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INTRODUCTION 
 
The 1988 School Standards and Framework Act, the 2002 Education Act and subsequent 
Education Acts in 2005 & 2011, together with the Academies Act 2010 raised a number of 
issues for the Bishop and the Diocesan Trustees in terms of their responsibility for the Catholic 
life and premises of diocesan schools.  Since then there have been significant changes in the 
management of schools' finance and capital projects, requiring a complete review of the 
existing guidelines.  
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GLOSSARY OF TERMS - JARGON BUSTER! 
 
The worlds of schools, finance and construction have produced a huge quantity of 
abbreviations and jargon.   Listed below are those used in this document, together with 
a cross-reference where they are further defined or referred to in the text. For further 
information please contact the Diocesan Department for Administration on 023 9282 
5430 or Diocesan Department for Schools on 01329 835363. 
 
 
BSF  Building schools for the future – C3.8 
 
CIF  Capital Infrastructure Fund 
 
CIPFA  Chartered Institute of Public Finance and Accountancy – C3.2 
 
CCIA  Catholic Church Insurance Association – C9.2 
 
CDM  Construction Design and Management (Regulations) – C12.C 
 
CNML  Catholic National Mutual Limited - C9.1 
 
DFC  Devolved Formula Capital – C3.3 
 
DSBF  Diocesan Schools Building Fund – C7 
 
EFA  Education Funding Agency 
 
HSE  Health and Safety Executive – C12.E 
 
LA   Local Authority  
 
LCVAP  Locally Co-ordinated Voluntary Aided Programme – C3.4 
 
LMS   Local Management of Schools (usually refers to budget) – C2.3 
 
NCPTA National Confederation of Parent Teacher Associations - C10.2 
 
PRCDTR Portsmouth Roman Catholic Diocesan Trustees Registered – C4.3 
 
PCP Primary Capital Programme – C3.8 
 
PSPB Priority School Building Programme Round 1 
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PSPB2 Priority School Building Programme Round 2 
 
RIBA Royal Institute of British Architects – C5.3 
 
RICS Royal Institute of Chartered Surveyors – C5.3 
 
SP1-6 School Project Forms – C6 
 
TCF Targeted Capital Funding – C3.7 
 
VA  Voluntary Aided (school) – C1.2 
 
VAT  Value Added Tax – C12.D 
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DOP C1 

 
CHARITABLE STATUS AND INCORPORATION 
 
1.1 The introduction of the Charities Act 2006 has changed the status of VA schools 

from exempt to excepted charities.  This means that, whilst VA schools continue to 
be subject to the jurisdiction of the Charity Commission in many respects, they are 
not currently required to register or to file annual reports and returns with the 
Charity Commission provided that they have annual gross income of less than 
£100,000.  

 
1.2 In practice this will mean that it is unlikely that a VA school's charitable income 

will be high enough to trigger the registration threshold. However, no conclusion 
has yet been reached on this issue and we will keep Governing Bodies up-to-date 
with the current position. 

 
1.3 Governing Bodies of VA schools may seek advice and assistance on their duties 

and obligations as charity trustees from the Charity Commission.  Normally, 
enquiries to go first to the Diocesan Department for Schools (see appendix E).  

 
1.4 The Governing Body of a VA school is a corporate body.  The Governance 

Handbook (published 26th November 2015) replaced the old Guide to the Law in 
2012. The November 2015 version can be accessed here as a pdf document;  it 
explains in detail the legal responsibilities of Governing Bodies in both Voluntary 
Aided Schools and Academies.   

 
1.5 The constitution of the Governing Body is set out in its instrument of government. 

As a corporate body, the Governing Body must have a seal to validate some 
documents, for example deeds.  The Diocese does not recommend purchasing a 
seal, unless the Governing Body has a particular requirement.  Should a Governing 
Body need to sign a document under seal, a basic form can be quickly obtained 
from any legal stationers.  When a seal is used, the chair and another governor 
who has been duly authorised by the Governing Body should sign the document to 
validate the seal.  

 
1.6 While the Governing Body is a charity trustee responsible for the management and 

administration of the VA school as a charity, the land and buildings used by the VA 
school are in most cases held on trust by the Diocese, and as such the Diocesan 
Trustees are the holding trustees who must give consent for all works to land 
and/or buildings, and any proposals to change or extend provision at the VA 
school. 

 



DIOCESE OF PORTSMOUTH - DIOCESAN OPERATING PROCEDURES 
 

DOP C1 – CHARITABLE STATUS AND INCORPORATION 
 

Page C2 of 41                             Date reviewed: Oct 2015 
 
 

1.7 Following changes to EFA funding the Governing Body will have to certify the 
following in relation to any proposal to carry out works to land and/or buildings of 
a VA school:- 

o That the holding trustees (i.e. the Diocesan Trustees) have given their 
permission for all the works undertaken  

o The funds have been used for appropriate works only 
o The relevant 10% Governing Body contribution has been provided 
o The correct VAT has been paid where applicable 

- And for an Academy School:- 
o That the holding trustees (i.e. the Diocesan Trustees)  have given their 

permission for all the works undertaken 
o The funds have been used for appropriate works only 

 
1.8 VA Schools working within the diocesan framework and through their schools 

capital works account will be provided with an annual statement to confirm that 
the school capital programme has been run in accordance with the laid down 
requirements. 
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DOP C2 

 
 
GOVERNING BODY BANK ACCOUNTS AND DIOCESAN BANKING 
ARRANGEMENTS 
 
2.1 The Governing Body of a VA school is responsible for the capital repairs and 

improvements to the school buildings.  Income to fund these responsibilities will 
be provided by grants from the EFA, supported by the DSBF where appropriate. 
It also falls to the Governing Body to insure the buildings and any other areas 
that are their responsibility. The Governing Body, at its discretion, may undertake 
additional fund raising. 

 
2.2 The Governing Body is advised to operate an account in its own name with an 

institution of its choice.  Further guidance can be obtained from the Diocesan 
Department for Administration if/when the Governing Body is making decisions 
related to its banking needs.  The Governing Body should be aware that it has 
charitable status and therefore may be entitled to gross interest.  Please consult 
the particular institution. 

 
2.3 The bank accounts of a Governing Body should not be confused with those used 

for the revenue budget allocated by the LA.   
 
2.4 Transactions through the Governing Body’s current account will normally 

comprise: 
 

INCOME  
 
o Income from lettings of school property 
o Parental covenant/gift aid contributions and tax refunds 
o Parental voluntary contributions to the DSBF   
 
EXPENDITURE 
 
o Anything authorised by the Governing Body 

 
2.5 In addition to any Governing Body's account, the Diocese has opened for every 

diocesan school a school capital works account. This account will receive EFA 
payments, and will be used for running all projects except those where a project 
account has been raised.  A contract may not be raised for a sum greater than 
that available within the account without the written consent of the Diocese. 

