
Welcome

• We will start shortly.

• Please make sure your Camera and Microphone are switched 
off. You will be able to turn your camera and/or microphone on 
if you want to ask a question or you can use the chat.

• This session will be recorded, by joining the session you are 
agreeing to being recorded. If you do not wish to be recorded, 
please do not join the session.

• If you want to listen to the audio via the telephone, please call 
020 3787 4277 and use the conference ID 358 730 261#



coventry.gov.uk

School Finance Year End

Workshop 2025/26 - SIMS/FMS
Schools’ Finance & Digital Services



Introductions

• Digital Services:
• Schools Digital Systems 

Officer: 
• Lucy Smedmore

• Systems Management 
Analysts:

• Andrew Williams

• Hamzah Ali

• Christine McKenzie

Email: schoolsict@coventry.gov.uk

Phone: 024 7678 6620

• School Finance:
• Accountant:

• Shyla Begum

• School Finance Officers:
• Laura Reynolds

• Tracey Robinson

• Kirk Vollbracht

• Accounting Technician / School 
Support

• Karla Margrett

mailto:schoolsict@coventry.gov.uk
tel:+442476786620


Data Protection Disclaimer

Screenshots used in this presentation 

have been taken from a test system.

People & Financial Data depicted is fabricated for 
the purposes of training. Any resemblance to 

real people or situations is co-incidental.

Screen shots are used for illustrative purposes only.



Aims & Objectives

Understand Year End Procedures 
in Schools

Understand which year end tasks 
need to be completed by schools

Be confident about what you need 
to do to prepare for year end

Understand the steps for closing 
the financial year, including 
preliminary and final close 
processes 

Compliance and Reporting

Ensure adherence to statutory 
requirements such as SFVS and 
CFR for accurate financial reporting 
and compliance

Support and Resources Access

Know where to find guidance 
documents and contact points for 
technical and financial queries



Agenda
Financial reporting deadlines

Preparation

Schedules

New financial year set up

Consistent Financial Reporting (CFR)

Preliminary close

New financial year checks

Final close

Schools Financial Value Standards (SFVS)



Financial Reporting Deadlines

• 2025/26
• As a Local Authority we are aiming to complete our work to meet a review date of 

June 2026.

• It is a requirement that the income and expenditure for locally maintained 
schools is reported at a high level in the Local Authority financial 
statements.

• Internal deadline for school information to be uploaded into the local authority finance 
system (Business World) 21st April 2026



Financial Reporting Deadlines

Spring Term ends on 27th March 2026, however the F/Y end is 
31st March 2026.

• Things to consider include:
• Bank reconciliations as at close of business on 25th March 2026
• SFOs will require statement up to 31st March 2026 once SBM’s are back from Easter 

holiday – Do NOT reconcile after the 25th March 2026

• Grant payments due this financial year will be in school accounts by 
31st March 2026

• Bank Reconciliations need to be with your SFO by close of business no 
later than 26th March 2026 

• All completed schedules to be sent to your SFO prior to close of 
business on 27th March 2026 



Stages to Year End

The Year End procedure has 2 stages:

• Stage 1: Preliminary Year End Close
• After the Preliminary Year End Close has been run the only options 

available are the generation of reports and the processing of closing 
balance journals. 

• Stage 2: Final Year End Close 
• Completed after the accounts have been checked

• After this final process the accounts may be viewed but no more 
transactions may be posted



Preparation
Start these tasks as soon as possible.



Key Preparatory Tasks

• Review purchase orders, clear commitments, ensure 
accurate recording of deliveries and invoices, and 
ensure journals are entered and posted

Review and Reconcile 
Transactions

• Reconcile bank accounts, petty cash transactions, 
and verify physical cash matches records

Cash and Bank 
Reconciliation

• Process salary downloads, clear suspense and salary 
commitments, and run system checks for outstanding 
items

Salary and System 
Checks



Before you start

We are assuming that all previous Financial 
Years have been closed. If they haven’t been 
closed, please check and close before 
continuing.

