 50% of the actual cover cost incurred.

ACTUAL CHARGE TO THE SCHOOL

The actual costs of administrative and clerical support and technical staff will be charged through
the payroll and general ledger system against each school.

Actual salaries and on costs are revised annually to take account of pay settlements, incremental
drift and additional changes to National Insurance and Superannuation.

BUDGET CONTROL / MINIMUM STANDARDS

The job descriptions for all SET staff are generic across all schools and therefore roles cannot be
changed unless the Department undertakes an Organisational Review which involves consultation
with the Trade Union, revised job descriptions being drafted and evaluated by HR.

The hours of the post may be adjusted after consultation with the member of staff and local union
representatives.
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PRIMARY SECTOR

STANDARD OF PROVISION

The standard of provision for administrative and clerical staff is detailed on page 19.

BUDGET ALLOCATION

The allocation for business managers and school administrators is sessional and based on 40
weeks’ employment plus 8 weeks’ paid holiday (maximum after 10 years’ service), a total of 48
weeks. Full time (36hrs per week) sessional equates to 0.92 FTE

The allocation for clerical assistants is sessional and based on 39 weeks’ employment plus 8
weeks’ paid holiday (maximum after 10 years’ service), a total of 47 weeks. Full time (36hrs per
week) sessional equates to 0.9 FTE

SECONDARY SECTOR

STANDARD OF PROVISION

The administrative, support assistant and technical support staff are determined by the school roll.
The table on page 19 details the standard of provision for Administrative/Support Assistant
/Technical/Clerical staff.

BUDGET ALLOCATION

Budgets for Business Managers, Admin Officers and T3 Technical staff are allocated full time, with
a maximum of 8 weeks’ paid holiday after 10 years’ continuous employment.

BUDGET CONTROL/MINIMUM STANDARDS

The historical budget reduction for administrative staff has now been incorporated into the
allocations and is no longer shown as a negative cash sum on the budget statement.
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PRIMARY SECTOR

STANDARD OF PROVISION: SESSIONAL ALLOCATIONS BUSINESS MANAGERS, ADMINISTRATIVE & CLERICAL STAFF

Business Managers School Administrator Clerical Assistants TOTAL
Roll * GR7 GR4 GR3

Hrs FTE Hrs FTE Hrs FTE Term time hrs FTE
1-71 18 0.46 28 0.72 45.88 1.18
72-120 18 0.46 28 0.72 45.88 1.18
121-200 18 0.46 28 0.72 45.88 1.18
201-300 18 0.46 28 0.72 4.92 0.12 50.80 1.30
301-400 18 0.46 28 0.72 14.03 0.35 59.91 1.53
401-500 18 0.46 30 0.77 23.40 0.59 71.28 1.82
501-600 18 0.46 30 0.77 37.47 0.95 85.35 2.18
601-700 18 0.46 30 0.77 46.15 1.17 94.03 2.40

Sessional staff and G3 Clerical Assistants based on 39 weeks employment plus 8 weeks paid holidays - a total of 47 weeks
School Administrators and Business Managers based on 40 weeks employment plus 8 weeks paid holidays - a total of 48 weeks

Actual holiday entitlement is:
= < 5years’ service - 26 days + 6 public holidays
= 5-10 years’ service cc- 31 days + 6 public holidays

= > 10 years’ service - 34 days + 6 public holidays

* Roll includes nursery and special class (FTE) pupils

A 15.8% cut to Business/Admin/Clerical based staff was agreed from session 2017/18. The above figures EXCLUDE this
saving and individual Head Teachers will decide where the savings are to be made. Schools should not be staffing up to
these FTE unless there is budget available from elsewhere to allow for this.
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SECONDARY SECTOR

STANDARD OF PROVISION: BUSINESS MANAGERS, BURSARS, ADMINISTRATIVE
STAFF, LEARNING ASSISTANT & TECHNICAL STAFF

ALLOCATION
Total Business Admin Clerical Staff Technical Support
Roll Manager Officer Grade 3 Staff Assistant
Grade 8 Grade 5 Staff
fte fte fte Grade 3
Snr Tech fte
Tech
1-400 0.87 0.87 0.96 1.81 1.00
401-500 0.87 0.87 1.17 1.81 1.00
501-600 0.87 0.87 1.31 1.81 1.00
601-700 0.87 0.87 1.43 1.81 1.37
701-750 0.87 0.87 1.59 1.81 1.37
751-800 0.87 0.87 1.59 2.22 1.37
801-900 0.87 0.87 1.85 2.22 1.74
901-1000 0.87 0.87 2.10 1 2.22 1.37
1001-1100 0.87 0.87 2.36 1 2.42 1.74
1101-1200 0.87 0.87 2.60 1 2.42 212
1201-1300 0.87 0.87 2.85 1 2.42 212
1301+ 0.87 0.87 3.11 1 3.63 212

Senior Technical staff allocations are based on 52 weeks at 36hrs.
Technical staff allocations are based on 47 weeks at 36hrs.

Table does not include the additional allocation of Support Assistants (historical classroom
assistants) and also those allocated for Audit hours.

