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FOREWORD

The purpose of this guide is to provide practical guidance for headteachers in VA schools on capital
project funding.

It should be read in conjunction with the Diocesan Department of Property’s Planning and Carrying
out Building Works in Voluntary Aided Catholic Schools document.

DorCox

Deborah Fox
Director of Education




SCA

School Condition Allocation (SCA) is funding, calculated by formula, given by the Department for
Education (DfE) to eligible bodies responsible for maintaining school buildings. There are no limits to
the size of a project that can be supported by SCA, nor any restrictions on the type of capital project,
as long as the capital work is the governing body’s liability.

The Diocesan Department for Education is asked to co-ordinate how the programme should be
allocated against local needs and priorities.

When deciding which new projects should be funded through SCA, the Diocesan Department for
Education (DDfE) will consider the amount of Devolved Formula Capital (DFC) and Additional Capital
Funding (ACF) held by a school. It may be appropriate to ask those schools to contribute some/all of
their allocation towards the cost of a SCA project. This will enable SCA to be used to fund as many
projects as possible.

Project Application

Headteachers and Governors are invited to apply to the DDfE for SCA funding support in the autumn
term of each academic year. It is advised that this is done so after reading the Planning and Carrying
out Building Works in Voluntary Aided Catholic Schools documentation available on the DDfE
website.

Applications should be submitted using the DDfE SCA Capital Project Application Form (appendix A).
If multiple project approvals are being sought, each project must be submitted on a separate form. If
a project is large and costly, governors should consider phasing the project over a number of years
and submitting an itemised cost list along with their application.

Once the DfE has announced budgets, decisions in principal will be finalised and communicated to
headteachers in the spring term. This is done so via letter. Schools are advised of the outcome of
their application(s), their budget and whether any DFC/ACF is required from the school for this
project.

Headteachers/consultants must produce detailed supporting documentation with their
application(s). This must be based on a Property Data Survey and should be included in the school’s
Building Development Plan. Schools may make multiple applications. However, it should be noted
that the governing body is required to contribute 10% of the cost of each successful project and this
must be budgeted for in advance of their application(s). Applications which lack detail and are
imprecise will not be considered.

Schools are asked to complete a SCA Governing Body Commitment Agreement (appendix C). This is
the governing body’s commitment to paying 10% of the overall cost of a project. This must be



received before any work can commence. The governing body has a legal responsibility for all
building work carried out at the school and must employ a Diocesan approved consultant.

Please note: receipt of approval in principle from the DDfE is no guarantee the project will be
funded by the Education and Skills Funding Agency (ESFA). Any decision made by the DDfE is an
agreement in principal and the school must apply for approval to proceed from the ESFA.

Employing a Consultant

The consultant is responsible for assuring the governing body that projects comply with the current
school premises regulations, the DfE’s constructional standards, building regulations and all other
relevant legislation.

It is recommended that any consultant employed must have professional indemnity insurance cover;
this offers some protection to the governing body in the event of problems arising. Consultants will
usually complete the relevant paperwork and certifications including the approval form which needs
to be submitted to the VA team at the ESFA before work commences.

In order to be approved, a consultant must complete the Diocesan Department for Property’s Pre-
Qualification Questionnaire.

The list of Diocesan approved consultants is below:

e Acanthus Darbyshire Architects (0191 284 2813)

e Clark Dillon Associates (0773 999 9865 / 0771 878 5477)
e CSN Consulting LLP (0191 265 6040)

e Silverstone Building consultancy Ltd (0191 231 4263)

e Thornton-Firkin LLP (0191 232 7318)

e Wm C Harvey Ltd (0191 414 0020)

e W Kish Architects (0749 709 8696)

As a rule, projects that cost less than £2000 fall under the de minimis' limit and are classified as
‘revenue projects’. These will be covered by the school’s revenue budget. For projects above £2000
and those that form part of an application to spend SCA (or DFC/ACF funding) should have a
consultant appointed. Any consultant appointed must be from the Diocesan approved list of
consultants (appendix D).