You can check which years are closed via 
Finance > Maintenance > Financial Years and 
Periods

Please ensure that no one else is using the 
Finance module while you are doing your year 
end tasks



Preparation Tasks

You should start checking these areas now:

• Accounts Payable (Creditors)
• Purchase Orders and Commitments 
• Deliveries 
• Invoices & credit notes

• Accounts Receivable (Debtors)
• Invoices and non-invoiced income
• Receipts

• Petty Cash 

• Journal Browser

• Bank Reconciliation

• Automatic Reconciliation (Salary Downloads)



System Check Report

• Reports > Year End > System Checks

• This will identify any areas you need to look at.

• We recommend you run this frequently during the end of year 
process.

• When you run the report for the first time, leave the 
• ‘Include Transferable Transactions’ 

• & ‘Include Support Items’ unticked.

Run this 
report as 
often as 

you want.



System Checks Report Output



System Checks Actions to Take



Accounts Payable
Also known as AP



AP : Orders and Commitments

Orders must be 
authorised and 

printed or 
cancelled if no 

longer required.

Purchasing cards 
– authorise orders 

to commit 
resources

STOP raising 
orders

Review Existing 
Orders



AP: Outstanding Orders

Focus > Accounts Payable > Purchase Order

• Review outstanding purchase orders
• Clear any orders that relate to a previous financial year.

• Chase any outstanding invoices where goods/services have been received in 
2025/26

• Is the delivery still expected?
• Can the commitment be cleared?

• Chase the supplier if the goods are still due

• Have the goods been delivered on FMS?
• Reports > Accounts Payable > Purchase Order Reports > Purchase Orders > 

Outstanding Orders

• Reports > Accounts Payable > Deliveries > Deliveries Not Included > Detailed



AP: Clear Commitments

Accounts Payable > 
Orders

• Orders with an 
outstanding 
commitment that will 
never be delivered 
(e.g. item 
discontinued) will 
need that order line 
cancelling.



AP: Cancelling an Order

• When a 
complete order 
needs 
cancelling.

• Cancelling a 
purchase order 
is irreversible. 
Please check to 
make sure you 
have opened 
the correct 
order.



AP : Clear Commitments or Cancel 
Order
• Note If an order has lines 

on it that have been 
delivered and invoiced, 
you should always use the 
line (green) button not the 
top button, as the top 
button has the effect of 
cancelling the order and 
thus it will not show on any 
order reports unless the 
include cancelled orders 
option has been selected.



AP: Turning OFF Ordering

The Order facility can be switched 
off 

Tools > Define Financial Years > 
Define/Edit Years 

• Remove the ✓ against Order 
Book Open

• The Book can be reopened if 
necessary to allow urgent orders 
to be placed 



AP: Deliveries & Housekeeping

Deliveries 

All deliveries received on or before 
27th March should be input before 
the preliminary close is run.

Housekeeping

This may also be a good time to 
review your list of suppliers and 
whilst you cannot delete suppliers 
they can be taken out of use. 



AP: Invoices and Credit Notes

• Must be authorised or deleted.

• Check that all payments due have been made.

• Allow time for payments to clear.

• All invoices relating to external goods and services received on 
or before 31 March should be input before the preliminary 
close is run.

• Any associated orders relating to outstanding invoices will be 
transferred to the new financial year.

• Check that all manual cheques have been entered on system 
including Petty Cash reimbursements



AP: Aged Creditors
Reports > Accounts Payable > Supplier Analysis > Aged 
Creditor

• Run this report to check all outstanding invoices have been paid



AP: Cash flow

• It’s important to consider cash 

flow

• Where cash flow is an issue 

consider which invoices can be 

delayed until the new financial 

year, looking at individual 

payment terms.



AP: Payment Processing

Last payment run dates

• Payments to Coventry City Council:

• Must be made by close of business on 27th March 2026. We suggest making payments 

as soon as possible to ensure that they are included on the Bank Reconciliation.

• Council Departments have been asked to ensure all billing to schools are completely 

as early as possible. 