A 15.8% reduction in Business/Admin/Clerical based staff has been agreed
from session 2017/18, this reduction is EXCLUDED from the above figures as
individual Head Teachers will decide where the saving is to be made. Schools
should not be staffing up to these FTE unless there is budget available from
elsewhere to allow for this.
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DINING AND PLAYGROUND SUPERVISORS

(PRIMARY & SECONDARY SECTORS ONLY)

This allocation is provided for the supervision of the dining room at lunchtime and during
breaks in the Primary and Special Sectors.

STANDARD OF PROVISION

The full time equivalent (FTE) is calculated based on a 36-hour week and 38 weeks
employment plus 8 weeks paid holidays, a total of 46 weeks.

Where schools have an annexe, the roll is split between the two sites and allocations
determined by applying the standard of provision to each site.

BUDGET ALLOCATION

The budget allocation is determined by applying a standard hourly rate to the number of
hours shown in the table on the next page.

ACTUAL CHARGE TO SCHOOL

The actual costs of dining room and playground supervisors will be charged against each
school but the monitoring of costs within the Scheme of Delegation will be based on the
average hourly costs.

Actual hourly costs will be revised each year to take account of pay settlements, on costs
and incremental drift.

BUDGET CONTROL / MINIMUM STAFFING STANDARDS

Dining room supervision may be provided by either teaching or staff excluding teachers.

PRIMARY SECTOR

Supervisory allocations are based on the projected school roll. This includes special class
numbers in primary schools but does not include nursery pupils. The standard of provision
is shown on the next page.

There is a legal requirement to provide playground supervision in primary schools.

Allocations:
School Roll FTE
1-100 0.22
101 - 200 0.34
201 - 300 0.56
301 -400 0.67
401 - 500 0.78
501 - 600 0.89
601 - 700 1.11
701 - 800 1.32




SECONDARY SECTOR
STANDARD OF PROVISION

Dining Room supervisory staff allocations are based on the annual census of school meals
which is undertaken in the February of each year.
Allocations are made according to the standard of provision shown in the table below.

School Meal Roll Hours FTE
1-100 - -

101 - 200 4.82 0.12
201 - 300 9.64 0.23
301 - 400 14.90 0.36
401 - 500 19.71 0.47
501 - 600 24.53 0.59
601 - 700 29.35 0.70
701 - 800 34.17 0.82
801 - 900 39.43 0.94

23
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STAFFING CODES

TEACHING BUDGETS

Subjective

Budget Code Notes
Teaching Staff basic pay 1211 Includes Special and Nursery Class Teaching Staff
Supply Cover 1251
Learning Support 1261 Primary and Special Sectors only
Visiting Specialists 1271 Primary and Special Sectors only
Teachers Additional hours | 1212 Primary Sector only
Staff development cover 1241

SUPPORT ASSISTANT BUDGETS (including NURSERY NURSES)

Subjective

Budget Code Notes
Support Assistant basic 1631 All sectors
pay
Nursery Nurse basic pay 1291
Nursery Nurse absence 1041
cover
Early Years Officer 1691
Early Years Practitioner 1291
Early Years Cover 1281

ADMINISTRATIVE, CLERICAL & TECHNICAL STAFF BUDGETS

Subjective
Budget Code Notes
Basic Pay 1031 Admin/Clerical, Business Managers
Technician Basic Pay 1621 Secondary Sector
Absence Cover 1041
DINING ROOM & PLAYGROUND SUPERVISORS
Subjective
Budget Code Notes
Childcare Strategy 1712

Dining Room / Playground | 1661
Supervisors




STAFFING CALCULATIONS

Maximum
weeks per
Staff FTeEr I;IVZ:LS year based on
P length of
service

All Sectors
Teacher 35.00 hours | 52 weeks
Teacher (Class Contact Time) 22.50 hours | 52 weeks
Learning Assistant 36.00 hours | 47 weeks
Clerical Assistant 36.00 hours | 47 weeks
School Administrator 36.00 hours | 48 weeks
Dining/Playground Supervisor 37.00 hours | 46 weeks
Primary & Special
Nursery Nurse 36.00 hours | 47 weeks
Business Manager 36.00 hours | 48 weeks
Early Years Officer 36.00 hours | 47 weeks
Early Years Practitioner 36.00hours 47 weeks
Secondary 36.00 hours | 52 weeks
Business Manager 36.00 hours | 52 weeks
Admin Officer 36.00 hours | 52 weeks
Senior Technical 36.00 hours | 47 weeks
Technical 36.00 hours | 52 weeks
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EXAMPLE FTE CALCULATIONS
TEACHING STAFF

From August 2006 the maximum Class Contact Time (CCT) for all Primary, Secondary &
Nursery School teachers is 22 2 hours per week. (Special School teachers already had a
maximum contact time of 22 %2 hours per week)

Personal Time is calculated as 1/3 of CCT with Remaining Time making up the rest of the
contracted working week. Therefore, for a full-time member of staff working a 35 hour week,
the calculation is as follows:

Contracted Hours = 35 Contact Time =22.5 Personal Time =7.5 Remaining Time =5
Part-time and job share teachers are entitled to a pro-rata allocation of the above. For a full
Ready Reckoner of entitlements and answers to Frequently Asked Questions, please refer

to the Information on the DSM section on the ORB.