 



DIOCESE OF PORTSMOUTH - DIOCESAN OPERATING PROCEDURES 
 

DOP C2 – GOVERNING BODY BANK ACCOUNTS AND DIOCESAN BANKING ARRANGEMENTS 
 

Page C4 of 41                             Date reviewed: Oct 2015 
 
 

2.6 For specific projects the Diocese may raise a project account. These will be 
subject to the same terms as the school capital works accounts. 

 
2.7 Diocesan banking arrangements  

 
The Diocese operates a “centralised banking system” at Lloyds TSB Bank, under 
which all diocesan accounts are maintained.  It should be stressed, however, 
that under this system, each school does have its own individual bank account, 
or accounts.  The offset system for schools is operated separately from other 
diocesan accounts and schools accounts will not be used to offset parish or 
central diocesan accounts. 

 
2.8 The management of the accounts and the management of the overall schools 

capital programme following the withdrawal of the EFA from the approval 
process will be funded by a charge on the school accounts, sufficient to cover the 
costs as agreed by the Diocesan Trustees. This charge is currently 2%. 

 
2.9 Transactions on the school capital account(s) are conducted by the Diocesan 

Department for Administration following the submission of school project forms.  
The Diocesan Finance Manager is automatically entitled to authorise payments 
from school accounts. 

 
2.10 Normally, invoices will be paid on the 3rd Thursday of the month as long as they 

are received on the previous Friday together with a signed form SP5 and any 
necessary supplementary information including contractor’s bank details. 



DIOCESE OF PORTSMOUTH - DIOCESAN OPERATING PROCEDURES 
 

DOP C3 – TYPES OF WORK AND SOURCES OF FUNDING 
 

Page C5 of 41                             Date reviewed: Oct 2015 
 
 

DOP C3 

 
TYPES OF WORK AND SOURCES OF FUNDING 
 
TYPES OF WORK 
 
3.1 REVENUE WORKS 

Revenue repairs are considered to be any repairs under the value of £2,000. 
These repairs are the responsibility of the LA and the funding is normally 
delegated to schools. Where the cost of repairs is over £2,000 there is scope for 
the school to decide whether revenue or capital funding is to be used. 
 

3.2 CAPITAL EXPENDITURES 
These are the acquisition, construction, enhancement or replacement of land, 
buildings, furniture and equipment used by the school, as detailed in the CIPFA 
Code of Practice on LA accounting. Further guidance is given in the 2011 DFE 
Blue Book; Capital Funding for Voluntary Aided (VA) schools in England.  
 

 
SOURCES OF FUNDING 
 
3.3 DEVOLVED FORMULA CAPITAL (DFC) 

 
This is a formula based grant allocated each year to primary and secondary 
schools to be spent by them on their priorities in respect of buildings, capital ICT 
purchases (not leases) and other capital needs.  The funding should be invested 
in priorities agreed locally and identified in the local asset management plan. VA 
schools cannot spend the grant on playing fields or buildings on those fields. 
 
Schools may set aside their allocations for up to three years to support a larger 
future project and they may pool their funding with other VA schools through the 
Diocesan Department for Administration. It can also be pooled with other 
schools, or with other LA funding following agreement between the local 
authority, the Diocese and the school.   

 
3.4 LOCALLY CO-ORDINATED VOLUNTARY AIDED PROGRAMME (LCVAP) 

 
Each year local authorities receive from the EFA funds for capital projects in VA 
schools.  Following discussion with all relevant trusts and dioceses, both Catholic 
and Anglican, the money is allocated to the most appropriate projects.  In 
making their decision, the LA and Diocese consider the amount of DFC held by 
schools.  It is usual to ask schools to contribute some, or all, of their allocation 
towards the cost of any LCVAP project.  This will ensure that schools do not hold 
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large amounts of unallocated DFC, and enables the LCVAP programme to fund as 
much work as possible. 

  
3.5 OTHER FUNDING AVAILABLE THROUGH THE LOCAL AUTHORITY 

 
Other funding varies according to the priorities of each local authority.  Schools 
may have the opportunity to bid to the LA along with community schools for 
specific funding programmes.  These funds may be used independently or to 
support larger schemes. 
 

 
3.6  TARGETED CAPITAL FUNDING (TCF) 

 
Targeted capital funding provides support for a range of programmes aligned to 
specific policies. Details of current schemes may be found at  
 
https://www.gov.uk/government/collections/school-capital-expenditure-and-
funding  
 
These programmes vary from year to year and currently include; 
 

• Targeted Basic Need to provide additional school places 
• 16-19 capital funding 
• Universal Infant Free School Meals (now closed to new applications) 

 
 
3.8 PRIORITY SCHOOL BUILDING PROGRAMME (PSPB)   
 

The Priority School Building Programme (PSBP) is intended by the EFA to address 
the needs of schools most in need of urgent repair. The bidding process for 
PSPB1 & PSPB2 has now closed. 

 
3.8.1 PSPB1 projects are being delivered using a mixture of PFI and capital funding. 
 
3.8.2  PSPB2 projects are fully capital funded. 
 
3.9 EFA and LAs collect data about schools' individual capital programmes that may 

have an impact on future funding levels and the opportunity to bid for future 
PSPB rounds.  Schools are requested to liaise with the Diocesan Department for 
Schools when asked for data about current and future pupil numbers and the 
Diocesan Department for Administration when asked for data about current and 
future maintenance programmes. 

 
 

https://www.gov.uk/government/collections/school-capital-expenditure-and-funding
https://www.gov.uk/government/collections/school-capital-expenditure-and-funding
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DOP C4 

 
SCHOOL CAPITAL AND REPAIR PROJECTS 
 
4.1 This DOP details the latest available information from the Diocese and from the 

EFA regarding project prioritisation and applications for grants and loans.   All 
grant applications for LCVAP funding are now processed by the Department of 
Administration. Sample forms may be viewed at 
https://www.gov.uk/guidance/voluntary-aided-schools-capital-
funding#download-forms 

 
 
4.2 The DOPs should be read in conjunction with the 2011 DFE Blue Book; Capital 

Funding for Voluntary Aided (VA) schools in England. The current edition, dated 
Feb 2011, can be viewed or downloaded from the government website at 
https://www.gov.uk/government/publications/blue-book-guidance-capital-
funding-for-voluntary-aided-schools.  This version must be considered in 
conjunction with subsequent letters from the EFA. 

