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Record of Governor Visit
	Name of governor: Lynda Taylor

	Date of visit:  19th June 2023

	Staff visited:  Cara Russell

	[bookmark: _GoBack]Purpose of Visit:  to check the LCC policy for the schools Procurement Card is being followed and staff with cards have access to this policy.

	Visit reported to:  Full governing board

	Focus of visit e.g. school development plan priority area

	The school follows the LCC Corporate Procurement Card Policy 
This document outlines the Councils' policy and process for the effective and correct use of corporate procurement cards. It also details instances where the use is not appropriate. All cards must be used in line with the Council's Financial Procedures and this policy which frames the operational remit of card usage. 


	Key questions to ask

	Who does this policy apply to? 
The policy outlines the roles and responsibilities for those deemed as requiring a corporate procurement card. Managers whose spend is incurred on a card, staff administering the scheme and the Business Support procurement card team, who manage the contract. 



	Answer/information shared

	
See policy (separate)  The policy was discussed with CR 
Card Holders role and responsibilities - checked
Card Administrators role and responsibilities - checked
When should they be used? When should they not be used? - Confirmed
Monthly Statements – confirmation that they are checked by all card holders.
Card Limits and card Management – discussed and confirmed.
Changes to Holder – discussed and confirmed . Immediate action and procurement card team informed.



	Evidence provided to support answers/information shared

	Meeting in school with CR to go through the LCC policy. 
Spreadsheet viewed which shows what each card holder has purchased and how this is monitored.

	Key learning outcomes 

	Card holders have their own card (password protected) 3 cards in school. 
Each card holder checks and releases a purchase made by another card holder on a monthly basis.
Procurement card team informed immediately when a card holder leaves.

	Next steps and additional questions

	No steps needed


	Church School Distinctiveness

	
NA
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