The FTE calculation is therefore based on the class contact time divided by 22 %2 hours.
E.g. 18 hours class contact time = 18/ 22.5 = 0.8FTE.
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TEMPORARY/SUPPLY TEACHING STAFF (use the Temporary Teachers’ Claim Form and
refer to the new conditions regarding supply contracts)

Daily payable hours will reflect the full range of teachers’ duties, i.e. class contact, personal
allowance (preparation and correction) and remaining time duties. The calculations below
are designed to differentiate between (1) those claimants who have been given the
appropriate amount of non-class contact time and (2) those who may have been given less
that the appropriate amount of non-class contact time or who have taught for the whole pupil
day.

Calculations for Secondary/Special Sector | Calculations for Primary/Special/Nursery
Sector
(1) Hours in the pupil day x 1.273 (1) Hours in the pupil day x 1.4
Or Or
(2) Hours of class contact within pupil day x | (2) Hours of class contact within pupil day x
1.556 1.556

A ready reckoner to assist in conversion from minutes can be found on the back of the
Temporary Teacher Claim Form.

Contracted hours will differ for temporary vacancies of less than 5 days.
STAFF EXCLUDING TEACHERS

Calculate FTE for Learning Assistants, Admin/Clerical/Technical, SSOs,
Dining/Playground Supervisors

Hrs worked / Standard no. of hrs
X = FTE e.g. (25/36) X (47/52.18)=0.63 FTE
Standard no. of weeks / 52.18 weeks

Calculate Hours from FTE for Learning Assistants, Admin/Clerical/Technical, SSOs,
Dining/Playground Supervisors

FTE X Standard no. of hrs e.g. (0.63 X 36) X (52.18/47) = 25.09 hrs
X = Hrs worked (rounded to 25 hrs)
52.18 weeks / Standard no. of weeks
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EXAMPLE OF MANUAL CALCULATIONS (TEACHING STAFF)

How much will it cost to employ a teacher for 35 hours per week (1 FTE) from April
until the end of June?

Annual Salary (+on costs) x no. of days worked*
195

*including holidays in lieu
EXAMPLES OF MANUAL CALCULATIONS (STAFF EXCLUDING TEACHERS)

Please note that, unlike teaching staff, if an admin/clerical employee leaves at the end of
term in June, then the leaving date is not the final day of term but the final day of the school
summer holidays that year.

Also, if an existing employee changes hours, for the start of the August term then these
should be effective from the first day of the autumn term in August.

The allocation of the budget is made on this basis. This should be accounted for when
calculating costs for less than a whole year and the calculations on the next page can be
used for this.

Budget allocations based on School term
e.g. for 2014/15

April — 121" August = 132 Days /365

13" August — March = 233 Days /365

How much would it cost to employ a clerical assistant for 10 hours a week, assuming
an average salary of £12,0007?

eg. 10 x 47 = 0.25FTE
Contracted Hours x Contracted Weeks = FTE 36 52.18
Standard Hours Weeks per Year

e.g. 12,000 x 0.25 = £3,000

How much would it cost if the clerical assistant were only employed for the period
April to June?

Salary x FTE x Working Period

(See note above on leaving dates for e.9. £12,000x0.25x0.375 = £1,125

Admin/Clerical Staff)
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EDUCATIONAL SUPPLIES

PRIMARY, SECONDARY & SPECIAL SECTORS

This allocation is provided for the purchase, replacement, hire and repair for all schools
supplies and services.

STANDARD OF PROVISION
= Allocations are based on ‘a rate per pupil’ multiplied by the school roll.
* In some instances, minimum standard of provision apply, to protect the level of
resourcing for small schools.
= The overall rate per pupil includes any necessary costs attached to the headings
below:

BUDGET / ALLOCATION
The current allocations are detailed below:

Rate per Pupil ~ Minimum Allowance  Fixed Allowance

(£) (£) (£)

Nursery Classes 70.00

Primary 65.00 2,000

Secondary 75.00

Special Classes - Primary 65.00 500
Special Classes - Secondary 75.00 500
Special Schools - Primary 65.00 1,530
Special Schools - Secondary 75.00 1,530

SERVICE CHARGED

An oracle purchase order must be used for all revenue expenditure.

The cost of any centralised agreements will be advised by the Finance Section. No invoice
will be required to be passed for payment by the school.

BUDGET CONTROL

= All charges are directly related to usage.

= Although the Parental Involvement in Schools Act 2006 does not require schools to
consult Parent Councils on their plans for per capita expenditure, Head Teachers are
strongly encouraged to continue to do this.

» Excesses on which schools can claim against the central contingency fund will be
based on a school’s roll for the replacement of stolen/damaged property. Details of
school excesses will be provided on an annual basis.

= Schools should use the appropriate code when ordering goods. There is a small
central contingency for stolen/damaged property. Schools will be advised of their
excess annually. There is no guarantee.

= Allocation has been reduced pending transfer of budget to Corporate Property for
washroom consumables (£5/head)
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OFFICE EQUIPMENT, FURNITURE & FURNISHINGS

SPECIAL & NURSERY CLASSES

This allocation is for the supply of office equipment and supply, repair and removal of
furniture and furnishings. This will be shown as part of general supplies on the school
budget statement.

