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Appendix 1: 2003 Questionnaire180
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Appendix 2: 2006 Questionnaire184

IIff yyoouurr sscchhooooll ddooeess nnoott hhaavvee aa bbuurrssaarr pplleeaassee ttiicckk tthhiiss bbooxx,, wwrriittee yyoouurr jjoobb ttiittllee bbeellooww aanndd ffiillll iinn PPaarrtt 11 oonnllyy
Job title of the person carrying out the bursar's function:

National Survey of School Business Management (2006)
TThhiiss qquueessttiioonnnnaaiirree wwiillll ggaatthheerr eevviiddeennccee ooff tthhee rroolleess,, rreessppoonnssiibbiilliittiieess aanndd ttrraaiinniinngg ooff bbuurrssaarrss//sscchhooooll bbuussiinneessss mmaannaaggeerrss iinn sscchhoooollss ffoorr aa mmaajjoorr
nnaattiioonnwwiiddee rreesseeaarrcchh pprroojjeecctt oonn bbuurrssaarrsshhiipp.. AAllll ddaattaa ggaatthheerreedd wwiillll bbee hheelldd ccoonnffiiddeennttiiaallllyy,, aanndd oonnllyy uusseedd iinn aaggggrreeggaattee ffoorrmm.. PPlleeaassee rreeaadd tthhee
qquueessttiioonnnnaaiirree aanndd ttiicckk tthhee bbooxxeess oorr cciirrccllee//ccoommpplleettee ooppttiioonnss tthhaatt ccoorrrreessppoonndd ttoo yyoouurr oowwnn aanndd yyoouurr sscchhooooll’’ss ddeettaaiillss..

Please return your completed questionnaire to: Elizabeth Wood, Principal Researcher, Germs Educational Limited, Penny Garth,
 Lissington Road, Wickenby, Lincolnshire, LN3 5AB.

PPAARRTT 11:: YYOOUURR SSCCHHOOOOLL

TTyyppee
Nursery Infant Primary Middle/Primary Middle/Secondr'y Secondary  Sixth Form

 Cross Phase  Special Boarding Other: PPuuppiill AAggee RRaannggee::

Is your school part of a: Cluster Yes / No Hard Federation Yes / No Soft Federation Yes / No

 Is your school: an Extended School Yes / No a Training School Yes / No PPeerriippaatteettiicc
BBuurrssaarrss OOnnllyy

Is your school considering becoming: Federated Yes / No an Extended School Yes / No No. of Schools:

LLooccaattiioonn
Please state your Local Authority:

OOffSSTTEEDD//IISSII
After your last inspection was your schoool categorised as (please tick the appropriate box ):

 Requiring Special Measures Needing to Improve Satisfactory Good High Performing

PPrreesseenntt FFuunnddiinngg RReeggiimmee

Independent Community Foundation  Maintained Non-maintained Voluntary-aided Volunt'ry-controlled 

 Academy CTC  Specialist Other (Please state):

IInnccoommee (2005-6)

SScchhooooll BBuuddggeett SShhaarree:: [[ IInnddeeppeennddeenntt sscchhoooollss:: uussee tthhiiss ccaatteeggoorryy ]]
< £100K £100-£250K £250-£500K £500-£750K £750K-£1M £1-1.5M £1.5-2M

 £2-2.5M £2.5-3M £3-3.5M £3.5-4M £4-4.5M £4.5-5M >£5M

SSttaannddaarrddss FFuunndd//GGrraanntt:: OOtthheerr IInnccoommee//FFuunnddiinngg::
< £25K £25-50K £50-75K < £25K £25-50K £50-75K

£75-100K £100-250K £250-500K £75-100K £100-250K £250-500K

£500-750K £750K-1M >£1M £500-750K £750K-1M >£1M

NNuummbbeerr ooff PPuuppiillss
>100 101-200 201-500 501-1000 1001-1500 1501-2000 > 2000

SSttaaffffiinngg
No of FFTTEE Qualified Teaching Status Staff:  No of FFTTEE Support Staff:

HHeeaaddtteeaacchheerr:: SSaallaarryy rraannggee:: < £20K £21-30K £31-40K £41-50K

 Year Appointed: £51-60K £61-70K £71-80K £81-90K > £90K

PPAARRTT 22:: YYOOUU && YYOOUURR CCAARREEEERR

GGeennddeerr AAggee
Male Female <35 36-45 46-55 56-65 >65

SSaallaarryy LLeevveell
<£10K £11-15K £16-20K £21-25K £26-30K £31-35K £36-40K

£41-45K £46-50K £51-55K £56-60K £61-65K £66-70K >£70K

YYoouurr CCaarreeeerr iinn SScchhooooll BBuussiinneessss MMaannaaggeemmeenntt
JJoobb TTiittllee::
Administrator Admin Officer Bursar Business Manager  Finance Manager  Finance Officer Secretary