 
4.3 Legal title to the land and buildings on which a VA school is sited is normally 

vested in and held on trust by the Diocesan Trustees (PRCDTR).  It should be 
noted however that in many cases, the Diocesan Trustees do not own all the 
land within the fenced school boundary. It is therefore essential for the 
Governing Body to establish ownership of land by contacting the Diocesan 
Department for Administration when new buildings and/or extensions are 
planned.  Permission to build must then be sought from the owners.   

 
4.4 Only work that is the responsibility of the Governing Body is discussed in this 

section.  Some projects will involve areas of LA liability and should be agreed 
with them prior to the commitment of capital money.  For example, LAs are liable 
for ‘playing fields and buildings on those fields and related to their use’ 
(irrespective of who owns the playing fields).  

 
4.5 It is important for Governing Bodies to remember that the availability of funds 

for the upkeep of any school is limited and that the need to contain costs is 
essential.  Governing Bodies contemplating any projects requiring contributions 
from the DSBF must consult and obtain agreement in principle from the Diocesan 
Department for Administration, via the school project form SP1.   
 

4.6 Alterations to school premises which affect the size and/or age range of the 
‘school’ are governed by regulations.  These normally require consultation and 
agreed funding prior to the publication of statutory notices. The regulations apply 
when it is intended to expand the school (rather than for the provision of 

https://www.gov.uk/guidance/voluntary-aided-schools-capital-funding#download-forms
https://www.gov.uk/guidance/voluntary-aided-schools-capital-funding#download-forms
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extended services). Further guidance on expansion or contraction of schools is 
available from the Diocesan Department for Schools.   

 
4.7 Even when diocesan financial support and/or EFA approval is not required, 

Governing Bodies must inform the Department for Administration of all capital 
and repair projects in excess of £2,000. 

 
4.8 At schools which use the diocesan capital works accounts, the Governing Body 

which has an approved form SP2 will have deemed consent of the Diocesan 
Trustees for all works notified to the Diocesan Surveyor, up to the sum of 
£100,000.  Only projects over this level will require an additional written 
application to the Diocesan Trustees. 

 
4.9 All capital projects likely to cost in excess of £100,000 must be submitted to the 

Diocesan Trustees for approval on school project form SP2.  
 
4.10 Schools sited on diocesan land that do not use the diocesan capital works 

accounts will be required to apply for  the consent of the Diocesan Trustees 
before undertaking any  works for over £2,000.  

 
4.11 Further details of the process will be found in DOP C6. 
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DOP C5 

 
APPOINTMENT OF CONSULTANTS 
 
5.1 The work of maintaining and developing school buildings is a specialised one 

which involves many areas of professional knowledge.  Due to the changed client 
responsibilities under the 2015 CDM Regulations it is recommended that the 
Governing Body should appoint a Principal Designer, who will often be an 
architect, engineer or surveyor with suitable experience.  The Diocesan 
Department for Administration can supply a list of suitable construction 
professionals if required. 

 
5.2 It is hoped that each construction professional will work closely with the school 

and Diocese and build up a relationship with it, so that there can be continuity in 
the care for the property.  It is therefore important that a professional is 
appointed who is prepared to deal with minor issues in addition to major 
projects.  

 
5.3 Any architect or surveyor should be employed under RIBA or RICS conditions of 

engagement, with the exception of terms of payment which are restricted by EFA 
procedures.  

 
5.4 A good working relationship between a construction professional and client is 

crucial to the success of any project.  The Governing Body’s representative and 
its construction professionals should discuss and agree on the scope and cost of 
professional services before the project is started and ensure the agreement is in 
writing.  It is recommended that for larger projects the appointment is made 
directly by the Diocese and time should be planned for a suitable appointment to 
be prepared (which may need to be bespoke). 

 
5.5 EFA cap all fees, inclusive of disbursements, at 15%.  For work at VA schools one 

usually has the following organizations involved; 
o diocesan management 2% 
o principal designer 1% 
o structural engineer 2% 
o services engineers 0.2% 
o QS work (often carried out by architect) 1% 
o measured survey work 0.5% 
o architect/ building surveyor 8.3% (or what is left…) 
 

5.6 The EFA claim system is such that all fees are at risk until the project is approved 
by the EFA which will not happen until costs are confirmed after return of 
tenders and is then limited to 60% of predicted total fees.  On projects in excess 
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of £500,000 in primary schools and £1,000,000 in secondary schools, an earlier 
approval can be obtained but the fees released would only be 15% up front of 
final approval to proceed. 

 
5.7 Projects now being managed directly by the Diocese with no EFA involvement 

may agree payment of up to 15% fees once planning application is complete, up 
to 45% on completion of the tender package and up to 60% upon return of 
tenders and receipt of tender report.  Schools wishing to vary these payments 
should seek advice from the Diocesan Department for Administration. 

 
5.8 Governing bodies with relevant expertise may choose to carry out the project 

management of smaller projects in-house. They must understand that if they do 
not formally appoint a Principal Designer, the client effectively becomes the 
Principal Designer and must carry out the appropriate H&S responsibilities. For 
further information please see Appendix C - CDM Regulations. If in doubt the 
Diocesan Department for Administration must be contacted for advice.  
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DOP C6 

 
FINANCING SCHOOL PROJECTS 
 
6.1 Before the Governing Body commits any money to a potential capital project, 

form SP1 application in principle for a capital project (see appendix A) should be 
submitted to the Diocesan Department for Administration. 

 
6.2 Approved form SP1 will be returned to the Governing Body, according to the 

approval process detailed below. 
 
6.3 The Diocesan Department for Administration, liaising with the Diocesan 

Department for Schools when appropriate, uses the following criteria when 
determining the order of priority for all projects submitted by the Governing Body 
for approval: 

 
i) what priority does the project have in the school’s development 

plan/asset management plan?   
ii) does the school have funding available? 
iii) does the project fit the criteria for the Diocesan Building Fund? 
 

6.4 Following the receipt of the approved form SP1, the Governing Body should 
appoint a Principal Designer, and bring to the attention of the project manager 
this DOP, a copy of the Construction (Design and Management) Regulations 
2015 (CDM Regulations) and VAT information (see appendices C and D).  Advice 
should be taken from the Diocesan Department for Administration before the 
appointment of consultants. 

 
6.5 Following receipt of tenders, the form SP2 which provides project details and 

breakdown of costs should be completed and returned to the Diocesan 
Department for Admijnistration. 

 
6.6 If it becomes necessary to decline support from the DSBF, potential projects will 

be reviewed by the Education Vicariate Committee in the light of available funds. 
 
