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	This report was compiled on the basis of information provided to Commission staff before, during and after the visit to the charity on the date shown.  Whilst the Commission has taken care to ensure the accuracy of the report and that it adequately reflects the charity’s activities, we cannot guarantee the accuracy of the information received upon which this report is based.
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1. INTRODUCTION

This report has been prepared by the Charity Commission (‘the Commission’) following a Review Visit to La Retraite Swan Limited on 18 January 2005.

A Review Visit to a charity is one of the methods that the Commission uses to promote the effective use of charitable resources. The purpose of a Review Visit is to:

· Ensure compliance with the legal framework within which the charity operates;

· Assess and report on, whether a registered charity is aspiring to the standards set out in the Commission’s booklet CC60 Hallmarks of an Effective Charity;

· Provide advice and guidance in support of the achievement of the Hallmark standards

· Contribute towards continuous improvement in the charitable sector; and 

· Enhance the relationship between individual charities and the Commission.

The Review Visit cannot cover every aspect of a charity. For this reason, a Review Visit is not an audit or an inspection; nor does it provide an accreditation. However, by using a structured analysis, the intention is to focus on key issues, and to identify good practices and encourage their wider adoption by the charitable sector.

As far as it is compatible with the Commission’s regulatory role, the Commission intends Review Visits to be based on co-operation between the charity and the Commission. We will seek to agree Recommendations with the charity and try to ensure that any deadlines for action are reasonable. The Commission can provide further guidance if the trustees require it.

This Review Visit was conducted by the following Commission staff:

· Veronica Chivers

· Sara Houchen

The Review Visit considered the following aspects of the charity’s management and administration:

· Hallmark 1 - Focus on impact and outcomes

· Hallmark 2 - Fit for purpose

· Hallmark 3 - Sound governance

· Hallmark 4 - Maximises potential

· Hallmark 5 - Accountable and transparent

· Hallmark 6 - Flexible

2. CHARITY PROFILE

Charity name:  

La Retraite Swan Limited

Registration number:  
800158

Governing document:
Memorandum and Articles of Association Incorporated 19th October 1988.

Objects:


(a)
To promote and provide for the advancement of 






education and religion and in connection therewith to 






conduct, carry on, acquire and develop in the United 






Kingdom any boarding or day school or schools for the 






education of Roman Catholic and Anglican children of 






either or both sexes and of such children or other 






religious denominations; and

(b) to advance religion and in connection therewith to 


promote ecumenical development between people of 


different religious beliefs and those of no religious belief.

Charity background information:
La Retraite Swan is now an independent, co-educational day school situated in Salisbury. Originally a girls’ school founded in 1911 under the name of Leehurst, it was taken over by the Sisters of La Retraite in 1953. In 1996 the pupils of the Swan School for Boys, a Preparatory School for boys aged 4-11 founded by a Miss Swanton in 1933, were integrated into the School and the name was changed to La Retraite Swan. The School was established as a Charitable Company in 1988.  The charitable objects include the furtherance of religion as well as the advancement of education.

The school occupies a restricted site within the city. The main building, built as a family house, dates from the late 19th century.  The governors are keen to ensure that all the facilities are developed and improved on a regular basis to ensure the pupils have every opportunity to fulfil their potential.  An on-going programme of maintenance and development is undertaken. The school also has use of a pavilion and playing fields in The Close.

The school now caters for children between the ages of 2 and 16, and it is planned that the whole school will be fully co-educational by 2006.

Wiltshire Indepedent Schools, Salisbury Co-educational private schools

Charity income:

For the year ending 31.08.03: £1,795,040  to 31.08.04: 





£1,912,914).

Charity expenditure:
£1,624,809
(for 31.08.04: £1,723,366).

Charity representatives involved in the Visit:
Reverend Christopher Walker
-
Chairman of Governors

Mrs Mandy Cripps


-
Chairman of the Personnel Committee

Mr John Roseaman


-
Guardian Trustee

Mrs Rosemary Simmons

-
Headmistress

Helen Stewart


-
Bursar and Clerk to the Governors

3. SUMMARY OF MAIN ISSUES DISCUSSED DURING VISIT

The meeting took place at the charity’s premises and the Reverend Christopher Walker welcomed the Visits Officers and general introductions were made.  

A brief explanation of the background and procedures of the Review Programme was given and it was agreed that the discussions would follow the agenda and the “Hallmarks of an Effective Charity”.

Focus on Impact and Outcomes:
The governors were asked to explain how they believed the charity furthered its charitable purposes through its activities.  The chair  explained the catchment area of the school and that the aim was to develop the confidence of the children that attended.  Results in respect of value-added scores were continually improving and the charity is due for an Ofsted inspection of the Pre-School in the near future, with a review by the Independent Schools Inspectorate planned for January 2006.  The school is of a medium size and offers a broad curriculum.  A wide range of music and artistic subjects are available, with comprehensive learning support also available.

