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1. Introduction 

1. The purpose of this manual is to ensure that the Ted Wragg Trust maintains and develops systems 

of financial control, which conform with the requirements both of propriety and of good financial 

management.  It is essential that these systems operate properly to meet the requirements of our 

funding agreement with the Secretary of State for Education, through the Education and Skills 

Funding Agency (ESFA). 

2. The Trust must comply with the principles of financial control outlined in the Academies Financial 

Handbook.  This manual expands on that and provides detailed information on the Trust’s 

accounting procedures. 

3. This manual serves as an adjunct to the Scheme of Delegation providing information on the day-

to-day operations and practicalities.  Compliance is mandatory and any contravention of 

procedures must be brought to the attention of the Headteacher, Director of Finance and 

Accounting Officer (for the Ted Wragg Trust this office resides with the Chief Executive Officer).   

4. The Trust’s Audit Finance and Resources Committee (AFR) is responsible for maintaining oversight 

of the Trust’s financial, governance, risk management and internal control systems, and reporting 

its findings termly and annually to the Trust Board and the Accounting Officer.   A self-assessment 

of the financial governance, administration and management within each school is carried out at 

all levels by the Accounting Officer, the Director of Finance and Headteachers as part of our 

responsibility for resources under our control (providing reassurance around regularity, propriety 

and compliance). 

5. All staff are aware of the Trust’s whistleblowing policy and to whom they should report any 

concerns regarding malpractice and wrongdoing.  Any suspected financial irregularity will be 

reported to the Audit, Finance and Resources Committee and incidents exceeding £5,000, to the 

ESFA.  Please see the ‘Anti-Fraud and Corruption Policy’. 
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6. All staff with financial responsibility are required to confirm that they have read and understood 

these regulations. 

2. Organisation 

7. The Ted Wragg Trust is a company limited by guarantee with charitable status.  All schools within 

the Trust are governed by the Board of Trustees (Directors) which retains full responsibility for the 

Trust’s affairs and use of resources.   

3. Roles and Responsibilities 

3.1. The Board of Trustees and its committees 

8. Subject to provisions of the Companies Act 2006, the Articles and any directions given by special 

resolution, the business of the Ted Wragg Trust is managed by the Directors (Board of Trustees) 

who exercise all the powers of the Company.    

9. The Board meets six times a year to discharge its responsibilities and ensure robust governance 

and effective management.   

10. The main responsibilities of the Trust are prescribed in the funding agreements with the ESFA and 

its Terms of Reference.  The key responsibilities include: 

 ensuring that grants from the ESFA are used only for the purposes intended. 

 approval of the annual revenue and capital budget. 

 balancing its budget from year to year. 

 production of an annual report and accounts. 

 appointment of Auditors. 

 appointment of a Chief Executive Officer (as Accounting Officer). 

 appointment of the Chief Financial Officer (Director of Finance) and members of the Executive 

Leadership Team in conjunction with the Chief Executive Officer. 

 ensuring regularity, propriety and value-for-money in relation to the management of public 

funds. 

 
11. The Trust has defined the responsibilities of key committees and staff involved in the 

administration of academy finances to avoid duplication or omission of functions and to provide a 

framework of accountability for governors and staff.  The committees that have responsibility 

relating to Trust finance are as follows: 

 The Trustee Audit, Finance and Resources Committee (AFR), which is supported in its work by 

major project working groups (PFI, Growth, Exeter Creative School Free School New Build) and 

the Executive Leadership Team. 

 

The AFR: 
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- advises on the adequacy of financial and other controls and risk management 

arrangements. 

- directs a programme of internal scrutiny and considers the results and quality of internal 

audit. 

- oversees the Trust’s affairs and efficient use of resources. 

 

 The Trustee Pay and Conditions Committee. 

 

12. The main responsibilities of these Committees are set out in written terms of reference.  The 

following sections summarises the responsibilities of those individuals and other key groups 

holding roles in the administration and accountability for the Trust finances.   

3.2. The Executive Leadership Team (ELT) 

13. The membership of the ELT includes the Chief Executive Officer, Director of Operations, Director 

of Finance, Director of Education Performance and Company Secretary.   

14. The key responsibilities of the ELT include: 

 undertaking a review of governance for Board consideration and implementation. 

 appointing and dismissing central services team members within the structure agreed by the 

Board. 

 determining the scope of central services for Board approval. 

 procuring and managing contracts and SLAs across the Trust, in accordance with the 

Competitive Tending Policy. 

 setting the Asset Management Policy and managing the Asset Management Plan.   

 management of the PFI contract, reporting to the AFR.   

 management of the Trust’s risk register. 

3.3. Role of the Chief Executive Officer (Accounting Officer) 

15. The Chief Executive Officer is the appointed ‘Accounting Officer’ of the Trust and has specific 

responsibilities for financial matters.  This includes a personal responsibility to Parliament and the 

ESFA for the Trust’s financial resources including: 

 regularity, propriety and value for money.  This covers standards of conduct, behaviour and 

corporate governance. 

 ensuring the Trust’s property and assets are under the trustees’ control and measures exist to 

prevent losses or misuse. 

 management of operations and risks. 

 ensuring bank accounts, financial systems and financial records are operated by more than one 

person. 

 keeping full and accurate records to support the annual accounts. 

 ensuring compliance with the Trust’s funding agreement and Academies Financial Handbook. 
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16. The essence of the role is a personal responsibility for: 

Regularity:  dealing with all items of income and expenditure in accordance with legislation, 

the terms of the Trust’s funding agreements and this handbook, and compliance with internal 

trust procedures.  This includes spending public money for the purposes intended by 

Parliament. 

Propriety:  the requirement that expenditure and receipts should be dealt with in accordance 

with Parliament’s intentions and the principles of Parliamentary control.  This covers standards 

of conduct, behaviour and corporate governance. 

Value for money: this is about achieving the best possible educational and wider societal 

outcomes through the economic, efficient and effective use of all the resources in the Trust’s 

charge, the avoidance of waste and extravagance, and prudent and economical administration.  

A key objective is to achieve value for money not only for the Trust but for taxpayers more 

generally. 

 

17. The Chief Executive Officer must complete and sign a statement on regularity, propriety and 

compliance each year and submit this to the ESFA with the audited accounts.  

3.4. The Chief Financial Officer (Director of Finance - DOF) 

18. The Board must appoint a Chief Financial Officer (the Trust Director of Finance) to whom 

responsibility for the Trust’s detailed financial procedures is delegated.  The DOF works in close 

collaboration with the Chief Executive Officer through whom they are responsible to the Trustees.  

The DOF has direct access to the Trustees via the AFR committee.  The main responsibilities of the 

DOF are: 

 day-to-day management of financial issues including the establishment and operation of a 

suitable accounting system for the Trust’s central budget and individual schools. 

 management of the Trust’s financial position at a strategic and operational level within the 

framework for financial control determined by the members and trustees. 

 preparation of budget plans in conjunction with the Chief Executive Officer and Headteachers. 

 the maintenance of effective systems of internal control. 

 In liaison with the Director of Operations, maintenance of adequate fixed asset registers. 

 liaising with auditors to ensure that the annual accounts are properly presented and 

adequately supported by the underlying books and records of the Trust. 

 the preparation of monthly management accounts, including income and expenditure reports, 

variance analysis, cash flow forecast, a balance sheet and key performance indicators. 

 ensuring forms and returns are sent to the ESFA in line with the timetable in the ESFA 

guidance. 

3.5. Headteachers  

19. The Chief Executive Officer is supported by headteachers who provide the necessary reassurance 
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and retain similar responsibilities at individual academy level including: 

 preparing the school improvement plan and school budget in accordance with priorities 

agreed by the governors and submission of these plans to the Local Governing Board for 

scrutiny and approval. 

 overall management of the school’s maintenance programme within the framework of the 

asset management plan. 

 managing internal control systems and internal financial transactions in accordance with the 

Trust’s Financial Regulations and Control manual. 

 maintaining adequate financial records in accordance with the Academies Financial Handbook 

and statutory retention limits, including: 

 

- Personnel files. 

- Quotes, tenders, requisitioning authorities etc. (where the web portal does not provide 

sufficient evidence). 

- Delivery notes, evidence of goods receipt. 

- Claims. 

- Sales ledger records. 

- Authorised signatory lists covering budget management, payroll and purchase ledger 

authorities (including details of agreed limits to individual’s authority). 

- Registers of interests. 

- Inventory records. 

- A contracts register. 

 

 setting limits of expenditure for members of staff authorised to place orders. 

 providing a termly budget monitoring report to governors. These reports should explain any 

variations in expenditure against the approved budget plan and include key financial 

indicators. 

 ensuring that returns to the ESFA and the Trust are submitted according to agreed deadlines. 

 providing access to accounting and other relevant records to Audit, implementing auditor 

recommendations where necessary. 

 checking that the school inventory is maintained as accurately and up to date as possible and 

ensuring that an independent check of the inventory is made at least once a year. 

 recommending to the Director of Finance equipment to be written off or disposed of.  Ensuring 

that disposal of such equipment is adequately recorded in the Asset Register and that the 

disposal of assets is conducted in an open manner, GDPR and licensing implications 

considered, and where income generated, that this is maximised.   

 ensuring instances of fraud are notified to the Director of Finance without delay. 

 ensuring that adequate procedures are in place for the prompt security marking of all items of 

a portable and desirable nature. 

 ensuring that adequate controls are in place such that all responsibilities delegated are 

monitored. 

 maintaining a central file of all submitted applications for grant funding (with headteacher 
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countersignature).  Nb.  All applications should be referred to the Director of Finance to ensure 

compliance with accounting and audit aspects and to support monitoring of income and 

related expenditure. 

3.6. Other staff 

20. Other members of staff, primarily the Business Support Officers,  finance teams and 

school/departmental budget holders, will have financial responsibilities and these are detailed in 

the following sections of this manual. 

21. All staff are responsible for the security of Trust property, for avoiding loss or damage, for 

ensuring economy and efficiency in the use of resources, and for conformity with the 

requirements of the Trust’s financial procedures. 

3.7. Local Governing Bodies 

22. The role of the local governing bodies is to: 

 approve and monitor the implementation of the School Improvement Plan. 

 monitor the performance of the academy, utilising reports from the Director of Finance. 

 review, challenge and approve the school’s budget plan for submission to the Trust Audit, 

Finance and Resources committee. 

 monitor and review risk, financial policies and their implementation, arrangements for 

educational visits, pupil premium spend and success in narrowing the disadvantage gap. 

 implement audit actions relevant to their Academy, in accordance with instructions from the 

AFR committee. 

 ensure a maintenance plan is in place and operational, that statutory compliance checks are 

undertaken and remedial actions initiated. 

3.8. Internal Audit (externally procured) 

23. The internal audit service provides independent assurance to the board that its financial and 

other controls, and risk management procedures, are operating effectively including: 

 evaluating the suitability of, and level of compliance with, financial and other controls. This 

includes both evaluating whether controls and procedures are effective and efficient, and 

checking transactions to confirm that controls and procedures are being followed. 

 advice and insight to the board on how to address weaknesses in financial and other controls, 

recommending improvement, but without diluting the responsibility of management for the 

day to day running of the Trust. 

 ensuring risks are adequately identified, reported and managed.   

 an examination of financial governance and the effective discharge of Board responsibilities. 

 other matters impacting on the effective operation, to include eg. management information, 

succession / business continuity issues, value for money considerations and cyber security.   
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24. Additionally, the audit ‘scrutineer’ contributes to the development of an effective governance and 

accountability framework acting as a ‘critical friend’, reviewing policies systems and operations 

and identifying areas where efficiencies or changes could be made.       

25. The internal audit service currently undertakes termly reviews, reporting to the AFR.   The reviews 

are part of a programme of work overseen and agreed by the AFR and based on the Trust’s risk 

register.   

26. The Academies Financial Handbook requires the Trust to submit an annual report, summarising 

the areas reviewed, key findings, recommendations and conclusions as presented to the audit 

committee by the internal scrutineer, to the ESFA by 31 December each year. This requirement 

for an annual report will be applied fully for the 2019/20 financial year.  For 2018/19, as a 

transitional arrangement, the ESFA will accept the Trust’s latest audit report (which could be an 

annual report but does not have to be) for the submission by 31 December 2019.  

4. Financial Planning (Budget and income streams) 

27. The medium-term financial plan is prepared as part of the strategic planning process and 

supported by 3-5 year budgets.  The Strategic Plan indicates how the Trust’s educational and 

other objectives are going to be achieved within the expected level of resources over the planning 

period. 