Types of projects where the appointment of consultants is required include but are not restricted to:

! Latin: ‘about minimal things’. This is the least amount a capital project (DFC or LCVAP) can cost otherwise it is
considered a revenue project.



e Design and construction of new buildings

e Design and construction of extensions to existing buildings
e Conversion of existing buildings to change their use

e Alterations to existing buildings

e Refurbishment projects

e Alterations to or replacement of building services (e.g. heating, lighting, electrical, data,
telecommunications, fire and security systems)

e Installation of sanitary facilities

e Major repairs to building fabric

e Design and installation of playground equipment

e Landscaping works; paving and surfacing of roads, car parks and playgrounds, etc.

e Projects where the governing body are not confident that they can completely fulfil their
duties under the Construction Design and Management (CDM) Regulations 2015 without
support

It is expected that consultants remain in continuous contact with the governing body/headteacher
of the school they are employed by and with the Senior Administrator of the DDfE. All and any
alterations must be approved by the DDfE. Consultants do not make decisions regarding any unspent
allocation if a project comes in under budget.

Consultants should try to keep costs as low as possible. However, if costs exceed the approved
amount, consultants must inform the DDfE immediately to discuss. Similarly, if a project comes in
under budget, the consultant must inform the DDfE immediately. There is no guarantee that the
surplus will be spent in the same school.

Application for Approval from the ESFA

Although it is the responsibility of the consultant to complete all paperwork related to the project,
headteachers should make themselves familiar with all information required. Consultants should
complete the Application for Approval Form and submit it to the DDfE for signature. All sections
must be completed. Three tenders are required in order to assure the DDfE that the school is getting
value for money. Costs must not exceed that which has already been allocated in the diocesan
approval letter. It is important that consultants are as accurate and realistic as possible when
estimating cost so allocations are correct.

Once the Application for Approval is completed fully and accurately and checked by the DDfE Senior
Administrator, it is sent to the VA Approvals Team at the EFSA. Approval can take up to two weeks
(sometimes longer). No work should be started on site until official approval to proceed is received
from the ESFA. Any work initiated before receipt of official approval to proceed from the ESFA is
the responsibility of the governing body of the school.



Approval will be sent to the DDfE via email. Once this is received, the approval will be emailed
immediately to the headteacher, the school administrator and the consultant by the Senior
Administrator so that the project can begin as soon as possible.

Monitoring Costs and Works Completed

Governing bodies and headteachers should be kept abreast of costs at all times by the Consultant.
There should be a clear prediction of time the works will take to complete given at the beginning of
the project. Work should ideally be completed during school holidays in order to cause the least
amount of disruption to the life of the school. Unfortunately, this is not always possible. Once the
work is completed to the satisfaction of the governing body, the consultant will provide a Certificate
of Practical Completion to the DDfE and school.



DEVOLVED FORMULA CAPITAL (DFC)

Devolved Formula Capital (DFC) is a formula-based grant provided to all maintained schools. DFC is
capital funding and is subject to the £2000 de minimis limit. DFC can only be used for capital
expenditure but there are no restrictions on the type of capital project that can be supported by
DFC. All work is the liability of the school’s governing body. The 10% contribution is still required, as
is the permission from the trustees/diocese to undertake the work to the buildings. LAs will also
need to know about any work in order to update asset management plan information.

The DDfE expect that consultants will be appointed to all projects except very small and simple ones.
Governing bodies with relevant expertise may choose to carry out the project management of those
smaller projects in-house. They must understand that if they do not formally appoint a consultant,
the governors effectively become the Principal Designer and must carry out the appropriate Health
and Safety responsibilities.

The size of a project is limited to that which can be supported by the school’s DFC allocation.
Funding can be accumulated by a school for up to three years, although four years is also acceptable
in exceptional circumstances. Exceptional circumstances could be, for example, where a school is
saving for a specific project. Rolling DFC will not be permitted to allow the accumulation of DFC for
an ‘emergency’ fund or in anticipation of future, as yet unidentified, projects. Rolling will not be
permitted if a school desires a larger project than they have funding for or because a project has not
been planned early enough.

