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Consultation on this Policy 
 
Consultation was conducted with the following groups on the dates below.  All comments received 
were considered and changes incorporated.  Future versions will see changes made, outlined in the 
above section for quick reference. 
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1.  Guide to the use of this Document 
  
1.1 These regulations complement but does not replace the current version of the Academies 

Financial Handbook or Accounts Directions document. 
  
1.2 Effective management of schools’ financial resources relies on the proper and inter-dependant 

use of various documents listed below. 
  
1.3 To this extent, this document is to assist staff, Trustees and professional advisors on the correct 

pathway, process and systems in the Trust when managing and making decisions on school 
finances. 

  
1.3 Health and safety is integral to our asset management, the management of our human resources 

and organisational development and is included in all policies when and where appropriate. 
  
1.4 Documents to refer to are: 

 
a) EFA Academies Financial Handbooks 

i. This document will primarily be used by the Chief Operating Officer, Headteachers 
and Trustees 

b) EFA Accounts Directions 
i. This document will primarily be used by the Chief Operating Officer, Auditors and key 

Trustees 
  
2.  Authorisation Limits 
  
2.1 Below are the financial limits that South West Essex Community Education Trust should adhere 

to. This guide may be kept readily available as a quick reference for finance staff and decision 
makers 

  
2.2 The below limits are to be adhered to for all expenditure. The sums to be spent must be in the 

approved budget already or when additional funding is generated by the school. Virement 
approval must be obtained before spending commitment, if needed. 

  
2.3 Value of project** Approval level 

Up to £1,000 Site Manager (emergencies only) 

Up to £2,000 Finance Manager (William Edwards School only) 

Up to £5,000 Deputy Headteachers or Chief Operating Officer 

Up to £30,000 Headteachers 

Up to current OJEU 
limit* 

Finance & Audit Committee of the Trust Board 

Up to and over current 
OJEU limit* 

Full Trust Board 

 

  
2.4 *EU threshold as of 01/01/14 is £172514 revenue and £4322012 capital works 

**The above sums are total  expenditure on any project which may span up to 3 financial years.  
Projects are not to be broken into smaller sub-projects for the purposes of reducing the approval 
level required. 

  
2.5 Virement Limits Forms found in Appendix 8a & 8b 

Headteacher £30,000 

Finance & Audit Committee of the Trust 
Board 

Up to current OJEU Limits* 
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Full Trust Board Over current OJEU limits* 

All virements to be reported to Trustees, regardless of size. 
  
2.6 Writing off bad debts  

Headteacher Up to £1,000 

Finance & Audit Committee of the Trust 
Board 

Up to £5,000 

Full Trust Board Over £5,000 
 

  
2.7 Disposal of Assets, Surplus Stock, Stores  

Headteacher Up to £1,000 

Finance & Audit Committee of the Trust Board Up to £5,000 

Full Trust Board Over £5,000 
 

  
2.8 Mileage Allowances 
  
 a) Deneholm – 40.0 pence per mile, regardless of engine size 

b) Stifford Clays– 40.0 pence per mile, regardless of engine size  
c) William Edwards – 27.5 pence per mile, regardless of engine size 
 
Staff should seek financial advice should they wish to claim any tax relief up to the limits set by 
HMRC.  Finance staff in each school will provide details of all mileage claims in each tax period, 
upon request by a member of staff. 
 
In addition, in order to make a claim, the driver must ensure the vehicle has a valid MOT 
certificate and appropriate insurance.  Claims will not be paid if these documents are not 
achieved by the driver.  The Human Resources staff will keep a log of the drivers’ self-
certification.  Finance Officers, upon processing such claims will also now check for a valid MOT 
before payment. 

  
2.9 Staff are encouraged to seek the cheapest means of travel and put a business case to their 

headteacher when mode of travel is not personal car or train. 
  
2.10 Petty Cash 
  
 a) Any Petty Cash pot: £300 starting impress 

b) Maximum of £20 in any petty cash transaction, approved by the Finance 
Manager/Headteacher.  Receipts must be provided for all transactions.  This is important for 
internal control and audit but also where VAT is to be reclaimed. 

c) Schools may operate lower petty cash transaction limits.   
d) Petty cash is not for the reimbursement of travel expenses. 

  
3 Financial Management 
  
3.1 The Trust Board hereby recognise the need to formally lay down a policy for the overall 

management of the Trust budget and the day-to-day management of schools’ financial affairs 
  
3.2 The general conditions that follow are subject to annual review and consideration by the Finance 

& Audit Committee and ratified by the Full Trust Board, whom must formally minute both the 
review and any subsequent amendments each year. 

  
3.3 The Trust Board confirms that failure to observe these conditions is considered a serious matter 

and can involve disciplinary procedures being taken against the individuals concerned. 
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3.4 The Trust Board confirms that oversight of the Trust budget is delegated to the Finance & Audit 

Committee of the Board subject to exceptions contained in these regulations.   
  
3.5 The Trust Board confirms that day-to-day financial management of the schools is delegated to the 

Headteachers subject to exceptions contained in these regulations. 
  
3.6 Where the Headteacher wishes to permanently delegate certain financial matters or activities 

(other than those already listed in this document), then the level of that delegation shall be 
notified in writing to the individual(s) concerned, reported to the Trust Board in writing and 
incorporated in this Manual. 

  
3.7 Throughout these regulations, the same financial limits and restrictions will apply to both the 

delegated school budget and private/school funds, unless specifically identified and defined limits 
are set for individual funds. 

  
4 Financial Planning and Review – Budget Planning/Setting 
  
4.1 Trustees must approve a balanced budget and any significant changes to that budget, in year, 

which can draw upon unspent funds brought forward from previous years.  The board must 
minute their approval.   

  
4.2 The school’s overall budget plan will be prepared by the Headteacher in consultation with the 

colleagues, the Chief Operating Officer and the Leadership Group.  The budget will be prepared 
having regard to all known needs of the school including the School Improvement/ Development 
Plan and the Asset Management Plan.   

  
4.3 It is the responsibility of the Chief Operating Officer to ensure that all the required budgeting 

paperwork is submitted to the EFA in a timely fashion in accordance with the Academies Financial 
Handbook.  The budget process commences typically in May/June. 

  
4.4 Budget planning software must be used in preparation of budgets. 
  
4.5 Accurate and informative records will be kept of all information used in preparing the budget, 

including estimations of staffing requirements.  These will detail calculations of costs and all 
assumptions made and will be filed in a logical order in accordance with the requirements of the 
Financial Management and Governance Self Evaluation. 

  
4.6 The Headteacher will be responsible for ensuring that the school has a business plan in place for 

all financing activities.  The plan will clearly demonstrate the expected excess, or the acceptable 
level of deficit, the Finance and Audit Committee are prepared to accept for that school year. The 
business plan should be clearly derived from the School Development Plan. 

  
4.7 The Scheme of Delegation (Appendix 4) sets out the process and approval levels for budget 

setting. 
  
4.8 The school will return all budget forecasts and returns in a timely fashion within the deadlines set 

by the EFA and the Trust Board. 
  
4.9 A copy of the signed budget plan is to be placed in the minute file and a further copy retained by 

the Headteacher.   
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5 Financial Planning and Review – Budget Planning/Setting 
  
5.1 Budget monitoring software must be used in monitoring budgets. 
  
5.2 The Headteacher will submit to the Chief Operating Officer, as soon as possible after the end of 

the financial year, details of the out-turn statement showing expenditure and income against 
budgets for the previous financial year. The current year’s budget shall be reviewed in the light of 
the prior year out-turn. 

  
5.3 The Headteacher will be responsible for monitoring actual against expected expenditure and 

income within each budget line at least termly.  He/she will be assisted by the Chief Operating 
Officer. Urgent budget problems will entail informing the Chair of the Trust Finance & Audit 
Committee immediately.  

  
5.4 The Headteacher will submit the appropriate system produced monitoring reports to the Trust 

Finance & Audit Committee together with a written explanation of significant variances and a 
projection of expenditure and income to year end.  

  
5.5 If monitoring reports are given in a non-system based format (e.g. excel spreadsheets) then they 

will be backed up with a system generated report showing a clear reconciliation between them, 
giving the Committee members clear assurance that the information being reported is a true 
reflection of that held by the accounting system. 

  
5.6 The Headteacher will be responsible for ensuring that all financial transactions are recorded on 

the financial system in a manner that facilitates the accurate reporting. 
   
5.7 Finance staff will submit reports (normally monthly unless requested differently) as prescribed by 

the Chief Operating Officer, on time and in the format requested. 
  
6 Terms of Reference of the Finance & Audit Committee 

  
6.1 Please see Appendix 1 
  
7 Internal Control (Responsible Officer) 
  
7.1 The Trust Board has chosen to appoint a Responsible Officer and this appointment is recorded in 

the minutes of the Finance & Audit Committee and the EFA informed if necessary.  
  
7.2 The Trust Board will need to consider how it monitors and checks the operation of the financial 

management arrangements that have been established and are operated by Trust staff.  
  
7.3 The main duties of the RO are to provide the Finance & Audit Committee with on-going assurance 

that: 
  
 a) The financial responsibilities of the Trust are being properly discharged; 

b) Resources are being managed in an efficient, economical and effective manner; 
c) Sound systems of internal financial control are being maintained; and 
d) Financial considerations are fully taken into account in reaching decisions. 
e) The programme of checks to be performed should be agreed with the Finance & Audit 

Committee of the Trust Board. 
f) After each checking session the RO should provide the Trust Finance & Audit Committee with 

a written report.  
g) The RO may be asked to attend meetings with Headteachers to advise in a similar capacity. 
h) The RO should not be a member of the Trust Finance & Audit Committee, as he or she may 
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find it necessary to criticise the workings of that Committee. Instead, the RO should report to 
the Finance & Audit Committee in an advisory capacity and attend each meeting.  

  
7.4 The RO can be a Trustee or a Trustee (but not the chairman of the Trust Board, CEO or CFO), or an 

appropriately qualified and experienced individual not on the Trust staff, with the necessary 
financial interest and skills to be able to perform the role competently.  

  
7.5 A recognised professional qualification is not necessary.  However, the person selected must be 

able to show that the responsibilities being undertaken are fully understood and the importance 
of the role is fully recognised. The RO should have sufficient understanding to recognise any 
irregularities which may arise and sufficient authority to ensure they are addressed. 

  
7.6 The Trust Finance & Audit Committee should consider carefully who would make the most 

appropriate RO and if they are unable to appoint an RO who complies with the above guidelines 
they should discuss the appointment with the EFA.  Alternatively, the Trust Finance & Audit 
Committee can engage a firm of auditors to aid the RO in this function. 

  
7.7 The RO function could be carried out by an individual or body associated with a Trustee – for 

example a business Trustee may arrange for his/her company’s internal auditors to carry out the 
reviews and provide him/her (on behalf of the Trustees) with reports.  However, this must be 
disclosed in the normal way. 

  
7.8 The RO will need to be sufficiently familiar with the finances of the Trust and schools to be able to 

provide the Trust Finance & Audit Committee, and hence indirectly the EFA, with the required 
assurance. The RO is not expected to do any detailed accountancy work, but will be required to 
check some transactions to ensure that the correct procedures have been followed.  

  
7.9 Each school in the Trust may nominate persons to undertake the RO role, and if more than one 

person is appointed across the Trust, a rota system will be introduced and applied to support 
each other and to internally audit all schools.  The Finance & Audit Committee will guide this 
process. 