6.7 The following priority will be given to projects for which support is requested 

from the DSBF: 
 

i) projects which are the Governing Body's liability funded from special 
grants  

ii) projects with significant TCF/LCVAP funding  
iii) health and safety and maintenance projects 
iv) building development projects   
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v) purchase of furniture, fittings and equipment  
 
6.8 On receipt of an approved form SP2, approval to let a contract, projects which 

will be part funded by LCVAP will require an application to be made to the EFA 
by the Department for Administration using Form VA/approval.   

 
6.9 All invoices for payment must be sent to the Diocesan Department for 

Administration  accompanied by form SP5.  Contractors' bank details should be 
provided for BACS payment.  The remittance advice will instruct contractors to 
send receipts to the nominated project manager. 

 
6.10 An occasional feature of school projects is the late addition of extra costs.  If the 

amount will put the school’s capital account into deficit, or if the project has a 
projected cost that takes it over the £100,000 threshold or costs have risen by 
more than 10%, it will need to be the subject of a supplementary application to 
the Diocesan Department of Administration using form SP6. 

 
6.11 For EFA approved projects, as a project progresses, and invoices are sent for 

payment, grant should be claimed from the EFA grants team.  Interim claims can 
be sent with a copy invoice.  It is essential that claims for EFA grant be 
submitted immediately invoices are received.  In the case of single or final 
claims, it is essential that all receipted invoices will be presented as proof that 
the contractor has been paid the full amount due. 

 
6.12 The school must keep photocopies of all applications, grant claims, invoices and 

receipts sent to the LA or EFA on file. 
 
6.13 Until the requirements of the EFA have been confirmed, it is recommended that 

schools also keep receipts for all payments made against any EFA money, 
including DFC held in diocesan school accounts.  

 
6.14 LCVAP and TCF allocations from the EFA, in any given financial year, must be 

fully spent within that year.  Claims for grant should be submitted in good time 
for payments to be received by the end of March.  The Governing Body will be 
notified of the last date for claims as soon as it is published – usually early to 
mid February. 

 
6.15 It is important that LA grants are claimed by the project manager as soon as is 

permitted by the granting authorities’ guidelines.  Many grants are time limited.  
Delay within the project or delay in claiming may result in loss of grant.  Should 
grant be lost, schools must inform the Diocesan Department for Administration 
whether the deficit is to be paid from DFC or school revenue budget. 
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6.16 The Governing Body is responsible for arranging appropriate additional insurance 
cover on any project with building costs in excess of £100,000, including fees but 
excluding VAT.  Please refer to DOP C9. 

 
6.17 Contracts of a value less than £100,000 can be executed by the Governing Body, 

unless a good reason exists not to do so.  Contracts at or exceeding £100,000 
must be executed  by the Secretary to the Diocesan Trustees (on behalf of the 
Diocesan Trustees) acting as agents for the Governing Body and nominated as 
the ‘employer’ in the contract.  Written instructions from the Governing Body are 
required appointing the Diocesan Trustees as their agent (see appendix F). 

 
6.18 Copies of the following documents must be retained in a place of safety such 

that they can be inspected from time to time by those authorised to do so: 
o all legal documents 
o plans and planning permissions 
o building regulations approvals 
o health and safety documents 
o reports, surveys and professional advice 
o correspondence relevant to building contract. 

 
APPROVAL PROCESS 
 
6.19 PROJECTS UNDER £2,000  

These can be carried out without prior approval. All invoices for revenue items 
should be paid by the school from their school revenue budget. 
 

CAPITAL PROJECTS BETWEEN £2,000-£100,000 THAT ARE NOT SUPPORTED BY LCVAP 
OR TCF FUNDING 
 
6.20 Obtain three competitive tenders (quotations acceptable for contracts under 

£20,000) for the works and prepare a tender report.  The Diocesan Department 
for Administration should be contacted for advice where there is difficulty in 
achieving this; for example where an LA pre-tendered contract is used, this will 
be accepted in lieu of three quotations.  Having obtained three tenders or 
quotations and submitted a tender report and form SP2, the school is deemed to 
have approval for the project. 

 
CAPITAL PROJECTS COSTING MORE THAN £100,000 
 
6.21 All capital projects over £100,000 must be approved by the Diocesan Trustees. 

Meetings are held approximately six times a year.  Form SP2 must be submitted 
to the Diocesan Department for Administration, to arrive at least three working 
weeks before the relevant meeting, (dates available from the Diocesan 
Department for Administration). Contracts may not be signed before approval is 
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received. Where this is likely to cause delays, it is possible for schemes 
anticipated to cost over £100,000 to receive advance approval using the SP1 
process. 

 
CAPITAL PROJECTS WITH AN LCVAP/TCF CONTRIBUTION TO FUNDING 
 
6.22 In addition to the process in 6.20 and 6.21 above, a VA/ approval form must be 

submitted to EFA after tender received to obtain approval to let the contract. 
 
6.23 Claim grant as the project progresses using the appropriate claim forms. 
 
CAPITAL PROJECTS OVER £500,000 AT PRIMARY SCHOOLS OR £1,000,000 AT 
SECONDARY SCHOOLS WITH AN LCVAP/TCF CONTRIBUTION TO FUNDING  
 
6.24 In addition to the process in 6.20 and 6.21 above, use form VA/approval to apply 

for approval to go out to tender.  Once tenders have been received, the same 
VA/ approval form is resubmitted to obtain consent to let the contract.  The 
Diocesan Department for Administration will provide advice. 

 
LA LIABILITIES 
 
6.25 Currently the LA is responsible only for playing fields and buildings on and with a 

function related to playing fields.  Any LA liabilities must be shown on 
applications that VA schools make to the EFA.  These will need to be agreed with 
the LA prior to approval being submitted and copies of all approval forms must 
be sent for their information. 
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DOP C7          

 
THE DIOCESAN SCHOOLS BUILDING FUND 
 
 
7.1 The Diocesan Schools Building Fund (DSBF) covers the Governing Body’s 10% 

liability for the funding of capital repairs and improvements in diocesan schools.  
The fund is made up of contributions from the parishes and schools.  

 
7.2 The 10% liability is paid only on the value of EFA grants paid at 90%, not on the 

total value of the project.  
 
7.3 All schools in the DSBF are required to nominate the diocesan school 

capital works account for the receipt of DFC. 
 
7.4 Parishes will be levied monthly in line with the usual diocesan levy and calculated 

as a percentage of that levy.  The percentage will be set to provide the amount 
needed to meet the parish share of the requirements of the fund and may vary 
in line with parish income. 

 
7.5 Governing Bodies will be asked to raise their share by a contribution of £18 per 

pupil collected in three termly instalments of £6.  This sum will be reviewed 
annually by the Diocese following publication of the DFC and LCVAP allocations 
by the EFA. 