28. The Strategic Plan provides the framework for the annual budget.  The budget is a detailed 

statement of the expected resources available to the Trust and the planned use of those 

resources for the following year. 

4.1. The Strategic Plan  

29. The strategic plan is concerned with the future aims and objectives of the Trust and how they 

are to be achieved, including matching the Trust’s objectives and targets to the resources 

expected to be available.  The plan is ‘big picture’ within which more detailed plans may be 

integrated.    The strategic plan of the Ted Wragg Trust is reviewed annually and includes: 

 contextual information. 

 the Trust’s vision and values. 

 a review of the growth plan. 

 definition of strategic priorities. 

 our objectives, success criteria, ‘lead’ for action and timescales. 

4.2. The Budget Cycle 

30. The budget cycle is as follows: 

 Autumn term (Sept – Dec) 

o Implementation of current budget plan 
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o Monitoring expenditure (continuous-monthly) 

o Reconciliation and closure of previous financial year 

 Spring term (Jan – Mar)  

o Monitoring and reviewing of year’s budget 

o Revised Budget where appropriate 

o Pre-planning new financial year 

 Summer term (Apr – Aug)  

o Planning for forthcoming year 

o Preparation and submission of financial budget plan 

o Review of current year’s budget   

All requirements of the ESFA, in particular relating to carry forward of unspent funds, 
will be taken into account in preparing and submitting the budget. 
 

4.3. Budget  

31. The Director of Finance is responsible for preparing and obtaining approval for the annual budget.  

The budget must be approved by the Headteacher, Audit, Finance and Resources (AFR) 

Committee and Board. 

32. The annual budget will reflect the best estimate of the resources available to the academy for the 

forthcoming year and will detail how those resources are to be utilised.  There should be a clear 

link between the development plan objectives and the budgeted utilisation of resources. 

33. The budgetary planning process will incorporate the following elements: 

 realistic forecasts of the likely number of pupils to estimate the amount of General Annual 

Grant. 

 latest estimate of other ESFA funding e.g. pupil premium, Yr7 Catch-Up or other specific funds 

adjusted for cohort size.  

 review of other income sources available to the academy to assess likely level of receipts. 

 review of past performance against budgets to promote an understanding of the Trust’s costs 

including lessons learned. 

 identification of potential efficiency savings.  

 review of the main expenditure headings in light of the development plan objectives, 

curriculum resource needs and the expected variations in cost e.g. through pay increases, 

inflation and other anticipated changes . 

 provision to sustain capital assets. 

 all carry forward balances.  

 any unspent grants from the previous financial year. 

 any funds held in Trust. 

 

34. The Trust must approve a balanced budget, which can draw on unspent funds brought forward 

from previous years.  This requirement applies to the Trust as a whole, not to constituent 

academies, allowing financially struggling academies access to relevant, focussed support.  A 
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school may therefore (with AFR approval) make a strategic decision to set a deficit-budget in 

response to specific documented need, eg. school improvement and/or acknowledged 

deficiencies in the funding model.  Approval will be based on a consideration of the 

circumstances, actions to redress the position and must be supported by appropriate plans, 

monitoring and reporting. 

35. School recovery plans should include appropriate performance indicators demonstrating the 

effective allocation of resources with remedial action identified and planned.   

36. Where schools are in surplus, this may be held back as a contingency or alternatively allocated to 

areas of need in accordance with the Development Plan. 

37. The approved budget is entered onto the finance system at the start of the new financial year and 

monitored monthly.  The ‘original’ (Board-approved) budget will be frozen on the system and 

remain unaltered. 

4.4. Government Funding 

38. The majority of funding received by the Trust is through General Annual Grant (GAG) and based 

on pupil numbers in accordance with the terms set out in each academy’s funding agreement. 

39. In addition to GAG funding from ESFA the trust may be awarded specific funding for other 

projects e.g. Capacity Development, Special Educational Needs funding etc. This funding may be 

from the Department of Education or Local Authority.  All government funding must be spent in 

accordance with the terms and conditions imposed, accurately recorded as government income 

(restricted) and audited externally annually. 

40. The Director of Finance is responsible for financial compliance; including recording income and 

expenditure for each grant, completing relevant statutory returns and arranging audit, and 

reconciling government income to monthly management accounts. 

4.5. Other Grants and specific funding 

41. In addition to the GAG funding from the ESFA, the Trust may be awarded additional grants from 

time to time relating to specific projects e.g. Sport England Funding, Football Foundation Funding, 

Charitable Grants etc.  All applications for additional external funding must be approved and 

supported by the Director of Finance (with Executive Leadership Team approval, where 

appropriate to the circumstances).  All external funding and grants will be spent in accordance 

with the terms and conditions imposed, accurately recorded as income specific to a certain 

project and audited externally annually. 

42. The Director of Finance is responsible for financial compliance (as above). 

4.6. Funds held in Trust 

43. Where funds are held in trust the Director of Finance is responsible for ensuring accurate 
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recording of the income and expenditure, as well as ensuring the funds are recognised separately. 

4.7. Designated funds 

44. Where designated funds are established, the Director of Finance is responsible for recording of 

allocations, ensuring full accountability (to include, e.g. funds designated by schools for cyclical 

replacement of IT etc.). 

4.8. Virements 

45. The headteacher (or equivalent budget-holder centrally) is given delegated power to vire from 

one budget to another with the advance agreement of the Director of Finance, and subject to the 

approval criteria.  The approval of virements will reflect a consideration of circumstances, 

including the extent to which virements are required to meet a one-time versus recurrent need.  

Virements will be considered in the context of the 3-5 year planning position. 

46. Substantial virements shall be approved and reported in accordance with these regulations. 

4.9. Asset Management Plan 

47. The Trust’s estate is managed centrally to guide asset management and maintenance activities 

and to provide transparency of decision-making processes for capital spending.  Capital 

expenditure, including the formulation and implementation of the ‘School Condition Funding 

Programme’ is managed by the central services team, under the Director of Operations. 

48. The Trust’s Asset Management Plan sets out the vision and objectives of the estate, the 

organisational structure and responsibilities, policies and procedures including those around: 

 asset acquisition and disposal. 

 condition suitability and sufficiency. 

 reporting requirements. 

 procurement and funding. 

 premises related emergencies. 

 insurance. 

 facilities management, particularly in the context of PFI arrangements, statutory compliance 
and maintenance planning. 

 estate development action planning. 
 

49. Estate priorities are reviewed on an ongoing basis, but structured around an annual process 

reflective of five-year needs, the longer term vision and lead / planning times. 

 Summer term (June / July) 

o Meetings with headteachers, premises and site managers. 

o Budget requirements and parameters considered (to include both capital and 

revenue, based on whole-life costing). 

 Autumn term (September – Dec)  

o ELT to prioritise need within budget parameters and update draft Asset 
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Management Plan (key projects for delivery).   

o AFR advised of priorities giving broad agreement to the direction and priority 

rating. 

o AFR to agree necessary capital budget (noting any revenue implications) with 

contingency for emergency works (within virement limits). 

o Detailed planning commences for required for the following academic year. 

Designs and specifications drawn-up, quotations sought. 

 Spring term (Jan - March)  

o Pricing confirmed and orders placed for summer works. 

o Revenue budgets reviewed for premises implications including those from current 

and planned projects to maintain five-year view. 

4.10. Revised Budget  

50. Monitoring and analysis of the agreed budget should be carried out on a monthly basis by the 

Director of Finance with reports to the Chair of the Trust and AFR every month and to all other 

trustees not less than six-times a year.  The latest management accounts must be presented to 

each AFR meeting and in an appropriately summarised form, to each Board meeting.    Where 

variation occurs due to staff changes or virement, this must be reported, and a revised Budget 

taken forward.  

4.11. Budget Forecast  

51. The approved budget must be submitted to the ESFA by 31 July each year by the Director of 

Finance.  The Director of Finance is responsible for establishing a timetable, which allows 

sufficient time for the approval process and ensures that the submission date is met. 

5. Monitoring and review (including management accounts) 

52. The Director of Finance prepares management accounts every month setting out the Trust’s 

financial performance and position.  These are critical in understanding the financial position of 

the Trust, and for strategic level decision making on resources.  Reports include: 

 an income and expenditure account, with variances to budget and re-forecast. 

 balance sheet. 

 cash flow forecast. 

 summary reports highlighting variances and action required.  

 relevant KPIs. 
 
53. Monthly accounts are sent to the headteachers, other budget holders and the accounting officer 

monthly.  Managers must take appropriate action to ensure ongoing viability, discussing issues 

with the Director of Finance and / or Finance Manager in the first instance.   

54. Accounts are shared with the Chair of Trustees and AFR every month, and other trustees at least 

six times a year (appropriately summarised).  The Board and AFR consider the accounts at each 

meeting, ensuring appropriate action is taken to maintain viability including addressing variances 
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between the budget and actual income and expenditure.  

55. The trust also selects and reports key performance indicators, measuring performance against 

them regularly including analysis in its annual Trustees’ Report.  The timetable and content of KPIs 

will be determined by the Director of Finance in liaison with the Chair of AFR.  The agreed 

timetable will be based on the availability of comparative data, schools’ circumstances, emerging 

needs and the need to inform budget-setting. 

6. Risk management 

56. The Executive Leadership Team manages and oversees the Trust’s corporate risks reporting to the 

AFR committee.  At school level, risks are managed through the LGBs under the oversight of the 

headteacher.   

7. Independent checking procedures 

57. The Trust has a programme of internal scrutiny to provide internal assurance to the board that its 

financial and other controls, and risk management procedures are operating effectively.   

58. The AFR is responsible for directing the Trust’s programme of internal scrutiny which is delivered 

through a bought-in internal audit service.  The programme is informed by risk with oversight 

extended to: 

 financial and other controls and risks at constituent academies. 

 ensuring information submitted to the Dfe and ESFA, including pupil number returns and 
funding claims, is accurate and compliant with funding criteria. 
 

59. Internal audits are conducted termly with update to the AFR requiring management response to 

findings. The Director of Finance, with the support of Headteachers and the Executive Leadership 

Team is responsible for ensuring agreed recommendations are addressed.  

60. The Internal audit service will prepare a short annual report to the AFR outlining areas reviewed, 

key findings, recommendations and conclusions. 

8. Review of regularity 

61. The Chief Executive (in their role as Accounting Officer) reviews the following documents to 

ensure the academy trust is working within the boundaries of regularity and propriety: 

 reviews management accounts. 

 reviews compliance against the scheme of delegation. 

 reviews transactions for evidence of connected party transactions. 

 value for money practice. 

 

62. Parallel checks are undertaken locally by Headteachers who fulfil similar responsibilities at 
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individual academy level. 

63. The Accounting Officer has delegated the following responsibilities to the Executive Leadership 

Team comprising of the Accounting Officer, Director of Operations, Director of Finance, Director 

of Education Performance and Company Secretary. 

 adherence to tendering policies.  

 review of transactions confirming these are in line with delegated authorities 

as set out by the Academies Financial Handbook.  

 review of trustees’/governors’ minutes. 

 

64. A checklist is completed annually to support the required ‘statement of regularity, propriety and 

compliance. 

9. Annual accounts 

65. The Trust must prepare annual audited financial statements for the accounting period to 31 

August. 

66. The accounts are prepared in-house by the Director of Finance with the support of the Trust’s 

auditors and circulated to all trustees.  

67. The accounts are then submitted as follows: 

 by 31 December – to ESFA. 

 by 31 January – published on our own website. 

 by 31 May – to Companies House. 

9.1. Value for money statement 

68. As part of the annual accounts the trust must include 3 focussed examples of value for money. 

69. The Executive Leadership Team is responsible for collating the examples which are then 

confirmed by the AFR committee. 

9.2. Audit arrangements 

70. External auditors must be appointed in accordance with the Academies Financial Handbook. 

71. The Director of Finance is responsible for managing the audit process, by liaising with the 

auditors, arranging the timetable for accounts and audit completion and ensuring deadlines are 

met. 

9.3. Work undertaken during each accounting period 

72. The Director of Finance is responsible for applying discipline in financial management, including 
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managing debtors, creditors, cashflows and monthly bank reconciliations.  The following tasks are 

undertaken during the year to facilitate a smooth audit process: 

 monthly review of the trial balance. 

 maintaining a fixed asset register. 

 preparation of prepayments, accruals, and journal entries. 

 maintaining income and expenditure records (including filing of invoices). 

 reviewing aged debtors for recovery action and provisioning as necessary. 

 maintaining a record of governors / trustees’ interests, related and 

connected party transactions. 

 control account reconciliations (bank, wages, debtors, creditors, payroll vat). 

 maintaining a record of meeting attendance. 

 monitoring & reporting to the Accounting Officer and Board of 

governors/trustees. 

