CFR Reporting – Most Common Errors Made By Schools
The LTFM ‘Scorecard’ has been updated to include a new provision (reference 9.3), whereby schools will accrue 10 penalty points for “failing to submit a CFR return that can be approved by the Authority without intervention”. This provision relates to the final CFR returns that schools submit directly on the DfE’s COLLECT website on an annual basis. It has been introduced to support an improvement in the quality of initial returns made by schools and in an attempt to reduce the number of simple completion errors.

Summarised below are the common ‘simple mistakes’ that schools made in the submission of returns for the 2012/13 financial year. If you have any queries on this, please do not hesitate to speak to a member of School Funding Team.

1. Validation notes are not added to queries in COLLECT or validation notes are inappropriate or inadequate.

A significant number of schools failed to add notes to validate queries raised in COLLECT. Please be aware that notes added against individual codes in FMS6 do not transfer over to those same codes in COLLECT and validation notes need to be entered again in COLLECT in order for the return to be approved by the DfE. 
In the 2012-13 CFR Return a large number of the validation notes entered did not answer the query. In these instances, the schools were contacted to provide an appropriate explanation for the DfE. For future CFR submissions, schools are asked to read the query carefully and, if help is needed to understand and answer this, schools should contact School Funding Team before submitting the return on COLLECT. 

2. Contact details are omitted.
These were omitted by a large number of schools. When first entering into the CFR Report menu within FMS6 you are taken to the Report Criteria screen. This screen contains the contact details for the school. Contact details for a school representative are mandatory and must be supplied in full. The following information should be provided on your final CFR Return: Name / email address / telephone number.
3. Report Criteria completed incorrectly.

The Report Criteria screen includes questions relating to the content of the report and schools are required to tick the ‘answer’ boxes to each question. A substantial number of schools fail to tick the following question:

Has the school been involved in the preparation of the CFR return?

By leaving this box unticked a school is indicating to the DfE that the school has not produced or submitted the CFR report and that the Local Authority has completed it on the school’s behalf. This is only true of returns where schools have converted to Academy status within the financial year and the Local Authority compiles and submits the CFR return for the period the school was maintained. 

4. The outturn balance declared in the CFR Return does not match the outturn balance finalised on SAP.
Schools should wait for the final SAP Council Ledger Reports to be issued before finalising their CFR Returns. Failure to do so may result in differences between CFR and SAP closing balances. The CFR closing balance must be the same as that on the SAP Council Ledger, unless a difference is specifically agreed with the Authority. If a school does not agree with the final balance on SAP the school must discuss this with School Funding Team before closing down FMS6 for that financial year. 

5. Failing to ‘submit’ the return on COLLECT. 

When uploading the return to COLLECT there are two stages to complete. The first stage is ‘load & validate’. This is where the report is first loaded and the school then has opportunity to view the report and enter validation notes. 

Stage 2 is to ‘submit’ the return once all queries have been validated. Until a return is ‘submitted’ it cannot be accepted by the Local Authority. 

6. Submitting a ‘Preliminary’ report instead of a ‘Final’ report 
Preliminary CFR reports will not be accepted by the Authority or by the DFE. Schools must ensure they export and submit a ‘Final’ report. A ‘Final’ report can only be accessed once the financial year in FMS6 has been closed and finalised.
