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Guidance for Maintained Schools considering taking HR & 
Finance including Payroll outside of the HCC/ Oxfordshire 
Partnership 
 

1. Background 
 
OCC has entered into a Public to Public Partnership with Hampshire County Council 
in order to receive HR & Finance services including Payroll. This arrangement is 
available to Oxfordshire’s Maintained Schools but  schools have the option  to take 
these services from a third party other than Hampshire. 
 
Oxfordshire County Council will support schools who wish to exercise this freedom. 
However, in doing so schools need to be mindful of what this involves . This 
document has been compiled to provide initial guidance and aims to set out in 
general terms the criteria which will need to be met, as well as things to be 
considered before moving to a new third party provider.  
 

2. Key Points 
 
Schools must move both payroll and finance systems together, as the fully integrated 
service provided by Hampshire County Council means that one service cannot be 
taken without the other. From 2016 the transactional services will be fully integrated 
with the professional support services provided by Education Finance and Personnel 
Services. This is so that the professional services can fully support schools to 
operate the self-service transactional systems for finance and HR. The impact of 
using  providers and systems outside of those used by Oxfordshire County Council 
must be considered in relation to the schools ongoing responsibilities, pensions, 
VAT/Tax advice, banking processes, petty cash arrangements and debt 
processing/chasing. 
 
Given the assurances that the council needs and that both the school and the 
council would be entering into unprecedented arrangements, we would require 
minimum notice of 12 months.  
 
 

3. Roles and Responsibilities 
 
3.1 Oxfordshire County Council 
 
Maintained schools are able to apply to use another system but the alternative 
system needs to be approved by the CEF Finance Business Partner and Oxfordshire 
County Council’s Chief Finance Officer.  (This does not apply to academies.) 
 
Oxfordshire County Council has a duty to monitor a school’s governing body’s 
budget management and compliance with the requirements of their financial scheme 
prepared under section 48, School Standards and Framework Act 1998.  
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Oxfordshire County Council must collect and pay over employer’s contributions to 
the appropriate pension fund (reg 67 and Schedule 2, Local Government Pension 
Scheme Regulations 2013); and pay teachers’ pension contributions to the Secretary 
of State (reg 30, Teachers’ Pensions Regulations 2010); 
 
Oxfordshire County Council must maintain accurate pay records for all staff as they 
are legally required to deal with any future queries about service.  
 
Oxfordshire County Council must prepare a statement of accounts in accordance  
with the Code of Practice on Local Authority Accounting which includes the income, 
expenditure, assets, liabilities and reserves of OCC maintained schools (Accounts 
and Audit Regulations 2011), together with associated statutory government returns. 
 
 
For these reasons Oxfordshire County Council needs to be satisfied that the system 
chosen and arrangements for interface with our central accounting records would 
provide sufficient assurance around the financial management of the school and 
enable us to complete the local authority’s accounts, including schools, in the 
timescale required and would need to approve the bank account, as per the Scheme 
for Financing Schools. 
  
3.2 Maintained School leaving OCC Finance & Payroll system 

 
Schools will need to operate a local bank account into which budget shares will be 
paid by regular instalment. It is expected that the school’s budget share will be paid 
by equal monthly instalments, one day before salaries are due to be paid on the last 
working day of each month. Pupil premium will be paid on a regular basis through 
the year in line with the payments received from the Education Funding Agency. 
Schools’ existing Imprest accounts cannot be used for this purpose. New accounts 
would need to be created under the council’s banking arrangements with Lloyds, and 
schools would need to meet the additional costs of setting up new accounts. The 
school would be responsible for cash flow management, and would be responsible 
for ensuring enough funds are in the account for each payroll run for example. 
Overdrawn bank accounts will not be permitted. 
 
The schools will be responsible for undertaking its own bank account reconciliations 
  
The school will bear the costs of introducing the new finance and payroll systems 
and continuing to maintain them, including backing up data. Schools will also bear 
the additional costs associated with maintaining a separate system, including the 
extra administration required. 
  
The school will be responsible for submitting a claim for inclusion in Oxfordshire 
County Council’s monthly VAT claims as these needs to be part of Oxfordshire 
County Council’s claim not an individual claim from the school. 
 
