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	Title:
	FIN1 Financial Training For School Staff

	Dates/venues: 
	· (A) Wednesday 3 October 2007, Maryland House, Priory Business Park, Bedford 
· (B) Wednesday 23 January 2008, Maryland House, Priory Business Park, Bedford 
· (C) Wednesday 11 June 2008, Maryland House, Priory Business Park, Bedford
(This is a one day course)

	Time:
	All sessions: Coffee – 0845 hours, Course – 0900 to 1600 hours

	No. of Places: 
	25

	Facilitator / Trainer: 
	Nicola Presland, ACCA (Affiliate)

	Target Group: 
	School administrative staff, headteachers and senior management in Bedfordshire schools only

	Aims & Outcomes: 
	 

	Further Information: 
	This course covers the main financial procedures undertaken within schools which include the processing of invoices, the financial coding hierarchy, banking of income and preparation of management information enabling effective budget monitoring.

Throughout the course reference will be made to the financial regulations for schools as these reflect best financial practice and should be complied with at all times. 

Although the course deals with financial procedures there will be a brief overview of the Local Management of Schools (LMS) scheme and budget planning in order for delegates to be able to appreciate the full financial process.

The course would benefit all staff responsible for financial procedures in schools and in addition, recently appointed headteachers or deputies, looking to supplement their knowledge of financial procedures.

A summary of the topic areas are as follows:

· Brief overview of schools’ funding framework

· Practical advice on schools financial administration

· Overview of budget planning

· Monitoring the school’s budget

· The financial coding hierarchy

· Payment/banking procedures

· Financial regulations

· Standards Fund

· VAT

· Formula and estimating pupil NOR for future years

· Year end – accruals, process and deadlines

All slides and handouts are provided by Children’s Services Finance – Schools.

	Accreditation:
	 

	Cost:
	£145


	Title:
	FIN2 Financial Management

	Dates/venues: 
	· (A) Wednesday 10 October 2007, Maryland House, Priory Business Park, Bedford
· (B) Wednesday 30 January 2008, Maryland House, Priory Business Park, Bedford
(This is a one day course)

	Time:
	Both sessions: Coffee - 0845 hours, Course - 0900 to 1600 hours

	No. of Places: 
	25

	Facilitator / Trainer: 
	Nicola Presland, ACCA (Affiliate)

	Target Group: 
	Headteachers, Deputy Headteachers and administrative staff in Bedfordshire schools only

	Aims & Outcomes: 
	 

	Further Information: 
	This course covers a range of financial management issues that need to be addressed and managed effectively in schools.  The course includes an in-depth analysis of budgetary control highlighting its importance as a key management tool.  The course details how the financial transactions of the school are dealt with and the various options open to schools.  Financial regulations and their importance will be addressed.  The course will also deal with year end procedures, highlighting the processes involved in closure of accounts that are necessary to achieve a year end position.

A summary of the topic areas are as follows:

· Schools’ funding framework

· Budgetary control

· Payment/banking

· Closure of accounts and associated year end procedures

· Financial regulations

· Current financial issues

All slides and handouts are provided by Children’s Services Finance – Schools.

	Accreditation:
	 

	Cost:
	£145


	Title:
	FIN3 Forecasting And Monitoring

	Dates/venues: 
	· Wednesday 17 October 2007, Maryland House, Priory Business Park, Bedford
(This is a half day course)

	Time:
	Coffee – 0845 hours, Course – 0900 to 1200 hours

	No. of Places: 
	25

	Facilitator / Trainer: 
	Nicola Presland, ACCA (Affiliate)

	Target Group: 
	Headteachers and finance staff 

	Aims & Outcomes: 
	 

	Further Information: 
	This course demonstrates the importance of forecasting and includes recommended practice and methodology in preparing forecasts.  It will also include a detailed review of the outturn statement required for 2007/2008, looking at interpretation and benefits.

All slides and handouts are provided by Children’s Services Finance – Schools.

	Accreditation:
	 

	Cost:
	£72


	Title:
	FIN4 Year End Accounting

	Dates/venues: 
	· Wednesday 5 March 2008, Maryland House, Priory Business Park, Bedford
(This is a half day course)

	Time:
	Coffee – 0845 hours, Course – 0900 to 1200 hours

	No. of Places: 
	25

	Facilitator / Trainer: 
	Nicola Presland, ACCA (Affiliate)

	Target Group: 
	Headteachers and finance staff 

	Aims & Outcomes: 
	 

	Further Information: 
	This course seeks to provide an understanding of the following in preparation for year end closure:

· Year end process and procedure

· Requirements of schools

· Central adjustments including; debtors, creditors and receipts in advance

· Year end capital adjustments

· Direct revenue finance

· Ear Marked Fund returns and their impact

All slides and handouts are provided by Children’s Services Finance – Schools.