• Payments to other external suppliers:

• These can be made up to and including 27th March 2026

• We suggest making payments as soon as possible to ensure that they are 

included on the Bank Reconciliation.



Accounts Receivable
Also known as AR



AR: Debtors

For goods/services provided in 2025/26

• Raise debtor invoices on Accounts Receivable (include all 
debtors i.e. CCC, Parents & External Organisations)

• Where you have doubtful debts (income unlikely to be received)

• Discuss write off with headteacher

• If above the headteacher authorisation level – refer write off 
to governors



AR: Aged Debtors
Focus > Accounts Receivable > Report > Aged Debtor Report

• Please note that the Aged Debtor report is constrained by financial year and will not 
identify outstanding transactions brought forward from a previous financial year. You 
will need to run this for previous years too.



AR: Invoiced Income

• Invoices for goods and 
services provided on or 
before 31st March must be 
raised.

• All invoices must be 
authorised and printed.



AR: Receipts

Accounts Receivable > Focus > 
Receipt

• All receipts should be matched to 
invoices.

• Clear any that need refunds or are no 
longer required.

• Make sure any receipts added via 
bank transfer have been posted in the 
above screen.

• Cash or cheque receipts need to be 
added to paying in slips.

• All Receipts and pay in slips must be 
posted. If not posted - check why and 
post or delete as necessary



AR: Receipts Match to Invoices
Accounts Receivable > Focus > Receipt



AR: Non-Invoiced Income

All income received on or before 31 March must be entered.

All receipts and paying in slips must be posted. 

What about money received after your collection?

You will physically bank it in your next collection (which may be after year end) but you 
must still add it to the system in this FY.



Banking Income

Most important aspect is to 
ensure all income is 

recorded on the system

Cash collection will depend 
on your collection days - if 

applicable



AR: Paying In Slips

Accounts Receivable > 
Focus > Pay In Slips

Check the above screen 
to ensure that all paying in 
slips have been posted.



Petty Cash



Petty Cash

Useful Report: 

Reports > General Ledger > Petty 
Cash – Unposted Folio Listing

All transactions (Expenditure and 
Reimbursements) must be posted.

Cash in hand figure MUST match the 
actual amount in the tin!



Journals



Journals

Cash book journals for Direct Debits and bank 
transfers that will be processed through the bank on or 
before 31st March should be entered

Review any unposted Journals that need to be dealt 
with, these can either be Posted or Deleted

Check in Focus > General Ledger > Manual Journal 
Processing that all journals are posted. The screen 
should be empty if all have been processed



Bank Reconciliation
Please make sure you have completed your bank reconciliations and don’t 
forget your investment accounts if applicable.



Bank Reconciliation

Bank reconciliations

• Check that all reconciliations are up to date.
• Consider whether any uncashed cheques should be stopped. 

• Cancel with bank 

• Re-issue on FMS if required.

• Review receipts that are older than 10 working days

• They may have been duplicated on FMS

• They may be missing bank credits

• Continue to carry out weekly reconciliations during March

• If you do not have access to online banking, please ensure you have requested a 

bank statement for 31st  March 2026



Bank Reconciliation Reminders

Keep up to date

Check for unreconciled expenditure

Check for unreconciled receipts

Don’t forget the Investment Account

Use the report Reports > General Ledger > Bank > Unreconciled Transaction Listing to check for items that need 
action.

Unreconciled transactions will carry forward into the new year



Unreconciled 
Transaction Report

Reports > General Ledger > 
Bank > Unreconciled 
Transaction Listing



Bank Reconciliation: Cancelling 
Unwanted Cheques
• In FMS6 cheques drawn in the old year can be cancelled in the new one 

because orders, deliveries and invoices are all pulled forward in support of 
the unreconciled cheque

• Remember to cancel the Invoice and Purchase Order if the commitment is 
no longer required.

• Remember to also cancel the cheque with your bank.



Investment Account

Investment account

• Ensure that your investment account has been reconciled as per the 
September interest statement.