 Office Manager Sen'r Admin Officer  Other:

 No. of Contracted Hours per Week: No. of Years in Current Post: No of Paid Weeks per Year:

 Total Years a School Bursar:  Original Job Title when First Appointed as School Bursar:

YYoouurr CCaarreeeerr SSeeccttoorr bbeeffoorree SScchhooooll BBuussiinneessss MMaannaaggeemmeenntt
Central Gov't Charity Church Education Finance Forces  Health Service

 Home Maker Industry Local Gov't Retail Self Employed Tourism Other

 If other state details:



PPrrooffeessssiioonn aanndd QQuuaalliiffiiccaattiioonnss
What pprrooffeessssiioonnaall qualifications/affiliations do you hold?  (Please tick the most appropriate boxes or give details of other)
 Administration Business Facilities  Financial Health & Safety ICT Marketing

 Personnel Secretarial Teaching CSBM DSBM LNBA Other

 If other state details: 

 If you are currently studying for a   
 professional qualification please give details:

 What is the highest aaccaaddeemmiicc qualification you hold?  (Please tick the most appropriate box or give details of other)
 G(C)SE/RSA A Levels Foundation Degree Masters Doctorate ONC/D

 HNC/D  BTEC/NVQ 2/3 BTEC/NVQ 4/5 Other Please state:

 If you are currently enrolled on an 
 academic programme please give details:

 What training/professional development
 opportunity would you like to be available:

 Is your training linked to the school development plan? Yes / No Do you access local authority training? Yes / No

 Have you heard of the National College for School Leadership (NCSL)? Yes / No

PPrrooffeessssiioonnaall AAssssoocciiaattiioonnss :
Have you heard of:

 The National Bursars Association (NBA)? Yes / No Are you a member of the NBA? Yes / No

 The Association of School & College Leaders (ASCL)? Yes / No Are you a member of the ASCL? Yes / No

 The Independent Schools’ Bursars Association (ISBA)? Yes / No Are you a member of the ISBA? Yes / No

 The Association of School Busienss Officials (ASBO)? Yes / No Are you a member of the ASBO? Yes / No

 Are you a consultant bursar? Yes / No If yes, please describe what you do

 Please describe anything you are doing
 to raise the status of bursarship:

PPAARRTT 33:: YYOOUURR RREELLAATTIIOONNSSHHIIPPSS

RReellaattiioonnsshhiipp wwiitthh GGoovveerrnniinngg BBooddyy ((GGBB)) (please tick the most appropriate box)
 Advise No formal relationship with Governing Body  Clerk to Governing Body

 Full member Member of Governing Body Committee/s Manage Clerking of Governors Meetings
 Please list any Governing Body  
 Committees of which you are a member:

RReellaattiioonnsshhiipp wwiitthh SSeenniioorr MMaannaaggeemmeenntt TTeeaamm//LLeeaaddeerrsshhiipp TTeeaamm ((SSMMTT)) (please tick the most appropriate box)
Full member of SMT Advise SMT Attend SMT if required No formal relationship with SMT 

 Member of management group/s relevant to bursars’ role Name of group/s

 Member of strategic planning group/s (not SMT) Name of group/s

RReellaattiioonnsshhiipp wwiitthh OOffSSTTEEDD//IISSII If you have not been in post for an inspection please tick the box and move on to the next question
 Please rate your involvement with your school’s last inspection: 1 = not involved, 4 = very involved
 Before During After Were you interviewed during the inspection process? Yes / No

RReellaattiioonnsshhiipp wwiitthh KKeeyy SScchhooooll SSttaakkeehhoollddeerrss::
CCoonnttaacctt:: Please rank how often you are in contact with the following school stakeholders: ((11 == nneevveerr,, 44 == ddaaiillyy))

Agencies Businesses Community Governors Headteacher Local Authority SMT

 Other Bursars Parents Pupils Snr Support Staff Senior Teachers Support Staff Teachers

IImmppoorrttaannccee ttoo tthhee rroollee:: Please rank, in your opinion, the importance of working with the following school stakeholders: (( 11 == nnoott,, 44 == vveerryy))

Agencies Businesses Community Governors Headteacher Local Authority SMT

 Other Bursars Parents Pupils Snr Support Staff Senior Teachers Support Staff Teachers

PPaarrtt 44:: YYOOUURR RROOLLEE AANNDD RREESSPPOONNSSIIBBIILLIITTIIEESS IINN TTHHEE SSCCHHOOOOLL
Please list the 3 most important elements of your role:

1

2

3

Please state which government/school initiative is currently having most impact on your role:
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Please read the following descriptions of school business management responsibilities.  Consider each responsibility and tick the most appropriate box  
 for your job ((oonnee bbooxx oonnllyy ffoorr eeaacchh qquueessttiioonn)) .
Tick ‘Perform Myself’ if this is one of your key roles where you take the initiative and carry out the function yourself.
 Tick ‘Supervise Others’ if this is one of your roles and you supervise others even if you sometimes perform elements of  the function yourself.
 Tick ‘Not my remit’ if this is not your responsibility.