 
7.6 It is suggested that a voluntary contribution from parents of £10 per term is 

requested, towards the governing body’s share to the DSBF.  Excess funds could 
be used to undertake desirable work for which there is no available grant 
 

7.7 Although 'donation', which many of our schools use, is essentially a gift and 
would suggest it is voluntary, the word ‘donation’ alone has been held by the 
British Humanist Association, supported by the media to be too subtle.  It is 
therefore essential that it is made clear to parents that while it is 
compulsory for the governing body to contribute 10% to all 
government 90% funded capital projects (as if the 10% is not paid, 
the grant money must be returned to the Treasury); it is totally 
voluntary for any individual parent/guardian to assist them with their 
liability by contributing to the building fund.  

 
7.8 However the voluntary nature of the contributions does mean that the 

contributions from all tax-paying parents/guardians will be eligible for gift aid and 
the income from this would further contribute to the school.  See DOP C8. 
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ACCESS TO THE FUND 
 
7.9 Projects under £2000 are not covered by the fund.  This work is considered to be 

a LA liability.  The work should be carried out as necessary and invoices paid 
from the school budget. This work is funded at 100%. 

 
7.10 Projects of £2000 and over which are eligible for support from the fund and are 

not being operated through the EFA will have the 10% liability paid directly into 
the school capital account once the project manager has certified on form SP3 
that the work is complete to their satisfaction and that all invoices have been 
paid. 

 
7.11 Projects of £2000 and over which are eligible for support from the fund, and are 

still being operated through the EFA will have the 10% liability transferred 
directly into the school capital account once the project manager has certified on 
form SP3 that the work is complete to their satisfaction and that all invoices have 
been paid, and notification of final payment has been received from the EFA. 

 
7.12 In the case of large projects spanning two or more financial years, it may be 

necessary to transfer 10% payments at the end of March rather than in one 
transfer at the end of the project.  If this becomes desirable the individual 
Governing Body will be notified and the appropriate grant payment notifications 
requested. 
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DOP C8 

 
GIFT AID SCHEME 
 
8.1 Gift Aid can be claimed on donations of money made by an individual UK income 

taxpayer. It’s an easy way to help your school maximise the value of donations. 
 
8.2 Only voluntary gifts or payments are eligible for Gift Aid, simply describing a 

payment as ‘voluntary’ or a ‘donation’ does not make it eligible for Gift Aid. If any 
donor or person connected to the donor benefits significantly from their 
donation, it doesn’t qualify for Gift Aid. 
 

8.3 If access to educational services or facilities provided by a school requires a 
payment to be made by parents or relatives of students, payments are not 
‘voluntary’ and therefore they are not charitable donations.  
 

8.4 Donations given for non-uniform days, sponsored events, building appeals and 
equipment appeals will usually qualify for Gift Aid. 
 

8.5 Donations made to an appeal or for a specific charitable purpose of the school, 
may be eligible for Gift Aid. Donations must not be linked to the provision of any 
benefit to a student related to a donor. 

 
8.6 If parents or relatives are asked for ‘voluntary contributions’ to a school or school 

charity, which are linked to the provision of services or facilities to related pupils, 
they are not charitable donations. For example: Payments made for  

• tuition fees,  
• school holidays,  
• extra-curricular activities,  
• lessons,  
• educational trips,  
• or tickets for a school production are not eligible for Gift Aid.  

This is because these payments are not voluntary gifts, and a student receives a 
benefit paid for by a relative.  
 

8.6.1 Educational school trips 
Head teachers may not charge parents for any school trip that is part of the 
national curriculum. However, the head teacher may ask for a voluntary 
contribution towards a trip. The children of parents who do not contribute must 
not be discriminated against. Voluntary contributions are eligible if: 

• they are non-refundable even if the trip doesn’t go ahead or if their 
child does not go on the trip 
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• any benefit (for example, travel costs, trip insurance, cost of entry) 
does not exceed maximum levels of allowable benefit for the donation 

• the school tells parents that the contribution is not compulsory  
 
8.7 To claim Gift Aid, you will need to ask donors to make a Gift Aid declaration.  

 
8.8 Copies of all necessary forms and information and advice about gift aid schemes 

can be obtained from the Diocesan Department for Administration (see appendix 
E) or HMRC on Tel 0845 3020203 or the HMRC website.  
 

8.9 The operation of any gift aid scheme must satisfy HM Revenue and Customs 
(HMRC), in order that refunds of income tax paid on offerings, donations or gifts 
can be reclaimed. The records which need to be kept are standardised, and must 
be completed accurately and conscientiously. All records pertaining to a gift aid 
scheme are open to audit by HMRC for a period of six years following the tax 
year in which refunds are claimed. 
 

8.10 Both computer-based and manual records must satisfy the same demands. In 
addition, if the school keeps either computer records or manual records which 
include personal data, then the Data Protection Act (DPA) determines how those 
records must be kept and safeguarded. 

 
8.11 In order to satisfy HMRC audit requirements, the following forms will need to be 

printed (or computer-generated) and completed: 
 

• Gift aid declaration forms bearing an identifying reference number for each 
donor. 

• Register of all gift aid receipts into the scheme for a given year. 
• Monthly cash analysis sheets for cash donations 

 
8.12 HMRC form R68 which includes a schedule of gift aid donations made by 

individuals must be forwarded to HMRC to make the claim.  It is suggested that 
the claims to HMRC are made at the end of each academic term with the spring 
term taken as ending on 5 April, the tax year end.   
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DOP C9 

 
INSURANCE - ACADEMIES 
 
 
9.1 Academies under the trusteeship of the Diocese need to arrange suitable 

protection against the general insurable risks they face.  
 

9.2 The arrangements entered into by academies must include protection against 
loss, damage or destruction occasioned to diocesan trust property used for the 
purposes of an academy. 
 

9.3 Two alternative routes towards securing adequate protection are available to 
academies 
 

9.4 The Risk Protection Arrangement (RPA) organised by the DfE is one option. 
 

9.4.1 Where an academy elects to use the RPA, the RPA’s “Scheme Rules for Church 
Academies” must be used, and the diocesan trustees’ approval obtained in 
advance. 

 
9.4.2 Following this route will ensure the diocesan trustees’ interests in their property 

being used for the purposes of an academy are properly protected under the 
RPA. 
 

9.5 Alternatively, conventional, commercial insurance is available.   
 

9.6 Where an academy wishes to use conventional insurance as opposed to the 
DfE’s RPA scheme, the diocesan trustees’ approval must be obtained in 
advance. Where conventional, commercial, insurance is being considered by a 
diocesan academy, the diocese’s insurance administrators, the Catholic Church 
Insurance Association -CCIA, have arranged a commercial insurance facility with 
Zurich Municipal which would be satisfactory to the diocesan trustees. 
 