• Contact kenneth.kanebi@coventry.gov.uk you do not have that 
statement

• Between now and the end of February, consider your cash holding 
requirements to the end of the financial year and take action as soon as 
possible

• We are waiting on confirmation of final dates for statements and 
transactions into and out of the investment account

• Confirmation will be sent shortly

mailto:kenneth.kanebi@coventry


BACS Payments

BACS Payments are not transferred from one year to the next.

It is essential that all BACS transactions are reconciled before 
running the preliminary close.

Once preliminary close has been run, you are only able to view 
payments.



Salaries
Ensure you have up to date salary information in your system. You should 
have imported your salary downloads, cleared commitments and updated 
budgets.



Staff Salaries

Automatic Reconciliation – Suspense File MUST BE CLEAR

Salary Projections – ALL commitments MUST BE CLEAR



Clearing Salary Commitments

• Personnel Links – Salary 
Projection – Clear 
Commitment 

• All commitments should be 
cleared in months where 
you have already run the 
salary download.



Salary File for March

This will be sent to schools in the normal way via Datalocker.

This should be in schools by first week of April. 

Your SFO will run this for you this year. If you are working over Easter and 
intend to run the file yourself, please let your SFO know so that they do not 
duplicate the file.



Rerun your System Checks

Reports > Year End > System Checks

• This will identify any areas you need to look at

• We recommend you run this frequently during the end 
of year process

• Now turn on these two options:
• ‘Include Transferable Transactions’ 

• & ‘Include Support Items’

• Note the transfer symbols shown against the transactions 

• T = Transferred 

• TS = Transferred in Support

• This is a helpful way to check your progress

Run this 
report as 
often as 

you want.



System Checks Report Output



VAT Returns

Reports > General Ledger > 
VAT Reports

• These cannot be done until 
the start of April. 

• Your SFO will run the P12 
VAT return for you this year.



School Schedules



Schedules: Petty Cash

• Imprest amount should match 
the Finance system 

• Electronic signature is 
required on the schedule to 
say the amounts have been 
checked. 

• Add school name to this 
worksheet and complete a nil 
return if no petty cash at 
school.



Schedules: External Creditors

• Include all orders where the 
goods have been received 
but invoice not yet received

• Monies that should have been 
paid from salary download 

• Forecast overtime values

• Pay progression arrears 
(Normally school 
leadership increments)



Schedules: Coventry City Council Creditors

This should ONLY include Coventry City Council invoices that 
are reporting on the Aged Creditor Report



Schedules: External Debtors

This should only include monies owed where no invoice has 
been raised on the system, i.e. sickness insurance 
reimbursements, school direct income



Schedules: Coventry City Council Debtors

This should only include invoices that are showing on the 
Aged Debtor report for Coventry City Council services



Schedules: Income received in advance

• Include all income that has been received that relates to future 
financial years

• This may include school trips, grant funding which won’t be 
spent until future years etc.



Schedules: Payments made in advance

• Include all payments for goods/services that have been made 
during 2025/26 that relate to future financial years. 

• This may include licences that cover multiple years, school trip 
payments that will not happen until future financial years etc.



Year End Reports

Schools will not be required to run the preliminary close this 
year

We will only require schools to produce reports detailed on the 
procedure notes that will be sent this week



Year End Recap



Actions to complete by 27th March 2026

• Please do not pay any further invoices after 27th March 2026

• Final payment run 

• All income received needs to be input onto the system and must include:

• Invoiced and non-invoiced income
• Invoiced income receipts should be matched to the appropriate invoice
• Reimbursements & bank interest, etc.
• Online payment journals e.g. Schoolgateway, ParentPay entered and posted

• Reconcile both your investment and current accounts as per close of business 
on 25th  March 2026 and send the reconciliation and associated reports to your 
SFO

• Year end reports will need to be run and emailed to school finance officer as per 
the procedure note

• Please ensure you send all your schedules by close of business on 27th March 
2026



Actions to complete by 1st April 2026- 
SFO will do these if not at work 

• Run salary download and clear any suspense items – SFO will 
complete this this year