If a school’s allocation is not spent within the three years and no arrangements have been made to
roll for a fourth year, then the remaining allocation from year one will be lost. DFC cannot be
brought forward from future years. This means that where a project is planned and requires two
years’ DFC, it will need to go forward when it is affordable within the three/four year period.

Pooling DFC

Schools may wish to pool their funding to carry out a larger-scale project. Schools should first
contact the DDfE to discuss this. If pooling is an option, the DDfE will assist the schools with the
administrative arrangements.

In general, it is possible for a group of schools to decide to pool some or all of their DFC. Donating
schools give up an amount of their DFC and pass this to the receiving school through the diocese.
Records will be kept by the DDfE of any pooling and donating schools must receive the money back
in the following years’ allocations.

If a school wishes to pool money but does not know of a school willing to do this, they should seek
advice from the DDfE.



Pooling is only done in exceptional circumstances and there is no guarantee it can be achieved for
each request. There will be a formal, contracted agreement between all parties which is overseen
by the DDfE.

Use of DFC

Schools must inform the DDfE if they wish to spend their DFC. This is so that records can be kept of
expenditure and invoices paid on receipt. Schools are asked to complete an Application to use
Devolved Formula Capital and/or Additional Capital Formula form (appendix B) and submit this to
the DDfE. The DDfE will check the expenses against the current school funds and respond with
approval to proceed. If there are any problems, the DDfE will get in touch with the school to offer
guidance.

Recording DFC Expenditure

The DDfE has a record for each school and their DFC amount. This can be provided to schools at any
time by contacting the office. Schools are encouraged to keep a record of their budget and
expenditure.

Invoices

Invoices must be addressed to the school governing body. Invoices will be passed from the school to
the DDfE for payment.

Ineligible Expenditure

DFC cannot be spent on the following:

e Revenue costs (e.g. staffing)

e The purchase of books, ICT software or training materials and services

e Furniture and equipment purchases (unless this is part of a larger building project and is not
a major element of the project cost)

e Routine repairs or general maintenance

e Redecoration (unless this is part of a larger building project and is not a major element of
the project cost)

e To fund operating leases

e The hire of temporary accommodation unless this can be legitimately capitalised as part of
building costs (schools should also note that purchase of temporary accommodation using
DFC is not supported)

e Payment of any periodic private finance initiative (PFI) charge or service contracts that are
revenue costs

Please note: no work should be started until approval to proceed is received from the DDfE. Any
work initiated before receipt of approval to proceed from the DDfE is the responsibility of the
governing body of the school.



ADDITIONAL CAPITAL FUNDING (ACF)

In the Budget 2018, the government announced an extra £400 million capital funding for schools in
England.

Schools can spend this funding on capital projects to meet their own priorities. This may include
improvements to buildings, equipment and other facilities, such as ICT.

Payments of ACF were made in February 2019. Like DFC, this was made to the diocese.

The government intended this funding for improvements rather than major capital projects, and for
schools to spend the money in financial year 2018-2019. However, the normal terms of devolved
formula capital will apply which provide some flexibility for schools to spend the funding over the
following two financial years if necessary.

Use of ACF

Like DFC, schools must inform the DDfE if they wish to spend their ACF. This is so records can be kept
of expenditure and invoices paid on receipt. Schools are asked to complete an Application to use
Devolved Formula Capital and/or Additional Capital Formula form (appendix B) and submit this to
the DDfE. The DDfE will check the expenses against the current school funds and respond with
approval to proceed. If there are any problems, the DDfE will get in touch with the school to offer
guidance.