 
Schools would be required to submit data to Oxfordshire County Council in the 
correct format monthly to be included in Oxfordshire County Council’s accounts. This 
would include detailed analysis to General Ledger code level in advance before 



Guidance February 2016 Oxfordshire County Council Page 3 
 

submission for example, with separate analysis between revenue and capital 
spend/income.  
 
For closedown work at year end the school will be required to submit any required 
financial reports to the centre, including balance sheet analysis and will need to 
provide answers to any questions from  the County Council’s External Auditor for 
both revenue and capital expenditure .  
 
The school will be responsible for ensuring staff are available to resolve any potential 
issues around processing payroll each month, including holiday periods, including 
making sure there are sufficient funds in the school’s account to make the salary 
payments. 
  
 The school will be required to provide monthly information in the correct format for 
Teachers’ Pensions and provide Oxfordshire County Council with accurate pay 
records for all staff as they are legally required to deal with any future queries about 
service.  
 
Schools would need to obtain the own PAYE reference from HMRC which their new 
provider would have to use for payments and returns as they could not operate 
under OCCs. 
 

4. Schools converting to Academy status whist on external systems 
 

If school chose to adopt a new service provider before conversion they will need to 
discuss with their provider how accounts for the school will be kept separate from 
their academy accounts. They will need to satisfy all of the above points whilst they 
are a maintained school. 
 
Oxfordshire County Council will require access to school accounts for up to four 
months post conversion in order to close down accounts and agree final balances. 
Depending on the time of conversion access may also be required to prepare OCC’s 
year end close down and returns. 
 
The new payroll provider would need to process Tupe transfers to the new 
academy’s payroll. 
 
 

5. Criteria for approving a 3rd Party Provider of Finance and Payroll 
systems for a Maintained School 

 

 Detailed subjective or general ledger code level reports to be sent from the 
system, with capital and revenue information, emailed to us in excel format on 
a monthly basis.  

 Comprehensive budget monitoring reports, with explanation of variances and 
action being taken, to be provided on a quarterly basis (more frequently if the 
school’s financial circumstances justify monitoring on a monthly basis), with 
evidence these have been discussed and approved by the Governing body.  

 Monthly bank reconciliation reports to be provided. We will liaise with you 
about format and any accompanying documents.  
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 Balance sheet information at year end, but possibly more frequently 
depending on whether there are any changes in the format of the  returns we 
must complete. This will involve details of assets and liabilities and reserves, 
including cash, stock, assets, debtors and creditors in excel format 

 Other year end returns required, including for example information re capital 
expenditure, any leasing, or Whole Government Accounts (WGA) information. 
supplied within a tight timescale upon request, so that the statutory deadlines 
can be met. (Deadlines are expected to get tighter in future years as a result 
of future legislative changes).  

 Requirements for monthly VAT claims to be confirmed. 

 Access to the financial records, as required by our internal or external 
auditors.  

 
6. Implications for Schools who use HR Providers other than EPS. 

 
As a maintained school, it is expected that the school adopt the model OCC HR 
Policies and Procedures, regardless of their HR Support provider.  
 

 A maintained school has a responsibility to advise the Director of Children 
Education and Families of all terminations of employment where these are 
actioned by the school this will primarily be redundancies, disciplinary case 
dismissals and ill health dismissals.  

 

 In disciplinary cases where it is proposed to dismiss the employee the 
Director has the right to ask a member of the OCC Corporate HR Team to 
attend the disciplinary hearing to ensure that due process is followed and the 
decision is appropriate and not likely to bring the reputation of the County 
Council into disrepute. 

 

 Where it is proposed to make staff redundant, the Director needs to be 
advised at the earliest possible time in the consultation process and also 
advised of the final number of staff whose employment is termination on the 
grounds of redundancy. 

 

 In the event that an ex-employee makes an application to an Employment 
Tribunal the Legal Department of the County Council and I need to be advised 
and if the school is a maintained school then the County Council will lead on 
responding to the Employment Tribunal. 

 

 If the school chooses to contract out its school meals and cleaning services 
then once again the Director of CEF needs to be advised, regarding any Tupe 
transfer of staff that may be involved 

 
 
Finally, should the school decide to proceed with conversion to academy status, 
Oxfordshire County Council is responsible for the associated Tupe transfer of staff. 
OCC has commissioned Hampshire’s Education Personnel Service to carry out this 
work on our behalf. Under these circumstances the school would receive services 
through our partnership agreement with Hampshire County Council from Education 
Personnel Services. 
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