9.6.1 Such conventional insurance will need to be arranged:- 
• With the diocesan trustees named as a “joint insured” under the contract 

of Property insurance; 
• For the full reinstatement value of the buildings; 
• On an “All Risks” basis; 
• With any excess set at a minimal level. 
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9.7 More information on that facility can be obtained by contacting CCIA at:- 
CCIA 
Oakley House 
Mill Street 
Aylesbury.  HP20 1BN 
Tel: 01296 422 030 
Email: enquiries@ccia.org.uk 
 

INSURANCE – VOLUNTARY AIDED SCHOOLS 
 

9.8 The insurance arrangements of diocesan voluntary aided schools fall into two 
categories, i.e., property insurances, and non-property insurances.  

 
9.9 New arrangements have been put in place for the protection of diocesan trust 

property being used for the purposes of a VA school.  All VA schools in diocesan 
trusteeship must follow the new scheme.  
 

9.10 The new arrangements are based upon a national scheme of property 
insurances for Catholic VA schools administered on the dioceses’ behalf by the 
Catholic Church Insurance Association – CCIA, and with the risks being 
underwritten by Zurich Municipal – ZM. 

 
9.11 The new scheme is on a “100%” basis (as opposed to the historic 10% net of 

grant aid) and provides All Risks insurance on Buildings, Business Interruption, 
Contract Works and Contents, where appropriate. 

 
9.12 Contract Works cover included only applies automatically for contracts with a 

contract sum of £100,000 or less (inclusive of fees but excluding VAT).  For 
contracts in excess of that figure, separate application for extended cover must 
be made to CCIA prior to commencement of the contract. This form may be 
found in Appendix B. 
 

9.13 Full information on the diocesan scheme of property insurances for VA schools 
will have been provided by CCIA to all VA schools.  Further detail of that 
property insurance cover, its operation and claims procedures can be obtained 
from CCIA at 

CCIA 
Oakley House 
Mill Street 
Aylesbury.  HP20 1BN 
Tel: 01296 422 030 
Email: enquiries@ccia.org.uk 
 

mailto:enquiries@ccia.org.uk
mailto:enquiries@ccia.org.uk
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10 For VA schools, it is important to recognise that the diocesan insurance scheme 
focuses on the Diocesan Trustees’ interests in property in the ownership of the 
Trustees.   
 

11 With regard to other general insurances (Public and Employers Liability, Personal 
Accident, School Trips, Motor, Engineering etc.) these non-property risks continue 
to be the responsibility of the Local Authority and VA schools need to work in 
partnership with their Local Authority, to ensure continuing protection against the 
non-property risks facing VA schools.   
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DOP C10 

 
SCHOOL ASSOCIATIONS 
 
10.1 Many schools have a school association.  These are formed by parents and 

others to assist with the improvement of educational provision at their children’s 
school. 

 
10.2 There is no legal right for parents to have such an association.  The consent of 

the Governing Body is required before the association can be formed.  The 
Governing Body will require a copy of the constitution and rules.  School 
associations may join the National Confederation of Parent Teacher Associations 
(NCPTA) which has 11,500 member associations in England and Wales 
representing over 9 million parents.  The NCPTA is a registered charity, number 
1072833, details can be obtained from the register of charities maintained by 
the Charity Commission (www.charity-commission.gov.uk). 

 
10.3 Many school associations are organised on an informal basis but most are 

charities created when money is donated in response to an appeal for charitable 
purposes.  It is important to appreciate that a charity can be created even 
though no formal trust deed or constitution has been drawn up. 

 
10.4 The Charities Act 1993 requires the trustees of all charities with a gross income 

in its financial year in excess of £5000 to apply to register their charity with the 
Charity Commission.  However, if a school association is administered by or on 
behalf of the VA school it may be treated as part of the VA school and, provided 
the VA school's total gross charitable income does not exceed £100,000, is 
currently exempted from registration.  

 
10.5 If members of a school association wish to retain control of their association, in 

particular its finances, and its income in any financial year is, or is likely to, 
exceed  £5000, then  an application must be made to register the school 
association as a charity.  Those members of the school association who have 
the general control and management of its administration, usually a committee, 
will be the charity trustees whose duty it is to apply for registration.  A 
registration information pack may be obtained from the Charity Commission. 

 
10.6 A school association which is registered as a charity and has a gross income in 

its last financial year exceeding £10,000 must state legibly that it is a registered 
charity on certain documents including fund-raising literature, receipts, invoices 
and cheques.  Any person who issues documents or authorises the issue of 
documents which should state the registered charity status without doing so 
commits a criminal offence punishable by a fine. 
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10.7 Charity trustees must prepare an annual report defining their charity’s activities 

during the year and such other matters as may be prescribed by the 
regulations.  If the charity’s gross income or total expenditure exceeds £10,000 
in any financial year, the report, together with the accounts attached to it, must 
be submitted to the Charity Commission within 10 months of the end of the 
financial year.  Other charities must keep their reports for at least 6 years and 
must send them to the Charity Commission upon request. 

 
10.8 Charity trustees must prepare and submit, for each financial year, a detailed 

statement of accounts.  If the charity’s gross income or expenditure exceeds 
£10,000 for the year, the accounts must be independently examined.  The 
books and statements of account must be kept for 6 years.  The public has a 
statutory right to obtain copies of a charity’s latest set of accounts on payment 
of a reasonable fee. 

 
10.9 As an ‘unincorporated association’, a school association has no legal separate 

identity apart from the members of which it is composed.  It exists for and by 
its members.  The individual members of the committee enter into obligations 
and liabilities in their own name on behalf of the members of the school 
association.  In circumstances where property is acquired, legal title to the 
property acquired by the school association must be held in the name of 
Diocesan Trustees on trust for the charitable purposes of the school association. 
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DOP C11  

 
USE OF SCHOOL PREMISES FOR EXTENDED SERVICES 

 

11.1  The Government has set out a core offer of services that all schools should 
be offering in partnership with local authorities and local providers by 2010.  
The services do not necessarily have to be provided on the school site or by 
teachers.  Schools developing extended services will need to develop a multi-
agency approach to children's services through closer collaboration between 
other schools, social services, healthcare professionals and the police. 

11.2 In a Voluntary Aided school the Governing Body controls the use of school 
premises both inside and outside school hours.  Governing Bodies are able to 
extend the use of school premises.  However, what can be provided in a 
school will depend to a great extent on the space available and the scope for 
adapting the use of the premises.  Grant funding specifically targeted for 
such initiatives may be made available through the local authority.  