STANDARD OF PROVISION

The basis of allocation is calculated on the pupil roll. A comprehensive reduced allocation
based on per pupil has been given to primary and secondary schools under the educational
supplies heading.

BUDGET ALLOCATION

The allocations are as follows:
Nursery Class/ Special Class/Pupil Special Schools —

Pupil - included in general
Included in general supplies budget
supplies budget
Office Equipment £0.30 £0.30 £50.00 allowance
Fixtures and £1.20 £6.00 £6.00/pupil (£300
Fittings min. allowance)

SERVICE CHARGED
An oracle purchase order must be raised.
BUDGET CONTROL
The charges applied are directly related to purchases.
ADDITIONAL CLASSROOMS DUE TO DEMOGRAPHY
PRIMARY SCHOOLS
STANDARD OF PROVISION

Budget will be provided to form additional classes in some cases due to increases in
demography

BUDGET ALLOCATION

The Department will pay for the kitting out of an additional class where the school needs to
go over the agreed classroom capacity. Schools that are below the agreed classroom
capacity but have spare classrooms used for other purposes will not receive funding, in
these cases classrooms used for other purposed will need to be refitted into classrooms
from within the existing devolved budget.

SERVICE CHARGED

The Estates Management team will arrange for the purchase of furniture and fittings
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MEDICAL SUPPLIES
SPECIAL AND NURSERY CLASSES

This allocation is for the provision of first aid materials to the required level. This will be
shown as part of general supplies on the school budget statement.

STANDARD OF PROVISION

= The allocation is calculated on pupil roll.

= |n 2000/01 a comprehensive reduced allocation based on per pupil has been given to
primary and secondary schools under the educational supplies heading.

=  From 2012/13 the Pupil Care Disposable budget has been amalgamated with the
Medical supplies budget.

BUDGET ALLOCATION
Rate per Pupil Minimum Allowance Fixed Allowance
£ £ £
Nursery Classes 0.10
Special Classes - 0.10
Primary
SPECIAL SCHOOLS
Determined on needs of pupils:
£
Braidburn 3000
Gorgie Mills 25
Kaimes 300
Oaklands 3000
Pilrig Park 300
Prospect Bank 400
Redhall 400
Rowanfield 25
St Crispin's* 2500
Woodlands 300

*To include protective clothing for school staff

SOURCE OF SERVICE

This service will be provided by contractors.
SERVICE CHARGED

An oracle purchase order must be raised.
BUDGET CONTROL

The charges applied are directly related to usage

The Head Teacher must ensure that First Aid boxes in the school are maintained at the
required level always.
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LAUNDRY SERVICES
SPECIAL SCHOOLS & SPECIAL AND NURSERY CLASSES
This allocation is to meet the cost of laundry services. Included under this heading is
laundering for towels, sheets, curtains, etc. This will be shown as part of general supplies on
the school budget statement.
STANDARD OF PROVISION
= The allocation is calculated on pupil roll.

* |n 1996/97 a comprehensive reduced allocation based on per pupil population now
given to primary and secondary schools under the educational supplies heading.

BUDGET ALLOCATION
Rate per Pupil Minimum Allowance Fixed Allowance
£ £ £
Nursery Classes 0.20
Special Classes - 0.20
Primary
Special Schools 30.00

SOURCE OF SERVICE

This service will be provided by contractors.

SERVICE CHARGED

An oracle purchase order must be raised.

BUDGET CONTROL

The charges applied are directly related to items cleaned.
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POSTAGES

SPECIAL SCHOOLS & AND NURSERY CLASSES

This allocation includes the costs of stamps and the re-crediting of franking machines. This
will be shown as part of general supplies on the school budget statement.

SCALE OF ENTITLEMENT

The allocation is calculated on the pupil roll.

BUDGET ALLOCATION

The allocations are as follows: -

Rate/Pupil
Nursery Class £0.45
Special Class £2.00
Special Schools £5.00

SERVICE CHARGED

An oracle purchase order must be raised.

BUDGET CONTROL

The charges applied are directly related to usage.
The use of internal mail services should be made where practical.
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TELEPHONE RENTALS/LEASING

PRIMARY & SECONDARY SECTORS

There are no allocations for telephones as per a Council decision to centralise the telephony
systems of the Council.

STANDARD OF PROVISION

Additional telephony provision such as mobile phones, truancy calling and broadband rental
will be the responsibility of the school and any such expenditure should be met in full, from
the educational supplies budget.

BUDGET ALLOCATION

None

SERVICE CHARGED

Invoices are sent directly to the payments unit for payment.

BUDGET CONTROL/MINIMUM STAFFING STANDARDS

SPECIAL SCHOOLS AND PRIMARY SPECIAL CLASSES

BUDGET ALLOCATION

Allocations to cover mobile phones and truancy calls. This will be shown as part of general
supplies on the school budget statement.

Rate/Pupil
Primary Special Classes £4.75
Special Schools £8.00
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CONTINUING PROFESSIONAL DEVELOPMENT

PRIMARY, SECONDARY & SPECIAL SECTORS

This allocation is made to schools to support Continuing Professional Development of all
staff. This allocation is to fund the development needs arising out of Professional Review of
teachers and Performance Review & Development of SET staff. Expenditure under this
heading would be speakers’ fees, training course fees, travel expenses, materials directly
related to staff development and staff cover costs where required.

