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SERVICE CHARTER FOR THE 

FINANCE DEPARTMENT

INTRODUCTION

THE SERVICE CHARTER

The Finance Department has issued this Service Charter to demonstrate our commitment to providing a customer-focused service to the customers of the Department.  These include the staff and students of the University

and any external agencies or individuals that we deal with.

The Service Charter sets out the staff within the various sections of the Department and the services that they provide.


MISSION

The University’s mission is to:

“Inspire and enable individuals, organisations and communities to succeed through innovation in high quality learning, research and enterprise.”

The Finance Department supports this through the following strategic goals:


1. University of Wales, Newport will make an operating surplus, improving institutional liquidity and servicing any capital requirements

2. The financial forecast will ensure that financial and non-financial goals are congruent.


3. The resource allocation model will support greater devolution and transparency.



4. Financial procedures will be carried out with the minimum bureaucracy consistent with financial control.


GENERAL SERVICE STANDARDS

The Finance Department aims to provide a professional, courteous, efficient and helpful service to all customers at all times.

Specifically, we will make every effort to ensure the following standards are met:
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We will aim to respond to all letters, e-mails and faxes within 5 working days of their receipt and give a likely timescale within this period for any requests for information.
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We will aim to use the e-mail ‘out of office’ service to inform customers when we are away from the office and will provide alternative contact details.
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We will ensure that all telephone calls are handled courteously and that any messages are passed onto the relevant staff member and answered as soon as possible.
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The Finance Department Reception will be open on normal working days at the following times:

Monday – Thursday

09.00 – 16.00
Friday



09.00 – 15.30

Any changes to these hours will be posted on the University of Wales, Newport Intranet. 



USEFUL INFORMATION

To ensure that all queries are dealt with within required deadlines, please ensure that the Finance Department is notified of information required from them as early as possible.

FEEDBACK
Please address any feedback or comments on our service or this service charter to: finance.enquiries@newport.ac.uk

ORGANISATIONAL CHART
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SERVICES PROVIDED BY THE  FINANCE DEPARTMENT

PRO VICE-CHANCELLOR (RESOURCE PLANNING) AND DIRECTOR OF FINANCE

STAFF:

Pro Vice-Chancellor (Resource Planning) and Director of Finance


Denis Jones

x 2007

denis.jones@newport.ac.uk

Personal Assistant
Ann Randall

x2280


ann.randall@newport.ac.uk

SERVICES:
[image: image5.png]


  Strategic Financial Planning





DJ
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  University of Wales, Newport Financing/ Borrowing


DJ
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  Committee Papers:
      Audit and Risk Committee






AR


Committee of Estates, Infrastructure and Financial Sustainability

AR
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  Finance Website







AR
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  FRS 8 Returns







AR

      Hospitality and Gifts
GROUP FINANCIAL CONTROLLER AND MANAGEMENT ACCOUNTANTS
STAFF:

Group Financial Controller


Sally Howells

x 2870

sally.howells@newport.ac.uk
Bernard Kutner
x2029

bernard.kutner@newport.ac.uk
Accountants

Derek Millar

x2910

derek.millar@newport.ac.uk
Clive Matthews
x2253

clive.matthews@newport.ac.uk
Alison Parker

x2021

alison.parker@newport.ac.uk
Ginette Parker

x2055

ginette.parker@newport.ac.uk
Matthew Pizey

x2055

matthew.pizey@newport.ac.uk
SERVICES:
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  Year End Financial Statements





SH/All
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  Budgets:




     Initial Budget








DM/AP


     APTOS Budgets







DM
     Revised Budget







DM
     Resource Allocation Model






BK
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  Monthly Management Accounts:
     FEP Report








CM
     Monthly Budget Reports






DM/CM

     Payroll Reconciliations






CM
     Budget Transfers & Requests



         
 
DM/CM
     APTOS Enquiries & Queries




 

DM/CM
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  HEFCW Returns:
      5 Year Forecast







SH/All
     Mid Year Return







SH/All
     Transparency Review






SH
     Special Initiative Returns






All
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  HESA Return







DJ/AP
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  Financial Regulations






DM/NDJ
USEFUL INFORMATION:

To ensure that deadlines for returns and bids for funding are met, please ensure that the Finance Department is notified of the requirements as early as possible.
STUDENT INCOME & CREDIT CONTROL

STAFF:

Head of Student Income & Credit Control

Clive Brooks

x2251

clive.brooks@newport.ac.uk
Student Income & Credit Control Staff

x2873


Laura Villars

x2285

mailto:laura.villars@newport.ac.uk
Isobel Higgs

x2285

mailto:isobel.higgs@newport.ac.uk
Kay Bosanko-Sheady x2286

mailto:kay.bosanko-sheady@newport.ac.uk
Emma Boundford
x2285

mailto:emma.boundford@newport.ac.uk
Sharon Hancox
x2056

mailto:sharon.hancox@newport.ac.uk
SERVICES:
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Enrolment of Students:
Tuition & Accommodation Fees