9.4. Work undertaken for the year end 

73. The Director of Finance is responsible for ensuring the following tasks are undertaken at the end 

of the year to facilitate a smooth audit process: 

 stock take including year-end valuation. 

 identifying prepayments, notably of IT licences. 

 prepayments or accruals for grant income. 

 control account reconciliations (bank, wages, debtors, creditors, vat). 

 close down of the purchase ledger. 

 close down of the sales ledger and review of aged debtors. 

 arranging the pension valuation and annual pension audit. 

9.5. Accounts Return 

74. The academy trust must prepare an annual accounts return for the accounting period to 31 

August, which is submitted to the ESFA by 31 January. 

75. The preparation of the accounts return is outsourced to our auditors. 

10. Document Retention 

76. Documents are retained for the following amount of time: 

 Finance records – current year plus preceding 6 years. 

 Supply cover insurance – current year plus preceding 6 years. 

 Payroll and travel records – current year plus preceding 6 years.  

 Personnel records – 5 years after an employee has left. 

 All student files until the student reaches the age of 21. 
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11. Accounting system 

77. The Trust is registered annually under the Data Protection Act 2018.  The registration requires a 

single Data Controller to be named and the named Data Controller in the Trust will be the Director 

of Operations. 

78. All the financial transactions of the academy trust must be recorded into the computerised 

financial information accounting systems (Civica, Connect, iTrent, Income collection software etc).  

Systems are operated by the Finance Department and consist of: 

            

 
Journal 

    
   Nominal Ledger 

    
Bank Transactions 

 

        
              

                    

               

 Purchases Ledger      Sales Ledger      Payroll System  

            

            

    Automatic update       

            

    Manual update       

     
 
       

11.1. System Access 

79. Access to the system is password restricted to individuals with financial responsibilities only, and 

to areas pertaining to that responsibility.  Passwords must not be shared in any circumstances.   

11.2. Back-up Procedures 

80. The Director of Finance is responsible for ensuring that there are effective back up procedures for 

the systems.   Back-up copies are taken on at least a daily basis and maintained securely with full 

adherence to data protection law. 

11.3. Transaction processing 

81. All transactions input to the accounting system must be authorised in accordance with the 

procedures specified in this manual. 

82. Recharges between schools, where not otherwise mandated (eg. by a purchase order or SLA) 

must be documented on a journal form, and authorised by budget holders, prior to being input to 

the accounting system.   

83. Bank transactions are input by Finance Officers (School and Central) and reviewed by the 

Assistant Accountant (Central Services). 
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11.4. Transaction reports 

84. The central services finance team review the following reports to ensure that only regular 

transactions are posted to the accounting system: 

 transaction-level detail, including orders raised.  

 bank and procurement statements, and reconciliation. 

 monthly payroll reports including reports analysing pay spend compared to budget for each 
member of staff, independently checked to signed source documentation. 

 summary records of debtor and creditor balances. 

 management accounts summarising expenditure and income against budget at budget-
holder and nominal level. 
 

85. Supplier set-up is limited to the central services (finance) team to ensure robust checking and 

consistent application of checks, i.e. creditworthiness, validity of bank details, intermediaries’ 

legislation and impact etc.   

11.5. Reconciliations 

86. The Finance Manager is responsible for ensuring the following reconciliations are performed each 

month, and that any reconciling or balancing amounts are cleared: 

 sales ledger control account. 

 purchase ledger control account. 

 payroll control account. 

 VAT control account. 

 all suspense accounts.  

 bank balance per the nominal ledger to the bank statement. 
 
87. The Finance Manager or Director of Finance signs all reconciliations as evidence of review. 

88. Any unusual or long outstanding reconciling items are brought to the attention of the Director of 

Finance. 

12. Cash Management 

12.1. Bank Accounts 

89. The Central Services Finance Team (with the approval of AFR) is responsible for selecting the 

banking institution and negotiating the terms and conditions. 

90. The following procedures must be followed when opening a bank account and operating it: 

 the AFR must authorise the opening of all bank accounts.  

 the academy/MAT will ensure that in the event of changes to key personnel or 
governors/trustees, that signatories are changed immediately, and the bank notified.  Any 
on-line access to banking will also be removed. 

 terms of arrangements, including cheque signatories or BACS authorisations and the 
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operation of the accounts must be formally recorded and agreement minuted. 

 the Director of Finance / Finance Manager must ensure there are sufficient funds to cover 
large payments. 

 
 
 

12.2. Deposits 

91. A deposit must be entered on a copy paying-in slip or listed in a supporting book with the 

following details: 

 the amount of the deposit. 

 a reference (for example the number of the receipt or the name of the debtor). 

 

92. The Finance Officers are responsible for updating the accounting system (ideally within 3 working 

days) for deposits placed. 

12.3. Payments and withdrawals 

93. All cheques and other instruments authorising withdrawal from academy bank accounts must 

bear two authorised signatures, as specified within the bank mandate. These provisions apply to 

all accounts, public or private, operated by or on behalf of the Trust.   

94.  Signatories typically include the: 

 Director of Finance. 

 Director of Operations. 

 Company Secretary. 

 Finance Manager. 

 HR Manager. 

 Clerk to the Trustees. 

 Headteacher and Deputy (for relevant schools) – these individuals have no access to online 

payment facilities. 

 

95. The Finance Officers are responsible for updating the accounting system (ideally within 3 working 

days) for transactions.   

12.4. Administration 

96. The Assistant Accountant (Central Finance) ensures bank statements are received regularly and 

that reconciliations are performed at least on a monthly basis.  Reconciliation procedures must 

ensure that: 

 all bank accounts are reconciled to the academy’s cash book. 

 reconciliations are prepared by the central finance team, independent of school finance 

officers. 
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 reconciliations are subject to an independent monthly review carried out by the Director of 

Finance or in his/her absence the Director of Operations. 

 adjustments arising are dealt with promptly. 

12.5. Petty Cash  

97. The Trust maintains maximum petty cash balances of £250 for the purchase of minor items, which 

are held in safe custody under the oversight of the School Finance Officers.   

98. Petty cash floats must not be used for: 

 cashing personal cheques. 

 loaning funds to staff. 

 

99. Exceptionally, the petty cash balance may be temporarily increased with the prior agreement of 

the Director of Finance, eg. during ‘activities’ week.   Any remaining balance above £250 must be 

banked after conclusion of the event.   

Payments  

100. In the interests of security, petty cash payments are limited to £50.  Payments are made on 

production of a valid till receipt or other proof of payment and are subject to the same 

authorisation procedures as purchases from the main bank account.  VAT receipts must be 

obtained where practicable.  All documentation must be cross-referenced to summary records 

and stored together for audit reference. 

101. Till receipts for items that are reimbursed by the Trust should not include personal items which 

must be dealt with separately to support accounting and control.   

102. Purchases above the agreed limit require Director of Finance approval and should be exceptional 

– e.g. due to a school trip.  Purchases must not be ‘broken-up’ or the system by-passed as this 

amounts to contravention of our limits.  School finance officers are expected to enforce this. 

103. Petty Cash reconciliations must be completed in full, using the standard reconciliation form and 

ensuring this is submitted as a request for “top-up”.  All petty cash purchases must be supported 

by a sequentially numbered voucher including budget authorisation, coding and reason for 

purchase.  Each disbursement from petty cash must be registered on the accounting system 

separately with VAT analysed. 

104. Satisfactory receipts should be maintained for all items purchased on trips, and clearly dated.  

Where evidence is poor, e.g. payment of campsite fees, responsible officers should ensure that 

payments made are evidenced against e.g. an email chain.  Nb.  Responsible officers should 

always take evidence of agreed costs with them on trips, and if receipting processes are poor, 

ensure our email or other record is counter-signed by the payment recipient. 

Administration 
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105. The petty cash float is maintained on the imprest system and the float is reimbursed either 

through the main bank account, or via an agreed ‘petty cash debit’ (schools’ are specifically 

authorised to transfer the agreed ‘reimbursement’ from cash receipts (dual count and evidence to 

be maintained with petty cash records). 

106. The petty cash float is reconciled monthly by the Finance Officer. The reconciliation is then 

reviewed by the Assistant Accountant (Central Finance) and review evidenced on the central 

finance task log. 

107. The School’s Business Support officer (if independent of the responsible officer overseeing the 

float) and / or central finance team carry out a spot check of the petty cash float once a term.  

This includes a check to the supporting documentation.   

12.6. E-procurement & Payments (credit cards) 

108. The school credit card is only used when it is not practical to use the purchase order/invoice 

system.  Cards are used mostly for internet purchases, subsistence, refreshments and during 

activities week.   All cardholders must sign a ‘Business card use – agreement form’. 

109. Cards must be retained by the named cardholder at all times, who retains responsibility for all 

transactions.  Cardholders are approved by the Director of Finance and limited to those with 

Executive, leadership or managerial functions. 

110. Any department wishing to make a purchase on credit card must ensure full authorisation (in 

advance) utilising either the electronic authorisation form (outlook-based) or by completing an 

authorisation form (charge card slip) evidencing budget-holder agreement.  Cardholders are 

personally responsible for retaining receipts and providing explanations for all purchases.  These 

must be individually entered onto the accounting system with the appropriate explanatory 

descriptor. 

111. Occasionally the credit card is used to purchase small items (within petty cash limits), where it is 

not possible to order these elsewhere.  These purchases must be recorded and countersigned 

immediately after the event. 

112. When the credit card bill arrives, this must be cross-referenced to purchase documentation, 

which should be immediately filed for reference and central review (periodic spot checks are 

required to ensure process compliance and will be conducted by central finance).  

113. The credit card statement, along with all the relevant documentation must then be reviewed by a 

senior leader who should evidence authorisation (again spot-checking transactions to supporting 

documentation). All documents should then be filed for audit review. 

114. The only circumstances where advance approval is unnecessary relate to purchases covered by 

the Trust expense policy (eg. in relation to travel and subsistence within approved rates).   

Soldo procedures to be added as a subsequent update, once experience is obtained (electronic purchasing 
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card).   

12.7. Confirming goods receipt and initiating BACS payments  

115. On receipt of an invoice, the school finance officer (or other recipient) approves goods 
receipt, to signify: 

 an official purchase order has been raised for the purchase.  

 the delivery note has been checked. 

 the delivery is of correct quantity, quality and price. 

 it has not been previously paid.  

 funds are available in the relevant budget.  

 VAT chargeability on qualifying expenditure is shown.  

116. Specific consideration must be given to intermediaries legislation.  When dealing with payments 

to individuals, school and central finance teams must ensure that evidence is kept of employment 

status (to be maintained alongside supplier set-up documentation in future and reviewed by the 

Trust Payroll Manager).  

117. Subject to the above checks, payments can be prepared, authorised and approved by two bank 

signatories.  

118. Normally, BACS payments are processed within a month of invoice receipt, with every effort being 

made to ensure the Trust benefits from early payment discounts.  

13. Investments 

119. The Director of Finance is responsible for producing reliable cashflow forecasts as a basis for 

decision making and providing the AFR with sufficient management information to enable it to 

review and monitor performance.   

120. Investments are made in accordance with the following priorities: 

 prudent management in support of the Trust’s charitable aims. 

 achieving a spread of investments and ensuring all providers are covered by the Financial 

Services Compensation Scheme. 

 achieving the best financial return available whilst ensuring that security of deposits takes 

precedence over revenue maximisation. 

 only investing funds surplus to operational need. 

 

121. All investments are recorded in sufficient detail to identify the investment and to enable the 

current market value to be calculated.  The information required will normally be the date of 

purchase, the cost and a description of the investment.   

122. Investment funds are routinely monitored, including income receivable as part of the Trust’s 
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monthly bank reconciliation. 

14. Reserves 

123. The Trust holds a prudent level of resources designed to meet long-term cyclical needs of 

renewal, development plan aims, and unforeseen contingencies.   

124. Surpluses and deficits on reserves are recorded at school level and carried over to the following 

year.  

125. The Chief Executive Officer as Accounting Officer must inform the ESFA immediately if a deficit is 

anticipated at Trust level.  