  
7.10 The general areas for review should cover the following: 

a) Review that bank reconciliations have been carried out each month, including a review of 
validity of reconciling items; 

b) Review of the monthly payroll to ensure that any changes have been appropriately  
authorised; 

c) Check of a sample of orders to delivery notes and invoices to ensure that the documentation 
is complete and has been appropriately checked and authorised; 

d) Check of a sample of payments back to invoices, orders and delivery notes to confirm they 
are bona fide purchases; 

e) Review of a sample of expense claims to ensure there is appropriate documentation to 
support the claim and that the claim is appropriately authorised; 

f) Review income and backing papers to ensure funds are allocated correctly 
g) Review the returns to the EFA to ensure the information supplied is consistent with the 

underlying accounting records and internal management reports; 
h) Carry out spot checks of petty cash balances and supporting vouchers and review all major 

contracts and ensure formal tendering procedures exist and are being adhered to. 
  
8 Other Internal Control 
  
8.1 The objectives of internal control are to give management confidence that as far as reasonably 

possible; the accounting records are complete, genuine and achieve best value. 
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8.2 Finance staff are responsible for carrying out the monthly bank statement reconciliations for all 
accounts ideally one week of receipt and always within three weeks. All discrepancies are to be 
reported to the Chief Operating Officer and the bank and investigated immediately. 

  
8.3 The Chief Operating Officer will be responsible for periodically checking (at least once per term) 

and signing to confirm the checks have been made for both the GAG funds and the other funds 
on the following:- 

  
 a) bank account reconciliations & system reconciliation. 

b) VAT returns to the Trust 
c) petty cash reconciliations. 
d) the appropriateness of payment arrangements in the context of maximising cash flow. 
e) the use and authorisation arrangements of Direct Debits/Credits. 
f) staff salary payments are correct and match commitments 
g) BACS payment runs and checks 

 
Headteachers are responsible for regularly checking and signing to confirm that checks have been 
made on payments to monitor that:- 
 
h) transactions have been properly authorised 
i) no payments have been made which could be classified as fee payments to individuals 
j) where appropriate, the requirements of the Construction Industry Taxation Scheme have 

been complied with. 
 

9 Internal Control (Segregation of Duties) 
  
9.1 It is the responsibility of the Headteacher to ensure that financial duties are properly segregated 

between individuals.  Functions to be separated between staff will include: 
  
 a) Execution – the placing of an order, receipt of goods and services or charging and receipt of a 

fee.  (Budget Holder only) 
b) Checking & Authorisation – the authorisation of a transaction such as an internal purchase 

order request (Approved authoriser subject to limits) 
c) Payment – the completion of BACS or batching procedures (Any two of the approved 

signatories) 
d) Recording – the completion of the accounting records (Finance Manager) 
 

9.2 Post transaction management checking– reviewing previous transactions to identify errors or 
intentional manipulation (Chief Operating Officer & Responsible Officer) 

  
  
10 Income 
  
10.1 The school may retain all income from fund-raising activities unless the fundraising is on behalf of 

or for a charity and then all funds must be sent to the charity within the financial year.  This does 
not apply where other organisations are leading the fundraising drive and cash monies 
elsewhere. 

  
10.2 It is the responsibility of the event organiser to control income prior to the monies being handed 

to the Finance Assistant.  Monies are collected by event organisers and then passed to the 
Finance Assistant.  A paying-in slip is completed by the event organiser. 

  
10.3 The Finance Assistant issues a receipt to the event organiser.  Cash is banked by the Business 

Administrator. 
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10.4 When planning any excursion or school visit, the consent of the Headteacher and Chair of 

Trustees (for overseas visits or residential visits) must be obtained before any commitment is 
made to pupils, parents or third parties.   

  
10.5 All monies received for excursions (in respect of William Edwards) are to be paid via Wisepay.  

Receipts are electronically emailed.  Other schools will operate through cash and cheques. 
  
10.6 All expenditure in connection with visits is subject to the same procedures as other expenditure. 
  
10.7 At the conclusion of each visit the Finance team prepares a final income and expenditure account 

for each trip leader and a copy is sent to the Headteacher. 
  
  
11 Purchasing and Payment Procedures 

 
11.1 Purchasing Procedures 

 
11.1.1 Budget-holders will be responsible (on FMS) for making the first request for the purchase of items 

or services from their own budgets.  Where holding of budgets are not delegated to other staff 
members, the headteacher will act as the budget holder.  

  
11.1.2 Internal orders are to be authorised and submitted by the appropriate person within the 

authorisation limits or submitted by finance staff where authorisation is not permitted.  
  
11.1.3 Paper copies of approved official orders will be kept in numerical sequence in a file in the finance 

office with backing papers where necessary/applicable. 
  
11.1.4 All goods received are delivered to the reception where practicable.  Admin/Finance staff carry 

out a brief inspection prior to signing for delivery as a prima facie check that the delivery is 
complete and to identify where goods are to be distributed to.  In addition: 

  
 a) If goods received are part of a larger order, the finance office maintains a record explaining 

how much of the larger order has been fulfilled.   
b) Any shortages or defective items in the goods supplied are clearly indicated on the delivery 

note member of staff.  The Finance Manager is responsible for ensuring the delivery is 
rectified.   

  
11.1.5 The budget holder/initiator of the purchase order request is responsible for checking the full and 

safe receipt of the goods or services, normally by signing the delivery note.  Where a supplier’s 
printed delivery note is not available, then the budget holder/initiator will complete and sign a 
copy of the invoice. 

  
11.1.6 All delivery notes or invoices, where applicable and available, are returned, signed by the initiator 

of the order, to the finance office within two days of the receipt of goods and/or services.  
  
11.1.7 The invoice is then date stamped and passed to the budget holder/headteacher for approval.  The 

budget holder/headteacher checks the invoice against the original order and the delivery note 
(where applicable) and evidences this check by signing the invoice.   

  
11.1.8 Receipt in the finance office of a signed delivery note or invoice is confirmation that any 

subsequent, or the, matching invoice can be paid.  
  
11.1.9 The invoice must be signed by up to three persons (initiator, budget holder/Headteacher and 
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person in line with the authorisation limits).   
  
11.1.10 If the budget holder is also the initiator, the invoice must be signed by the appropriate person 

within the authorisation limits, which limits the number of signatures required on an invoice to 
two. 

  
11.1.11 Invoices received without prior system commitment and authorisation, must be authorised if 

agreed and by the appropriate person, in line with the authorisation limits.  This practice is not 
desirable and must be limited.  For audit purposes, these invoices must be marked with a clear 
explanation why the official order system was not followed. 

  
11.2 Payment Procedures 
  
11.2.1 Where goods received were short or defective in some respect, and this still has not been 

rectified, this is clearly noted on the invoice so that payment is not made until either a credit note 
is received or the delivery is put right.  

  
11.2.2 Finance staff review the purchase ledger on a regular basis and select invoices for payment.  It is 

the policy of the Trust to pay all invoices by the due date and also to take advantage of any 
discounts available for early settlement where this is to a school’s advantage.  Payments in 
advance of receipt of goods or services are only made where it is a condition of the supplier and 
the Headteacher is satisfied that there is no alternative. 

  
11.2.3 Payment is made when the following checks have been made by the finance staff: 
  
 a) goods or services have been received and checked to the order; 

b) expenditure has been properly incurred and payment has not already been made; 
c) prices agree with quotations, tenders, contracts or catalogue prices and calculations are 

correct; 
d) VAT has been properly accounted for; 
e) the invoice has been correctly coded; and 
f) discounts have been taken where applicable. 
 

11.2.4 Once the BACS file has been created by finance staff on the finance system, a BACS Run Report is 
printed off and requires approving by either the Headteacher, or his/her deputy or the Chief 
Operating Officer. 

  
11.2.5 All BACS payments are electronically authorised by any two of the signatories and the subsequent 

procedures are followed: 
 

 a) The BACS signatory must not approve payment relating to goods or services for which he/she 
has also authorised the expenditure at the point of the formal purchase order; 

b) Invoices are marked as paid by BACS along with a BACS pay date; 
c) All documentation is filed by a finance staff member, by supplier; 
d) No payment will be made on a photocopied invoice unless exhaustive checks have been 

made to confirm that payment has not previously been made.  Confirmation that such checks 
have been made is recorded by the Finance Manager writing on the invoice – Copy not 
previously passed for payment and signing; and 

e) In no circumstances is payment made against statements. 
  
  
12 Capital items 
  
12.1 Expenditure for building improvements and maintenance, where identified as priorities in the 
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school’s plans for management and strategic development of its facilities, are permitted under 
the limits sets out in the Authorisation Limits section. 

  
 

13 Use of the Internet for Ordering and Payment 
 

13.1 At all times, the same rigour of internal control must be placed on internet purchases as is 
normally applied to standard procurement with regard to segregation of duties, authorisation 
controls and independent management checking. 

  
13.2 The Finance Manager will be authorised to place online purchases, or the Finance Assistant as 

allowed under these regulations. 
  
13.3 It is the responsibility of the budget holder to have due regard for ensuring the internet is the 

most appropriate means for procurement.  The Finance Manager will first check to see if the 
supplier can receive purchase orders not on the internet and treated as a normal purchase. 

  
13.4 Online and charge card requests should be made to Finance from the budget holder in the normal 

manner.   Only those authorised to use the charge card are able to make these purchases, these 
must be logged on the finance system as a cash book journal. 

  
13.5 Where suppliers can only trade online, they the supplier must be added to FMS with the address 

line citing ONLINE only and a VAT address to be added at that point.  It is the responsibility of the 
Finance Manager to complete this.  The approved official order number should be quoted on the 
internet order as a cross reference (where required). 

  
13.6 The internet order must be raised in the name of the school with the schools address, not to an 

individual – internally a paper order is raised, authorised and filed with supporting paperwork. 
  
13.7 The preferred method of payment for internet purchases will be the request of an invoice from 

the supplier, which can be paid via the schools normal payment route. 
  
13.8 If the supplier is unable to supply an invoice in advance, the Finance Manager will be authorised 

to use the schools charge card to make payment (the same rules for card apply.) 
  
13.9 Payment by an individual’s personal credit card should only be considered when the above 

options have been exhaustively attempted and failed. The correct authorisation procedure for 
purchases should still be adhered to, and the school retains the right to refuse to reimburse the 
individual if the proper controls/authorisations are not followed. Reimbursement to individuals 
should be made in the normal manner upon production of an original invoice/receipt. 

  
13.10 Supplier invoices, delivery notes and all relevant documentation should be obtained for all 

internet purchases and retained within the normal filing system.  This is especially important if 
the school is to attempt the recovery of VAT. 

  
13.11 All purchases should only be made from secure websites that the Finance Manager has gained 

reassurance is safe and is free from fraudulent activity. 
  
  
14 Procurement and Tendering Procedures 
  
14.1 The minimum required numbers of tenders or quotations from appropriate suppliers/contractors 

for a given estimated value of contract are:  
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 a) Up to £5000: Either no comparative quotes if an approved supplier or two of: quotations, 
price lists, catalogue prices or website prices (screen shot of website to be retained); 

b) Above £5,000 and up to £30,000, three written quotations; 
c) Above £30,000: three formal quotations to be submitted in writing by a specified date and 

time and based on a written specification and evaluation criteria;  
d) Over EU thresholds, three tenders; 
e) The values are for single items or groups of items, which must not be disaggregated 

artificially; 
f) For tenders expected to exceed EU thresholds, advertisements must also be placed in OJEU 

(the Official Journal of the European Union) and must follow EU procurement requirements 
with particular regard to be given to the timescale for such tenders.   

g) Should despite every effort, an Academy fail to receive at least three quotes (where 
applicable), the academy should make representations to the Trust Finance & Audit 
Committee who may permit a selection based on less than three quotes if assured of value 
for money.   
 