All
Other Fees Including Car Parking & CRB Fees



All
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Student Invoicing & Credit Control:
Invoices & Statements- Sponsors





All
                                 - Other






All
Direct Debit Arrangements






CB
Credit Control Correspondence






Debt Collection Agency/ Legal Proceedings
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Student Loans/ National Assembly Learning Grants:
Provide SLC with Information





CB/LV
Distribute NALG Cheques 






All
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  Receipt of Income:
      Postal Cheques







All
      Desk receipts of money






All
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  Sales Ledger:


   Invoice Requests







EB/KBS
USEFUL INFORMATION:

To ensure that your queries are dealt with as quickly as possible, please bring with you the following documentation:
Enrolment:
(i) LEA Assessment, (ii) Sponsors letter/ authority for invoicing, 

                        (iii) Exemption from fee form (GUF), (iv) Discount voucher, (v) DFES Letter.
Cheque Issue:
Current student/staff ID card as proof of identity.
ACCOUNTS PAYABLE & PURCHASE ORDERING

STAFF:

Head of Accounts Payable & Purchase Ordering

Nicola Dade-Jones

x2052

nicola.dade-jones@newport.ac.uk


Accounts Payable & Purchase Ordering Staff

Michael Evans


x2284

michael.evans@newport.ac.uk
Lesley Lewis


x2054

lesley.lewis@newport.ac.uk
Jayne Israel


x2809

jayne.israel@newport.ac.uk
Anthony Leach

x2053

anthony.leach@newport.ac.uk
Amy Langford


x2809

amie.langford@newport.ac.uk
SERVICES:
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Procurement/ Purchase Ordering:
Procurement/ HEPCW issues





NDJ
Tendering/ New Suppliers






NDJ
Purchase Requisitions






All
Training on APTOS Purchase Ordering




NDJ
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Payment of Invoices    







Invoice Processing







All
Cheque/ BACS runs






NDJ/ME
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Staff Expenses/ Travel:
UK Staff & External Examiners





All
Overseas








NDJ
Rail Requests







All
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IDTs/ Reprographics Journals





All
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  Cashbook Management:
      Bank Liaison/Reconciliation






NDJ
      Foreign Payments







All
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  Treasury Management






NDJ
 

USEFUL INFORMATION

To ensure that your queries are dealt with as quickly as possible, please ensure that the financial regulations are adhered to at all times, and that the following is provided:
Staff Expenses:
All receipts for items other than mileage claims or agreed 



subsistence allowances.
Purchase Invoices:
All orders are placed on the APTOS system and all goods are

receipted as soon as they are received.

All price difference memos are authorised and returned ASAP. 

IT SYSTEMS MANAGEMENT

STAFF:

Systems Manager

Huw Summers


x2272

huw.summers@newport.ac.uk
Assistant Systems Manager

Matthew Pizey



x2871
mailto:matthew.pizey@newport.ac.uk
SERVICES:
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APTOS/ Student SL/ Accommodation Systems Management:
New User Accounts






HS
Software Installation & Upgrades




HS
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Payroll Systems Management





HS
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Budget Reports






MP
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Finance Server Management





HS
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Ad-Hoc Queries
Report Creation







HS
Helpdesk Calls







HS
USEFUL INFORMATION:

To ensure that your queries are dealt with as quickly as possible, please provide the following information:

New APTOS Users:
Users full name, corporate login ID, contact phone no., barcode & IP address of PC.

Queries:
Detailed description of query/ problem.

Reports:
Detailed report specification.


RELATED SERVICES

RESEARCH and GRADUATE  STUDIES DEPARTMENT


Please contact the following staff for all queries relating to research contracts, Third Mission Activities and European Funding:

RESEARCH AND GRADUATE STUDIES DEPARTMENT
Hefin Rowlands, Dean of Research and Graduate Studies
 
x2424
Research Development Manager
(Research Contracts)

x2559

Head of European Office
(European Funding)



x
European Funding Manager (European Funding)


x2570

COMMERCIAL & EXTERNAL SERVICES – BUSINESS DEVELOPMENT PLANNING

Deputy Director Business, Development and Planning
x2400

 (Third Mission)

Finance Manager (Third Mission)
x2301


INTERNAL AUDIT

Internal Audit Services are provided by an external company called Deloitte  They can be contacted via the Finance Department, or directly on 02920264319
PAYROLL

Payroll is managed within the Human Resources Department.  Please contact the following staff for all queries relating to Payroll:

Payroll Manager 






x2173
PUBLIC INTEREST DISCLOSURE
For any concerns regarding potential malpractice within the University of Wales, Newport, please refer to the following website: http://www3.newport.ac.uk/displayPage.aspx?object_id=2245&type=SEC
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Student Enrolment
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Receipt of Income
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Visit our website at http://finance.newport.ac.uk
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