Ineligible Expenditure

ACF cannot be spent on the following:

e Revenue costs (e.g. staffing)

e The purchase of books, ICT software or training materials and services

e Furniture and equipment purchases (unless this is part of a larger building project and is not
a major element of the project cost)

e Routine repairs or general maintenance

e Redecoration (unless this is part of a larger building project and is not a major element of
the project cost)

e To fund operating leases

e The hire of temporary accommodation unless this can be legitimately capitalised as part of
building costs (schools should also note that purchase of temporary accommodation using
DFC is not supported)

e Payment of any periodic private finance initiative (PFI) charge or service contracts that are
revenue costs

Please note: no work should be started until approval to proceed is received from the DDfE. Any
work initiated before receipt of approval to proceed from the DDfE is the responsibility of the
governing body of the school.
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DEFINITION OF TERMS

SCA = School Condition Allocation

DFC = Devolved Formula Capital

ACF = Additional Capital Formula

DfE = Department for Education

DDfE = Diocesan Department for Education
LA = Local Authority

ESFA = Education and Skills Funding Agency
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SCA APPLICATION PROCESS

School makes an application to the DDfE for Capital
Works using the SCA and DFC Application Form

When the DfE announces LA funding budgets for
that year, the DDfE informs schools of the outcome
of their application

Successful schools complete the SCA Governors
Commitment Form to ensure their contribution of

10% towards the cost of the project (capital grants
are 90%)

Schools engages a consultant. Consultant completes
Application for Approval form and returns to DDfE

DDfE sends completed application to VA Approvals
Team at the ESFA

Approval is granted by the VA Approvals Team
Approval is shared with the school

The project can begin. All invoices are paid by the
Diocese
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DFC/ACF APPLICATION PROCESS

School makes an application to the DDfE for Capital
Works using the Application to use Devolved Formula
Capital and/or Additional Capital Formula form

The DDfE will check the cost gainst available schools
capital budget and if the project is suitable for capital
works money

Successful schools complete the LCVAP Governors
Commitment Form to ensure their contribution of 10%
towards the cost of the project (capital grants are 90%)

Schools engages a consultant (for all jobs over £2000)

Approval is granted by the DDfE
Approval is shared with the school

The project can begin. All invoices are addressed to
Governing body of the school but are paid by the Diocese

13



APPENDIX A

DIOCESE OF Hexham & Newcastle

SCA Capital Project Application Form

Please complete a separate form for each SCA Project.

Before completing this form you should read Planning and Carrying out Building Works in Voluntary

Aided Catholic Schools — Guidance for Governing Bodies and Professional Consultants.
See also the explanatory notes for completing this form on the back page for items marked *.

School name

School location

School U.R.N.

Headteacher

Local Authority

Form completed by**

Project title

Project type*?

Description of project**

Justification for project**

Name of consultant

Guideline cost
estimate  (including
VAT and fees)*’

Please indicate how the 10% contribution will be funded

14



List of supporting documents appended

Signed

Headteacher s Date ..coceeveeeereeeerene,

Chair of OVErnors e Date ..coceeveeeereeeerrene,

OFFICE USE ONLY Yes/No Date of approval Signed

Trustee approval

LA Approval

Final project approval

EXPLANATORY NOTES

1.

2.

The name of the person completing the form including their role (e.g. consultant; school business
manager; governor or headteacher).
The project type e.g.

9 Basic need expansion
Roofing and guttering
Boiler and/or heating system
Electrical systems
Fire alarms and fire safety
Water services/drainage
Toilets, showers and personal hygiene
Kitchens and dining rooms upgrade
Teaching area upgrade
Admin area upgrade
Safeguarding

=A =4 -4 -4 -4 -8 a5 -5 -5 -2 -9

Disability access

9 Window and/or door upgrade
Describe the nature of the project, the location and areas affected and give a description of the
work to be carried out so that what is proposed is clearly understandable.
Explain the reasons why the project is necessary and refer to supporting evidence such as a
property condition survey report, photographs, governing body premises committee meeting
minutes, consultant’s drawings, consultant’s statement of need, Building Development Plan, etc.
Documents or relevant extracts of them are to be appended to this form. Please note that
justification of need is very important and should be linked to the stated priorities for funding
such as building fabric repairs, health & safety, compliance with regulations, safeguarding, etc.
(funding priorities are published every year).

The cost should include a breakdown showing the budget cost estimates of the component parts
of the project, consultants’ fees, statutory consent fees etc.

15




APPENDIX B

DIOCESE OF Hexham & Newcastle

Application to use

Devolved Formula Capital and/or Additional Capital Funding
Please fully complete pages 1 to 4. Complete a separate form for each project.