	Accreditation:
	 

	Cost:
	£72


	Title:
	FIN5 Constructing Your Budget Plan

	Dates/venues: 
	· Thursday 21 February 2008, Maryland House, Priory Business Park, Bedford
(This is a half day course)

	Time:
	Coffee – 0845 hours, Course - 0900 to 1300 hours

	No. of Places: 
	25

	Facilitator / Trainer: 
	Nicola Presland, ACCA (Affiliate)

	Target Group: 
	Headteachers, Deputy Headteachers and administrative staff in Bedfordshire schools

	Aims & Outcomes: 
	On completion of this course the delegates should be able to construct the school’s budget plan, ready for submission to the governing body.

	Further Information: 
	This course details the process that needs to be undertaken by those responsible for constructing the school’s budget plan. The course looks at how the school budget is arrived at and in particular how the school can use existing data to model the budget, both in the short and longer term. The course also shows delegates how to construct expenditure and income budgets, particularly teaching budgets.

A summary of the topic areas are as follows:

· Calculation of all budget headings concentrating on the teaching budget

· Forecasting future budgets

· Forecasting annual expenditure and income

· Dealing with under and overspends

· Profiling budgets

All slides and handouts are provided by Children’s Services Finance – Schools.

	Accreditation:
	 

	Cost:
	£72


	Title:
	FIN6 Financial Benchmarking

	Dates/venues: 
	· Thursday 24 January 2008, Maryland House, Priory Business Park, Bedford
(This is a half day course)

	Time:
	Coffee – 0845 hours, Course - 0900 to 1200 hours

	No. of Places: 
	20

	Facilitator / Trainer: 
	Nicola Presland, ACCA (Affiliate)

	Target Group: 
	Headteachers and Deputy Headteachers

	Aims & Outcomes: 
	This course is aimed at helping headteachers and deputy headteachers gain confidence in using the DfES Value for Money website on school benchmarking.

	Further Information: 
	There will be a demonstration on how to access the site and several practical benchmarking examples will be worked through. There will be an opportunity for schools to discuss results of the worked examples to aid them in enhancing efficiency and effectiveness.

The course will focus on the following areas:

· Overview of consistent financial reporting

· A focus on excellence

· Use of comparative data

· Best value

All slides and handouts are provided by Children’s Services Finance – Schools.

	Accreditation:
	 

	Cost:
	£72


	Title:
	HS1 Level 2 Award in Food Safety

	Dates/venues: 
	· Monday 15 October 2007, Maryland House, Priory Business Park, Bedford
(This is a one day course)

	Time:
	Coffee – 0915 hours, Course - 0930 to 1630 hours

	No. of Places: 
	20

	Facilitator / Trainer: 
	Carrie O’Regan, Associate Consultant

	Target Group: 
	Those teaching food technology or working with food in other contexts

	Aims & Outcomes: 
	 

	Further Information: 
	This six-hour course examines the theory behind food poisoning and looks at safe practices to avoid the spread of pathogenic bacteria.  Ideas on how to include food hygiene in the curriculum will also be covered.  A booklet covering all aspects will be supplied to all delegates for future use.  There is a short multiple choice test at the close of the course.  This is optically marked by the Institute of Environmental Health and certificates are then awarded.

	Accreditation:
	This course leads to a Basic Food Hygiene Certificate with the Chartered Institute of Environmental Health.

	Cost:
	£145


First Aid Regulations

THE HEALTH AND SAFETY (FIRST AID) REGULATIONS 1981 ARE A STATUTORY REQUIREMENT WHICH FORM PART OF THE HEALTH AND SAFETY AT WORK ETC. ACT (1974). The regulations place requirements on employers for the provision of first aid in respect of their own employees while they are at work.

While there is no legal requirement for a Local Education Authority to provide first aid for pupils, students and other members of the public, it should be provided as part of a moral and civil law duty towards them. Courses are therefore offered which cover both the requirements of the above regulation and those additional responsibilities faced by schools.  A course specifically designed to support first aid for Teachers, covering Resuscitation, Choking and Unconscious Casualty for children under 8 years of age will be offered, as this is not covered in the workplace 4‑day course.
In order to provide first aid cover in all education establishments, the County Health and Safety Adviser has suggested a minimum level of qualified first aiders in accordance with the following table:

	Number of employees & pupils in establishment
	Recommended number of first aiders
	Appointed persons

	Up to 349
	2
	As many as possible. Appointed persons should attend a one day training course.