PPeerrffoorrmm SSuuppeerrvviissee NNoott MMyy

RReessoouurrccee MMaannaaggeemmeenntt RReessppoonnssiibbiilliittyy MMyysseellff OOtthheerrss RReemmiitt

1 Prepare and produce records and returns 1

2 Maintain pupil records 2

3 Analyse and report trends in pupil numbers and/or examination results and exclusions 3

4 Manage legal, public and statutory matters 4

5 Initiate change in pursuit of the school’s goals 5

6 Manage the administrative, clerical and/or other support functions of the school 6

7 Manage improvement initiatives 7

8 Provide a reception service 8

9 Act as personal assistant to the headteacher 9

10 Manage information and communication systems 10

11 Evaluate and develop management information systems 11

12 Provide information for the school development plan 12

13 Provide information for school middle managers 13

14 Monitor economic and/or education trends that might impact on the school 14

15 Participate in strategic planning 15

16 Maintain positive relationships among all members of staff 16

17 Manage support staff to promote the school positively to all stakeholders 17

18 Promote positive relationships with appropriate agencies 18

19 Maintain close links with agencies and/or local authority colleagues 19

20 Develop relationships with community and businesses to secure support for school 20

21 Create positive relationships among all members of staff 21

22 Develop supportive relationships with parents 22

23 Manage marketing matters 23

24 Support development of promotional materials 24

25 Keep accurate financial accounts 25

26 Raise orders and/or process invoices 26

27 Comply with sound principles of school finance 27

28 Maximise income through lettings and/or additional activities 28

29 Manage the budget cycle 29

30 Analyse costs to ensure value for money 30

31 Report accounting and/or auditing and financial information 31

32 Manage cash and/or investments and credit control 32

33 Evaluate and plan the budget 33

34 Develop sound financial systems and practice 34

35 Develop financial strategy and planning 35

36 Keep accurate staff records 36

37 Administer personnel remuneration (including payroll) 37

38 Follow clear and fair principles of recruitment and/or retention and discipline 38

39 Supervise support staff 39

40 Manage staff contracts 40

41 Deploy support staff 41
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PPeerrffoorrmm SSuuppeerrvviissee NNoott MMyy

RReessoouurrccee MMaannaaggeemmeenntt RReessppoonnssiibbiilliittyy MMyysseellff OOtthheerrss RReemmiitt

42 Manage supply staff cover 42

43 Appoint support staff 43

44 Induct support staff 44

45 Appraise and develop support staff 45

46 Secure good labour relations through individual and/or collective negotiations 46

47 Develop good labour relations 47

48 Keep records of computer hardware and/or software 48

49 Manage maintenance of the school’s computer system 49

50 Ensure compliance with legal requirements for ICT 50

51 Develop the school’s computerised administration system 51

52 Keep records of equipment and/or furnishings and school maintenance programmes 52

53 Ensure the continuing availability of supplies and/or services and equipment 53

54 Follow sound practices in real estate management and/or grounds maintenance 54

55 Monitor and reduce the environmental impact of the school’s energy consumption 55

56 Manage planning and/or construction projects 56

57 Ensure the safe maintenance and/or operation of all buildings 57

58 Ensure the adequate and safe operation of school transport 58

59 Ensure the adequate and efficient provision of food services 59

60 Manage school support contracts 60

61 Ensure medical aid is available in the school 61

62 Establish and monitor a site security policy 62

63 Ensure conformity with health and safety legislation 63

64 Monitor and manage fire control systems 64

65 Manage safe systems of work 65

66 Ensure the maximum level of security consonant with the ethos of the school 66

67 Ensure risk management processes are adhered to 67

68 Manage disaster planning and/or recovery plans 68

69 Develop disaster and/or recovery plans 69

70 Keep accurate records of learning resources and/or equipment 70

71 Maintain learning resources 71

72 Articulate the curriculum philosophy of the school 72

73 Teach pupils when required 73

74 Class/year tutor 74

Please add any of your responsibilities you feel we have omitted:

75 75

76 76

PPaarrtt 55:: YYoouurr CCoommmmeennttss
If you have any comments you would like to make about any aspect of your career, training, relationships, role or this questionnaire, please do so here:

 Please would you include your job description and line management diagram with your completed form (if available).  The information provided in these
 documents will contribute significantly to understanding the bursarship profession.
 Thank you for completing this questionnaire and be assured that we will respect your confidentiality
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