14.2 Procedures: 
  
14.2.1 All purchases with a value greater than £30,000 must be put out to formal tender.  The following 

procedures must be followed in such circumstances: 
  
 a) A specification will be prepared, agreed by the chair of the relevant committee and 

Headteacher and sent to at least three suppliers. 
b) Where appropriate, the suppliers invited to tender should be drawn from an approved list if 

possible and national frameworks.  Otherwise, invitations to submit tenders will be 
advertised in local newspapers and trade journals if appropriate. 

  
14.2.2 The invitations to tender will include: 
  
 a) an introduction/background to the project; 

b) the scope and objectives of the project; 
c) any technical requirements; 
d) implementation details for the project; 
e) the terms and conditions of the tender; and 
f) the form and date of response to the academy, or in the case of building works, to the 

architect or quantity surveyor. 
 

14.2.3 All replies, if to the school, should be emailed to the Headteacher marked ‘Tender’ to reach 
him/her by a specified date.   

  
14.2.4 All tenders will be opened at the same time and details of the contractor, quotation and any 

other details recorded at the time of opening. 
  
14.2.5 No contractor will be allowed to amend the tender after the time fixed for receipt, until which 

time the relevant committee agrees that tenders can be resubmitted.  However, if genuine and 
obvious errors are found in tenders, contractors will be allowed to withdraw, confirm or amend 
the tender as appropriate. 

  
14.2.6 The Headteacher will open a separate correspondence file for each tender which will contain 

copies of all correspondence or other relevant information. 
  
14.2.7 For purchases up to £30,000, provided the expenditure is included in the budget, the decision as 

to which tender to accept will be taken in accordance with the Authorisation Limits. 
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14.2.8 For all purchases exceeding £50,000 all decisions must be taken in accordance with the 
Authorisation Limits. 

  
14.2.9 Where expenditure is not included in the budget or anticipated expenditure exceeds the budget 

allocation, the decision as to which tender to accept will be taken by the Trust Finance & Audit 
Committee or the Board, in line with their terms of reference. 

  
14.2.10 The reasons for accepting a particular tender must be documented, especially if it is decided to 

accept other than the lowest tender.  All decisions must be reported to the Finance and Audit 
Committee. 

  
14.3 Acceptance of Tender: 
  
14.3.1 The following points will be considered when deciding which tender to accept: 
  
 a) The overall price and the individual items or services which make up that price. 

b) Whether there are any ‘hidden ‘costs; that is additional costs which the academy will have to 
incur to obtain a satisfactory product. 

c) Whether there is scope for negotiation, while being fair to all tenderers.  Will the supplier 
support the school in other ways, i.e. provide free goods or services. 

d) The qualifications and experience of the supplier, including membership of professional 
associations. 

e) Compliance with the technical requirements laid down by the school. 
f) Whether it is possible to obtain certificates of quantity. 
g) The supplier’s own quality control procedure; pre sales demonstrations, after sales service 

and, for building works, a six month defects period and insurance guarantees. 
h) The financial status of the supplier. 
i) References from other establishments. 
j) Understanding & compliance with Health & Safety, CDM regulations and Child Protection 

issues related to working on a school site. 
 

14.3.2 In the case of building works, where the tendering process is being carried out by the architect or 
quantity surveyor, they will be responsible for checking the documents of the lowest tender 
before making a recommendation to the School. 

  
14.3.3 Once a tender is accepted an order should be issued immediately to the supplier in the normal 

way.  No work should start until an order is placed.   
  
14.3.4 Any contracts awarded will include a paragraph to the effect that any contractor will be 

prohibited from transferring or assigning directly or indirectly, to any other person or contractor, 
any portion of the contract without the written permission of the Trust Board. 

  
14.3.5 All ongoing contracts will be reviewed and renegotiated at regular intervals. 
  
14.3.6 Trustees, Trustees and school staff should declare their personal interests whether pecuniary or 

non-pecuniary in any proposal to call for tenders for supply of goods, materials or services or in 
the decision making process to accept any such tender. 

  
  
15 Payroll and Personnel Procedures 
  
15.1 No school staff can authorise alterations concerning their own contractual and pay conditions.  

Authorisations must be made by the Headteacher or the Chair of Trustees. 
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15.2 All monthly payroll data is to be reconciled by the HR Manager to agree Salary, National 
Insurance, Superannuation and any other deductions/payments. 

  
15.3 All payments made each month to the Payroll Service Provider, together with notification of 

payments made to outside agencies are to be debited against the relevant budgets and credited 
to the Payroll Control Account.  After the appropriate BACs transfers, and the corresponding 
entries in the Payroll Control and Bank Accounts are made, the balance in the Payroll Control 
Account must be NIL. It is the responsibility of the Finance Manager to ensure this is done. 

  
15.4 Each month the Finance Manager will agree and reconcile back to the bank statement all 

payments for salaries, BACS, and other salary related payments. 
  
15.5 Each month, a sample check will be made by the HR Manager from the personnel records 

maintained by the School to the payments actually made by the Payroll Service Provider.  
Evidence of checks to be provided to the Responsible Officer. 

  
15.6 Over the course of a year, every member of staff would have had his/her salary payment checked 

against personnel records at least once. It is the responsibility of the Headteacher to ensure this is 
done. This should also form part of the checking carried out by the Responsible Officer. 

  
15.7 Copies of all individual notifications to the Payroll Service Provider will be filed in the personal file 

of the staff member concerned. 
  
15.8 Any contract for the services of a Payroll Service Provider will be reviewed regularly to ensure 

that the school is getting value for money and that the payroll provider is giving adequate service. 
15.9 The Headteacher will carry out monthly management checks to ensure that all the internal 

control mechanisms shown above are in place and are being adhered to, and to ensure the 
accuracy of all payroll working papers. 

  
  
16 Staff Appointments and Supply Staff 
  
16.1 The Scheme of Delegation, agreed by the Trust Board, sets out the process for appointing staff. 
  
16.2 All relevant forms and paperwork with regard to the appointment or amendment of staff should 

be sourced from the schools Human Resources provider. 
  
16.3 All new appointments are to be notified to the Payroll Service provider by a school’s HR officer. 
  
16.4 Amendments to an employee’s terms of employment are to be notified to the Payroll Service 

provider by the school’s HR officer. 
  
16.5 Terminations of employment are to be notified to the Payroll Service provider by the school’s HR 

officer. 
  
16.6 With regard to staff overtime etc, claims are completed at the end of each month and paid within 

the following month’s salary payment.  Overtime claims authorised by the Headteacher.  
Overtime claims and expense claims are not returned to the claimant after authorisation but 
passed direct to the HR office. The Headteacher is authorised to incur expenditure to the limits 
agreed and if within the annual budget.   

  
16.7 It is the responsibility of the individual member of staff to notify their line manager of the hours 

worked in the particular payment period.  If in agreement, the line manager will then validate (or 
not) the claim and forward it to the Headteacher for authorisation. If a dispute arises over hours 



 

16 
 

claimed, the Headteacher will be informed immediately and contact will be made with the 
schools Human Resources advisor if appropriate. 

  
16.8 It is the responsibility of the school’s HR officer to ensure that systems are in place to record all 

staff contract details and that they are regularly updated to take account of new appointments, 
amendments and terminations of employment.  This will ensure that all information on the 
system is correct and will avoid distortion of financial information. 

  
16.9 Any payroll transactions relating to the Headteacher will be authorised only by the Chief 

Executive Officer or Chair of the Trustees. 
  
16.9 All staff severance payments and compensation payments must comply with the current version 

of the Academies Financial Handbook. 
  
 Supply Staff  
  
16.10 All supply staff will be appointed by the Headteacher or his/her designate. 
  
16.11 At the same time, the appropriate commitment for the estimated costs incurred will be entered 

on to the school finance system. It is the responsibility of the Headteacher or his/her designate to 
ensure this is done. 

  
  
17 Mileage Allowances and Subsistence Claims  
  
17.1 Schools will reimburse mileage expenses to individuals for business journeys at a rate set out in 

Authorisation Limits section.   
  
17.2 The claimant is entitled to be notified of this rate in advance of commencing their journey.  
  
17.3 The Headteachers have delegated authority to pay more than this in exceptionable circumstances 

although this must be disclosed to the Chief Operating Officer and Trust Finance and Audit 
Committee.  The claimant must have suitable insurance in place, and provide a copy of the 
insurance certificate every year, to cover both the vehicle and passengers and confirms the 
insurance includes business use.  Evidence of cover will be held by the HR officer. 

  
17.4 Staff are encouraged to seek the cheapest means of travel and put a business case to the 

Headteacher when mode of travel is not personal car or train. 
  
17.5 All expense claims are to be authorised in accordance with the Authorisation limits and approved 

by the budget holder/headteacher. 
  
17.6 The Chair of Trustees or must sign any claims relating to the Headteacher. 
  
17.7 It is the Chief Operating Officer’s responsibility to ensure that appropriate dispensation has been 

obtained from HM Revenue & Customs, in relation to the reimbursement of fares, mileage and 
work related expenses. 

  
17.8 Subsistence rates are determined by the Headteachers who also have delegated authority to pay 

more in exceptional circumstances although this must be disclosed to the Finance and Audit 
Committee. 

  
17.9 Receipts or other appropriate evidence of expenditure must be attached to the claim in respect 

of all purchases, i.e. fares, subsistence, phone calls, postage and any other purchases that may be 
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approved.  
  
17.10 Subsistence will be paid, for expenses incurred, only after prior approval by Headteacher.  

Without this approval, no payment may be made. 
  
17.11 Actual expenditure only can be claimed and must be supported with receipts, whatever the 

expenditure. 
  
17.12 Properly completed claims should be paid locally by BACS and all papers kept together for six 

financial years plus the current. It may be necessary to submit details of payments made and 
mileage travelled to HM Revenue & Customs. 
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18 Trustees and Trustees’ Allowances 
  
18.1 The Trust must decide whether they wish to pay travelling and subsistence allowances from the 

school budget to individual members of the Trust board, or committees.  The policy of the 
Trustees in respect of payment of allowances must be openly available to parents and Trustees. 

  
18.2 The Trust must consider the payment of allowances annually, and the outcome must be recorded 

appropriately in the minutes. 
  
18.3 The Trust must apply the Academies Financial Handbook (section 3.2) in considering whether 

payments to Trustees or Trustees, or in fact any connected parties are permitted.  If there is any 
doubt, professional advice should be sought 

  
  
19 Insurance 
  
19.1 General 
  
19.1.1 The Headteacher must ensure that insurance cover meets or exceeds the requirements of the 

EFA, as determined from time to time whilst the adequacy of insurance is reviewed annually. 
  
19.1.2 Details of all insurance policies held by the school are kept in the school’s finance office under the 

control of the HR Manager; 
  
19.1.3 The insurers are notified of all new risks, property and equipment which require insurance or any 

other alteration affecting existing insurance on a timely basis; 
  
19.1.4 The school will not give any indemnity to a third party without the written consent of their 

insurers; 
  
19.1.5 The school immediately informs its insurers of all accidents, losses and other incidents which may 

give rise to an insurance claim.  Claims up to a value of £30,000 under an insurance policy are 
authorised by the Headteacher prior to submission to the insurance company.  Claims greater 
than £30,000 need to be authorised in line with the Authorisation Limits. 