STANDARD OF PROVISION

= Allocation 1 is based on each school receiving a fixed sum plus a capitation rate per
fte teacher

BUDGET ALLOCATION
Allocation - £400 + £100/fte teacher - all Sectors
ACTUAL CHARGE TO THE SCHOOL

= Non- staffing expenditure e.g. per capita - text books, an oracle purchase order must
be raised.

= At the request of the school, the finance section will organise the payment of
speaker’s fees.

=  Employees travel is paid through the imprest account at the public transport rate (HR
recommended).

= Guidance on Miscellaneous fees - an oracle purchase order must be raised.

= Staff cover and overtime are charged on actual salary basis for both teaching and
support staff cover.

BUDGET CONTROL/MINIMUM STAFFING STANDARDS

The charges applied are directly related to staff development and review processes. No
monies may be diverted from this purpose before all identified staff development needs and
needs arising from reviews of teaching staff have been met. Support staff are still able to
benefit from these arrangements.
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CURRICULAR TRAVEL

PRIMARY & SECONDARY SECTORS

This allocation is for resources to meet the cost of transport to sports facilities. Schools are
required to make their own arrangements to and from facilities, either using bus vouchers or
by hiring of buses. The vouchers are currently applicable to Lothian Buses only.

STANDARD OF PROVISION

» The allocation for Primary schools is based on the swimming entitlement, i.e. number
of P6 and P7 classes in schools and swimming uptake and the need for transport at
the rate of £378 per class. There is a small central fund to assist schools where
public transport is not feasible.

» The allocation for Secondary schools is based on an assessment of lack of ‘on-site’
facilities and pupil numbers.

SERVICE CHARGED

The charge is based on the actual cost incurred by the school.

BUDGET CONTROL

The provision for curricular travel is currently provided to meet the needs of schools without
the appropriate facilities.

Primary schools seeking assistance with private transport costs (where public transport is
not available or feasible (within reason) should contact the Devolved Finance & Resources
Officer.
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EXCURSION ALLOWANCE

PRIMARY, SECONDARY & SPECIAL SECTORS

This allocation is to supplement parental contributions for school excursions and encourage
schools to enrich the curriculum by organising external visits.

STANDARD OF PROVISION

The allocation is based on a formula which takes into account the following:

Pupil roll / sector factor / distance factor.

BUDGET ALLOCATION

The budget allocation is determined by the school roll. No school will receive less than the
minimum allowance detailed below.

Minimum Allowance (£)

Nursery Classes 40.00
Primary 120.00
Secondary 870.00
Special Classes - Primary 40.00
Special Schools 230.00

SERVICE CHARGED

» The actual costs will be distributed either by BACS payment.
» These funds are disbursed in June in each financial year.

BUDGET CONTROL

» The Children & Families Committee expects the allocation to be fully spent on extra-
curricular activities supplemented by parental contributions.

» Records should be maintained within the school of the costs involved.

» Costs for adults incurred in connection with accompanying pupils on school funded
trips should be funded from the allowance through the school fund account.
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RECREATION FACILITIES

PRIMARY, SECONDARY & SPECIAL SECTORS

This allocation includes the resources for schools which do not have a full range of Physical
Education facilities on site.
STANDARD OF PROVISION
=  Non-Devolved
= This allocation is based on the recreation facilities timetables
BUDGET ALLOCATION

The budget allocations are based on the need to provide appropriate facilities.

SERVICE CHARGED

No invoice is required to be passed for payment by the school. The school will be advised of
the charge by the Finance Section.

BUDGET CONTROL

» The budget provision for facilities is held centrally. For this reason, this budget is non-
devolved and will not feature in the calculation of school carry forward statement.

= The associated transport costs, where incurred, are shown under curricular travel.

= Special Schools - all requests for Lets must be authorised by the Quality
Improvement Manager for Special Schools.




SPECIALIST UNITS / CLASSES ATTACHED TO SCHOOLS

PRIMARY, SECONDARY & SPECIAL SECTORS
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This heading covers specific units funded separately from the main school activity. Currently

these are:-
= Broughton High School Music Unit
= Flora Stevenson Music Unit

There are seven primary schools with language and communication classes:

Murrayburn Primary School
Stenhouse Primary School
Broughton Primary School

Royal Mile Primary School
Craigentinny Primary School

St Cuthbert’'s RC Primary School
Brunstane Primary School

There are four secondary Inclusion Resources:
= Craigmount High School
=  Drummond High School
= Leith Academy
= St Thomas of Aquins RC High School
STANDARD OF PROVISION

The allocation is based on the specific circumstances of each unit/class.

BUDGET ALLOCATION

The budget allocation for the inclusion Resources and the Language and Communication

classes comes from ASL Services.
SERVICE CHARGED

For non-staffing e.g. per capita - text books: an oracle purchase order must be raised.

BUDGET CONTROL

These resources must be used for the purpose for which they are provided.




39

AD HOC ALLOCATIONS

PRIMARY, SECONDARY & SPECIAL SECTORS

This includes staff cover for the local agreements on time off for members of staff who are
elected to Councils or appointed as Regional secretaries of their trade unions. In addition
there may be allocations provided on a year to year basis to support specific initiatives.