126. Whilst the Trust manages its funds corporately, constituent academies must ensure action is 

taken at the earliest opportunity to address sustainability concerns.  At all times, academies must 

review their medium-term plans and work with the Director of Finance and/or Finance Manager 

to develop and report strategies and action-plans to achieve sustainability.  Reports on individual 

positions are included within the management accounting repots to AFR. 

127. The Trust aspires to maintain a reserve equivalent to one month’s gross pay.     

15. Capital Reserves 

128. Any overall surpluses at the end of the year are carried over to the following year.  

129. It is the responsibility of the Director of Finance to keep accurate records of the capital funds, 

especially where grants have been received for capital projects. 

16. Payroll 

16.1. Staff Appointments 

130. The Board of Trustees has approved a personnel establishment (staffing structure) for the Trust, 

as part of the budget planning process.  Changes can only be made to this establishment at the 

initiation of the headteacher and with the express approval of the Director of Finance (with HR 

Manager advice) who will ensure that adequate budgetary provision exists.  Changes to the 

staffing structure beyond virement limits must be agreed in line with the Trust Scheme of 

Delegation (for practical purposes, this is deemed to be the agreement of AFR).  For these 

purposes: virement is measured net of external funds, eg. the notional funding for children with 

SEN who may require one to one care. 

131. Changes to the central services team require the agreement of ELT, or CEO with report where 

immediate action is necessary.  

132. The Headteacher or Executive Team equivalent has authority to appoint staff within the 
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authorised establishment except for Senior Leaders (whose appointments must follow 

consultation with the governors/trustees).  See Scheme of Delegation (extracts appended) for 

details. 

133. The HR Administrators (school and central) maintain personnel files for all members of staff which 

include contracts of employment.  The HR Administrators are responsible for obtaining the 

relevant DBS checks and ensuring these are retained on file.  The central HR team, and school HR 

administrators update the Trust’s iTrent payroll system. 

134. All changes to staff appointments (starters, movers changes and leavers), must be notified to the 

HR Manager and Central Finance in writing using the signed forms designed for this purpose.  

Budgets are only updated by finance where changes are independently verified. 

135. Individuals starting employment with the Trust after 16th of the month, are not normally paid until 

a month later to minimise risk of overpayment eg. due to a failure to start and / or maintain the 

employment. 

16.2. Executive Pay 

136. The Board ensures decisions about levels of executive pay (including salary and any other 

benefits) follow a robust evidence-based process and are a reasonable and defensible reflection 

of the individual’s role and responsibilities.  No individual can be involved in deciding their 

remuneration.   

137. The Board discharges its responsibilities, and approach to pay and benefits through the Trust Pay 

and Conditions Committee, LGB Pay Groups and Scheme of Delegation.  The Trustee Pay and 

Conditions Committee formulates, communicates and implements policy through the LGB pay 

groups ensuring that: 

 processes for linking appraisal to pay are in place, applied consistently and pay 

recommendations justifiable. 

 salaries for new posts are appropriate and in line with similar posts already in place across 

the Trust. 

 recommendations in relation to performance pay are considered, appropriate decisions 

made and reflected within the budget. 

 

138. The Scheme of Delegation (extracts appended) sets out the arrangements and level of authorities 

for agreement. 

16.3. Payroll Administration 

139. Payroll is administered by the Trust’s Finance (Central Services) team.   

140. All staff are paid monthly.  A master file is created for each employee which records: 

 salary. 
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 bank account details. 

 taxation status. 

 personal details. 

 any deductions or allowances payable. 

 other legal and relevant details. 

 
141. New master files can only be created by ‘HR personnel’ (see above) and with the express approval 

of the Director of Finance and HR Manager through the Authority to Recruit (ATR) process.  The 

actual implementation of amendments to Masterfile data is double-checked both by payroll staff, 

and through our control processes (reconciling pay to budget).   Any master file amendments 

initiated by the central team, are similarly scrutinised but agreed and signed off by the ELT. 

142. Each School or central HR Administrator must complete a monthly staff return which provides 

details of sickness and other absences during the month.  The staff return must be authorised by 

the nominated budget holder (usually the headteacher – ‘wet signature required’). Authorised 

staff returns should be saved securely for payroll check and processing.  

143. Timesheets for additional hours, temporary work or overtime undertaken are completed by the 

employee.  In turn this is authorised by the budget holder, scheduled by the HR administrators 

and approved by the headteacher.  All claims etc., and one-time adjustments are again subject to 

payroll scrutiny. 

144. Lists of payroll signatories are held centrally and provide details of those authorised to process 

starters and leavers, claims, and requests for manual payments. 

145. Termly calendars for payroll processing, specifying key dates are maintained and circulated at 

least one-month before the start of term.   

146. Where manual payments are required for any reason (eg. late starters or due to error and 

omission) these must be approved in advance by the Headteacher and/or Director of Finance and 

normally restricted to 60%; being a proxy for net pay.  

16.4. Salary Payments 

147. The Payroll Department prepare a reconciliation between the current month’s and the previous 

month’s gross and net salary payments showing adjustments made for new appointments, 

resignations, pay increases etc.  This reconciliation is reviewed by the Finance Manager / Director 

of Finance.   

148. A separate reconciliation to budget is completed by the Trust’s Finance Manager before payroll 

release.  Headteachers’/ the Executive subsequently review this reconciliation of pay to budget 

(evidenced by email confirmation of ‘ok to pay’). 

149. Before payments are dispatched additional electronic prints of all data are obtained, including 

various exception reports which are spot-checked against source documentation by the Finance 
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Manager and then reviewed by the Director of Finance (or Director of Operations, during periods 

of absence).  Authority to release payment will be by given by the Director of Finance/Operations. 

150. All salary payments are made by BACS. 

151. The payroll system automatically calculates the deductions due from payroll to comply with 

current legislation.  The major deductions are for tax, National Insurance contributions and 

pensions.  The amounts payable to Third Parties are summarised on the YTD reconciliation and 

payments for these amounts are authorised for by the Finance Manager and the Director of 

Finance (or other authorised cheque signatory if the DOF or Finance Manager are unavailable) by 

the due date.  

152. The Payroll Department select at least three employees at random each month and check the 

calculation of gross to net pay to ensure the payroll system is operating correctly.  Gross to net 

reconciliations are maintained.    Maternity records are also carefully reviewed, and system 

calculations checked. 

153. After the payroll has been processed the nominal ledger will be updated.  Postings will be made 

both to the payroll control account and to individual cost centres.  The Finance Manager reviews 

the payroll control account each month to ensure the correct amount has been posted from the 

payroll system, individual cost centres have been correctly updated and to identify any amounts 

posted to the suspense account. 

154. On an annual basis, the HR Manager will produce pay statements for each member of teaching 

staff as at 1 September 2019 (refer to the School Teachers’ Pay and Conditions Document).   

16.5. Intermediaries legislation 

155. The Trust has a responsibility for ensuring that all payments to individuals are subject to tax and 

national insurance deductions where appropriate.  In order to achieve this, the following 

guidelines should be followed: 

 an assessment must be made as to whether the individual is providing a contract of service 

(i.e. employed) or a contract for services (i.e. self-employed). 

 if considered to be a contract of service, the individual shall be set up as an employee of the 

school before receiving payment through the payroll. 

 where an individual seeks payment from the school for a contract for services, this must be in 

the form of an invoice. 

 careful attention should be paid to repetitive payments to individuals. 

 any payments made to a person/company which does not hold a valid Limited Company 

registration number must be subject to IR35 approval by the Payroll Manager. 

16.6. Salary advances 

156. The trust does not award salary advances. 
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16.7. Overtime / Travel claims 

157. Overtime is recorded by the individual (covering the preceding month) and submitted to their line 

manager for authorisation.  The HR administrator in each school submits claim forms to central 

finance for approval.  Authorisation and validity are checked centrally. 

158. Claim forms must not be submitted prior to work having been undertaken. 

159. No payments for work undertaken will be made other than via the payroll system. 

16.8. Severance payments 

160. Severance payments must be made in line with the Academies Financial Handbook.  Further 

information is provided on gov.uk (https://www.gov.uk/guidance/academies-severance-

payments). 

161. The Trust is able to self-approve the non-contractual element of severance payments up to 

£50,000.  A business case must be presented before agreeing a payment, using internal 

documentation provided. 

162. Where the non-contractual element is on or over £50,000 prior approval from ESFA must be 

sought.  

163. The Chief Executive Officer and Director of Finance must sign off and review each business case 

(review evidenced on the SAG approval form). 

16.9. Ex-gratia payments 

164. Ex-gratia payments must be in line with the Academies Financial Handbook.  Any ex-gratia 

payments must be submitted to the ESFA for prior approval.  The Trust does not make ex gratia 

payments.   

17. Income 

17.1. Government / Local authority grant income 

165. The main sources of income for the academy are the grants from the DfE, ESFA and LA.  The 

receipt of these sums is monitored directly by the central finance team who are responsible for 

ensuring that all grants due to the Trust are collected.  The central team circulate LA remittances 

to schools, to enable schools to account for those due to receive SEN or other funding and to raise 

any queries arising. 

17.2. Other grants 

166. The receipt of these sums is monitored directly by the applicant who is responsible for ensuring 

that all grants due to the Trust are collected.  The central finance team require copies of all grant 

paperwork to support review and audit completeness. 

https://www.gov.uk/guidance/academies-severance-payments
https://www.gov.uk/guidance/academies-severance-payments
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17.3. Trips 

167. A lead member of staff must be appointed for each trip to take responsibility for the collection of 

sums due.  The lead teacher must prepare an activities trip costing to demonstrate consideration 

of costs and cost recovery (where appropriate), ensuring formal approval within the school.  

Specific requirements include: 

 preparation of an activities trip costing setting out budgeted spend, including the estimated 

level of pupil premium subsidy and administration (max 8%).  This must be approved before 

advertising to students and key suppliers checked for creditworthiness. 

 proactive contact with central finance to ensure suppliers are checked carefully and set-up, as 

needed. 

 orders must be raised as usual through the usual requisition process, ensuring a trip code is 

identified to support accounting.   

 facilities must be booked provisionally (including transport) avoiding financial commitment 

and risk attached to a potential lack of take-up. 

 the opportunity should be advertised to students including payment details, deadlines etc.    

Students should make all payments to the Finance Department, electronically where possible.  

A receipt must be issued for all monies collected and the value of the receipt and the number 

of the receipt recorded against the student making the payment.  The amount owing should be 

clear either on an electronic record, or student payment card. 

 the School Finance Officer should maintain an up to date record for each student showing the 

amount paid and the amount outstanding.  This record should be sent to the lead teacher on a 

weekly basis with the lead teacher retaining responsibility for chasing the outstanding 

amounts. Payments, electronic and cash, are to be reconciled to the Trust’s accounting system. 

 the trip leaders should ensure numbers and payments are sufficient to justify the trip and 

identify / advise finance of the required pupil premium subsidy (school finance officer to 

transfer funds within 3 working days of confirmation). 

 4 weeks before, the central and school finance team should be advised of any cash, prepaid 

business card and / or currency required.  This should be requested by the budget holder using 

the agreed SOLDO request form setting out a) the overall budget agreed; b) daily limits and 

cash limits; c) the period of the trip etc. 

 central finance will arrange cards etc., ensuring these are with the school at least one-week in 

advance (to be retained in the safe). 

 immediately before the trip;  All cash, cards etc. will be issued to trip leaders who will be 

required to sign-up to the Trust’s ‘acceptable use’ policy and terms and conditions.  These 

include a requirement to maintain and return receipts within one-week of the trip’s 

completion, electronically uploading evidence where this is practical (SOLDO app). 

 central and School finance officers to conclude ‘trip accounting’ finalising payments and 

costings. 

 school to review success of the trip, financial and other. 

 variances to be reported and explained to central finance through routine trip monitoring 

procedure.   
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168. Trips should be run at cost price, although allowance can be made for administrative fees and 

direct staff expenses.  Any surplus greater than £10 per pupil should be redistributed to parents.  

If trips are subsidised, then the cross-subsidy (from the relevant department and/or pupil 

premium) must be approved by the budget holder in advance of the trip progressing. 

17.4. Catering 

If cash payments 
 
169. Cash payments must be reconciled on a daily basis to the lunch records and signed as evidence of 

reconciliation by the catering/kitchen manager.  The school meal numbers, and cash totals are 

then to be entered onto the weekly banking sheet.  The cash is kept in the safe prior to weekly 

collection for banking.  The School Finance Officer must reconcile the weekly banking sheet to 

actual receipts banked (The reconciliation should be independently counter signed by a second 

member of personnel). 