  
19.1.6 Insurance arrangements cover the use of school property when off the facilities. 
  
19.2 Public Liability 
  
 It is the responsibility of the Headteacher to ensure that the school has arranged Public Liability 

Insurance cover at least within the following parameters:  
  

 a) Indemnity of not less than £25,000,000, relating to any one incident and unlimited in any one 
year of insurance. 

b) Include cover for volunteers/parents, persons on work experience schemes and Trustees, 
whilst acting in their official capacity; 

c) Indemnity for employees. 
d) Including cover for cross liabilities. 

  
19.3 Employers Liability  

 
 It is the responsibility of the Head Teacher to ensure that the school has arranged Employers 

Liability cover at least within the following parameters: 
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 a) Indemnity of not less than £25,000,000, relating to any one incident and unlimited in any one 

year of insurance. 
b) Providing an indemnity for employees. 
 

19.4 Libel and Slander  
  
 It is the responsibility of the Head Teacher to ensure that the school has arranged Libel and 

Slander cover at least within the following parameters: 
  
 a) Indemnity of not less than £2,000,000, relating to any one incident and unlimited in any one 

year of insurance. 
 b) Jointly indemnifying the Trustees/Trustees, whilst acting in their official capacity, and 

volunteers. 
 c) Providing an indemnity for employees. 
 d) Including cover for cross liabilities. 
  
19.5 Material Damage Insurance 
  
 It is the responsibility of the Head Teacher to ensure that the school has arranged an “All Risks” 

insurance policy for buildings and contents at least within the following parameters: 
  
 a) Work in progress must be insured in accordance with the terms of the form of contract used 

and with a sum insured adequate to cover the size of the contract. 
b) Covering Business Interruption /Consequential Loss with minimum cover of £4,000,000 
c) The sum insured must represent the full cost of building and for content reinstatement 

throughout the term of the insurance. 
d) The policy must cover for the loss of up to £5,000 from the school safe, which would be the 

combined value of both cash and cheques.  
e) If an excess is arranged, this should not exceed £2500 in any one loss. 
 

19.6 Other Insurances 
  
 It is the responsibility of the Head Teacher to ensure that the school has arranged insurance cover 

at least within the following parameters: 
  
 a) A cash in transit policy to cover the average weekly cash limits held by the school. Any policy 

excess applied should not exceed £50. 
b) A Fidelity Guarantee policy should be arranged with an indemnity limit of not less than 

£1,000,000 with an excess not exceeding £100.  
c) Personal Accident policy to cover members of staff with capital and associated benefits of not 

less than five times the annual salary. In addition, the policy should cover in respect of assault 
with capital and associated benefits of not less than five times the annual salary. 

d) Motor vehicle insurance cover (if applicable) to cover any vehicle(s) owned/ used by the 
school for third party claims and for the market value of the vehicle.  It is imperative that such 
insurance covers business use. 

e) Insurance for Hirers to cover the liability arising from the school’s legal liability to anyone 
hiring their Facilities. Any additional cost of this insurance will be charged to the hirer. 

f) Terrorism cover if requested. 
g) Off-site Activities Insurance, as part of the Public Liability Insurance, should cover the school’s 

legal liability for accidental injury and/or damage to property incurred whilst on school trips. 
However it is essential that additional cover is taken out for any trips which involve:  

a. An overnight stay 
b. Travel Abroad 
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c. Hazardous Activities 
  
19.7 Headteachers must check that anyone conducting business as a self employer individual must 

hold the correct insurances for public liability, professional indemnity or employer’s liability 
should a contractor be working on behalf of an organisation.  The academy will not provide 
insurance on their behalf and if any Headteacher is unsure whether to accept evidence of 
insurance, they must contact the Chief Financial Officer. 

  
20 Security 
  
20.1 School’s Computer System for Financial Applications 
  
20.1.1 Access to the system is determined by the Headteacher and protected by the use of passwords.  

It is essential therefore that each person having access to the system uses only their individual 
user identification and password which should be changed at least termly.  

  
20.1.2 Passwords must not be shared and failure to adhere to this may result in disciplinary procedures. 
  
20.1.3 In the event of an emergency it may be necessary to restore data to the computer system as soon 

as possible.  It is essential therefore that back files are made on a daily basis. It is the 
responsibility of the IT officer to ensure that this is done.  For security reasons all back-up tapes or 
disks will be stored in a suitable safe and on a rolling basis securely off-site. 

  
20.2 Keyholders 
  
20.2.1 Principally, the main key holders are the site team who can access all external doors and alarms.  

The Headteacher appoints these staff and authorises their key holder status. 
  
20.2.2 Buildings: Keys for all buildings and rooms in the school can be held by the Headteacher and/or 

the Deputy Head Teacher/s and the Chief Operating Officer. Where keys for certain rooms are 
held by other individual members of staff or Trustees, then their name will be entered in a ‘Keys 
Register’ which will be maintained by the schools’ finance staff.   

  
20.2.3 School Safe(s): Keys for the school safe(s) can be held by the Headteacher, Finance staff, HR staff 

and Chief Operating Officer.  Keys will be kept in their possession at all times and taken off the 
school site when not on duty.  Where only one key is in use, due regard to security is to be made 
when considering the location of the spare. 

  
20.2.4 Staff must be approved by the headteacher to have a key and all keys must be signed for on 

acceptance and return. 
  
  
21 Accounting Policy 
  
21.1 Basis of preparation –The financial statements will be prepared under the historical cost 

convention in accordance with applicable United Kingdom Accounting Standards, the Charity 
Commission ‘Statement of Recommended Practice: Accounting and Reporting by Charities’ 
(‘SORP 2005’), the Academies Accounts Direction issued by the EFA and the Companies Act 2006.  
A summary of the principal accounting policies, which will be applied consistently, except where 
noted, is set out below. 

  
21.2 Going Concern – The Trustees will assess whether the use of the “going concern principle” is 

appropriate i.e. whether there are any material uncertainties related to events or conditions that 
may cast significant doubt on the ability of the academy to continue as a going concern. The 
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Trustees will make the assessment in respect of a period of one year from the date of the 
approval of the financial statements. 

  
21.3 Recognition of incoming resources – These will be on a receivable basis.  
  
 a) Grants Receivable will be included in the Statement of Financial Activities (SOFA) on a 

receivable basis. The balance of income received for specific purposes but not expended 
during the period will be shown in the relevant funds on the balance sheet.   

b) Donations are recognised on a receivable basis where there is probability of receipt and the 
amount can be reliably measured. 

c) Private and sponsorship income provided to the school which amounts to a donation will be 
recognised in the SOFA in the period in which it is receivable. Any money received with no 
restriction on its use will be credited to the unrestricted fund in the SOFA. 

d) Donated services and gifts in kind – The value of donated services and gifts in kind provided 
to the Trust will be recognised at their open market value in the period in which they are 
receivable as incoming resources, where the benefit to the Trust can be reliably measured. An 
equivalent amount will be included as expenditure under the relevant heading in the SOFA, 
except where the gift in kind is a fixed asset in which case the amount will be included in the 
appropriate fixed asset category and depreciated over the useful economic life. 

Other income, including catering income and fees for after school clubs, etc. will be recognised in 
the period it is receivable. 

  
21.4 Resources expended – All expenditure will be recognised in the period in which a liability is 

incurred and will be classified under headings that aggregate all costs related to that category. 
Where costs cannot be directly attributed to particular headings they will be allocated on a basis 
consistent with the use of resources, with central staff costs allocated on the basis of time spent, 
and depreciation charges allocated on the portion of the asset’s use. Other support costs will be 
allocated based on the spread of staff costs. 
 

 a) Costs of generating funds – These will be costs incurred in attracting voluntary income, and 
those incurred in trading activities that raise funds. 

b) Charitable activities – These will be costs incurred on the Trust’s educational operations. 
c) Governance Costs will include the costs attributable to the Trust’s compliance with 

constitutional and statutory requirements, including audit, strategic management and 
Trustees and Trustee’s meetings and reimbursed expenses. 

d) Resources will be recorded net of VAT, with the exception of business costs where VAT is 
irrecoverable. They will be classified under headings that aggregate all costs relating to that 
activity. 

21.5 Stock 
 Stock will be valued at cost. 
  
21.6 Taxation 
 The Trust is considered to pass the tests set out in Paragraph 1 Schedule 6 of the Finance Act 

2010 and therefore it meets the definition of a charitable company for UK corporation tax 
purposes. Accordingly, the Trust is potentially exempt from taxation in respect of income or 
capital gains received within categories covered by Chapter 3 Part 11 of the Corporation Tax Act 
2010 or Section 256 of the Taxation of Chargeable Gains Act 1992, to the extent that such income 
or gains are applied exclusively to charitable purposes.  The Trust must file CH01 accordingly. 

  
21.7 Pensions Benefits 
21.7.1 Retirement benefits to employees of the Trust are provided by the Teachers’ Pension Scheme 

(‘TPS’) and the Local Government Pension Scheme (‘LGPS’). These are defined benefit schemes, 



 

22 
 

are contracted out of the State Earnings-Related Pension Scheme (‘SERPS’), and the assets are 
held separately from those of the Trust. 

  
21.7.2 The TPS is an unfunded scheme and contributions are calculated so as to spread the cost of 

pensions over employees’ working lives with the Trust in such a way that the pension cost is a 
substantially level percentage of current and future pensionable payroll. The contributions are 
determined by the Government Actuary on the basis of quinquennial valuations using a 
prospective benefit method. As stated in Note 27, the TPS is a multi employer scheme and the 
Trust is unable to identify its share of the underlying assets and liabilities of the scheme on a 
consistent and reasonable basis. The TPS is therefore treated as a defined contribution scheme 
and the contributions recognised as they are paid each year. 

  
21.7.3 The LGPS is a funded scheme and the assets are held separately from those of the Trust in 

separate trustee administered funds. Pension scheme assets are measured at fair value and 
liabilities are measured on an actuarial basis using the projected unit method and discounted at a 
rate equivalent to the current rate of return on a high quality corporate bond of equivalent term 
and currency to the liabilities. The actuarial valuations will be obtained at least triennially and will 
be updated at each balance sheet date. The amounts charged to operating surplus will be the 
current service costs and gains and losses on settlements and curtailments. They will be included 
as part of staff costs. Past service costs are recognised immediately in the SOFA if the benefits 
have vested. If the benefits have not vested immediately, the costs are recognised over the 
period until vesting occurs. The expected return on assets and the interest cost will be shown as a 
net finance amount of other finance costs or credits adjacent to interest. Actuarial gains and 
losses will be recognised immediately in other gains and losses. 

  
21.8 Pension Deficiency – Local Government Pension Scheme 

 
21.8.1 The schools will contribute to the acquired deficit attributed to the school within the  
 Essex Pension Fund. 
  
21.8.2 The amount to be paid is determined by the Fund Actuary and is confirmed by the HR Manager in 

the budget setting process. 
  
21.8.3 The reviewed LGPS position will be reported on an annual basis in the school’s end of year 

accounts. 
  
21.9 Fund Accounting 

 
21.9.1 Unrestricted income funds represent those resources which may be used towards meeting any of 

the charitable objects of the Trust at the discretion of the Trustees. 
  
21.9.2 Restricted fixed asset funds are resources which are to be applied to specific capital purposes 

imposed by the Education Funding Agency or other funders where the asset acquired or created 
is held for a specific purpose. 

  
21.9.3 Restricted general funds comprise all other restricted funds received and include grants from the 

Education Funding Agency. 
  
21.9.4 The Trust will also manage the funds of the Thurrock Teaching School Alliance, Stifford Clays Pre-

School and Thurrock School Sports Partnership. 
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22 Investment and Reserves 
  
22.1 Academies must monitor cash flow and all bank account balances to ensure immediate financial 

commitments can be met (payroll and payments runs) and that the current account has adequate 
balances to meet forthcoming commitments.  