   
11.3 Governing Bodies may use delegated budgets only for statutorily established 

provision.  For example if a primary school is statutorily established as a 
school for children aged 4 – 11 years old, the Governing Body may use the 
delegated budget for children aged 4+ years but not for any pre-school 
children regardless of whether the Governing Body manages the pre-school 
or simply ‘lets’ the premises to a pre-school.  Where a school is statutorily 
established for children aged 3 – 11 years, the Governing Body is able to use 
its delegated budget for children aged 3+ years.  In other words for pupils to 
benefit from the delegated budget they must be on the roll of the school. 

 
11.4 Since in most cases the land used or occupied by the school is held on trust 

by the Diocesan Trustees or in a number of cases by the trustees of a 
Religious Order, Governing Body decisions on the use of the land must 
ensure that any provision in the form of services and activities are not 
contrary to canon law and the teachings of the Catholic Church. 

 
11.5 Any proposal to provide a service must be compatible with the terms of the 

trust under which the school’s land is held.    Any such proposal should be 
referred to the Diocesan Department for Schools and the relevant trustees 
and in the case of the Diocesan Trustees, the Diocesan Department for 
Administration.   

 
11.6  In extending the range of services and activities Governing Bodies will need 

to be clear about the nature of their responsibility and arrangements needed 
to manage the additional service or activity.  For example, the Governing 
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Body may have direct responsibility for a service, such as a pre-school, and 
therefore employ additional staff, or they may ‘let’ the premises to a pre-
school.  However, any proposal to enter into a tenancy relationship must be 
referred to the Diocesan Department for Administration or the Religious 
Order as appropriate.  

 
11.7  Further guidance on early years and childcare provision, pre-schools, 

extended services and admissions is available from the Diocesan Department 
for Schools.   

 
 

____________________________ 
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DOP C12 

 
APPENDICES 
 
A SCHOOL PROJECT FORMS 
 
These may be obtained by email in live Excel format from the Diocesan Department 
for Administration. 
 
SP1 – Application in principle for capital project 
SP2 – Application for approval to let contract 
SP3 – Notification of project completion 
SP4 – not used 
SP5 – Authorisation of invoices for payment 
SP6 – Authorisation of additional project costs 
 
B INSURANCE FORMS 
 
C CDM REGULATIONS 
 
D VALUE ADDED TAX 
 
E USEFUL CONTACT NAMES, ADDRESSES AND TELEPHONE NUMBERS 
 
F SAMPLE LETTER OF APPOINTMENT FOR DIOCESAN TRUSTEES TO ACT 

AS AGENT FOR GOVERNING BODIES ON SCHOOL PROJECT 
CONTRACTS EXCEEDING £100,000 

 
G GIFT AID SAMPLE FORM AND NOTES 
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SP4 – not used 
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C The Construction (Design and Management) Regulations 2015 (CDM 
2015)  

Complying with CDM 2015 will help ensure that no-one is harmed during construction 
work, and that your school is safe to use and maintain while giving you good value. 

Effective planning will also help ensure that your work is well managed with fewer 
unexpected costs and problems. 

What do governing bodies need to do? 

Many clients (governing bodies, or their delegated project managers who may be the 
Head Teacher or Bursar), particularly those who only occasionally have construction 
work done, are not experts in construction work. Although you are not expected to 
actively manage or supervise the work yourself, you have a big influence over the way 
the work is carried out. Whatever the size of your project, you decide which designer 
and contractor will carry out the work and how much money, time and resource is 
available. The decisions you make have an impact on the health, safety and welfare of 
workers and others affected by the work. 

CDM 2015 is not about creating unnecessary and unhelpful processes and paperwork. 
It is about choosing the right team and helping them to work together to best manage 
the health and safety risk inherent in construction work. 

CDM 2015 places legal duties on virtually everyone involved in construction work.  

As a client, you need to do the following. 

If more than one contractor or trade is likely to be involved, you will need to appoint 
(in writing) a principal designer and a principal contractor. You must ensure that those 
to be appointed have already the skills, knowledge and experience to carry out their 
roles competently. The Diocesan Department for Administration can supply a list of 
suitable construction professionals if required. 

You should appoint the principal designer as early as possible so they can help you 
gather information about the project and coordinate others to ensure that the 
designers have done all they can to ensure that it can be built, used and maintained 
safely. For further information about this role see: 
http://www.hse.gov.uk/construction/cdm/2015/principal-designers.htm 

A principal contractor is required to plan, manage, monitor and coordinate the 
construction work. 

Your designer and builder will need information about what you want built, the site 
and existing structures or hazards that may be present such as asbestos, overhead 
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cables, and buried services. Providing this information as part of a Client Brief at an 
early stage will help them to plan, budget and work around problems. Your principal 
designer can help you gather this information. 

During the design and planning stage, you, your designer and contractor need to 
discuss issues affecting what will be built, how it will be built, how it will be used and 
how it will be maintained when finished. This will reduce the risk of people being 
harmed or having unexpected costs because issues were not considered when design 
changes could still easily be made. 

You need to be sure that all users of and visitors to your school are protected from the 
risks of construction work. Discuss with your designer and contractor how the 
construction work may affect how you run your school. 

For some construction work (work lasting longer than 30 days and involving more than 
20 people simultaneously on site at one time; or exceeding 500 person days of work), 
you need to notify HSE of the project as soon as possible before construction work 
starts. In practice, this may be done on your behalf by the Principal Designer or 
Principal Contractor.  
 
Where a contractor is the only contractor working on a school site, they must 
ensure a construction phase plan is drawn up before setting up the site. To assist 
small contractors at this early stage of the regulations it is recommended that schools 
have on site the simple HSE template to be filled in by all contractors/tradesmen 
without a propriety construction phase plan http://www.hse.gov.uk/pubns/cis80.pdf   
 
Where more than one contractor will be working on a school site a health and 
safety file must be prepared.  The purpose is to ensure that, at the end of the 
project, the client has information that anyone carrying out subsequent construction 
work on the building will need to know about in order to be able to plan and carry out 
the work safely and without risks to health. 
 
The address for the relevant HSE guidance is:  
http://www.hse.gov.uk/construction/cdm.htm 
 
In summary, the governing body must make suitable arrangements for managing a 
project, including 
 
Making sure:  

o other duty holders (ie Principal Designer and Principal 
Contractor) are appointed if necessary and sufficient time and 
resources are allocated 

 
Making sure:  

http://www.hse.gov.uk/construction/cdm.htm
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o relevant information is prepared and provided to designers and 
contractors and that the contractor has provided adequate 
welfare facilities. 
 

