Children’s Centre Guidance
This document is to help clarify the processes required for schools when accounting for Children’s Centre funding.

Galley Hill hold the grant funding that school’s can re-claim.

The types of costs that may have been incurred:-

	Direct Costs
	Indirect costs by hours

	Teaching costs
	School staff planning development of children’s centres

	Security Key holding
	Meeting with IM and/or CC Co-ordinator

	Caretaking
	Headteacher/Foundation Stage Teacher in put to children’s centre

	Cleaner
	Board of Governors time discussing children’s centre

	Gas 
	Staff cover; to enable staff to attend appropriate meetings regarding the children’s centre

	Electricity
	Bursar time

	Oil
	School time disseminating information regarding children’s centre to the local community

	Water
	

	Telephone
	

	Nappy / Sanitary
	

	Grounds
	

	Electrical Inspection
	

	Fire Inspection
	

	Boiler
	

	Minor Repairs
	

	Photocopying
	

	Rates
	

	Room Hire
	

	Cleaning supplies
	

	Text & other books
	

	Publications
	

	Equipment, tool & materials
	

	Catering supplies
	

	Printing / Stationery
	

	General office stationery
	

	Miscellaneous expenses (specified)
	

	Insurance premiums
	

	Pest control
	

	Refuse collection
	


The list shown above is not exhaustive.  You may wish to present the additional costs information in the following format.

· XXX meetings x £daily rate for Headteacher = £

· Meeting with Capital Team XXX meetings x £ daily rate of Headteacher = £

· Bursar meeting with Sure Start Team XXX meetings x £ daily/hourly rate of bursar = £

· Admin xxx x XX = £

When calculating the recharge for energy costs, this should be based on a due proportion of the costs incurred by the school for the service supplied; this can be based either on floor area or a percentage recharge e.g. 25%.  Please ensure that invoices clearly state the percentage that the recharge is based on.

When reclaiming any costs all invoices should be backed up with concise evidence e.g. print outs, invoice copies etc.
Forms for reclaiming costs are available from Galley Hill.

Schools should have made the payments before reclaiming from Galley Hill.  This should be done on a quarterly basis.  However, the DFE require the Local Authority to complete a financial statement in January, showing all actual expenditure for the period up to the end of December and all expenditure must be recorded during the financial year it applies to.  Therefore, schools need to ensure that they have submitted all invoices relating to 1st April to 31st December by mid December.  All invoices relating to expenditure incurred between 1st January to 31st March must be submitted by the beginning of March.  Failure to meet these dates will result in non-payment and a loss of grant funding.
Only schools paying there own Children’s Centre staff payroll should be reclaiming salaries from Galley Hill and coding these costs to the salary CFR codes.

When coding Children’s Centre income and expenditure to the school financial system only the following CFR codes should be used:-

	Income
	Code
	Description

	I16
	4190206
	Children’s Centre funding/grants only

	I17
	4190212
	Children’s Centre income

	Expenditure
	
	

	E31
	6110630
	Children’s Centre Staff – Basic Pay

	
	6110631
	Children’s Centre Staff – N.I.

	
	6110632
	Children’s Centre Staff – Pension Contributions

	
	6118040
	Children’s Centre Staff – Indirect Employee Expenses

	E32
	6122350
	Children’s Centre Costs
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