  
22.2 In practice a working balance of between £250,000 and £400,000 is likely to be maintained (after 

these balances have been met) on average per academy.  The Trust should therefore aim that 
sufficient funds are held in reserve to meet needs. 

  
22.3 If agreed by the Trust Finance & Audit Committee, then the Chief Operating Officer will identify 

funds surplus to immediate cash requirements and transfer to an account bearing a higher 
interest rate.  

  
22.4 The Trust will also retain sufficient funds year on year within William Edwards School’s accounts 

for the academy’s longer term plans for relocation to a new site.  These funds should be taken 
into account when interpreting annual accounts. 

  
22.5 Periodically (at least annually) review interest rates and compare with other investment 

opportunities.  The Trust’s current policy is to only invest funds in risk free and immediately 
accessible deposit accounts. 

  
  
23 Leasing Policy and Arrangements 
  
23.1 Leasing agreements will only be made where the financial arrangements are such that they 

benefit the school with the Trust Finance & Audit Committee giving opinion and approval.  
Expenditure limits are as per the Authorisation Limits section. 

  
23.2 Any terms and conditions associated with any leasing agreement must be carefully examined and 

understood prior to approval. 
  
23.3 Once approval has been given, leasing agreements are to be signed by a Headteacher on behalf of 

the Trust Board.   
  
23.4 The Headteacher will be responsible for ensuring that all leasing agreements are kept under 

review and that appropriate arrangements are made for renewals subject to the Authorisation 
Limits. 

  
23.5 The Trust will always refer to the Academies Financial Handbook in respect of current guidance 

and powers on leases. 
  
23.6 There are two types of lease: 
  
 a) Operating leases: these do not represent borrowing; and 

b) Finance leases: these are a form of borrowing 
 

23.7 The Trust does not require EFA approval for operating leases except for transactions relating to 
land or buildings. 

  
23.8 The Trust must obtain prior approval from the EFA for the following leasing transactions: 
  
 a) taking up a finance lease on any class of asset for any duration from another party 

(borrowing) 
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b) taking up a leasehold or tenancy agreement on land or buildings from another party for a 
lease term of more than five years; and 

c) granting a leasehold interest, including a tenancy agreement, of any duration, on land or 
buildings to another party. 

 
23.9 The Trust must ensure that any lease arrangement maintains the principles of regularity, 

propriety and value for money, whether or not the prior approval of EFA is required.  The Trust 
should seek advice from professional advisors and auditors if there is any doubt over whether a 
lease involves an element of borrowing. 

  
  
  
24 Value Added Tax 
  
24.1 The school will reclaim VAT from HMRC on a monthly or quarterly basis, subject to cash flow or 

business demands and this decision is delegated to the Trust Finance & Audit Committee in 
conjunction with the Chief Operating Officer. 

  
24.2 It will be the responsibility of the Chief Operating Officer to make the necessary VAT returns and 

claims, and it is the responsibility of the Chief Operating Officer to check all papers before 
submittal. 

  
24.3 The Trust will not register for VAT, but will review this position on a quarterly basis.  It will be the 

Chief Operating Officer’s responsibility to do so, in consultation with the school’s appointed 
Finance & Audit Committee of the Board. 

  
24.5 Each school will submit monthly VAT 126 forms and supporting papers, as requested, to the Chief 

Operating Officer, so they may be collated and sent on. 
  
  
25 Banking Arrangements 
  
25.1 All decisions with regard to choice of banking service provider and subsequent banking 

arrangements will be made by the Finance & Audit Committee of the Trust Board, and in 
accordance with the requirements EFA. 

  
25.2 The school’s bank must be informed that the school accounts must never become overdrawn. 
  
25.3 Trustees have agreed that where the cash flow position is such that the bank account might 

become overdrawn, then the Headteacher has the authority to request from the EFA an early 
advance of the monthly budget allocation.  Confirmation that such a request has been made must 
be notified to the Chair of the Trust Board prior to the request being made, together with an 
explanation as to the reasons why and the additional cost to the school in terms of interest 
charged. 

  
25.4 Distinct bank accounts will be kept for School Fund and must be accounted for separately. 
  
25.5 When banking money received (either cash or cheque) bank paying in slips will be completed in 

full, clearly showing the split between cash and cheques, and each cheque will be listed 
separately. 

  
25.6 Use of debit cards is not permitted. 
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26 Petty Cash 
  
26.1 Maximum of £20 in any petty cash transaction, approved by Finance Manager/Headteacher.  

Receipts must be provided for all transactions.  This is important for internal control and audit but 
also where VAT is to be reclaimed.   

  
26.2 Schools may operate lower petty cash transaction limits.  Petty cash is not for the reimbursement 

of travel expenses. 
  
26.3 Expenditure paid through petty cash should not exceed £20 on any one item, and not exceed £80 

in any one week to one individual. Requests for amounts above this limit can only be authorised 
by the Headteacher. 

  
26.4 Claims for reimbursement can be made although claims over £10 will be paid by BACS like 

expenses.  
  
26.5 All payments made must be supported by a VAT receipt for the goods purchased, along with an 

appropriate voucher signed by the member of staff receiving the cash.   
  
26.6 All petty cash will be kept in a locked box in the safe and the Finance Manager will be responsible 

for its security. 
  
26.7 The amount of petty cash held in the school must be kept to a minimum and should never exceed 

£600 at any one time (i.e. 2 petty cash pots).  The maximum amount of cash held in the school at 
any time must never exceed the insured limit for the safe as set by the school’s insurance cover. 

  
26.8 The Finance Manager will be responsible for the prompt entry of transactions onto the 

accounting system.  The Finance Manager will be responsible for the monthly reconciliation of 
the petty cash. Receipts plus cash in hand should equal the impress after taking into account the 
cash brought forward from the previous month. 

  
26.9 The Finance Manager should reimburse the impress by cashing a cheque when required no more 

than once a month. 
  
  
27 Charge Cards 
  
27.1 Charge Cards are not considered to infringe the borrowing restrictions imposed on schools, 

providing any balance is cleared in full at the end of each month before interest accrues. 
  
27.2 It is recognised that there may be occasions when the school will need to make direct payment 

for goods through internet/telephone services to companies that offer best value.  In addition, 
there are identified departments who may require regular small item purchases from local 
companies but the value of the purchases would exceed the school petty cash limit. 

  
27.3 To address these situations the Chief Operating Officer will approve the use of school registered 

charge cards. 
  
27.4 The primary method of payment remains invoicing and this will generally be used in preference to 

card purchases where such is offered by the supplier.  Where possible the finance office will seek 
to establish trade accounts with local suppliers. 

  
27.5 The Board have delegated the operation of the charge cards to the Chief Operating Officer, 

Finance Manager and Headteachers  A flowchart summarising the use of the cards is foundin 
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Appendix 3. 
  
27.6 Cards are issued by Lloyds Bank & transactions debited from the main school account.  Charge 

card balances are repaid in full, monthly, by direct debit. Limits are agreed by the Chief Operating 
Officer. 

  
27.7 The Finance Manager’s charge card is stored in the school safe when not in use.  The other charge 

cards are held under the personal responsibility of authorised named personnel within the 
school. 

  
27.8 The cards shall not be used for personal expenditure in any circumstances. 
  
27.9 Cash withdrawals are not allowed for school charge cards. 
  
27.10 Supporting receipts and transaction details will be maintained for all use of the school charge 

card and authorised in accordance with the usual procurement procedures of the school. 
  
27.11 Order transactions will be printed immediately and given to the school finance officers in order 

that official purchase orders can be raised/necessary accounting information entered in the 
finance system.   A purchasing transaction log is completed for all purchases. 

  
27.12 Transactions are entered as soon as possible into the school finance system and reconciled 

monthly in accordance with school procedures. 
  
27.13 All orders (telephone or internet) must always be delivered to the school address. 
  
27.14 The cardholder shall authorise the school to recover the cost of any unauthorised transactions 

and where reimbursement is not received then the school is authorised to make a salary 
deduction for the unauthorised amount. 

  
27.15 Responsibility for the use and operation of the school charge card is explained and agreed by the 

card holder (see Appendix 2 – Cardholder consent form). 
  
  
28 Fixed Assets 
  
28.1 Introduction 
  
28.1.1 International Accounting Standard (IAS) 16, defines Fixed Assets as “assets whose future 

economic benefit is probable to flow into the entity, whose cost can be measured reliably”. 
  
28.1.2 The purpose of this Fixed Asset Policy is to ensure that the school’s balance sheet correctly 

reflects the assets and liabilities of the Trust. 
  
28.1.3 The policy defines the treatment of Non-Current, Current and Tangible Assets.  Procedures are 

attached as annexes to the policy. 
  
28.1.4 A Fixed Asset Register is maintained and reconciled to the financial statements of the school. 
  
28.1.5 The policy is written in accordance with Accounting Standard FRS15 Tangible Fixed Assets. 
  
28.1.6 The policy will be reviewed by the Finance and Facilities Committee annually. 
  
28.2 Fixed Asset Register 
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28.2.1 The Fixed Asset Register consists of a list of items (or specific group of items purchased within the 

accounting period) valued over £200 that are considered to have a life longer than the financial 
year they were purchased in. 

  
28.2.2 Fixed Assets are categorised as follows: 
  
 a) Land and Buildings 

b) Plant and Machinery 
c) Temporary Buildings 
d) Furniture and Equipment 
e) Computer Equipment and Software 
f) Assets under construction 
g) Motor Vehicles/Minibuses 
 

28.2.3 Assets excluded from the Fixed Asset Register are Current Assets and Stock.  Current Assets 
include cash and bank balances which are controlled through reconciliation to control accounts 
on a regular basis.  Stock includes school uniform, catering food ingredients and resources for 
student purchase.   

  
28.2.4 The appropriate accounting transactions are processed for all capitalised assets and recorded on 

the Fixed Asset Register.  Transactions will be recorded within the Fixed Asset Fund account in 
addition to the transaction to the Balance Sheet. 

  
28.2.5 All assets that transferred from the predecessor schools, apart from land and buildings, are 

valued at £0.  All additions to the fixed asset register valued over £5000 at time of purchase are 
capiltalised. 

  
28.2.6 The school should appoint a RICS valuer to assess the value of the freehold interest for the school 

for accounting purposes (where then owned by the Trust).  As the school is a specialized 
property, the basis of the valuation should be a depreciated replacement cost (DRC).  Where land 
and buildings are on a long lease, the Trust must seek advice from auditors on how to document 
this on annual accounts.  Equally, the Trust must consider a re-valuation of assets every six years 
(August 2018 being the next opportunity). 

  
28.2.7 All items that have been included on the Fixed Asset Register are security marked, where 

practicable, as the property of the School. 
  
28.2.8 Physical counts are undertaken against the Fixed Asset Register annually and the evidence 

presented to the Finance & Audit Committee. 
  
28.2.9 Discrepancies between the physical count and the registers are investigated promptly by the 

Headteacher.  Any discrepancies over the value of £200 are reported to the Finance and Audit 
Committee. 

  
28.2.10 All disposals of assets are recorded in the Fixed Asset Register and the appropriate transactions 

recorded by the IT Manager. 
  
28.2.11 Where possible, working papers for the purchase of Assets and the initial valuing of Assets, 

should be kept with the Fixed Asset Register. 
  