If electronic cash collection 
 
170. Bank credits must be reconciled to the software reports and evidence of reconciliation 

maintained. 

17.5. Lettings 

171. The Premises Manager or equivalent school designate is responsible for maintaining records of 

bookings (including the completion of a letting form) and for identifying the sums due from each 

organisation in accordance with standard pricing.  Unless approved by the Director of Finance, 

payments must be made in advance for the use of facilities.  All users should be instructed to send 

payment to the school finance office or pay directly to the Academy bank account.  Payment 

terms are 14-days. 

172. Details of organisations using the sports facilities will be maintained by the School Finance Officer 

who will establish a sales ledger account and produce a sales invoice from the accounting system.   

Income will be checked for completeness by spot-checks against booking sheets and other 

records.   Details of payments and outstanding accounts will be forwarded to the Head of Campus 

on a regular basis, who must chase debt and ensure no ongoing use of facilities where payments 

fall in arrears (or alternatively that continued attendance is on a pay as you go arrangement, 

subject to a plan to repay arrears). 

173.  No debts should be written off without the express approval of the Headteacher and Director of 

Finance.  Nb. DfE prior approval is required if debts are written off above values stated within the 

Academies Financial Handbook.  Bookings may only be voided by central finance and with a valid 

recorded reason. 

174. Copies of the organisations up to date relevant Public Liability, indemnity, insurance and 
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qualifications (where relevant e.g. H&S, First Aid, Instructor etc.) must be kept with the Letting 

Agreements and reviewed at least annually. 

17.6. Sundry income 

175. Income from other sources (for example educational consultancy) is priced in consultation with 

the headteacher or central services equivalent. The transaction must not be undertaken until the 

price has been agreed and the customer has been assessed for ability to pay.  The Director of 

Finance and Director of Operations must agree SLA charges and formalise agreements to include 

GDPR and data considerations.   

17.7. Bad debts 

176. The Trust chases all monies due, and overdue invoices maintaining full records of recovery action.  

First-stage credit control action rests with the school but should be rapidly escalated to central 

finance (at the latest within two-months of invoice). 

177. If the debt remains unrecoverable after 6 months and following appropriate court action (through 

e.g. money-claim online), or it becomes clear that the debt will not be repaid, the Trust Finance 

Manager will submit a report to the Director of Finance for agreement to agree write off. 

178. The following write off limits apply: 

 Up to £250 – Headteacher and Director of Finance 

 £251 to £500 – Headteacher, Accounting Officer and Director of Finance 

 Over £500 – Audit, Finance and Resources committee. 

17.8. Cash and Custody 

179. Official, pre-numbered receipts should be issued for all cash and cheques received where no 

other electronic payment system exists.  All cash and cheques must be kept in the Finance Office 

safe prior to banking.  Banking should take place fortnightly or more frequently if the sums 

collected exceed safe insurance limits. 

180. Monies collected must be banked in their entirety in the appropriate bank account.  The Finance 

Officer is responsible for preparing reconciliations between the sums collected, the sums 

deposited at the bank and the sums posted to the accounting system.  The reconciliations must be 

prepared promptly after each banking with spot checking by the central finance team. 

17.9. Charging policy 

181. The Trust is committed to the general principle of free education and recognises the valuable 

contribution that a wide range of activities, including school visits and residential experiences, can 

make towards all aspects of students’ education. It also believes that all our students should have 

an equal opportunity to benefit from academy activities and visits (curricular and extracurricular) 

independent of their parent’s financial means.   
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182. The Trust recognises its responsibility to ensure that the offer of activities and educational visits 

does not place an unnecessary burden on family finances.  To this end we will try to adhere to the 

following guidelines: 

 where possible we shall publish a list of visits (and their approximate cost) at the beginning of 

the school year so that parents can plan ahead. 

 we have established a system for parents to pay in instalments. 

 we acknowledge that offering opportunities on a ‘first pay, first served’ basis discriminates 

against pupils from families on lower incomes and we will avoid that method of selection. 

 

183. The 1996 Education Act requires all schools to have a policy on charging and remissions for school 

activities, which will be kept under regular review.   

184. The policy identifies activities for which:  

 Voluntary contributions may be requested. 

 Charges will be made. 

 Charges will not be made. 

 Charges may be waived (Remissions). 

 

17.10. Voluntary Contributions 

185. Separately from the matter of charging, schools may request voluntary contributions in order to 

offer a wide variety of experiences to pupils.   All requests for voluntary contributions will 

emphasise their voluntary nature.   Students will not be treated differently according to whether 

or not their parents have made any contribution in response to the request or invitation, as many 

parents may struggle with affordability.  However, where there are not enough voluntary 

contributions to make the activity possible, then it will be cancelled. 

The Law states: 

 If the activity cannot be funded without voluntary contributions the Local Governing Board or 

Headteacher will make this clear to parents from the outset. 

 no child will be excluded from an activity because his or her parents are unable or unwilling to 

pay. 

 if insufficient contributions are received, the trip or activity may have to be cancelled. 

 if a parent is unwilling or unable to pay their child will still be given an equal chance to on the 

visit. 

17.11. Charges will be made 

186. The Trust reserves the right to make a charge for the following: 

 Activities outside school hours - the school will endeavour to provide a range of such activities 

from time to time.  These will sometimes include day and residential experiences and are 



34 
 

known generally as ‘optional extras’.  Charges may be made for these activities EXCEPT 

where they are provided to fulfil any requirements specified in the syllabus of a prescribed 

public examination or are required in order to fulfil statutory duties relating to the National 

Curriculum or to religious education in which case they are not regarded as optional extras as 

such and charges cannot be made. (Board and lodging charges may still however be made for 

any residential activities subject to the remission arrangements described below).  

 Residential activities held during school hours - charges may be made for the board and 

lodging element of those residential activities during school hours*.  Parents will be notified 

in advance of any such activities which the school proposes to organise and the estimated 

cost.  Parental consent will be obtained for their children’s participation in any such activities 

for which a charge may be made.  However, pupils whose parents are in receipt of certain 

benefits (see remissions policy below) may not be charged for board and lodging costs.   

 

* A school can only charge for activities outside school hours (where these are not part of the 

national curriculum etc.).  If the number of school sessions on a residential trip is equal to or 

greater than 50% of the number of half days spent on the trip it is deemed to have taken 

place during school hours (even if some activities take place late in the evening).  Whatever 

the starting and finishing times of the school day, regulations require that the school day is 

divided into 2 sessions.  A “half day” means any period of 12 hours ending with noon or 

midnight on any day.   

 

 Music tuition - music tuition for individuals or groups of up to four pupils.   Charges will not 

exceed cost. 

 Home to school student transport - costs incurred by the school in providing home to school 

transport for students who live outside of the school’s designated catchment area. 

 Materials which the parents wish the children to own eg. materials/ingredients for subjects 

such as design or food technology, where parents have indicated in advance that they would 

like their child to bring home the finished product.   

 Exam entry fees if the pupil has not been prepared for the exam at the school.   

 Transport other than transport required to take the pupil to premises for the pupil’s 

education. 

 Certain early years provision. 

 Breakfast and after school clubs. 

 Community facilities. 

 

187. Parents will be notified in advance of any ‘optional extras’ which the school proposes to organise 

and the estimated cost.  Parental consent will be obtained if their children are to participate in 

any activities for which a charge may be made. 

188. Any charge for a particular activity will be dependent upon the type of activity and its cost and the 

number of participants.  This charge will not exceed the actual cost of providing the activity, 

divided equally by the number of pupils willing to participate.  The cost of other pupils 

participating in the visit will not be included in the charge.  The charge may however include an 



35 
 

appropriate element for such things as: 

 the pupil’s travel costs. 

 the pupil’s board and lodging costs. 

 materials, books, instruments and other equipment 

 non-teaching staff costs. 

 entrance fees to museums, castles, theatres, etc. 

 insurance costs 

 the costs of teaching and non-teaching staff involved. 

17.12. Charges will not be made 

189. Charges will not be made for the following: 

 an admission application.  

 education provided during school hours (including the supply of any materials, books, 

instruments or other equipment). 

 education provided outside school hours if it is part of the National Curriculum, or part of a 

syllabus for a prescribed public examination that the pupil is being prepared for at the 

school, or part of the school’s basic curriculum for religious education. 

 tuition for pupils learning to play musical instruments (or singing) if the tuition is required as 

part of the National Curriculum, or part of a syllabus for a prescribed public examination that 

the pupil is being prepared for at the school, or part of religious education. 

 entry for a prescribed public examination, if the pupil has been prepared for it at the school.   

 education provided on any trip that takes place during school hours. 

 education provided on any trip that takes place outside school hours, where the education is 

part of the National Curriculum, or part of a syllabus for a prescribed public examination that 

the pupil is being prepared for at the school, or part of the school’s basic curriculum for 

religious education. 

 supply teachers to cover for those teachers who are absent from school accompanying pupils 

on a residential trip. 

 transport provided in connection with an educational trip. 

 

17.13. Remissions 

190. In order to remove financial barriers from disadvantaged pupils, the Trust has agreed that some 

activities and visits where charges can legally be made will be offered at no charge or a reduced 

charge to parents in particular circumstances.  Charges will be waived for parents in receipt of 

certain state benefits, broadly aligned to those determining free school meals. 

191. Families will qualify for remission or help with charges if they are in receipt of: 

 Income Support. 

 Income-based Jobseekers Allowance. 
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 Support under part VI of the Immigration and Asylum Act 1999. 

 Child Tax Credit, provided that Working Tax Credit is not also received and the family’s income 

(as assessed by Her Majesty’s Revenue and Customs) does not exceed threshold limits. 

 Guaranteed State Pension. 

 an income related employment and support allowance, introduced on October 27th, 2008. 

 

Additional categories of parents may claim help with some costs in the following circumstances: 

 

 specific individual circumstances that have caused temporary hardship. 

 recently moved into hardship but not yet receiving the benefits mentioned above. 

 made a specific request to the Headteacher for any other justifiable reason. The remission is at 

the Headteacher’s discretion in these circumstances based on any evidence provided. 

 

18. Purchasing 

192. As a public body, we are required to follow legislation and regulations when we purchase goods 

and services.  The purpose is to ensure fairness, openness and transparency in the way we do 

business by following the general principles of: 

 Probity. It must be demonstrable that there is no corruption or private gain involved in the 

contractual relationships of the Trust. 

 Accountability. The Trust is publicly accountable for its expenditure and the conduct of its 

affairs. 

 Fairness:  that all those dealt with by the Trust are dealt with on a fair and equitable basis. 

 Best value, a statutory duty. 

 Compliance with the Public Contract Regulations 2015. 

18.1. Routine Purchasing (low value or goods and services and common 

supplies ordered through corporate deals) 

193. Budget holders will be informed of the budget available to them at least one month before the 

start of the academic year.  It is the responsibility of the budget holder to manage the budget and 

to ensure that the funds available are not overspent.  Budget holders will be able to monitor data 

relating to their own budget areas via reports from the online financial information system (Civica 

web-portal).  This includes detail of actual expenditure and committed expenditure (orders placed 

but not paid for) against budget. 

194. Before any routine purchase is ordered, the value of the procurement activity must be estimated.  

This value must reflect the ‘aggregate value’ of goods and services that have similar 

characteristics across the entirety of the Trust– eg. stationery, furniture or IT hardware.  The 

calculation of the package value is based on aggregating the value of the consideration payable 

under contracts (for the same type of goods and services) in the last financial year (or the last 12 

months) then adjusting this figure for any expected changes in cost and quantity required in the 
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next 12 months.   

195. Subject to the above and compliance with competitive tendering thresholds (the preferred supply 

table* will advise), routine purchases of up to £1,000 can be ordered by budget holders.  Where 

the purchase is not captured within an existing ‘spend group’ set out in the ‘preferred supply 

table’, then other existing approved suppliers should be used.   

196. For all routine purchases, a written quote or price must always be obtained before any order is 

placed and where possible tested for reasonableness (quotations must be obtained where 

procurement thresholds are exceeded).  If the budget holder considers that better value for 

money can be obtained by ordering from a supplier not on the approved supplier list, the reasons 

for this decision must be discussed and agreed with the Trust’s Procurement and Compliance 

Officer.  A supplier set-up form must also be initiated, and supplier set up and approved prior to 

orders being placed.  Copies of all quotes must be retained. 

197. * For some spend categories, a preferred supplier has been procured.  For others, a list of 

preferred supplies has been provided where quotations need to be obtained with a set of 

purchasing hints and tips (Please refer to the: ‘preferred supply table’).   