It was reported that the charity did not have a large number of facilities that could also be used by the local community as they had limited grounds and no dedicated sports hall or swimming pool.  However, the local scouts were able to use the field in summer for their activities and the school minibuses were made available for use on the Duke of Edinburgh Award field trips.  The School hall is made available to local groups and organisations in the evenings, whilst the Pre-school area is used during the school holidays for locally organised holiday clubs.

The School offers a number of scholarships to new entrants and also bursaries to current pupils.   Work experience placements from other schools in the Salisbury area are also offered.

It was reported that the charity had had concerns about demonstrating the level of public benefit and retaining its charitable status following the airing of the issue of “public benefit” in connection with the draft Charities Bill.  However, it was now confident that this criteria would not pose any insurmountable problems for the future.

It was reported that feedback from parents is encouraged, particularly through the Parent Governors and the Head Teacher’s informal “tea parties”.  Communication is very much a two-way process and the Parent Teacher Association (PTA) provides a valuable interface between parents, governors and staff.  

The PTA is an integral part of the school and is not considered to be a separate organisation.  The school identifies projects it wishes to pursue and the PTA endeavours to raise funds through a variety of events for those purposes.

Fit for Purpose:
Those present confirmed that the revision of the Memorandum and Articles was almost complete.  It was considered that the charity had moved on since its inception and, although it retained the ethos and values established by the members of the Sisters of La Retraite, it was time to revisit the provisions of the document to ensure they met the needs of the current and future organisation.  It was likely that , if the charity was successful in purchasing the freehold of the property from the Order, direct contact with the Order would cease.  Professional advice had been obtained and the Commission’s model document had been obtained for guidance.

The governors were reminded of the procedures to follow when amending the governing document and when the Commission’s prior written authority was required under section 64 of the Charities Act 1993.

The governors’ attention was drawn to the proposed new legal entity, the “Charitable Incorporated Organisation”, included in the draft Charities Bill.  It was agreed that this may be an option for the future as it should mean that such an organisation would not have obligations under the Companies Acts as well as charity legislation, thus relieving the administrative burden.

It was confirmed that the governors considered the structure of the organisation was appropriate.   The current number of  governors was considered necessary to ensure that duties and responsibilities were equally shared across the Board, with sufficient people to sit on the relevant committees, without placing too onerous a burden on any individual member.  The minutes of all committee meetings are circulated to the full Board and formal terms of reference are in place.  It was confirmed that all governors are aware that each has an equal responsibility to the charity, notwithstanding that specific responsibilities are allocated to individuals.

Confirmation was provided that, since September 2003, all governors are subject to checks through the Criminal Records Bureau.

The Head Teacher confirmed that the use of volunteers is limited, with a list of appropriately checked persons (Enhanced CRB checks) being maintained for activities such as school trips.  When travelling abroad, pupils do not stay with host families, but stay as a school group with appropriate supervision.

The Bursar confirmed that the School’s Risk Assessment Policy included all major risks to the charity and the steps to be taken to minimise such risks.  This is reviewed on an ongoing basis.

Sound Governance:
The current Board of Governors numbers seventeen, including three Guardian members.  The governors bring a wide range of business, management and HR skills to the charity and most have close links with the School.

The Chair explained that new governors were generally known to the School and had some connection with it.  It was common for Parent Governors to continue their commitment to the School after their children had left.   Attendance at governors’ and committee meetings was extremely good.  

All potential governors are provided with background information, the charity’s accounts and minutes of governors’ meetings.  They are also invited for discussions with the governors and to provide a brief CV.

Whilst the charity does not currently have a formal policy for managing potential conflicts of interests, it is looking to develop one.  In practice, governors are expected to declare any interests and remove themselves from the discussions and decision-making in respect of the related issue.  The potential conflict in respect of Parent Governors was further discussed and  the Commission’s guidance was provided.  It was agreed that the Commission’s publication “Users on Board” would be forwarded following the Visit.

The charity has undertaken an evaluation of the effectiveness of the governing body to enable an  in-depth assessment of strengths and weaknesses to inform future planning and development.  The Chair confirmed that the results of the evaluation of the effectiveness of the Board had been received and collated into draft form.  This document was due to be discussed at the next governors’ meeting.  A copy of the draft was provided to the Visits Officers for information.

Maximise Potential:
The charity provided a comprehensive range of information in respect of administrative and financial controls and procedures prior to the Visit.

It was confirmed that budgets were prepared by departments and submitted to the Head Teacher and Bursar before being passed to the Finance Committee.  All budgets were authorised by the Board of Governors.  The Finance Committee meets at least once a term and they provide reports for the full Board, including comparisons of actual income and expenditure against budget projections.  Insurance provision is reviewed through a broker on an annual basis.

