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Journey to Quality

Gateshead Quality Improvement Programme

MODULE THREE ‘Business and Finance’ 

Standard 3.1 Vision and Ethos
Name of provision________________________________________   Legal Status  ___________________________________
Date started _____________________________                                       Date completed​​​​​​​​​​​​​​​​​ _______________________________

	Emerging practice
	Developing practice
	Established practice
	Comments 

	A vision for the business is in place and some planning is emerging.
	A written business plan is in place, which incorporates the vision of the provision.

Some strengths, weaknesses, opportunites and threats are identified.

Some evidence of review is available.
	A detailed business plan is in place, which reflects the vision and ethos of the provision which is shared with the team.

Strengths, weaknesses, opportunities and threats are comprehensively assessed.

The team are given opportunities to contribute to the business plan and this is formally reviewed at least annually.
	

	
	
	
	


                                                      Journey to Quality

                                    Gateshead Quality Improvement Programme

Name of provision________________________________________  Standard 3.2  Roles and responsibilities

	Emerging practice
	Developing practice
	Established practice
	Comments 

	The directorship and management communicate periodically.
	Dialogue and consultation is developing between directorship and management through regular meetings.
	There is an appropriate division of duties between the directorship and the management of the provison.

Effective two-way communication exists and the team contribute where appropriate.
	

	
	
	
	


                                                   Journey to Quality

Gateshead Quality Improvement Programme

Name of provision________________________________________  Standard 3.3  Marketing strategy

	Emerging practice
	Developing practice
	Established practice
	Comments 

	There is an awareness of competitiors in the local market.

Marketing on an adhoc basis is evident.
	There is assessment of competitors in the local market and planing is in place for the marketing of the provision.
	There is a detailed and current assessment of competitors in the local market.  

Detailed plans for the marketing of the provision are evident and their effectiveness evaluated.
	

	
	
	
	


                                                      Journey to Quality

Gateshead Quality Improvement Programme

Name of provision________________________________________  Standard 3.4  Contracts and agreements

	Emerging practice
	Developing practice
	Established practice
	Comments 

	Contracts and agreements are in place.  

Adequate insurance cover is in place.
	There is a procedure in place to review the continued appropriateness of contracts, agreements and insurances in the provision.


	There are sound and very detailed contracts, agreements and insurances in place which are cost effective and their value is reviewed annually including contracts with parents/carers in relation to payment of fees.
	

	
	
	
	


                                                      Journey to Quality

Gateshead Quality Improvement Programme

Name of provision________________________________________  Standard 3.5  Fund raising/book keeping and income

	Emerging practice
	Developing practice
	Established practice
	Comments 

	There is a procedure in place for purchasing and/or fund raising.

Basic book keeping and accounting are in place to meet short-term commitments.
	An audit trail is in place showing reconciliation.

An asset register is in place showing reconciliation.


	There is a clear audit trail to ensure all financial transactions are reconciled.

A detailed asset register is regularly updated.


	

	
	
	
	


                                                      Journey to Quality

Gateshead Quality Improvement Programme

Name of provision________________________________________  Standard 3.6  Salaries and employment contract

	Emerging practice
	Developing practice
	Established practice
	Comments 

	A written contract of employment is in place in line with current employment law.

Payments are made in line with a contract of employment where appropriate.

A procedure for dealing effectively with personal tax and National Insurance is in place.


	

	
	


                                                      Journey to Quality
                              Gateshead Quality Improvement Programme

Name of provision___________________________________________Standard 3.7  Budget setting, management and financial reporting
	Emerging practice
	Developing practice
	Established practice
	Comments 

	A cash flow or budget is in place.

Actual income and expenditure is recorded.
	A realistic cash flow or budget is in place and shared with management.

Variances are identified.

A procedure is in place for approval of purchases.

There is a policy on authorised signatories in place.


	A fully explained, realistic cashflow or annual budget is prepared and approved by management/directors/trustees before the beginning of a new financial year.

Procedures are in place to ensure approval of purchases and authorisation of invoices prior to payment.

There is an approved policy on authorised signatories including procedure for updates.

A procedure is in place for updating the asset register.

Any funding shortfalls are identified and addressed.

Actual income and expenditure is compared on a monthly basis to the agreed budget or cash flow.

Variances identified and explanation of variances presented to management.  

Remedial instructions by management are carried out.
	

	
	
	
	


Journey to Quality

Gateshead Quality Improvement Programme

Name of provision________________________________________  Standard 3.8  Financial year end

	Emerging practice
	Developing practice
	Established practice
	Comments 

	Financial year end reporting is in line with legal status

	

	
	
	
	


Key:

Management:   Person or persons in charge of the day-to-day responsibility of the provision and where relevant, owners/ management committee/ governing bodies.

Team:  Staff, parents/ carers, volunteers and other relevant partners.  For childminders and nannies who usually work without a staff team, their team would be parents/ carers.

Provision: Childminders, crèches, play schemes, nursery and reception classes in schools, nursery schools, out of school clubs, playgroups, pre-schools, private day nurseries, private nursery schools (maintained and independent) children’s centres and nannies.

Directorship:  Trustees, governing bodies, directors, owners and management committee.

Glossary:

Reconcile:  The process of checking for completeness, agreeing for accuracy accountancy records and financial date.

Reconciliation:  The process of matching and comparing figures from accounting records against records held including bank statements to avoid duplications and omissions, making any adjustments as required.

Legal status:  A status as defined by law, i.e. sole trader, committee run, a company limited by guarantee with or without charitable status, community interest company, charitable incorporated organisation. 
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