18.2. E-procurement (prepaid business cards / credit cards) 

198. Any department wishing to make a purchase on credit card must ensure full authorisation utilising 

either the electronic authorisation authority (outlook-based) or by completing an authorisation 

form (charge card slip) evidencing budget-holder agreement.  Cardholders are personally 

responsible for retaining receipts and providing explanations for all purchases.  These must be 

individually entered onto the accounting system with the appropriate explanatory descriptor. 

199. Occasionally credit cards are used to purchase small items (within petty cash limits), where it is 

not possible to order these elsewhere.  These purchases must be recorded and countersigned for 

authorisation immediately after the event. 

200. When the credit card bill arrives, this must be cross-referenced to purchase documentation, 

which should be filed for reference and central review.  (See earlier section for approval 

arrangements). 

18.3. IT procurement 

201. Trust IT procurement (hardware and software) is centralised to ensure that maximum efficiency is 

secured through bulk orders; that appropriately specified IT is provisioned; that health and safety 

aspects are considered and products readily supported.   

202. Central provisioning brings the following benefits: 

 better buying decisions based on building strategic relationships with suppliers, securing step 

change in costs with group discounts. 

 ensuring whole-life costing, including an understanding of the support implications and 
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necessary training. 

 ensuring compliance – GDPR, data protection. 

 management / consideration of cyber and other security risks, supplier risk etc. 

 asset management (registration, security marking, standardised ‘fit for purpose’ products for 

support: appropriately specified with maintenance aspects, licensing etc. considered). 

 ‘shared experience’, market insight and the identification of best of breed solutions through 

scrutiny and internal challenge.  

18.4. Ordering requirements  

203. All items require a purchase order, which save in exceptional circumstances* should be raised in 

advance and not on goods or invoice receipt.   The inclusion of personal data (eg. names of pupils) 

is to be avoided due to the GDPR regulations. 

 * Exceptional items include 

 Supply cover (exception applies where need cannot be pre-determined, eg. due to sickness).  

Requisitions must be raised within 5 working days of supply. 

 Fuel - as above, because of the nature of the need and potential range of suppliers.  Receipts 

must be retained along with logs to substantiate your fuel consumption. 

 Catering, which is demand led and dependent upon eg. seasonal offers.  Orders for catering 

may be raised retrospectively from goods receipt notes (GRNs) but must be within locally 

agreed limits of delegated authority. 

 

204. The following items only can be ‘called-off’ against a ‘standing order’ for the budgeted quarterly 

or monthly payment, triggering the ‘variance to purchase order’ process when appropriate.   

 Utilities:  Electricity, Gas and Water. 

 PFI contract payments (standard monthly payments to include catering, utilities, lifecycle) 

Nb. That ACOs (excluding lifecycle elements) require a separate order at budgeted cost stage. 

 Examination entries. 

 Mobile phone contracted payments. 

 Annual subscriptions. 

 Vetting checks – DBS. 

 Contracted IT services. 

 Telephone, Broadband. 

 Printing and photocopying operating lease payments.  One order per lease. 

 Rates. 

 Babcock contracts (year-round).  Ad-hoc elements require a separate order. 

 FSM eligibility checking. 

 Fixed elements of e.g. grounds / building maintenance (regular monthly payments). 

 Childcare vouchers. 

 

205. All orders will be initiated from ‘requisitions’ utilising the official online process, which will 
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channel approval to the budget holder.  The budget holder will ensure adequate budgetary 

provision and subject to agreement, approve requisitions.  Orders are then subject to final review 

by the local and/or central finance teams including the referral of large spend and overspends to 

the Director of Finance.  Subject to final signoff, the school finance officer will place the order, 

commit budget and despatch orders. 

206. The budget holder must make appropriate arrangements for the delivery of goods to the school.  

On receipt, the Budgetholder or requisitioner must undertake a detailed check of the goods 

received against the goods received note (GRN) and make a record of any discrepancies between 

the goods delivered and the GRN.  Discrepancies should be discussed with the supplier of the 

goods without delay. 

207. If any goods are rejected or returned to the supplier because they are not as ordered or are of 

sub-standard quality, the School Finance Officer should be notified.  School Finance Officers will 

keep records of goods returned to suppliers ensuring invoices are ‘held’ pending resolution. 

208. All invoices must be sent to Central Finance, currently located at Cranbrook Education Campus.  

Invoice receipt will be recorded by the Finance team (and the invoice scanned) into the Financial 

Information System (purchase ledger module) within 3 working days.  Invoices will then be 

‘referred’ to the identified school to authorise payment.  Authorisation should entail ensuring 

that: 

 invoices are arithmetically correct. 

 the goods/ services have been received as ordered and that any goods returned have been 

dealt with. 

 prices are correct. 

 VAT is correct. 

209. Authorisation is via the School Finance Officer who will perform checks on the invoice alongside a 

review of evidence that goods have been duly received. 

210. If the school is pursuing a query with a supplier, the Central Finance Team must be informed of 

the query and periodically kept up to date with progress. 

211. Each week the Central Finance Team (Finance Assistant) will produce a list of outstanding invoices 

from the purchase ledger and this list together with supporting documentation will be reviewed 

by the Finance Manager / Director of Finance and approval evidenced.   BACS payments will be 

authorised and approved on-line by two signatories in accordance with the mandate. 

18.5. Orders between £1,000 and £10,000 

212. Where possible a minimum of two quotations should be sought, to identify the best source of the 

goods/services (refer to the preferred supply table for further guidance*).  Written details of 

quotations obtained should be prepared and retained by budget holders, for audit purposes and 

for review and agreement by the Trust’s Procurement and Compliance Officer. Telephone quotes 
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are acceptable if these are evidenced and where written confirmation is received before a 

purchase decision is made. 

213. Where exceptionally, two quotations cannot be obtained (eg. because of a restricted market or 

due to technicalities, the agreement of the Executive Leadership Team and / or Chair of AFR and 

an ELT member must be obtained (with subsequent report to AFR Committee). 

214. Schools’ seeking exemption must submit a Decision Request Form to the Executive Leadership 

Team.   The exemption will only be applied in the following circumstances: 

 the spend is urgently required and delay would cause loss, injury or damage.  The urgency 

must be brought about by events that were unforeseeable by (and not attributable) to the 

Trust and which will result in loss or damage to the Trust if the suspension or exemption is not 

allowed; and/or 

 the spend is of such a special nature that no advantage would be gained by inviting 

competitive tenders; or  

 there is no effective competition because payment is fixed under statutory authority or the 

item is a patented or proprietary article or is available from only one source. 

 Quotations have been sought, but there has been insufficient interest in the opportunity. 

 

215. A copy of the Decision Request form will be retained and signed by the Director of Finance with 

reference to the Executive Leadership Team meeting /approval process (minutes, dates).   

18.6. Orders over £10,000 to £50,000 

216. Where the value of goods and services exceeds £10,000, or where a series of orders exceed 

£10,000 in total, the opportunity must be offered to three suppliers via formal quotation.  Written 

evidence is required for review and agreement by the Trust Procurement and Compliance Officer.   

217. All purchases must be reported to the Executive Leadership Team and a formal contract signed by 

an ELT member before commencement.  Records of all approvals will be documented and 

retained alongside quotations within the central ‘documents library’. 

218. Documentation supporting 

219. Where exceptionally, three quotations cannot be sought (eg. because of a restricted market or 

due to technicalities), the agreement of the Executive Leadership Team and / or Chair of AFR and 

an ELT member must be obtained (with subsequent report to AFR Committee). 

220. A Decision Request Form (as above) will be required to secure exemption.   

18.7. Orders from £50,000 to EU Threshold 

221. Orders above the £50,000 threshold are subject to the Trust’s Competitive Tendering Policy. 

222. Three competitive tenders are required against full specification and usually price / quality 
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evaluation unless this is unnecessary.  All procurement activity must be conducted with the advice 

and support of the central procurement team.   Expenditure to be authorised by the Trust Audit, 

Finance and Resources Committee.  A formal contract must be in place before supply commences 

and signed by an Executive Leadership Team member. 

223. All contract awards require the approval of the Trust’s AFR committee.  In matters of extreme 

urgency where delay would not be in the best interests of the Trust, the Chair of the Trust or AFR 

can take Chair’s action with ratification at the next meeting.   

18.8. Official Journal of the European Union – EU Threshold and above 

224. Purchases over EU procurement thresholds are to be dealt with in accordance with OJEU and the 

tender process centrally administered.  The OJEU (http://www.ojeu.eu/)  updates the 

procurement thresholds annually and the most up to date ones can be found on their website.   

225. Expenditure is to be authorised by the Trust Audit, Finance and Resources Committee.   A formal 

contract must be in place before supply commences and signed by an Executive Leadership Team 

member. 

18.9. Tendering process 

226. See https://www.tedwraggtrust.co.uk/wp-content/uploads/2016/10/TWMAT-Competitive-

Tendering-Policy-approved-March-2016.pdf.  Updated competitive tendering policy pending. 

18.10. Creating new suppliers 

227. All requests for new suppliers must be sent to central finance from a valid school email address 

using the ‘new supplier set-up form’ for authorisation.  No commitment to the supplier should be 

made until set-up is agreed. 

18.11. Checking of supplier statements 

228. All supplier statements should be checked upon receipt against vendor line items.  If an invoice 

number and amount cannot be matched, then the supplier should be contacted to provide a copy 

invoice. 

229. Supplier statements should be retained at the end of the financial year for audit purposes. 

18.12. Goods and services for private use 

230. No goods are ordered, or services provided to include any elements of private use by governors 

and staff. 

18.13. Insurance  

231. The Audit, Finance and Resources Committee reviews insurance arrangements annually.  They 

ensure that the sums insured are commensurate with the risks and include cover for academy 

http://www.ojeu.eu/
https://www.tedwraggtrust.co.uk/wp-content/uploads/2016/10/TWMAT-Competitive-Tendering-Policy-approved-March-2016.pdf
https://www.tedwraggtrust.co.uk/wp-content/uploads/2016/10/TWMAT-Competitive-Tendering-Policy-approved-March-2016.pdf
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trust property when off the premises. 

232. Budget holders must ensure all valuable are kept under lock and key when not being used in a 

supervised manner. 

18.14. Governors/Trustees Expenses 

233. All governors/trustees of the Trust are entitled to claim: 

   the costs of travel to meetings / training courses at the rate of 45p per mile. 

 travel and subsistence costs, payable at the current rates specified by the Secretary of State for 

the Environment, Transport and the Regions, associated with attending national meetings or 

training events, unless these costs can be claimed from the any other source. 

 telephone charges, photocopying, stationery, postage etc. 

 any other justifiable allowances. 

 
234. The Governing Body acknowledges that: 

 Governors/Trustees are not be paid attendance allowance. 

 Governors/Trustees are not reimbursed for loss of earnings.  

 
235. Governors/Trustees wishing to make claims under these arrangements, must complete a claims 

form and submit this alongside relevant receipts to the clerk for budget holder approval.  The 

form should be submitted within one month of the date when costs were incurred (maximum 

period allowed; three months).  All documentation must be filed separately and securely for audit 

review.   

18.15. Staff Expenses 

236. Expenses may be claimed in line with the Trust’s expense policy.  

18.16. Gifts 

237. Ordinarily such gifts should be rejected, unless they are of negligible value (e.g. diaries, calendars). 

Gifts or hospitality in excess of £25 must be reported to the Director of Finance in order to protect 

the individual receiving the gift. This is particularly important where the person receiving the gift 

is a budget holder or has the ability to influence purchasing decisions. 

238. Gifts that have been reported are entered onto the gifts and hospitality register. 

18.17. Energy Management 

239. The Central Finance team are responsible for recording, monitoring and analysing water, gas and 

electricity consumption on a monthly basis.  Meters and consumption should be checked before 

payment of invoices from the utility’s providers.  Any discrepancies or unusual reading should be 

raised with the School’s Business Support Officer immediately.  
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240. The School Business Support Officer ensures that the school’s heating system is operated and run 

as efficiently as possible, liaising as appropriate.  

241. The Procurement and Contracts Officer ensures that the school is purchasing energy at the most 

competitive prices available.  

242. All staff have the responsibility to work in an energy efficient manner at all times (e.g. turning off 

computers, lights and heating when not required).  