These allocations are normally strictly time limited.

STANDARD OF PROVISION

The allocation is based on specific circumstances.

BUDGET ALLOCATION

The budget allocation is based on specific circumstances.

The confirmation of an Ad Hoc allocation may be delayed until after the school carry forward
is known and applied retrospectively should there be an overspend.

SERVICE CHARGED

For non-staffing e.g. per capita - text books: An oracle purchase order must be raised.
Staffing is charged on an actual salary basis.

BUDGET CONTROL/MINIMUM STAFFING STANDARDS

These resources must be used for the purpose for which they are provided.
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POSITIVE ACTION — NON STAFFING

Included under this heading are resources for:

Staffing: teaching staff
Learning support staff
Non Staffing: |Educational supplies
Excursion allowances

PRIMARY SECTOR

BUDGET ALLOCATION
An additional allocation is made for education supplies and excursion allowance for
designated PA schools
Allocations are made on a weighted basis according to the banding system adopted for the
sector.
SERVICE CHARGED
For non-staffing e.g. educational supplies - an oracle purchase order must be raised.
BUDGET CONTROL
Resources under this heading must be used to improve the progress of pupils in basic skills
and/or provide educational experiences which would otherwise be denied to pupils because
of home circumstances.

SECONDARY SECTOR
BUDGET ALLOCATION:

An additional allocation is made for educational supplies based on the number of FME pupils
in the School.

SERVICE CHARGED

For non-staffing e.g. educational supplies - an oracle purchase order must be raised.
The charges applied to staffing are on average salary basis.

BUDGET CONTROL/MINIMUM STAFFING STANDARDS
Resources under this heading must be used to improve the progress of pupils in basic skills

and/or provide educational experiences which would otherwise be denied to pupils because
of home circumstances.
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SCHOOL MINIBUS

SECONDARY SECTOR

This allocation is for resources for the lease agreements of vehicles supplied by Internal
Fleet Services.

STANDARD OF PROVISION

The allocation is based on one minibus per secondary school with a further capitation given
to schools with a roll over 822.

BUDGET ALLOCATION

The current full lease charge for a minibus is £5,905 per annum.

SERVICE CHARGED

No invoice is required to be passed for payment by the school.
The school will be advised of the charge by the Finance Section.

BUDGET CONTROL

A Head Teacher may decide to cease using a vehicle obtained through the Department of
Internal Transport Services or request an additional vehicle. At least one terms notice of the
intention to do so should be given via the Transport Section.

Should the authority incur penalty charges for early termination of the lease of the vehicle,
these charges will be passed on to the school.
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EXAMINATION FEES

SECONDARY & SPECIAL SECTORS

This allocation is for fees in respect of S.Q.A. and other presentations.

STANDARD OF PROVISION

The budget partially devolved to schools
Schools should refer to the C&F Examination Policy (2009).

BUDGET ALLOCATION
Schools will receive a budget based on their estimated share of the agreed SQA Levy
charge. Schools cannot keep any unspent budget and if the spend exceeds the agreed
Levy charge, the costs for exams will be picked up centrally.
SERVICE CHARGED
S.Q.A. raise invoices for individual schools. Invoices are processed centrally.
BUDGET CONTROL

= The charges applied are directly related to presentations.

= Late entries, return of work and unacceptable levels of non-attendance at exams will
result in charges to the school.




43

NON-STAFFING CODES

Budget Subjective Code Notes
Educational 3141 Text Books
Supplies 3161 Stationery
3171 Apparatus
3181 Other
3201 Repairs to Educational Equipment
3211 Maintenance
3221 Stolen/Damaged Educational
3001 Equipment
Appliance Hire
Office Equipment, | 3041 Office Equipment
Furniture & 3051 Loose Furniture — includes removal &
Furnishings repairs
Medical Supplies | 3061 Includes Pupil Care Disposables
Laundry Services | 3361 For Special Schools and Nursery &
Special Classes in other sectors
Cleaning 2301 General Cleaning Materials — including
Materials Paper Towels/Toilet Roll & Pool
2321 Chemicals
Pest Control
Postages 3631
Telephone 3601 Includes telephone calls and rental of

Rentals / Leasing

fax machines & mobile phones

Budget

Subjective Code

Notes

Continuing

1251

Modern Language Cover

Professional 1241 Teaching & Support Staff Cover and
Development Review Implementation.
3701 Other Costs
Curricular Travel | 2771 Lothian Buses Travel Vouchers / Buses
Excursion 4929
Allowance
Recreation 4083
Facilities
Examination Fees | 4411 SQA (Standard, Higher, CSYS)
4521 Modules (ex SCOTVEC)
4401 Other Examining Bodies
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BUDGET SAVINGS

DSM BUDGET REDUCTION (Approved 2020)

The Administration approved a reduction, weighted in a manner which protects those
schools with the highest proportion of Pupil Equity Funding.

The overall reduction applied represents 0.88% of the total DSM budget.
REDUCTION APPROVED BY COUNCIL (2008)
PRIMARY SECTOR

A percentage reduction representing 1.5% of 2008/09 DSM budgets. Head Teachers have
flexibility to decide the most appropriate way of delivering this saving within their own school.