28.2.12 Attractive and Portable Items of equipment that fall below the capitalisation limit of £200 are 

recorded on the Equipment Inventory (e.g. single digital camera purchased for £150 or deeds to 
the school – priceless!).  Asset control is as for the assets held on the Fixed Asset Register. 
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28.3 Depreciation 
  
28.3.1 Fixed Assets are to be depreciated to reflect the recoverable amount in the financial statements, 

over the useful life of the asset.  
  
28.3.2 The depreciation will be calculated on an annual basis for preparation of the Year End Accounts.  

However, the school should be able to calculate the value of assets at any given time. 
  
28.3.3 Groups of assets will use the same method of depreciation.  There may very occasionally be an 

asset that does not completely fit into one of the categories below and the Finance & Audit 
Committee will discuss these items on an individual basis. 

  
  
28.3.4 ASSET GROUP DEPRECIATION METHOD 

Land No depreciation 

Buildings and Building modifications 2.5% (40 yrs) Straight line 

Temporary Buildings 10% (10 yrs) Straight line with nil residual value 

Plant and Machinery 10% (10 yrs) Straight line with nil residual  value 

Furniture and Equipment  25% (4yrs)  Straight line with nil residual value 

Computer Equipment and Software 20% (5 yrs) Straight line with nil residual value 

Assets Under Construction 
These are not depreciated until the asset is brought 
into use. 

Motor Vehicles / Minibuses 20% (5 yrs) Straight line with nil residual value. 
 

  
28.3.5 The expected useful life of all assets will be assessed prior to depreciation calculations and 

recorded in the Fixed Asset Register.  The purpose of this to enable the School to manage the 
values of items versus reconsidered lifespan and in case an Asset does not fall within the above 
groups. 

  
28.4 Asset Disposal Procedure 
  
28.4.1 The best possible value will be obtained from the disposal of assets.  Assets disposed of with a 

carrying amount (Cost less Accumulated Depreciation) above £1000 must be approved by in 
accordance with the Authorisation Limits, and a Disposal of Equipment form (see over) completed 
and shared with the Chief Operating Officer. Items less than £1000 solely require the 
Headteacher’s approval.   

  
28.4.2 Equipment is not normally disposed of to staff because it is difficult to provide evidence that the 

School obtained value for money in the sale or scrapping of the equipment.  If computer 
equipment is disposed of, licences for software programmes must be legally transferred to the 
new owner and all data and hardware has been completely cleared of sensitive data.  Waste 
Electrical & Electronic Equipment (WEEE) directive must be complied with.  Pecuniary Interests 
must also be considered at all times.  

  
28.4.3 Under the Academy Funding Agreements the approval of the Secretary of State is required before 

the sale, or disposal by other means, or reinvestment of proceeds from the disposal, of an asset 
in line with the proportion given by Government to purchase the fixed asset. 

  
28.4.4 The school agrees to reinvest the proceeds from all asset sales for which Capital Grant was 

received and therefore every effort will be made to maximise the sale of such assets. 
  
28.4.5 If such proceeds are not reinvested, the School will repay to the DfE the same proportion of the 

proceeds of the sale or disposal as equates to the proportion of the original cost met by the 
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Secretary of State (i.e. if the Secretary of State purchased 50% of the original cost of the asset the 
School agrees to repay 50% of the proceeds.) 

  
28.4.6 The proceeds from the sale of assets acquired with a grant from the Secretary of State cannot be 

used to contribute to further named grant-aided projects or purchases. 
  
28.4.7 The Asset Disposal checklists and forms are found in Appendices 5 & 6. 
  
28.5 Checklist for Purchasing Procedure and Capitalisation 
  
28.5.1 a) Is the Asset Purchased above the Capitalisation Value Approved?     YES /NO 
  
 If NO:    normal purchase procedure is followed to record the transaction on  

   FMS within the General Annual Grant and the Bank Account. 
  
 If YES:  process journal entries on FMS to record the capitalisation transaction on the 

Balance Sheet and the Restricted Fixed Asset Fund 
  
 b) Check the Fixed Asset Policy for the approved Depreciation Method.  

c) Establish with the Chief Operating Officer the expected useful life of the asset and any 
expected residual value. 
d) Put a copy of the purchase invoices (where available) and any correspondence in the 
Fixed Asset Register file. 
e) Record the asset on the Fixed Asset Register. 
 

28.5.2 Fixed asset register is to include: 
  
 a) Type and description of asset 

b) Cost of Asset 
c) Budget Holder for the asset (Headteacher) & Asset hold (user) 
d) Amount and date of any grant 
e) Proportion of grant used to finance the acquisition 
f) Expected useful life of the asset  
g) Date of disposal or change of use 
h) Proceeds of disposal 
i) Amount returned to the Secretary of State on disposal / change of use. 
j) Date of receipt of disposal proceeds or date of an approval to change the use.  
k) Security-mark the asset where practicable. 

  
29 Charging & Remissions 
  
29.1 Under the terms of the Education Act 1996, the Trust Board has a policy on charging students to 

participate in school activities.   
 By law, children in school years R to year 11, may not be charged for activities that take place 

during the school day.  Parents may be asked for voluntary contributions, but if they do not pay 
their child cannot be prevented from participating, should the activity go ahead.  In any request 
for voluntary payments, it must be clear from the terms in which it is made that: 

  
 a) There is no obligation to make any contribution; and that students will not be treated 

differently according to whether or not their parents have made a contribution. 
b) Whilst this is the case, activities may not proceed if the school determines an activity to 

be financially unviable. 
 

29.2 Scope: 
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29.2.1 The Headteacher is responsible for ensuring compliance with School’s and Trust’s policies and 

procedures.  This procedure applies to all Trust staff.   
  
29.2.2 For reference: the school day means registration time to normal end of the school day, normally 

Monday to Friday.  Days classified as school days are set annually and are available to all 
stakeholders through the school’s website. 

  
29.3 Procedures: 
  
29.3.1 School Admissions – No charge shall be made in respect of admission. 
  
29.3.2 Provision of Education and Activity – No charge shall be made in relation to the education of 

registered students where education is provided during school hours.  Where education or 
activities are provided outside of school hours, no charge shall be made provided it is required as 
part of the syllabus for a prescribed public examination or part of the National Curriculum. 
Activities can include before and after school clubs. 

  
29.3.3 Community Education & Lettings – The school has the right to charge any user for the right of 

access to community education/lettings activities and facilities used for this purpose.   
  
29.3.4 The school may also charge registered students for: 
  
 a) Musical Instrument Tuition – A School may charge for practical instrumental lessons 

held during the school day which are provided individually unless they are required 
under the syllabus. 

b) Practical Subjects – In practical subjects, so that students may experience a wide 
range of activities and develop essential basic skills, a number of items will be made 
either to take home and keep or consume on the premises.  Therefore, a letter will 
be sent to all parents at the beginning of the school year, and to parents of students 
admitted during the school year, asking them to make a voluntary contribution for 
materials and equipment used in this way.   

c) Examinations – No charge shall be made in respect of the entry of a registered 
student at the School for a prescribed public examination for which the student has 
been prepared at the School unless the student fails without good reason to meet 
any examination requirement for that syllabus.  If a student has not regularly 
attended the lessons for a particular examination subject, the examination fee may 
be requested, refundable if the student attends for examination.  There may be a 
charge for examination entry where there is a request from the parent for additional 
subject entries to be made which are not supported by a School. 

d) Incidental Charges – No charges shall be made in respect of the supply of any 
materials, books, instruments, or other equipment (not including clothing) provided 
for the provision of education, or examination.   

e) Student Resources – The school provides a limited supply of supplementary learning 
resources including revision guides and some school uniform items.  The school or 
any trading subsidiary is permitted to charge for these items.   

 
29.4 School Visits: 
  
29.4.1 Visits during the school day – Parents cannot be asked for a compulsory payment for any visit that 

is taking place during a normal “school” day.  Voluntary payments (including full staff costs) can 
be requested, but if the visit proceeds, students wishing to go but whose parents are not 
prepared to pay, must be allowed to attend.  They cannot be subsidised by other parents.  This 
will likely mean that insufficient funds will be available.  The member of staff involved will seek 
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additional funding from the Headteacher.  If this is not possible, the trip must be cancelled. 
  
29.4.2 Optional extra visits out of school time or as part of extra-curricular activity – These are visits 

where a large part of the trip is outside of the normal school day.  Here, parents can be asked to 
meet the full cost of the trip.  Participation in any optional extra activity will be on the basis of 
parental choice and a willingness to meet the charges.  Parental agreement is therefore a 
necessary pre-requisite for the provision of an optional extra where charges will be made.  This 
compulsory payment cannot include subsidising students unable to pay. 

  
29.4.3 Residential visits including study visits abroad – Where the work undertaken is not an integral 

part of the examination course, the trip can be classified as optional.  As an optional trip, the cost 
of board and lodging for the student can be passed on to parents.  The cost of staff 
accommodation, insurance and transport must be obtained by voluntary payments (normally 
from parents) if the trip is to go ahead. 

  
29.4.4 Balances on school trips – Once a school trip has taken place and the finances have been 

reconciled, any balance over £10.00 (per student) will be returned as soon as possible.  Any 
balances below £10.00 (per student) will be retained by the school to assist families with the 
costs of future school trips where parental contributions are difficult. 

  
29.4.5 The school will not issue refunds to parents for school visits (deposits or other contributions) with 

the exception: 
  
 ¶ Where trip is cancelled by school for any reason. 

¶ Where child is withdrawn from trip with sufficient prior notice to avoid cancellation 
charges where they are applied by the visit tour operator or is replaced by another 
student who pays up before issuing refund 

¶ For illness or other unavoidable reason such as compassionate leave. 

¶ Where school excludes child from school (and therefore visit) for relevant period the 
school may give refund at discretion of Headteacher. 

 
29.5 Other: 
  
29.5.1 Recovery of sums payable by parents – Any sums payable by parents – for wasted examination 

fees, for optional extras to which they have agreed are recoverable as a civil debt. 
  
29.5.2 Schools may decide to chase any debt through licenced debt recovery organisations and the 

courts. 
  
29.5.3 Breakages and fines – Parents may be charged for the cost of replacing damaged or lost 

equipment where appropriate, for example, smashed windows, vandalized IT items or non-
returned team kit. 

  
29.5.4 Transport – Often required for school sporting fixtures where the school’s own transport is 

unavailable.  It is reasonable for the School to request voluntary donations towards the cost of 
transport to and from the venue.  This is regardless of whether the fixture is within the school day 
or not.   

  
29.5.5 Transport to alternative locations for the school day – it is at the discretion of the Headteacher to 

determine whether parents should be assisted with the costs of transport to alternative locations 
for the normal school day. 

  
29.5.6 Visit charges may include subsidiary costs including insurance, postage, travel, transaction fees 

and absent staff cover (where necessary) and agreed by the headteacher. 
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29.5.7 The School is sympathetic to families who are unable to afford the cost of additional activities 

and/or extra-curricular activities, and has a limited amount of money set aside to assist parents in 
particularly difficult financial circumstances.  Approaches for such assistance may be made to a 
member of staff, who will then consult the Headteacher for a decision.  In this case, only requests 
made by those in receipt of Free School Meals will be considered. 

  
29.5.8 Donations made by Parents, ex-pupils or friends of schools in the Trust are to be encouraged.  All 

monies received will be ring fenced for improvements to the school and the educational needs of 
the students at the school.  

  
29.5.9 All charges for income of any nature must be made through the Finance teams.  Likewise, all 

monies received for such income must be directed to the Finance Department. 
  
29.6 Finance 
  
29.6.1 In all instances where a charge is levied the manager responsible for the charge is required to 

raise an invoice.  
  
29.6.2 All invoices will be produced by the finance department and payment duly chased by the finance 

department also. 
  