18.18. Contracts Register 

243. The central teams (procurement, IT) maintain a contracts register on the schools’ behalf to: 

  ensure full understanding of liabilities and compliance with procurement rules. 

 identify which contracts need to be re-let and programme work. 

 support understanding of ‘gaps’ and areas where efficiency gains may be sought. 

 compare with spend analysis from the accounting software and identify where no contracts 

exist but should. 

 demonstrate greater accountability regarding contracting activity. 

 identify areas where collaboration would be beneficial – immediately or on renewal. 

 

244. This ensures an accurate picture of tendering and contracts across the Trust. 

19. Related Party Transactions 

19.1. Definition of a related party 

245. Related parties arise where: 

 one party has control or influence over the other, or 

 the parties are subject to common control. 

 

246. The Trust is permitted to make transactions with related parties, as long as: 

 open and transparent procurement procedures are followed. 

 potential conflicts of interest are managed. 

 ESFA rules, including mandated reporting and advance approval are followed. 

 

247. Related parties include: 

 parties with control over, or controlled by, the trust, e.g. parent and subsidiary companies. 

 parties having significant influence over the trust. 

 Key management personnel of the trust, including the executive (headteachers, directors and 

company secretary). 

 close family members of any of the above. 
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 others subject to control or significant influence by any individual referred to above. 

 

Nb.  That parties are not deemed to be related simply because they have a director or key 

manager in common (IAS24). 

 

248. For the Trust, our related parties include the Board of Trustees, the Executive Leadership (Key 

Management Personnel) and the members of the Trust (University of Exeter and Exeter College).  

Close family members and business partners of the foregoing are also included.   

19.2. Supporting trustees to manage conflicts of interest 

249. To support trustees in managing conflicts of interest and to demonstrate complete transparency: 

  The Clerk to the Trustees maintains a comprehensive “Register of Declarations of Business 

Interest” which is shared with key finance personnel within the Trust.  This register covers 

Trustees, Executive leaders and Governors.  The register is updated annually before the start 

of the academic / financial year and published on the Trust’s website. 

 The Director of Finance reviews the Register and ‘Register updates’ to ensure potential related 

parties are identified and flagged within the Trust’s accounting system, such that any 

transactions are appropriately identified and routed. 

 All related party transactions are considered and agreed by the Audit, Finance and Resources 

Committee (AFR) prior to any new orders being placed (schools are asked in advance of the 

year to identify the extent of likely transactions with our related parties).  The AFR 

considerations to be supported by evidenced quotations and tendering (as appropriate to the 

circumstances) and an informed assessment of value for money. Individuals are required to 

remove themselves from meetings when a potential transaction is identified. 

(Nb. Agreement may be to a ‘generic approval’ to a theme of transactions, eg. in relation to 

outdoor education where Statements of Assurance are in place’). 

 The requirements around related party transactions are regularly discussed within leadership 

and finance conferences. 

19.3. Management and reporting of related party transactions 

250. From April 2019, new requirements came into force regarding the reporting and approval of 

Related Party Transactions.  These sit alongside those contained within the Academies Accounts 

Direction covering disclosure.  Specifically: 

 The Trust must ensure that all related party transactions taking place on or after April 2019 are 

reported to the ESFA in advance.   

 The ESFA’s prior approval must be obtained for contracts with related parties for the supply of 

goods or services agreed on or after 1 April 2019 where any of the following limits arise: 

- a contract exceeding £20,000. 

- a contract of any value that would take the total value of contracts with the 

related party beyond £20,000 in the same financial year ending 31 August. 
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- a contract of any value if there have been contracts exceeding £20,000 

individually or cumulatively with the related party in the same financial year ending 

31 August.. 

 The Trust must seek approval for all novel, contentious or repercussive transactions.   

 
251. Specific rules apply to payments to related parties where these exceed £2,500 in the financial 

year.  In these circumstances, the Trust must pay no more than ‘cost’ for goods or services 

provided to it (nb. ‘services’ do not include contracts of employment): 

252. The Director of Finance (or in absence, the Finance Manager) is responsible for ensuring 

procedural compliance including: 

 ensuring timely notification of potential transactions to the ESFA through ongoing school-

liaison, pro-active contact and advice to schools, trustees and key management personnel. 

 seeking statements of assurance where transactions do occur, utilising the ESFA pro forma.   

 making sure that goods and services by individuals or organisations related to the trust are 

provided at no more than cost beyond the limits specified, currently £2,500. 

 ensuring only permitted payments are made, in accordance with the Articles of Association. 

 preparing an annual summary (at the start of each financial year) of likely transactions, the 

procurement process to be followed and rationale for the procurement seeking AFR approval 

to the transaction.  AFR Committee to ensure ‘conflicts are managed’. 

 ensuring those in positions of control, understand and manage real and perceived conflicts of 

interest, in accordance with public life principles. 

 working with the Clerk to the Trustees and Company Secretary to ensure there are measures in 

place to manage conflicts of interest; that trustees understand and comply with their statutory 

duties; and that the register of interests is maintained.   

 making disclosures within the annual accounts, to show that transactions have been conducted 

in accordance with the high standards of accountability and transparency required within the 

public sector. 

 maintaining a file of evidence attached to each related party transaction including the decision-

making process and procurement evidence demonstrating fair and transparent process.  

 

20. Fraud 

253. The trust does not tolerate fraud.  Where instances of fraud are found the Director of Finance will 

notify the Audit, Finance and Resources Committee and ESFA (subject to the ESFA’s reporting 

rules). 

254. Refer also to: https://www.tedwraggtrust.co.uk/wp-content/uploads/2016/10/Anti-Fraud-policy-

March-2017.pdf 

https://www.tedwraggtrust.co.uk/wp-content/uploads/2016/10/Anti-Fraud-policy-March-2017.pdf
https://www.tedwraggtrust.co.uk/wp-content/uploads/2016/10/Anti-Fraud-policy-March-2017.pdf
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21. Whistleblowing 

255. The Trust has procedures for whistleblowing, to protect staff who report individuals they believe 

are doing something wrong or illegal.  The current policy can be found at 

https://www.tedwraggtrust.co.uk/policies/ as approved by Trustees. 

256. Concerns may be raised with the headteacher of your school, a member of the Trust Executive 

Leadership Team (Director of Education and Performance, Director of Finance, Director of 

Operations and Company Secretary) or the Accounting Officer.  The Trust has also appointed the 

Chair of Audit and Resources as a nominated trustee, to whom staff may report concerns. 

257. All staff must be made aware of the whistleblowing process as part of their induction, including: 

 how concerns will be managed. 

 the protections in place. 

 to whom they must report a concern. 

 

258.  The Trust must ensure all concerns raised with them are responded to promptly and fairly.   

22. Leasing 

259. There are 2 different types of lease – operating leases and finance leases – but schools should 

generally only enter into operating leases, as the use of finance leases require the Secretary of 

State's approval and effectively not allowed under the Academies Financial Handbook. 

260. Understanding the main differences is essential: 

Operating lease Finance lease 

Operating lease agreements typically have a shorter duration 
than the working life of the equipment. Under an operating 
lease, the leasing company ("lessor") retains the risks and 
rewards of ownership, and it will also retain an investment in 
the equipment being leased, known as the Residual Value. 
You will not own the equipment at the end of the agreement. 

Finance lease agreements usually run for all, or a substantial 
proportion, of the equipment's estimated working life. Under 
a finance lease, the leasing company ("lessor") transfers all of 
the risks and rewards of ownership of the equipment to the 
customer ("lessee"). You will not own the equipment at the 
end of the agreement. Leases that do not meet the operating 
lease criteria will be finance leases 

 

261. The difference between a finance and operating lease depends on the substance of the 

transaction rather than the form of the contract. The table below may help: 

22.1. Questions to ask – Finance (prohibited) v Operating lease 

 Answer 
Yes 

Answer 
No 

Is the lease term for the major part of the economic life of the asset, even if title is not transferred? Finance 
lease 

Operating 
lease 

At the inception of the lease does the net present value of the minimum lease payments amount to Finance Operating 

https://www.tedwraggtrust.co.uk/policies/
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 Answer 
Yes 

Answer 
No 

at least substantially all of the fair value of the leased asset? lease lease 

If still unsure as to type of lease (a mix of yes and no answers to the section above), consider 
the next set of questions: 

Answer 
Yes 

Answer 
No 

If the lessee is entitled to cancel the lease, are the lessor's losses associated with the 
cancellation borne by the lessee? 

Finance 
lease 

Operating 
lease 

Does the lessee have the ability to continue to lease for a secondary period at a rent that is 
substantially lower than the market rent? 

Finance 
lease 

Operating 
lease 

 

262. When considering the choice between outright purchase and an operating lease, budget holders 

must always: 

 follow normal commissioning process including reviewing the resource need, specification and 

evaluation criteria. 

 review the benefits and risks attached to an operating lease arrangement, including:  

maintenance and servicing and in-built costs attached; vulnerability to supplier risk; the 

underlying finance company and whether they are members of the Finance and Leasing 

Association (FLA); minimum lease periods, upgrade arrangements and cost, notice and 

settlement terms, and arrangements at the end of the minimum lease period. 

 

263. All leasing agreements must be reviewed and signed by an Executive Leadership Team member 

and included on the Trust’s contract register. 

264. ESFA approval is required for the following: 

 taking up a leasehold or tenancy agreement from another party for a term of seven or more 

years. 

 granting a leasehold interest, including a tenancy agreement, of any duration, on land and 

buildings to another party. 

23. Pooling of GAG 

265. The Trust has the freedom to amalgamate a proportion of GAG funding for all its schools to form 

one central fund.  This fund can then be used to meet the normal running costs at any of the 

schools within the Trust in accordance with the guidelines that govern the use of GAG funding.  

266. The Trust retains an agreed percentage of each school’s total GAG funding allocation to meet the 

costs of the Trust operations and other costs/services that have been agreed will be funded 

centrally.   

24. VAT 

267. The Central Finance Team (Assistant Accountant) is responsible for submitting the monthly VAT 
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return and ensuring compliance with the HMRC rules for reclaiming correct levels of VAT. 

268. Reference should be made to the Trust’s Vat guide which details in full our VAT status, and the 

appropriate VAT treatments to apply.   

25. Fixed Assets 

269. The Trust must obtain prior approval from ESFA for the following transactions:  

 acquiring a freehold of land or buildings. 

 disposing of a freehold of land or buildings.  

 disposing of heritage assets, as defined in financial reporting standards, beyond any limits in 
the funding agreement for the disposal of assets generally. 
  

270. Other than land, buildings and heritage assets, trusts can dispose of other fixed asset without the 

ESFA’s approval subject to achieving the best price that can reasonably be obtained, and 

maintaining the principles of regularity, propriety and value for money.  

25.1. Acquisitions and disposals of assets 

271. Acquisitions and disposals may be of freehold, leasehold or other interests.   As well as restrictions 

on the individual titles of land and requirements imposed by land registration, there are also 

statutory restrictions imposed on disposing of, or making material changes to school land.  This 

may include a requirement to seek government approval. 

272. All proposals concerning land and property must go through the Director of Operations, who will 

advise on the necessary statutory requirements, seek the consents and obtain legal advice where 

needed. 

273. When FF&E assets are required to be disposed of, it is the responsibility of Schools to notify the 

Director of Finance, who should decide on the most appropriate method of disposal in the best 

interests of the Trust.  The disposed asset, date of sale, and any sale value should be recorded on 

the School Asset register at the point of disposal. 

274. All items for sale or destruction must be authorised for disposal by the Headteacher and, where 

significant, should be sold following due process: 

 taking reasonable steps to advertise the disposal. 

 inviting bids for the asset (sealed bids are preferable.) 

 negotiating with potential purchasers. 
Nb. That licensing and GDPR issues must be considered. 
 

275. Disposal of equipment to staff is not encouraged, as it may be more difficult to evidence the 

school obtained value for money in any sale or scrapping of equipment.  In addition, there are 

complications with the disposal of computer equipment, as the school would need to ensure 

licences for software programmes have been legally transferred to a new owner. 
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276. The Trust is expected to reinvest the proceeds from all asset sales for which capital grant was paid 

in other assets.   

25.2. Asset register 

277. All items purchased with a value over the academy’s capitalisation limit of £1,000 must be 

entered on the fixed asset register and inventry management system with the following details: 

 asset description. 

 date of acquisition. 

 asset cost.  

 source of funding (% of original cost funded from grant and % funded from other sources). 

 expected useful economic life.  

 depreciation. 

 current book value.  

 location. 
 
The inventory system must additionally include, the: 
 

 serial number/identifier. 

 name of member of staff responsible for the asset. 
 