• Ensure remaining deliveries and invoices relating to 2025/26 
are input on the system. Do not raise Cheques/BACS

• Run VAT reports for March 2026 and send to 
schoolsvat@coventry.gov.uk - VAT reports will be completed by 
SFO’s this year 

• Ensure all journals have been posted or deleted

mailto:schoolsvat@coventry.gov.uk-
mailto:schoolsvat@coventry.gov.uk-


Hints, tips and general reminders

• Utilise this next month to complete the majority of financial tasks
• Run any outstanding salary downloads 

• Clear suspense items and commitments (contact helpdesk if you are struggling)

• Run reports early so you can start working on clearing down items / Enter items on schedules 
as you work through reports

• Ensure majority of bank reconciliations are completed leaving only one to do on 26th March

• Keep running system checks report – contact helpdesk if there are unusual messages reporting

Preparation is key, don’t leave yourself with a 
stressful 27th  March



Setting Up the New 
Financial Year
Most of these tasks are checking tasks as some of this work will have been 
done for you by your school's finance officer.



Updating the structure / chart of 
accounts

• Your SFO has already created the new year. Please check.

• The new year is based on the current year structure

• You may need to update the new structure. This will be relevant 
if you have made changes in the old (current) year which have 
not been reflected in the new year. For example: new cost 
centres, ledger codes, etc.

• Contact your SFO if there are any problems



Updating Structures

• Tools > Define Financial 
Years > Update Next Year’s 
Structure

• Check each of the four tabs 
for anything that may need 
copying. 

• If you don’t have anything to 
copy these will be blank.

• On tabs 1 and 2 you will need 
to tag everything that you 
want to copy.



Updating Structures

• On tabs 3 and 4 you have 
the option to:

• Tab 3 – Copy Templates 
and Links

• Tab 4 – Copy Books and 
Products

• You won’t see any message 
on screen while copying is 
taking place.



Books: Accounts Payable

Tools > Books

• Create Order and Petty Cash 
books

• Click Add Book

• Or Close Book 

• Create your books with the new 
prefix.

• Free unused numbers to enable 
unused numbers to be used if 
necessary.

• DO NOT CLOSE THE 
CHEQUE BOOK



Books: Accounts Receivable

AR > Tools > Manage Books

• Click Add Book 

• or Close Book & Reuse 
numbers as necessary

• Create your books with the 
new prefix.

• Free unused numbers to 
enable unused numbers to be 
used if necessary.

Invoice/Credit 
Note Receipt Book Paying Book



Switching ON Ordering

The Order facility can be switched 
on

• Tools > Define Financial Years 
> Define/Edit Years 

• Add the ✓ against Order Book 
Open

• This will allow orders to be 
raised in the new year



Consistent Financial 
Reporting (CFR)
CFR provides standardised financial data for maintained schools to report to 
the Department for Education accurately.

CFR data enables benchmarking, helping schools compare financial 
performance against similar settings.



CFR – Consistent Financial Reporting

• Statutory Return to the DfE

• The CFR Mapping has already been setup

• As part of the preparation for Year End, we need to look at CFR 
and check if any amendments are required. Your SFO will 
check this.

• The system will carry forward ledger code/fund combination 
mapped to a CFR code and heading from the previous financial 
year. If any new Ledger codes are required, then your SFO will 
set these up for you.

• There are some reports available Reports > CFR 



Preliminary Close – 
actioned by your SFO
This step is important, parts of it are irreversible and should only be 
undertaken once you and your finance officer are happy your year can be 
closed.



Final Checks- actioned by SFOs 

• Run System Check Report again and check everything is dealt 
with and deal with anything outstanding

• Automatic Reconciliation (salary download) has no 
unreconciled items

• Salary Commitments are clear

• Bank Reconciliations are up to date

• New Year must be Open for Preliminary Close button to be 
activated



New Financial Year Checks
Checks you should undertake



Post Preliminary Closure Checks

No transactions can be entered now in the previous year

Accounts payable orders – all orders transferred are listed.