29.6.3 It is expected that the manager that raised the initial invoice should receive updates on the 

charges levied and assist the finance department in the collection of payments as appropriate. 
  
  
30 GIFTS & HOSPITALITY 
  
30.1 Code of Conduct: 
  
30.1.1 This is the Trust’s approved Code of Conduct relating to the offer and/or acceptance by staff of 

gifts and hospitality of whatever nature from outside individuals or organisations. 
  
30.1.2 Within the terms of the Code, staff, Trustees and Trustees are expected to exercise common 

sense.  If they are in any doubt they must consult their Headteacher. 
  
30.1.3 In every case declare the offer and/or acceptance of a gift or hospitality in the register kept by the 

School, using the Declaration of Gifts and Hospitality form. 
  
30.1.4 The process set out is designed to safeguard Trustees, Trustees and staff from any 

misunderstanding or criticism.  
  
30.1.5 The general principles which govern gifts and hospitality are:-  
  
 a) Offers of hospitality should only be accepted if there is a genuine need to represent the 

School or Trust. 
b) Gifts should only be accepted in exceptional circumstances.  
c) The Code of Conduct applies to all Trustees, and staff of the Trust.  
d) To determine whether a gift or hospitality is acceptable, the ‘PROVEIT’ test should be applied 

by staff and referred to the Headteacher/Chair of Trustees if in doubt. Registers are 
accessible for viewing by the following appropriate officers: Headteacher, Trustees, Trustees, 
Accounting Officer, Finance Director, Business Manager, External Auditors, and Responsible 
Officer.  

e) Any request by a member of the public to view the Register of Declarations of Gifts and 
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Hospitality will be referred to the Headteacher. In considering any request, they will balance 
the requirement for the School to be open and transparent against the requirements of the 
Data Protection Act 1998 and the Trust’s publication scheme. 

 
  
30.2 Hospitality 
  
30.2.1 The following principles should be followed in deciding whether or not to accept hospitality:-  
  
30.2.2 a) Staff, Trustees and Trustees should ask themselves whether members of the public, knowing 

the facts of the situation, could reasonably think that they might be influenced by the 
hospitality offered. If the answer is yes, the hospitality should be declined. In making 
judgements, relevant facts to take into account include the person or organisation offering 
the hospitality, its scale and nature, and its timing in relation to decisions to be made by the 
School.  

b) Care should be taken to avoid situations in which an individual Trustee or member of staff is 
the sole person invited to partake of hospitality or where it creates a pattern of receiving 
hospitality from that organisation.  Examples of when it may be proper to accept hospitality 
(always depending upon the particular circumstances) are as follows:-  

a. Attendance at conferences, events and demonstrations of equipment organised by 
outside bodies where there is a service interest.  

b. Attendance at events or functions where there is a demonstrable need for the School 
or Trust to be represented to either give or to receive information or to participate as 
part of the School’s or Trust’s corporate image.  

c. Attendance at events or functions which are part of the civic, cultural or sporting life 
of the School.  

d. Working lunches where this is an appropriate and effective way of conducting 
business and the refreshments provided are on a reasonable level.  

e. Overnight hospitality linked to any of the above should not be accepted.  
 

30.3 Gifts 
  
30.3.1 All personal gifts should be refused or donated to charity unless they come within the categories 

set out below.  
  
30.3.2 Gifts of the following type may be accepted:-  
  
30.3.3 a) Gifts which are intended for the School or Trust as a corporate body or intended for a School 

can be accepted but must not be retained by the individual who receives them.  Such gifts 
should be passed to the School as appropriate.  

b) Modest gifts of a promotional character, e.g. calendars, diaries and other similar articles. 
c) Gifts on the conclusion of any courtesy visit to an outside organisation of a sort normally 

given by that organisation. 
d) Gifts up to £10 in value may be accepted as they are not considered to constitute an 

influence over purchasing decisions. 
 

30.4 Registration of Gifts and Hospitality 
  
30.4.1 Staff must, within 28 days of accepting any gift or hospitality, provide written notification to the 

Headteacher using the Declaration of Gifts and Hospitality form.  All offers accepted should be 
recorded in case of any queries, in particular through FOI requests.   

  
30.4.2 The Declaration of Gifts and Hospitality forms must be completed in full, setting out full details of 

the offer or the gift and or hospitality received as well as: 
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30.4.3 a) estimated or actual value;  

b) an indication from the Headteacher as to why acceptance of the offer is authorised;  
c) the employee’s/Trustee’s printed full name (not typed) and signature; and  
d) the Headteacher’s printed full name (not typed) and signature.  
 

30.5 Monitoring  
  
30.5.1 The School maintains a register of gifts and hospitality accepted.  
  
30.5.2 If there are no declarations of gift/hospitality, a nil return should be made.  The pro-forma, 

detailing the individual declarations, and nil returns should be obtained.  Copies of these forms 
should be attached to the annual declaration that confirms that the Register is up to date.  

  
30.5.3 The School monitors the Register annually and reports the outcome to the Finance and Audit 

Committee.  Any concerns/issues identified should be noted and an action plan put in place.  
  
30.5.4 The Declaration of Gifts/Hospitality Form is found in Appendix 7. 
  
30.6 Penalties for Breaching the Code 
  
30.6.1 The School’s disciplinary procedures may be applied where it is found that breaches of the Code 

have occurred.  
  
30.7 Monitoring of the Code  
  
30.7.1 As part of its role in promoting high standards of conduct, the Trust Finance & Audit Committee 

will receive annual reports on the monitoring of the Code.  
  
30.8 Retention of Documentation 
  
30.8.1 Documentation in the Register will be kept for seven years. 
  
30.9 Managing the Acceptance or Receipt of Gifts and Hospitality  
  
30.9.1 The PROVEIT test:  
  
30.9.2 Whether or not the offer is acceptable:  

 
Purpose  

 
 
Token, thanks or seeking a favour?  
(token or thanks: yes; favour: no)  
 

Rules  What are they? Does this situation conform?  
 

Openness  Is the offer transparent?  
 

Value  Expensive or inexpensive?  
 

Ethics  Does the offer fit with School/Trust ethics? Is 
this an exceptional circumstance?  
 

Identity  Who has made the offer?  
 

Timing  Are you about to make a decision affecting 
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the giver?  
 

  
  
31 Declaration of Interests 
  
31.1 Requirement 
  
31.1.2 The Trust is required to have a register of business interests which should be open to inspection 

and listed on the Trust’s website. For example, trustees, Trustees and staff should declare any 
links they have with local firms from which the school may wish to buy goods or services. It is 
important for anyone involved in spending public money to demonstrate that they do not benefit 
from decisions that they make. 

  
31.1.3 The Trust requires anyone (trustees, Trustee, staff member) to declare any links or personal 

interests which they may have with purchasers or suppliers and/or contractors if they are 
engaged in contractual or purchasing decisions on behalf of the Trust, including schools. 

  
31.1.4 Any person who is present at a meeting of the Board or its committees should declare a business 

interest should one exist. This relates to any contract, proposed contract or other matter that is 
being considered. The person must disclose the fact as soon as is practical at the meeting and 
take no part in consideration or discussion of the contract or matter concerned. The person must 
withdraw from the meeting during consideration or discussion unless permitted otherwise. In 
addition, the person cannot vote on any question with respect to the contract or matter 

  
31.1.5 The Trust requires all trustees, Trustees and staff to abide to the ‘Seven Principles of Public Life’ 

as published by Nolan.  The Accounting Officer must abide by these principles. 
  
31.1.6 a) Selflessness - Holders of public office should act solely in terms of the public interest. They 

should not do so in order to gain financial or other material benefits for themselves, their 
family, or their friends. 

b) Integrity - Holders of public office should not place themselves under any financial or other 
obligation to outside individuals or organisations that might seek to influence them in the 
performance of their official duties 

c) Objectivity - In carrying out public business, including making public appointments, awarding 
contracts, or recommending individuals for rewards and benefits, holders of public office 
should make choices on merit 

d) Accountability - Holders of public office are accountable for their decisions and actions to the 
public and must submit themselves to whatever scrutiny is appropriate to their office 

e) Openness - Holders of public office should be as open as possible about all the decisions and 
actions that they take. They should give reasons for their decisions and restrict information 
only when the wider public interest clearly demands 

f) Honesty - Holders of public office have a duty to declare any private interests relating to their 
public duties and to take steps to resolve any conflicts arising in a way that protects the 
public interest 

g) Leadership - Holders of public office should promote and support these principles by 
leadership and example 

  
31.1.7 Should any trustee, Trustee or staff member be unsure as to whether a connection is deemed an 

interest, or whether others may perceive a connection to be made, advice should be sought from 
the Chief Operating Officer.   

  
31.2 Business Interests 
  
31.2.1 There is no comprehensive definition of what constitutes a business interest. In all cases, the 



 

36 
 

natural meaning of the words has to be put in the particular context of the contract or other 
matter being discussed. 

  
31.3 Direct Business Interests 
  
31.3.1 The following are examples of a direct business interest: 
  
31.3.2 a) any payment of salary, allowances or other expenses to a member of staff from the school 

budget 
b) any appointment where a Trustee is a candidate 
c) a trustee, Trustee or member of staff runs their own business and has been or could be paid 

for work done or services received from the school budget or any other school funds 
d) land owned by a trustee, Trustee or member of staff where its value might be affected by 

proposals about the school’s or Trust’s land or buildings. 
 

31.4 Indirect Business Interests 
  
31.4.1 A number of matters can be treated as an indirect business interest. Some examples are as 

follows: 
  
31.4.2 a) a trustee, Trustee or member of staff own shares in or is a member of a company or another 

body which has a direct business interest 
b) a trustee, Trustee or member of staff is a business partner of a person or company who has a 

direct business interest 
c) a trustee, Trustee or member of staff is employed by a person or company which has a direct 

business interest 
d) a trustee, Trustee or member of staff has a spouse or close family relative or is living with 

another person who has an interest in the contract or matter being discussed, including an 
appointment to the staff of the school 

e) the contract or matter relates to an appointment at the school which could result in another 
vacancy for which the trustee, Trustee or member of staff could be a candidate. 

 
31.5 Interests that are not Business 
  
31.5.1 Some matters are not considered as creating a business interest. Some examples are as follows: 
  
31.5.2 a) being a Councillor on a local authority 

b) being a rate payer or Council Tax payer in the area of the school for members of school staff,  
c) having an interest that is no greater than the interest of the generality of staff in a matter 
d) having interests that are non-business 
e) having an interest that is so remote or insignificant that it cannot reasonably be regarded as 

likely to influence a Trustee or member of staff. 
 

31.6 Duty to declare 
  
31.6.1 Trustees, headteachers and members of staff are bound by this handbook and, therefore, must 

declare in the Register any business interest they have in a personal capacity in any contract 
relating to the school and Trust. The declaration must be in writing and be recorded in the 
register. 

  
31.6.2 In addition to any written declaration in the Register, a trustee, Trustee or any other person 

attending a meeting of the Board or one of its committees must declare orally their business 
interest in any matter and take no further part in discussion or decision on that matter. 
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31.6.3 Observance of these rules is the responsibility of the individual Trustee, head teacher or member 
of staff. 

  
31.6.4 The Declaration of Interest forms is found in Appendix 9. 
  
31.7 Managing Conflicts of Interest 
  
31.7.1 If conflict arises, the Board or it’s committee, whichever is meeting, must make a decision as to 

whether or not they should take steps to remove the conflict by: 
  
31.7.2 a) Not pursuing the course of action it relates to; 

b) Proceeding with it in an alternative way which does not give rise to conflict; or 
c) Not appointing the Trustee(s) or Trustee(s) in question or seeking to secure their resignation. 