The chair explained that the School leased the property from the Order and that there was approximately twenty years remaining.  The charity is currently negotiating with the Order to purchase the site.  These negotiations are nearing completion, but the trustees are also considering the options open to them to protect the long-term future of the School should the purchase not materialise.

The charity is also to provide a new purpose-built Pre-School building to be completed by September 2005.

Those present were asked how the charity proposed to fund the projects as no financial information had been included in the Development Plan.  It was explained that the charity had been accumulating funds in order to provide for a deposit for the purchase of the property and build the new pre-school.  It was intended that a mortgage would be obtained for the remainder of the purchase price and that the governors were confident that the charity could service any loans in the future.

Those present recognised that detailed business plans are required for specific projects and these must be tied into the Development Plan.  The Development Plan was currently a “wish-list”, with financial considerations being introduced when specific proposals became  viable.  It was recommended that financial information was included in the Development Plan for those projects that were realisable in the near future.  It would be helpful in the interests of clarity and transparency to identify where funding was to be obtained in such cases.

The charity has developed and expanded its facilities, building additional classrooms, a conservatory and undertaking a major re-design of science facilities in recent years.  The new stand-alone Pre-school building is on track to be ready for use in September 2005.    The restrictions of the current site have been considered and the governors are confident that they can maintain the viability and development of the School on this site for the foreseeable future.

Accountable and Transparent:
A small number of minor points were identified in respect of the charity’s Governors’ Annual Report and accounts compliance with the Charities’ Statement of Recommended Practice (SORP) 2000.  These were provided separately to enable the governors to discuss them with their accountants/auditors.

It was confirmed that the charity has a formal complaints procedure and that all parents are provided with copies when the child starts at the School.

The Bursar confirmed that the charity has a good relationship with the local press and media and the charity enjoys a high profile in the local community.  The Marketing Strategy is discussed in detail each term.

Flexible:
It was reported that the School has a good relationship with other schools in the area and the Head Teachers meet on a regular basis.  The Head Teacher works closely with the Heads of the maintained grammar schools in Salisbury.  

The School prepares and supports pupils through local grammar school selection (11+ examinations).  Many are successful and move on, others choose to remain at the School through  to GCSE level.  Some pupils, with the recommendation of the Head Teacher, also move to the local grammar schools after successfully completing their GCSE examinations.

The School is also involved with the local Rotary Club and pupils raise funds to provide hampers through Social Services at Christmas to the elderly in the area.  

The Bursar confirmed that the various Bursars’ Associations were extremely helpful in enabling the charity  to keep up to date with legislation and developments within the sector.

Wider issues identified:

The Bursar commented that the charity was anxious to see the implementation of the Charities Bill as soon as possible so that charities within the educational sector  could  put fears over threats to their charitable status to rest.

4. FOCUS ON IMPACT AND OUTCOMES

Hallmark 1

	‘An effective charity considers the impact that it wants to have and actually has on the people who benefit from it, is clear about its objects, vision, mission and values and how it will achieve them.'


Evidence:

Provided by charity:

· Development Plans October 2004 and November 2003.

· Minutes of Governors’ meetings for 07/10/2003; 14/01/02004; 16/03/2004; 22/06/2004; 14/10/2004.

· Minutes of Annual general Meetings for 03/04/2003 and 16/03/2004.

· Board of Governors’ Annual Report to Parents, April 2004.

· School Newsletters for the academic year 2003/2004.

Evidence from CC files:

· Memorandum and Articles of Association incorporated 19th October 1988.

Other Information:
· The Pre-School is to be subject to an Ofsted Inspection in January 2005.

· An Independent Schools Inspectorate  review is due in January 2006.

Issues:

· None

Legal requirements:

· None

Recommendations:

· None

5. FIT FOR PURPOSE

Hallmark 2

	‘The structure, policies and procedures of an effective charity enable it to achieve its mission and aims and deliver its services efficiently.'


Evidence:

Provided by charity:

· Structure Chart for School.

· Performance Management Policy and procedures for teaching staff.

· Performance Management Policy and procedures for support staff.

· Staff handbook Policy Review Timetable for 2004-2005.

· List of other policies.

· Risk Assessment Report by Risk Assessment Committee (a sub-committee of the Finance Committee).

Evidence from CC files:

· Memorandum and Articles of Association incorporated 19th October 1988.

Issues:

· Amendments to the Memorandum and Articles – Do they require the prior written consent of the Commission?