Accounts Payable Invoices – All invoices transferred are listed.

F or FS in the cross-year column, which indicates that the orders / invoices 
have been carried forward to the new year.



Opening Balance Journal

• General Ledger > Journal 
Review

• Review this to check what has 
been transferred into the new 
year.



Transactions carried forward

• To view the items carried forward.

• Reports > General Ledger > Transactions > Cost Centre 
Summary Transactions > Cost Centre Summary by Cost Centre

• Shows commitments for the individual cost centres

• Budgets should be increased to take account of the outstanding 
commitment(s) that have been bought forward from the old year.

• If orders have been bought forward incorrectly, they can be 
cancelled in the new year.

• If orders have been placed in the new financial year, then the 
commitment figure will include these.



Final Close – actioned by 
your SFO
This process is irreversible and must only be completed once you and your 
Finance Officer are happy you are ready to do so.



After Final Close

Once the year has been finalised, it will only be possible to 
report on or archive the year

Guidance will be issued when you are required to produce the 
Final CFR Return



Schools Financial Value 
Standard (SFVS)



SFVS: School Financial Value Standard Compliance

Purpose of SFVS

SFVS is an annual self-assessment ensuring schools uphold strong financial 
controls and governance

Return components

The return includes governance, strategy, budgeting, staffing, value for money, and 
safeguarding public funds

Submission & Review

Completed by the school leadership team and Governing Body. Schools submit 
SFVS (signed by Chair of Governors) by 31st March, this is then reviewed by internal 
audit prior to sign off and submission to the DfE

Accountability and Transparency
Completing SFVS shows accountability, promotes transparency, and supports 
effective financial management.



SFVS: Return 2025/26

• Two parts to the return – the first part:

• Self assessment type questions

• Word document



SFVS: Return 2025/26

• The second part:
• Related Party Transactions – requires information to be completed  



SFVS: Approval

• Document sign off required by Chair of Governors but needs involvement of whole 
Governing Body.

• Completed document must be back with the Local Authority by 31st March 2026 

Link to 2025/26 SFVS document:

Schools financial value standard - GOV.UK

Link to the benchmarking site is:

https://schools-financial-benchmarking.service.gov.uk/

https://www.gov.uk/government/publications/schools-financial-value-standard
https://www.gov.uk/government/publications/schools-financial-value-standard
https://www.gov.uk/government/publications/schools-financial-value-standard
https://schools-financial-benchmarking.service.gov.uk/
https://schools-financial-benchmarking.service.gov.uk/
https://schools-financial-benchmarking.service.gov.uk/
https://schools-financial-benchmarking.service.gov.uk/
https://schools-financial-benchmarking.service.gov.uk/
https://schools-financial-benchmarking.service.gov.uk/


Lease Accounting IRFS16

• Lease accounting requirements have changed. A representative 
from Corporate Finance will now reach out to schools annually 
to provide guidance on how leases should be accounted for



Any Questions?
Feel free to turn on your camera and/or microphone or ask questions in the 
chat. 



Help & Support



Help and Support

Digital Services

• For issues relating to Software 
faults, bugs, ‘how do I?’ 
queries, anything that needs 
to be escalated to FMS

• Email

• schoolsict@coventry.gov.uk 

• Phone

• 024 7678 6620

Schools Finance Officer

• Queries relating to how to 
handle specific financial 
situations, budgeting advice, 
financial procedures advice

• Contact your individual 
school’s finance officer

• Phone schools’ finance 
helpline: 02476 833500

mailto:schoolsict@coventry.gov.uk
mailto:schoolsict@coventry.gov.uk
tel:+442476786620
tel:+442476786620


Documentation

• Our Guidance Booklet
• www.Coventry.gov.uk/schoolsict 

• Slides and Recordings
• https://www.schoolsict.digital/sims 

http://www.coventry.gov.uk/schoolsict
http://www.coventry.gov.uk/schoolsict
https://www.schoolsict.digital/sims
https://www.schoolsict.digital/sims


coventry.gov.uk

Thank you 

for your time
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