	350 - 699
	3
	

	700 - 999
	4
	

	1000 - 1499
	4
	


It should be noted that the level of First Aid provision must be determined by a risk assessment as laid down in the Health and Safety Manual Section F - Management Guidelines on First Aid.

The following courses are led by qualified British Red Cross instructors and a medical doctor will administer the oral and practical test during the final afternoon of the 4-day and 2-day “First Aid at Work” (HSE Approved) courses. Members must reach a satisfactory standard in these to obtain the Certificate in First Aid.

Certificates are valid for three years and members must ensure that they take appropriate steps to renew their certificate before it expires.

PLEASE NOTE: that the Red Cross charge the full fee for late cancellations.

	Title:
	FAW1 First Aid At Work Course (4 Day Statutory Certified)

	Dates/venues: 
	Bedford:

· (A) 1-4 October 2007
· (B) 15-18 October 2007

· (C) 12-15 November 2007 

· (D) 26-29 November 2007

· (E) 3-6 December 2007
Luton:

· (F) 10-13 September 2007
· (G) 8-11 October 2007 

· (H) 5-8 November 2007 

· (I) 19-22 November 2007 

· (J) 10-13 December 2007 
(This is a four day course – attend all sessions)

	Time:
	All sessions: Course - 0900 to 1700 hours (prompt start at 0900 hours)

	No. of Places: 
	5

	Facilitator / Trainer: 
	Members of British Red Cross Training Team

	Target Group: 
	Staff in any school or establishment wishing to obtain the full qualification required by the Health and Safety Regulations.

(Please note that this course is open to the general public, i.e. membership will be from industry or commerce as well as schools)

	Aims & Outcomes: 
	 

	Further Information: 
	The following elements will be covered over the four days:

· Principles and practice of first aid

· Resuscitation **
· Control of bleeding

· Treatment of shock

· Treatment of unconscious patients **
· Treatment of burns and scalds

· Dealing with poisons

· Injuries to bones, joints and ligaments

· Immobilisation and transportation of casualties

· Treatment of asphyxia **
· Eye irrigation

· Personal hygiene and infection control

· Recognition of common illnesses

· Miscellaneous conditions

· Record keeping and simple documentation

· First aid box - contents and use
** not including treatment of children under 8 years of age

Successful candidates are awarded a certificate which is valid for 3 years and is recognised by the Health and Safety Executive. Holders of this certificate must ensure that they take appropriate steps to renew it before it expires.

A manual is provided to each course participant, the cost of which is included in the fee.  Lunch is NOT provided.

	Accreditation:
	Successful candidates are awarded a Certificate in First Aid which is recognised by the Health & Safety (First Aid) Regulations 1981 and issued by British Red Cross a few weeks after the course.

	Cost:
	£186


	Title:
	FAW2 First Aid At Work Refresher Course (2 Day Refresher)

	Dates/venues: 
	Bedford:

· (A) 6-7 September 2007
· (B) 11-12 October 2007 

· (C) 29-30 October 2007 

· (D) 8-9 November 2007 

· (E) 22-23 November 2007 

· (F) 13-14 December 2007 
Luton:

· (G) 24-25 September 2007

· (H) 22-23 October 2007 – NB this course takes place during the school holiday

· (I) 17-18 December 2007  

 (This is a two day course – attend both sessions)

	Time:
	All sessions: Course - 0900 to 1700 hours (prompt start at 0900 hours)

	No. of Places: 
	5

	Facilitator / Trainer: 
	Members of British Red Cross Training Team

	Target Group: 
	Staff in any school or establishment

(Please note that this course is open to the general public, i.e. membership will be from industry or commerce as well as schools)

	Aims & Outcomes: 
	 

	Further Information: 
	The following elements will be covered over the two days:

· Priorities of first aid

· Resuscitation **
· Control of bleeding

· Treatment of shock

· Treatment of unconscious patients **
· Treatment of burns and scalds

· Injuries to bones, joints and ligaments

· Immobilisation and transportation of casualties

· Treatment of asphyxia **
· Record keeping and simple documentation

· New techniques and procedures
** not including treatment of children under 8 years of age
To be eligible to take the 2-day refresher course, certificates MUST be valid on the second day of the course and participants are required to show their current small certificate to the course tutor.  Please note – you are not automatically allocated a place when your certificate expires.

Lunch is NOT provided.

	Accreditation:
	Successful candidates are awarded a Certificate in First Aid which is recognised by the Health & Safety (First Aid) Regulations 1981 and issued by British Red Cross a few weeks after the course. 

	Cost:
	£128


To book a course:                                    Telephone: 01234 836191
Email: cpd@rhouse.co.uk