Legal requirements:

· For Reference:  The Governors will need to ensure that they obtain the Commission’s prior written consent under section 64 of the Charities Act 1993 for any amendments to the governing document in respect of the charity’s objects, the application of the charity’s assets, or benefits to trustees.  In addition, the Commission must be notified of any amendments to the governing document, regardless of whether they required prior consent or not, upon the adoption of the Special Resolutions relating to the changes.  A certified copy of any special resolutions, a certified copy of the minutes at which the resolutions were adopted, together with an updated copy of the governing document, will need to be forwarded to the Commission to enable the charity’s records to be updated  in compliance with section 3 of the above Act.

Recommendations:
· None

6. SOUND GOVERNANCE

Hallmark 3

	‘An effective charity is run by a clearly identifiable trustee body that has the right balance of skills and experience to run the charity effectively, acts in the best interests of the charity and its beneficiaries, understands its responsibilities and has systems in place to exercise them effectively.'


Evidence:

Provided by charity:

· Declaration of eligibility to be signed by all governors upon appointment and re-appointment.

· Draft Register of pecuniary interests.

· Governors’ Job Description.

· Induction process for new governors.

· Membership of Board of Governors’ Committees.

· Terms of reference for Personnel Committee and Finance Committee.

· Scheme of  financial delegation. 

· Details of how the charity keeps up to date with legislation that impacts upon the charity.

· Effectiveness Survey of Governing Body – 2004.

Other Information:
· Draft results of Effectiveness of Governing Body Survey provided at the Visit.

Issues:

· Development of a formal policy for managing potential conflicts of interests.

Legal requirements:

· None

Recommendations:

· The charity is aware of the need to manage potential conflicts of interests and in practice, this is done.  However, it is recommended that the proposed development of a policy on this issue is formalised and consideration is given to the Commission’s general guidance  and the publication “Users on Board” (CC 24) when setting the criteria.

7. MAXIMISES POTENTIAL

Hallmark 4

	‘An effective charity manages and uses its resources so as to optimise its potential.'


Evidence:

Provided by charity:

· Scheme of financial delegation.

· Accounts and Annual report for year ending 31st August 2003.

· Internal Financial Controls self-checklist.

Evidence from CC files:

· Pre-Visit Accounts scrutiny.

Issues:

· Including financial information in Strategic and Development Plans.

Legal requirements:

· None

Recommendations:

· It is recommended that the Governors prepare Business Plans for all major projects, including financial information in the Development Plan where proposals are identified as realistically attainable in the near future.    Identifying how projects are to be funded and their impact on charity finances is an important part of such Business Planning and this information should also be included.

8. ACCOUNTABLE AND TRANSPARENT

Hallmark 5

	‘An effective charity is accountable to the public and other stakeholders in a way that is transparent and understandable.'


Evidence:

Provided by charity:

· Accounts and Governors’ Annual Report for the year ending 31st August 2003.

Evidence from CC files:

· Pre-Visit Accounts Scrutiny.

Other Information:
· It was confirmed that the charity had received no management letters from the auditors for the past two years.

· It was confirmed that the charity had a formal complaints policy and copies of the procedures are provided to parents when their child joins the School.

Issues:
· Compliance with accounting regulations.

Legal requirements:

· For reference:  A small number of points were identified in the Governors’ Annual Report and the charity’s accounts in respect of compliance with the Charities’ Statement of Recommended Practice (SORP) 2000.  These were drawn to the attention of the governors to discuss with their accountants/auditors.

Recommendations:

· None

9. FLEXIBLE

Hallmark 6

	‘An effective charity is flexible enough to influence and adapt to changes in the environment in which it works in order to meet the changing needs of those who use its services.'


Evidence:

Provided by charity:

· School Newsletters for the academic year 2003/2004.

Evidence from CC files:

· Charity website information  at www.laretraiteswan,org.uk .

Issues:

· None

Legal requirements:

· None

Recommendations:

· None

Review Visit Follow-up Declaration
RV2B
Charity:
La Retraite Swan Limited
Charity number:
800158

Date of Review Visit:
18th January 2005
Case number:
411636

Please complete and return to Review Visit Team Taunton by ………14th March 2006……..  (date 12 months from issue of final report)
Signed:


……………………………. (Trustee)


…………………………….. (2nd Trustee or CEO)

Note: Legal Requirements cannot be rejected and trustees must provide reasons for rejecting good practice recommendations.

	Actions or Issues
	Legal Requirement (LR) / Good Practice (GP)
	Accepted / Rejected
	Date for implementation
	Comments

	Page10:  It is recommended that the charity draws together its procedures for managing potential conflicts of interests into a formal policy, taking account of the Commission’s guidance and publication “Users on Board” (CC24)…


	GP
	
	
	

	· Page 11: that the Governors prepare Business Plans for all major projects, including financial information in the Development Plan where proposals are identified as realistically attainable in the near future.    Identifying how projects are to be funded and their impact on charity finances is an important part of such Business Planning and this information should also be included.


	GP
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