Making sure:  
o proper arrangements are made for handing over the building 

to the new users, sufficient to protect anyone (including 
members of the public) who may be affected by risks arising 
from ongoing construction work e.g. snagging work. 

 
 

If the client fails to appoint either a principal designer or a principal 
contractor, the client must carry out their CDM duties instead. 
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D VALUE ADDED TAX 
 
1. In July 2009 HMRC provided Guidance for Local Authorities and Voluntary 

Schools – VAT recovery under section 33 VAT Act 1994. This may be 
downloaded from 
http://www.hmrc.gov.uk/manuals/vatgpbmanual/VATGPB7520.htm. 

 
2.  The construction of a building intended for use solely for a relevant charitable 

purpose is zero-rated, with additions to an existing building normally being 
standard-rated. But the addition (or where only part of the addition is being 
used solely for a relevant charitable purpose, that part) can be zero-rated if all 
HMRC conditions as laid out in  
VAT Notice 708: buildings and construction Updated 14 August 2014, which 
may be downloaded from  
https://www.gov.uk/government/publications/vat-notice-708-buildings-and-
construction/vat-notice-708-buildings-and-construction#zero-rating-the-
construction-of-new-buildings 
 

3.  Additional HMRC public notices and published guidance can be found at 
www.hmrc.gov.uk 

 
 
 
  

http://www.hmrc.gov.uk/manuals/vatgpbmanual/VATGPB7520.htm
https://www.gov.uk/government/publications/vat-notice-708-buildings-and-construction/vat-notice-708-buildings-and-construction#zero-rating-the-construction-of-new-buildings
https://www.gov.uk/government/publications/vat-notice-708-buildings-and-construction/vat-notice-708-buildings-and-construction#zero-rating-the-construction-of-new-buildings
https://www.gov.uk/government/publications/vat-notice-708-buildings-and-construction/vat-notice-708-buildings-and-construction#zero-rating-the-construction-of-new-buildings
http://www.hmrc.gov.uk/
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E USEFUL CONTACT NAMES, ADDRESSES AND TELEPHONE NUMBERS 
 
DIOCESAN OFFICES: 
 
Diocesan Department for Schools  
Park Place Pastoral Centre     Tel: 01329 835363 
Winchester Road      Fax: 01329 835347 
Wickham 
FAREHAM 
PO17 5HA 
 
Interim Director: Mrs Urszula Topp 
Project Leader (Academies Conversion)    Reverend Dr Stephen Morgan 
 
 
Department for Administration 
St Edmund House      Tel: 023 9282 5430 
Edinburgh Road      Fax: 023 9287 2424 
PORTSMOUTH  
PO1 3QA 
 
Diocesan Financial Secretary:   Reverend Dr Stephen Morgan  
Property and Project Queries: Mrs Hilary Foley 
Account Queries: Mrs Brenda McDade 
 
 
EFA 
VA Team       Tel: 01325 392196 
Mowden Hall       Fax: 01325 392199 
Staindrop Road 
DARLINGTON  DL3 9BG 
 
 
CATHOLIC CHURCH INSURANCE ASSOCIATION (CCIA) 
Oakley House 
Mill Street       Tel: 01296 422030 
Aylesbury        Fax: 01296 428049 
Bucks.  HP20 1BN 
        
CHARITY COMMISSION DIRECT  
PO Box 1227       Tel:   0845 3000 218 
Liverpool 
L69 3UG       Fax:  0151 7031 555 
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GIFT AID ENVELOPE PRINTING 
Lockie Envelopes Limited      Tel: 01942 726146 
38 High Street       (Catalogue available)  
GOLBORNE 
Nr Warrington WA3 3BG 
 
 
HEALTH AND SAFETY EXECUTIVE (Head Office) 
1G Redgrave Court       Tel:  0845 345 0055 
Merton Road 
Bootle         Fax: 01256 404 100 
Merseyside L20 7HS 
 
 
HM REVENUE & CUSTOMS CHARITIES 
St John’s House       Tel:  0845 302 0203 
Merton Road 
Liverpool  
L75 1BB        
 
 
NATIONAL CONFEDERATION OF PARENT/TEACHER ASSOCIATIONS (NCPTA) 
39 Shipbourne Road      Tel: 01474 560618 
Tonbridge 
Kent TN10 3DS 
 
 
PRE-SCHOOL LEARNING ALLIANCE (PSLA) 
(Pre-School Playgroups) 
National Centre       Tel: 020 7697 2500 
The Fitzpatrick Building      Fax: 020 7700 0319  
188 York Way 
LONDON   N7 9AD         
 
 
 



DIOCESE OF PORTSMOUTH - DIOCESAN OPERATING PROCEDURES 
 

DOP C12 – APPENDICES 
 

Page C40 of 41                             Date reviewed: Oct 2015 
 
 

F SAMPLE LETTER OF APPOINTMENT FOR DIOCESAN TRUSTEES TO ACT 
AS AGENT FOR GOVERNING BODIES ON SCHOOL PROJECT 
CONTRACTS EXCEEDING £100,000 

 
The Secretary to the Diocesan Trustees 
Portsmouth Roman Catholic Diocesan Trustees Registered 
Finance Office 
St Edmund House 
Edinburgh Road 
PORTSMOUTH 
PO1 3QA 
         (current date) 
 
Dear Sir 
 
BUILDING CONTRACT EXCEEDING £100,000 
 
The enclosed Contract relates to (give details of School Project). 
 
In view of the Contract Price exceeding £100,000, the Governing Body of the above 
School request that you, as Secretary to the Trustees, arrange for the Contract to be 
sealed on their behalf.  The Governing Body, to the best of our knowledge, 
information and belief, confirm that the contract has been drawn up by their Advisers 
in accordance with the requirements of the Department for Education and Employment 
and Local Education Authority for the purposes of obtaining the grants and 
contributions they have undertaken to pay us. 
 
We understand that the Contract documentation also requires the execution of 
Nominated Sub-Contractors’ Agreements appointing the (number) Companies: 
 
    (please list as applicable) 
 
The duly signed Contract and documentation is to be (returned to/collected 
by…………….) upon receipt of your telephone call requesting collection. 
 
Thank you for accepting this letter as our instruction for the Diocesan Trustees to act 
as Agent for the Governing Body. 
 
Yours sincerely 
 
 
 
Project Manager 
(for and on behalf of the Governing Body) 
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G GIFT AID 
 
SAMPLE FORM AND NOTES  
 
The latest form should be downloaded from HMRC 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/46801
6/Charity_GAD_Multiple_Donations.pdf    (See example of current form below) 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/468016/Charity_GAD_Multiple_Donations.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/468016/Charity_GAD_Multiple_Donations.pdf
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