School name

School location

School U.R.N.

Headteacher

Local Authority

Form completed by

Project title

Project type

Description of project:

Planning  Permission
Needed

Name of consultant

Guideline cost
estimate

VAT (20%)

Professional Fees

Please indicate how the 10% contribution will be funded:

16




Date work due to
start on site

Contract period
(weeks/months)

Three lowest Contractor Tender
tenders

Financial Liabilities | Amount DFC (tick) ACF (tick)

Building work

VAT

Professional Fees

VAT on Professional
Fees

Furniture, fixtures
and fitting (inc.
VAT)

TOTAL £

PLEASE COMPLETE:

The governing body is reminded of thedsponsibility to appoint, where appropriate, a consultant

who holds Professional Indemnity Insurance. If the governing body do not appoint a consultant, they
02N GKSANI FdziK2NAASR NBLINBaSyidlirdSa oRA20SasSo
declaration at A below.

I/We certify that this form is correct and that the project will comply with all relevant statutory
requirements including those listed below:

* Education (School Premises) regulations 1999;

* The Workplace (Health, Safety and WelfasguRations 1992;

* The Construction (Design and Management) Regulations 1994;

* Building Regulations 2000 (S| 2000/2531) as amended;

* Disability Discrimination Act 1995 Parts 3 and 4: as amended by The Special Educational
Needs and Disability Act 2001;

* DiocesarBoard of Education Measures 1991 (Church of England Schools only).

* Where the cost of work exceeds the current OJEU threshold we confirm we have followed the
EU procurement rules.

17



*  Where the cost of services exceeds the current OJEU threshold we contfiewevellowed
the EU procurement rules.

* That professional fees do not exceed 15% of the governors aided building work costs.

A. Consultant or Chair of governing bdgdyhere a consultant has not been appointed)

Name (CAPITALS please) Signed Date
Position Telephone Number Fax Number
Name of firm Email address

B. School governing bofty trustee/diocese authorised to act on their behalf)

We have agreed the project with the Local Authority including their findiadiity.

A completed copy of this form was forwarded t (Name of LA
recipient)

on (date)

* The trustees and the diocese where appropriate, have been consulted about planned building

work.
* The work is necessary and forms part of the schioitdings.

* The premises are not due to be replaced, made surplus, abandoned or closed.

We confirmthaB 2 SNy 2 NR Q O2 vy (rdidhthedoliovidgy oAt f 0SS YSi

School Budget £

Parish £

Other sourceg please specify £

Please sign

Signature: Headteacher

Signature: Parish Priest

Please return to:

education@diocesehn.org.uk

or

Education Department, Diocese of Hexham and Newcastle, West Road, Newcastle upon Tyne,
NE15 7P
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APPENDIX C

DIOCESE OF Hexham & Newcastle

SCA Governing Body Commitment Agreement

SCHOOL DETAILS

LA Number

School Name

School Location

School Number

Project Title

We the governing body would confirm that the governors 10% contribution will be met from

the following:

School budget

Headteacher Name

Headteacher Signature

Date

Parish

Parish Priest Name

Parish Priest Signature

Date

Other sources

Please specify other sources

Headteacher Name

Headteacher Signature

Date
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Please fully complete this form and return to Clare Scott at education@diocesehn.org.uk or
at: Diocesan Department for Education, St Cuthbert’s House, West Road, Newcastle upon
Tyne, NE15 7PY
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APPENDIX D

List of Diocesan Approved Consultants:

Name

Telephone Number

Website

Acanthus Darbyshire Architects

0191 284 2813

www.acanthusda.com

Clark Dillon Associates

0773 999 9865 / 0771 878 5477

www.clarkdillon.co.uk

CSN Consulting LLP

0191 265 6040

www.csnconsulting.co.uk

Silverstone Building Consultancy

Ltd

0191 231 4263

www.silverstonebc.com

Thornton-Firkin LLP

0191 232 7318

www.thorntonfirkin.com

Wm. C. Harvey Limited

0191 414 0020

NA

W Kish Architects

0749 709 8696

www.wkisharchitects.co.uk
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