The reduction attributable to support staff budgets is recorded separately to exclude the
impact of the 2008 saving from the 15.8% Business Support Review calculation.

SECONDARY SECTOR

A percentage reduction representing 1.5% of 2008/09 DSM budgets. Head Teachers have
flexibility to decide the most appropriate way of delivering this saving within their own school.

Most of this reduction has been incorporated into the core Teaching allocation formula.
The reduction attributable to support staff budgets is recorded separately to exclude the
impact of the 2008 saving from the 15.8% Business Support Review calculation.
BUSINESS SUPPORT REVIEW (15.8% reduction)

A 15.8% reduction in Business/Admin/Clerical based staff was approved for academic year
2017/18 onwards.

Head Teachers have flexibility to decide the most appropriate way of delivering this saving
within their own school.




Appendix 3

Appendix B of DSM Scheme

Expected and Recommended Summary

(Scottish Government Document)

The DSM guidelines recognise that in relation to DSM the functions and roles undertaken
within an empowered school system are not restricted to headteachers. Although the role of
headteacher is identified throughout, shared and distributed leadership means that other
staff members or groups may undertake an area or aspect of DSM. The guidelines support
distributed leadership, collaboration and consultation whilst recognising that the
accountability and responsibility will reside with the headteacher as the leader of their

school, supported by the Local Authority.

In some cases the guidelines note statutory requirements on Local Authorities. For the
avoidance of doubt, nothing in these guidelines detracts from those statutory requirements,

which all Local Authorities must comply with.

General

Expected

Recommended

Local Authorities schemes adhere to financial
regulations, deliver best value and ensure the
efficient, fair and equitable distribution of
resources.

Headteachers deploy the school's budget in
accordance with best value principles and Local
Authority procurement arrangements, with
appropriate support and guidance from their
Local Authority.

Local Authorities should ensure that devolution
is meaningful and empowers school leaders to
make appropriate, and informed decisions to
best meet their local need in line with legislation
and Local Authority policies, guidance and
frameworks.

Local Authorities scheme clearly define areas of
resources that are not devolved to schools.

Headteachers are expected to ensure school
expenditure is in line with the School
Improvement Plan supporting the relevant Local
Authority strategic plans, priorities and the
National Improvement Framework.




Local Authorities and headteachers must adhere
to legislative

requirements, SNCT and LNCT agreements and
guidance.

Format and Publication

Expected

Recommended

Local Authorities are strongly encouraged to
utilise the format of the DSM Framework for
their scheme. This is available

from https://www.gov.scot/policies/schools/devo
Ived-school-management/.

Local Authorities are expected to publish
the DSM scheme on the external facing website.

Where a school has a website, it is
recommended that it should include a web link
to the Local Authority published scheme.

Local Authorities should consider publishing a
summary of the authority's scheme, providing
stakeholders summary information in an
accessible way, using plain language.

Published schemes should include the criteria
and methodology used to create formulae-based
allocations, staffing models and other resource
allocations as appropriate. If formulae have
been applied, the formulae should be included
within the scheme.

Training

Expected

Recommended

Local Authorities should provide

specific DSM training to key staff groups
including headteachers and Business Managers
or associated posts.

It is recommended that training opportunities
are made available to depute headteachers,
aspiring leaders, elected members, and any
other appropriate staff who utilise or
influence DSM decisions.

Where school or establishment staff have a
delegated budget responsibility they should be
aware of the aims and principles associated
with DSM, best value and adhere to financial
regulations and Local Authority policies for the
funds they are responsible for.

Training should be available for new and
experienced staff members.



https://www.gov.scot/policies/schools/devolved-school-management/
https://www.gov.scot/policies/schools/devolved-school-management/

Training should be available on a frequent and
recurring basis.

School leaders have access to local and/or
national leadership programmes and training
which ensures an approach to DSM that
encourages confident decision-making to
promote better outcomes for learners.

Consultation, Engagement and Transparency

Expected

Recommended

Consultation and engagement at all levels
between Local Authorities, headteachers and
stakeholders should take place to inform
appropriate resource decisions, including:
budget, staffing models and savings. This
includes consultation on criteria used when
determining how a formula is devised or applied
and other methodology of distributing resources.

Local Authorities should form appropriate
mechanisms or forums for regular engagement
and consultation with headteachers and wider
stakeholders as appropriate.

Consultation and engagement between
headteachers and staff groups should take place
to inform appropriate resource decisions,
including: budget, staffing models, department
budget allocations and savings.

Headteachers should form appropriate
mechanisms or forums for regular engagement
and consultation with staff, parents and wider
stakeholders as appropriate.

Headteachers should consult with staff, parent
councils, pupils and the wider community on
appropriate matters, these may include school
staffing models, DSM decisions, allocation of
departmental or class resources and include
formulae or criteria used within the school.

Headteachers share and discuss local school
decisions, budget and resource allocations with
staff groups and wider stakeholders as
appropriate.

It is recommended that at school level this
includes methodology and distribution of
budgets and resources.

Local Authorities make information available to
all stakeholders in relation to the Local Authority
budget, education budget and delegated
budgets to schools, including identifying areas of
expenditure that are not devolved to
headteachers.




