Practical Tools to Support Professional School Business Managers

CONTENTS OVERVIEW FORUM

CD-ROM CONTENTS
Organised for easy reference according to the key areas of

responsibility, our documents provide comprehensive support to

Facilities/estate management
- Checklists: maintenance schedules; Handling bookings;
Reporting to Governors

school business managers (SBM). All documents can be adapted,  Risk management

saved or printed off.
The role of the SBM

- Template job descriptions and adverts: School Business

Manager
- Checklists: SBM tasks and areas of responsibility;
Certificate of School Business Management; Diploma of

School Business Management; Advanced Diploma of School

Business Management
PowerPoint training: Developing leadership skills

Strategic Leadership and School improvement
- Checklists: School improvement planning;
Contributing to school development plans (SDPs);

Implementing SDPs; Linking the school financial plan and

- Template policies: Health and safety; Disaster recovery
plan; First aid; Fire equipment and practices; Security;
Emergency procedures

COMPANION HANDBOOK CONTENTS

The companion handbook includes guidance on the law and
good practice, including:

- Every Child Matters

- FMSIS

- Models of working for SBMs

- Career development and qualifications

- School improvement planning

- Inspection cycle

- Self-evaluation

SDP; VFM and the SDP; self-evaluation; the inspection cycle; - Managing partnerships with other schools, the local

collecting and analysing data

- Diagrams: School improvement planning; The inspection

cycle; How to self-evaluate; Data for learning

Financial management and FMSiS made simple
- Checklist: Evaluating services for value
- Template policy: Procurement procedures and VFM

- Template spreadsheets: Income generation; Budgeting;

Bookkeeping; Asset management
- Diagram: What is FMSiS?

HR management
- Checklists: Recruitment; Clearance of new staff
Diagram: Recruitment flowchart

authority, local services and for extended services
- Data for learning
- Online reporting
- Income generation
- Payroll
- Pensions
- Budgeting
- Bookkeeping
- Asset management
- School status
- Marketing and communications
....and much more.

ORDER FORM - FAX TO: +44 (0)20 8941 8389
Or post to: Forum Business Media Ltd, Unit F3, Kingsway Business Park, Oldfield Road, Hampton,
Middlesex TW12 2HD, UK. Tel: +44 (0)20 8941 8589

O Yes, | want to order Practical Tools to Support
Professional School Business Managers

Price P&P VAT Total price
£147.00 + £1299 + £2400 = £183.99

Please ensure you quote the following product n. 6080/139/09

PAYMENT:

O Payment enclosed (please make cheque payable to Forum
Business Media Ltd.)

O please invoice me. Order no:

[ please charge my:
Maestro/Visa/MasterCard (delete as applicable)
Cardholder name:

Card number (18 digits for Maestro):
Security number (3 digits on back of card):
Issue number (Maestro only):

Start date: Expiry date:
Cardholder’s

signature:
Date:

DELIVERY ADDRESS: 139/09 (Jan 09)
Name:

Job Title:

School Name:

School Type (e.g. Primary, Secondary etc):

Telephone:

Fax:

Address:

Postcode:

Email:

No. of employees: o 1-19 o 20-49 o 50-99
o 100-199 ©200-499 ©500-999 o 1,000+

CD-ROM and companion handbook.
Single site licence only.

e Updates: To ensure that our products remain up-to-date with changes in legislation, regulations and best practice, we issue regular updates (usually
quarterly). Their price (£79.99 + P&P + VAT each) is additional and reflects the content. There is no obligation to purchase — please let us know if you
do not want to receive the updates. Please see our website or contact our Customer Services Team for more details. The contents list above is
provisional and may vary on publication: some content may be delivered via subsequent updates

e P&P: The above P&P charge is for UK orders only, for orders outside the UK please contact our Customer Services Team.

e System requirements: IBM compatible PC with 486 processor (Pentium preferred), Windows 95 or higher, Office 97 or higher.

e Payment Terms: 10 days from date of invoice. Credit/Debit card payments will only be processed on despatch of goods. Please allow 28 days for
delivery after publication (this publication is provisionally scheduled for publication in April 2009).

e T&C and returns: By ordering our products, you agree to be bound by our terms and conditions. Please see our website or contact our Customer
Services Team for more details of our terms & conditions and returns policy.

The data you provide will be used for administrative purposes, and from time to time we would like to contact you with details of our products and
services which may be of interest to you. If you prefer not to receive these messages please tick the relevant box:

By post O By telephone I By fax O By email O

Reg. No.: 4425871 in England. Reg. Office: Unit F3, Kingsway Business Park, Oldfield Road, Hampton, Middlesex TW12 2HD