278. The asset register helps: 

 ensure that staff take responsibility for the safe custody of assets. 

 enable independent checks on the safe custody of assets, as a deterrent against theft or 
misuse. 

 to manage the effective utilisation of assets and to plan for their replacement. 

 help the external auditors to draw conclusions on the annual accounts. 

 support insurance claims in the event of fire, theft, vandalism or other disasters. 
 

279. Examples of items to include on the asset register include: 

 ICT hardware and software (this list can be combined and used to identify 
software licences to ensure the school is complying with legislation). 

 Reprographic equipment – photocopiers, comb binders, laminators. 

 Office equipment – fax machines, shredders, switchboard. 

 Furniture. 

 AV equipment – TVs, video/DVD players, OHPs, cameras, speakers. 

 Cleaning equipment – vacuum cleaners, polishers. 

 Catering equipment – ovens, fridges, dishwashers, food processors.  

 Technology equipment – sewing machines, craft machinery. 

 Premises equipment – lawn mowers, power tools, generators . 

 Other equipment – musical instruments, PE equipment. 

 Minibuses. 
 
280. Responsibility for updating the asset register usually rests with the IT team and focal point leads / 

business support officers. 
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25.3. Depreciation 

281. The Trust has determined appropriate depreciation rates, based on the assessment of the useful 

economic life and expected realised value of assets acquired.    Current rates of depreciation are: 

Leasehold property 2% straight line 

Furniture and fittings 20% straight line 

Motor vehicles 25% straight line 

Computer equipment 33% straight line 

 

282. Consideration should be given during the budget cycle to the adequacy of provisions made for 

equipment replacement having regard to the asset portfolio. 

25.4. Security of assets 

283. All the items in the register should be permanently and visibly marked as the academy trust’s 

property. 

284. Equipment is, where possible, stored securely when not in use. 

285. An annual count is undertaken by the school business support officer (or delegate) who is 

different from the preparer of the asset register.  Where discrepancies between the physical 

count and the amount recorded in the register are found these are investigated promptly and, 

where significant, reported to the governing body.   

25.5. Disposals 

286. Disposals, where applicable, are in line with the Academies Financial Handbook. 

287. Items which are to be disposed of by sale or destruction must be authorised for disposal the 

Headteacher in liaison with the Director of Finance and, where significant, should be sold 

following competitive tender. The academy must seek the approval of the ESFA in writing if it 

proposes to dispose of an asset for which capital grant in excess of £20,000 was paid. 

25.6. Loan of Assets 

288. Items of Trust property must not be removed from academy premises without the authority of 

the Headteacher.  A record of the loan must be recorded in a loan book and booked back into the 

school when it is returned. 

289. If assets are on loan for extended periods or to a single member of staff on a regular basis the 

situation may give rise to a ‘benefit-in-kind’ for taxation purposes.  Loans should therefore be 

kept under review and any potential benefits discussed with the academy’s auditors.  
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Signed     

 
 
(Chair of Trust) 
 
 
Date:  25.09.19 
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Summary of thresholds and authorities 
 

Authorised Signatories 

The central finance team maintain a list of authorised signatories to include: 

 Payroll: Authorities in relation to starters, leavers, changes; ability to sign 
claims and request manual payments. 

 Budgetholder authorities. 

 Invoice / Goods receipt certification. 

 Bank authorities. 
 
For the avoidance of doubt, the Chief Accountant has equivalent authority to the 
Director of Finance under this policy. 
 

Virement (including the use of unspent reserves)  

Value Delegated Authority Approval Reporting 

Revenue:  up to 
£20,000 (net of 
income / notional 
income for SEN 
students) 
 
 
Capital (up to 
£20,000) 

Director of Finance & 
Headteacher (or ELT) 
 
 
 
 
 
Director of Finance & 
Director of 
Operations in 
consultation with the 
HT and ELT 
 

Subject to consideration 
(one-time versus recurrent 
need), medium-term and 
corporate sustainability, link 
to development plan 
objectives. 
 
ELT - subject to overall 
contingency within the Asset 
Management Plan 

Reported through 
routine management 
reporting. 
 
 
 
 
Reported to AFR. 

£20,001 - £50,000 As above plus the 
Chief Executive 
Officer 
 

As above Reported to the AFR 
committee. 

Over £50,000 Trust Board Member 
(Chair, Vice Chair, 
Chair of AFR), Chief 
Executive and 
Director of Finance 

Trust Board Member (Chair, 
Vice Chair, Chair of AFR), 
Chief Executive and Director 
of Finance 

Reported to the AFR 
committee and Board. 

 

Procurement Thresholds 

Thresholds must be applied based on the ‘estimated value’ of procurement across the Trust (net of 

VAT), and not on the activity of a single school.   

Estimating the value of the procurement 
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There are various rules that apply when calculating the expected value of a contract: 

1. The calculation of the estimated value of a procurement is based on the total 
amount payable including any Contract extension options.  Account shall be made of 
the total estimated value for the Trust and not just for an individual school. 

2. The procurement shall not be sub divided, nor should the choice of the method used 
to calculate the estimated value be made with the intention of avoiding the 
application of this policy, nor shall it be sub divided. Where a procurement is 
proposed to be awarded in the form of lots, account shall be taken of the total 
estimated value of all the lots. 

3. The estimated value of the Procurement for goods and services is calculated by 
taking: 

- The value of the total amount payable for the full term of the Contract, 
including extensions if the contract term is for 48 months or less; or 

- The value of the total amount payable for each month multiplied by 48 if the 
term of the Contract, including extensions, is for more than 48 months, or over 
an indefinite period. 
 

 Or, where there is 

- A requirement over a period of time for goods, or services that are for the 
same type or have similar characteristics and for that purpose a series or 
Contracts are entered into, or a Contract with renewable terms is being used, 
the value shall be calculated by taking the spend from the previous 12 months, 
taking into account any expected changes in the next 12 months. 

 
Value Comment 

Below £1k (routine purchasing) Subject to consideration (one-time versus recurrent 
need), medium-term sustainability, link to development 
plan objectives. 
 

£1,000 to £9,999 Headteacher, member of the Executive Team or 
authorised deputies to arrange directly.  Two (preferably 
three) quotations (email/written) should be obtained and 
documentation held on file. 
 

£10,000 - £49,999 Offer the opportunity to at least three suppliers via formal 
written quotations.  Documentation must be held on file.  
Such expenditure to be reported to the Executive Team.  
A formal contract must be in place before 
commencement and signed by a member of the Executive 
Team. 
 

Over £50,000 All expenditure over this value requires the approval of 
the Trust’s AFR committee.  In matters of extreme 
urgency where delay would not be in the best interests 
of the Trust, the Chair of the Trust or AFR can take 
chair’s action with ratification at the next meeting.   
 
Three competitive tenders required against full 
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specification and usually price / quality evaluation unless 
this is unnecessary.  All procurement activity must be 
conducted with the advice and support of the central 
procurement team.   Expenditure to be authorised by the 
Trust Audit, Finance and Resources Committee.   A formal 
contract must be in place before supply commences and 
signed by the Executive Team. 
 

EU Threshold and above Advertised invitation to tender.  Procurement process to 
be run in accordance with the Public Contract Regulations 
2015 and conducted by the central procurement team.  
Documentation must be held on file.  Expenditure 
authorised by the Trust Audit, Finance and Resources 
Committee.  A formal contract must be in place before 
supply commences and signed by the Executive Team. 
 

 

Nb. That different thresholds apply for orders relating to buildings (hard facilities management) for PFI schools, 

which are procured via the FM contractor.  In these circumstances, the thresholds stated within the competitive 

tendering regulations apply. 

Other authorities 

Delegated Duty Value Delegated Authority 

Signatories for 
cheques, BACS, 
payment 
authorisations and 
other bank 
transfers 

No limit, but subject 
to dual signatory 

Two from: 
- Director of Finance 
- Finance Manager (Exeter and/or Plymouth) 
- Director of Operations 
- Company Secretary 
- Clerk to the Trustees 
- HR Manager 
 

Signatures to 
contracts 
exceeding the 
£10,000 
procurement 
threshold 
 

£10,000+ 
 

- Director of Operations 
- Director of Finance 
- Chief Executive Officer 
 

Write-off of bad 
debts 

. 
 

 Up to £250 – Headteacher and Director of 
Finance 

 £251 to £500 – Headteacher, Accounting Officer 
and Director of Finance 

 Over £500 – Audit, Finance and Resources 
committee 

 

Schedule of Delegated authorities per the Trust’s Scheme of Delegation 

 



55 
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Schedule of authorities under the Academies Financial Handbook 

The current freedoms and delegations within the Academies Financial Handbook are as follows: 

 

 

Schedule of abbreviations 

AAD Academies Accounting Direction (incorporation legal and 
mandatory reporting standards for academies) 

AFH Academies Financial Handbook 

AFR Audit, Finance and Resources Committee 

AIP Academy Improvement Plan 

AMP Asset Management Plan 

AWPU Age-weighted pupil unit 

BFR Budget Forecast Return (submission to the ESFA) 

BFRO Budget Forecast Revenue Outturn (submission to the ESFA) 

CEO Chief Executive Officer 

CFR Consistent financial reporting 

CIPFA Chartered Institute of Public Finance and Accountancy 

CIS Construction Industry Scheme 

CPD Continuing Professional Development 

CRB Criminals record bureau 
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DBS Disclosure and barring service 

DFC Devolved Formula Capital 

Dfe Department for Education 

DOF Director of Finance 

DPA Data Protection Act 

DPO Data Protection Officer 

DSG Dedicated Schools Grant 

EAL English as an additional Language 

EHCP Education, Health and Care Plans 

ELG Executive Leadership Group (CEO and Headteachers) 

ELT Executive Leadership Team (CEO, DOF, Director of Operations, 
Director of Education and Performance and Company Secretary) 

ESFA Education and Skills Funding Agency 

EY Early Years 

FOI (A) Freedom of Information (Freedom of Information Act) 

FSM Free School MEals 

FTE Full Time Equivalent 

GAG General Aggregate Grant 

GDPR General Data Protection Regulations 

HoD Heads of Departments 

H&S Health and Safety 

HLTA Higher Level Teaching Assistant 

HMRC Her Majesty Revenue and Customers, incorporating Inland Rev. 

HR Human Resources 

HT Headteacher 

ICO Information Commissioner’s Office 

ICT Information and Communication Technology 

INSET In-Service Education and Training 

ISBL Institute of School Business Leadership 

IT Information Technology 

ITT Initial Teacher Training 

JNC Joint National Committee or Joint Negotiating Committee 

KPI Key Performance Indicator 

LA Local Authority 

LAC Looked After Children 

LGA Local Government Association 

LGB Local Governing Body 

LGPS Local Government Pension Scheme 

MAT Multi-Academy Trust 

MFG Minimum Funding Guarantee 

MIS Management Information System 

MPR (S) Main Pay Range or Main Pay Scale (M1 – M6) 

NEET Not in Education, Employment or Training 

NFF National Funding Formula 

NGA National Governance Association 

NOR Number on Roll 

NQT Newly Qualified Teacher 

NVQ National Vocational Qualification 

OJEU Official Journal of the European Union 

OFSTED Office for Standards in Education 
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PAN Pupil Admission Number 

PEP Personal Education Plan 

PFI Private Finance Initiative 

PPA Planning, Preparation and Assessment 

PRU Pupil Referral Unit 

PTA Parent Teachers Association 

PTR Pupil Teacher Ratio 

QT Qualified Teacher 

QTS Qualified Teacher Status 

RPT Related Party Transaction 

RSC Regional Schools Commissioner 

SBM School Business Manager 

SCITT School Centred Initial Teacher Training 

SCP Spinal Column Point, point on salary range 

SDP School Development Plan (essentially the same as SIP) 

SIP School Improvement Plan 

SEMH Social Emotional Mental Health 

SEN Special Educational Needs 

SENCO Special Educational Needs Coordinator 

SEND Special Educational Needs and Disabilities 

SIMS Schools Information Management System 

SIP School Improvement Partner 

SLA Service Level Agreement 

SLT School Leadership Team 

SOD Scheme of Delegation 

STPCD School Teachers’ Pay and Conditions Document 

STRB School Teachers Review Body 

TA Teaching Assistant 

TLR Teaching and Learning Responsibility 

TP Teachers’ Pensions 

TTA Teacher Training Agency 

UIFSM Universal Infant School Meals 

UPN Unique Pupil Number 

UPR (S) Upper pay Range or Upper Pay Scale 

VA Voluntary Aided 

VAT Value Added Tax 

VC Voluntary Controlled 

VfM Value for Money 

 