It is expected that DSM schemes, and
information published for stakeholders is
accessible and is in plain language.

Headteachers are to ensure that any costs
related to the curriculum are minimised to
ensure equality of access.

Where charges exist for pupils, including both
curriculum or extra-curricular activities (class
materials, school trips, school uniform, etc.)
they should be clearly detailed in school
information published at the start of the
academic session.

Any potential financial assistance, discounts or
exemptions available, for example in relation to
pupils in receipt of free school meals, should be
included within this information.

Collaboration

Expected

Recommended

DSM schemes should be informed by local
priorities to enable it to contribute towards
shared agendas and improved outcomes, it
should enable stronger partnership working
between schools and other agencies and
stakeholders.

Local Authority decisions about education
spending are made in a collegiate and
transparent way paying due regard to Getting it
Right for Every Child (GIRFEC) and the role of
Local Authorities as Corporate Parents.

It is recommended that Local Authorities
consider empowerment on an area or school
cluster basis, enabling headteachers to
influence decisions across geographical areas
or school clusters.

Headteacher are expected to be collaborative
and collegiate in their approach, challenging
themselves and stakeholders to be solution
focused embracing joint working with the
learning community, parents, children and young
people, teachers and support staff, partners,
other schools and the Local Authority.

It is recommended that headteachers work
together to share and maximise resources to
influence outcomes across geographical areas
or school clusters.

Staffing

Expected

Recommended

Local Authorities should empower headteachers
to design a staffing structure to suit the school's
context within their delegated budget and in

Local Authorities consider their approach when
devolving staffing, this includes discussing with
Headteachers the complexities and risks
associated with staffing allocations.




accordance with SNCT and LNCT agreements
and guidelines.

Schemes should seek to devolve the
appropriate resources to schools, whilst
ensuring that legislative and contractual
requirements are met and local circumstances
and need taken into account.

The Local Authority, with headteachers will seek
to deliver the most appropriate and efficient use
of staff resource ensuring equity, transparency
and clarity whilst promoting and supporting
collaboration and collegiate working.

Headteachers should play an active role in
designing and reviewing recruitment and staffing
approaches, both for their own school/s and for
the Local Authority.

For all staffing matters, headteachers must
adhere to the appropriate legislation and Local
Authority, SNCT and LNCT agreements and
guidelines.

Headteachers should be consulted on the
allocation of support staff to schools.

Professional Support

Expected Recommended
Headteachers in all schools should have access
to professional support teams and functions.
There should be transparency in the formulae or
methodology in allocating professional support
to schools.
Accounting
Expected Recommended

Headteachers should have the provision to carry
forward budget underspend or overspend in line
with agreed and published Local Authority policy
and criteria.

Intended use of carry forward of budget
underspends are identified in School
Improvement Plans or school budget spending
plans.




Procedures for managing carry forward of
overspends are included within the scheme.

Consideration is given towards enabling
schools to deposit funds to save budget for
planned and agreed future spend.

Headteachers should have the provision to vire
budget between budget headings in line with
agreed and published Local Authority policy and
criteria.

Scheme Review

Expected

Recommended

Local Authorities undertake a three-year review
with stakeholders and a peer Local Authority as
they determine appropriate.

Stakeholders may include headteachers,
business managers, all staff groups, trade
unions, parents, pupils and corporate partners
such as finance, human resources and
procurement as examples.

Local Authorities are recommended, as part of
ongoing self-evaluation, to

update DSM schemes if changes are made
which have a consequential impact on a
scheme.

Headteachers are recommended to apply
national standards and to undertake self-
evaluation drawing upon the most appropriate,
and current tools, at date of publication these
include, but are not limited to:

Education Scotland - HGIOS4 QI 1.5
Management of Resources

GTC Scotland - The Standards for Leadership
and Management: supporting leadership and

management development

Scottish Government and COSLA - Education
Reform Joint Agreement and Headteachers'
Charter




Appendix 4

(Appendix C of DSM Scheme)

School Finance Committees

Empowerment is core to all work in schools and is embedded in the model of support
provided by the local authority.

Empowerment is fundamental to all decision making. This means that Headteachers
consult on appropriate matters, for example staffing, DSM, resources. Consultation
is meaningful and extends beyond mere reporting. It includes arrangements for how
major financial decisions, including spending linked to Pupil Equity Fund, are
compliant and meet procurement and other statutory arrangements.

As part of the Empowered system, Headteachers are required to have formal
mechanisms in place to ensure that financial decision making is transparent and
adheres to principles of Best Value. In practice this means that all schools have a
School Finance Committee in place as follows:

e School Finance Committee meet a minimum of 4 times per year, to discuss
o School Fund

DSM

PEF

Any other relevant funding

Arrangements for communication and consultation with staff, parents,

pupils and the wider community

@)
@)
@)
@)

e Membership of the Committee should include but is not limited to
o Head Teacher
o Business Manager
o School Fund Committee Chair and Treasurer
o Parent Council Representation
o Other members of the school Senior Management Team
e These meetings can be arranged as stand alone meetings or can be
combined with other financial meeting, for example, School Fund Committee
Meetings, Parent Council financial meetings, and School financial SMT
meetings

e The meetings will be minuted and have clear action points for follow up
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