  
31.7.3 In the minutes of the meeting, the following should be recorded: 
  
31.7.4 a) The nature of the conflict; 

b) Which Trustee(s) or Trustee(s) it relates to; 
c) Whether a declaration was made in advance of the meeting; 
d) A brief overview of what was discussed; 
e) Whether the Trustee(s) or Trustees(s) withdrew from the meeting; 
f) How the Trustees or Trustees made the decision in the best interests of the Academy. 

  
32 Bribery & Corruption 
  
32.1 Introduction 
  
32.1.1 The Trust aims to be an honest and ethical institution.  As such, it is opposed to fraud and seeks 

to eliminate fraud by the way it conducts Trust business.  This document sets out the Trust's 
policy and procedures for dealing with the risk of significant fraud or corruption.  In order to 
minimise the risk and impact of fraud, the Trust's objectives are, firstly, to create a culture which 
deters fraudulent activity, encourages its prevention and promotes its detection and reporting 
and, secondly, to identify and document its response to cases of fraud and corrupt practices.  In 
order to achieve these objectives, the Trust has taken the following steps: 

  
32.1.2 a) The development and publication of a formal statement of its expectations on standards of 

personal conduct, propriety and accountability; 
b) The establishment of adequate and effective systems of internal financial and management 

control (and a clear requirement to comply with them), a Responsible Officer function with an 
ongoing responsibility to review and report on these systems; 

c) The development and publication of a formal statement of the procedures to be followed by 
employees who have a suspicion of, or concern about, possible or actual malpractice within 
Trust and a fraud response plan which sets out the Trust's policies and procedures to be 
invoked following the reporting of possible fraud or the discovery of actual fraud. 

32.1.3 These three steps are described in greater detail in the following sections. 
  
32.2 Personal Conduct 
  
32.2.1 The Trust aims to promote an organisational culture which encourages the prevention of fraud by 

raising awareness of the need for high standards of personal conduct.  To help ensure that all 
employees are fully aware of the Trust's expectations regarding standards of personal conduct, 
appropriate guidance is provided by the following key statements:  
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32.2.2 a) These regulations are binding on all Trustees, members of staff, students and constituent 
parts of the Trust.  Refusal to observe them will be grounds for disciplinary action.  

b) In disbursing and accounting for all funds, the Trust must demonstrate that it is adopting high 
standards of financial probity.  Implicit within this regime is the requirement that members, 
Trustees and employees of the Trust must at all times conduct financial affairs in an ethical 
manner. 

c) All members, Trustees and employees of the Trust are responsible for disclosing any personal, 
financial or beneficial interest in any transaction with respect to the Trust or its related 
companies, minority interest companies and trading areas. 

d) Any person who is responsible for placing an order with a supplier (whether a contractor or 
not) with whom he has a personal interest must disclose this to the Headteacher or Finance 
Director as applicable. 

e) Members, Trustees and employees of the Trust shall never use their office or employment for 
personal gain and must at all times act in good faith with regard to the Trust's interests. 

f) Members, Trustees and employees are expected to adhere to the Trust’s Financial 
Regulations at all times and to use their best efforts to prevent misuse or misappropriation of 
funds and other Trust property. 

32.2.3 Taken together, these represent a statement of the framework within which members, Trustees 
and employees are expected to conduct themselves.  These requirements will also be stated 
within the Trust Staff Handbook which will be issued to all members of staff and which will also 
include a statement of the disciplinary consequences if they are not complied with.  

  
32.3 Systems of Internal Control 
  
32.3.1 The next line of defence against fraud is the establishment of operational systems which 

incorporate adequate and effective internal controls designed to minimise the incidence of fraud, 
limit its impact and ensure its prompt detection.   

  
32.3.2 These controls include high level management controls such as budgetary control (designed to 

identify fraud which results in shortfalls in income or overspendings against expenditure) and 
organisational controls such as separation of duties, internal check and staff supervision. 
Personnel policies are also a key part of setting the culture and deterring fraud.  This includes 
seeking to reduce the risk of employing dishonest staff by checking information supplied by 
employees and references obtained during the course of the recruitment process, including DBS 
checks. 

  
32.3.3 The general framework of responsibilities for financial management and the policies relating to 

the broad control and management of the Trust are documented in this Handbook. The Financial 
Regulations are issued and updated periodically by the Finance Director following approval by the 
Finance & Audit Committee of the Trust Board. They are binding on all members, Trustees and 
employees, students and constituent parts of Trust and are distributed to the Headteacher, the 
Senior Leadership Teams, Heads of Department and staff in the Finance Office.  The Finance 
Director also sets out in greater detail the expected controls which should operate within the key 
operational systems. 

  
32.3.4 The Trust Board has also established a Finance & Audit Committee and has a Responsible Officer 

function which provides advice to management in respect of control matters and which conducts 
a cyclical programme of reviews of the adequacy and effectiveness of the systems which have 
been put in place (including those intended to minimise the potential exposure to fraud and 
corruption).   
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32.4 Fraud Response 
  
32.4.1 The Fraud Response Plan sets out the Trust's policies and procedures for ensuring that all 

allegations and reports of fraud or dishonesty are properly followed-up, are considered in a 
consistent and fair manner and that prompt and effective action is taken to: 

  
32.4.2 a) minimise the risk of any subsequent losses; 

b) reduce any adverse operational effects; 
c) improve the likelihood and scale of recoveries; 
d) demonstrate that the Trust retains control of its affairs in a crisis; and 
e) make a clear statement to employees and others that it is not a soft target for attempted 

fraud. 

32.4.3 The plan includes both statements of general policy and specific steps to be taken when 
circumstances dictate and is necessary in order to reduce the following risks: 

  
32.4.4 a) inadequate communication so that action is late or inappropriate; 

b) lack of leadership and control so that investigators are not properly directed and waste time 
and effort; 

c) failure to react fast enough so that further losses are incurred or the evidence required for 
successful recovery or prosecution is lost; 

d) adverse publicity which could affect confidence in the Trust; and 
e) creation of an environment which, because it is perceived as being ill-prepared, increases the 

risk of fraud. 

32.4.5 The main elements of the Trust's plan are in line with the Whistleblowing Policy and are outlined 
below:  

  
32.4.6 a) All members, Trustees and employees, students and constituent parts of the Trust are 

required to notify immediately the Headteacher and/or the Finance Director of any financial 
irregularity, or any circumstance suggesting the possibility of irregularity, affecting the 
financial procedures, cash, stores or other property of the Trust. The Headteacher and/or 
Finance Director should bring this to the attention of the Chair of the Finance & Audit 
Committee immediately. 
 

b) The Headteacher/Finance Director will ascertain whether or not the suspicions aroused have 
substance.  A preliminary investigation will be conducted to gather factual information and 
reach an initial view as to whether further action is required.  The findings, conclusions and 
any recommendations arising from the preliminary investigation will be reported to the Chair 
of Finance & Audit Committee and the Chair of Trustees. 
 

c) The Headteacher will have the initial responsibility for co-ordinating their School’s response.  
In doing this he/she will consult with the Trust’s Human Resources Advisor regarding 
potential employment issues.  The Headteacher will also seek expert legal advice from the 
Trust’s Legal Advisor on both employment and litigation issues before taking any further 
action. 
 

d) The Headteacher is required to notify the Chief Executive Officer, Chief Operating Officer and 
Chair of Trustees of any serious financial irregularity.  This action will be taken at the first 
opportunity following the completion of the initial investigations and will involve, inter alia, 
keeping the Responsible Officer, the Chair of Finance & Audit Committee and the Chair of 
Trustees informed between committee meetings of any developments relating to serious 
control weaknesses, fraud or major accounting breakdowns. 
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e) If evidence of a fraud is forthcoming then the Trust Board will inform the DfE as required by 
the Funding Agreement and will consider whether or not to refer the matter to the Police. 

 
f) Should the Chief Executive or Chief Financial Officers be implicated in any financial 

irregularity, the matter should be managed in line with the Trust’s disciplinary procedures. 
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APPENDIX 1: 

SOUTH WEST ESSEX COMMUNITY EDUCATION TRUST 

FINANCE & AUDIT COMMITTEE 

TERMS OF REFERENCE 

 
Available speerately. 
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APPENDIX 2: SCHOOL CHARGE CARD (“the Card”) CARDHOLDER CONSENT FORM 

 
I consent to be a cardholder on the following charge account held by __________________ 
[“the School”] 
 
Charge Card Issuer:   ___________________________________ 
Card Number:   ___________________________________ 
 
I confirm that I have read the Trust Charge Card Policy [“the Policy”] and that I will abide by 
its terms and conditions. 
 
In particular I acknowledge and agree that: 
 
1. I will use the account only to purchase items/services on behalf of the School 

a. and not use the account for any personal expenditure 
2. I will only purchase items/services in accordance with the Policy. 
3. I will take care of the card whilst in my possession to avoid its loss or theft. 
4. I will not disclose to any other person, or write down, the Card PIN number. 
5. I will only use the Card security number for online purchases where a security 

a. number is requested and only on a secure (indicated by padlock symbol) 
b. Internet website 

6. I will not withdraw cash. 
7. I will reconcile the transactions on the credit card to a monthly statement providing all 

supporting receipts and documentation to the school finance office. 
8. I will ensure that transactions do not exceed the authorised limit on the card. 
9. I understand that upon discovery of loss or theft of the Card, I must as soon 

a. as possible notify: 
b. the issuing bank; and 
c. the finance office or Headteacher; and 
d. the police (only in the event of theft) 

10. I understand that I am personally liable for all charges on the Account which 
a. relate to transactions which have not been conducted in accordance with the 
b. Policy. 

11. I accept that I must reimburse the School promptly should I cause the Account 
a. to incur any unauthorised charges [“Unauthorised Charges”] and in the 
b. absence of prompt reimbursement, I authorise the School to recover all 
c. unauthorised Charges by deduction from any amounts otherwise owing to me 
d. by the School, including but not limited to salary and expenses. 

12. I agree that if I cease to be employed by the school I will return the card to the school finance 
office immediately and provide any outstanding documentation relating to transactions already 
on the card. 

 

Agreed By: Authorised By Head teacher/CoG 

Name: Name: 

Date: Date: 

Signature: Signature: 
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APPENDIX 3  

Request to use whole school charge card received by finance office.

Approval given by Finance Manager/ Chief Operating Officer/ 
Headteacher (as amount dictates)

Yes No

Use of Card declined

Order form completed 
and signed by budget 

holder

Use of supplier checked by 
finance team; order placed & 
confirmation documentation 
printed and attached to order 

form

Order details entered into 

school finance system.

Card transactions reconciled 
against bank statement & 
puchasing transaction log; 

checked by Finance Manager
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APPENDIX 4 

SWECET COMMUNITY EDUCATION TRUST 

SCHEME OF DELEGATION 
 

Available separately. 
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APPENDIX 5 

DISPOSAL OF EQUIPMENT 
 

_________________________ Committee (if applicable) confirm their agreement to the 
disposal of:- 
 
……………………………………………………………………………………………….. 
 
The reason for disposal is that the item is broken / surplus to requirements / irreparable 
(delete as appropriate). 
 
There is / is not a residual value of the item.   Values £: See below 
 
Action to be taken ………………… (i.e. disposal / sale) by ………………………….(name) 
 
I confirm: 

¶ that all obsolete stocks of this item have been destroyed to ensure they are not illegitimately 
procured and then resold. 

¶ that all data and hardware has been completely cleared of sensitive data. 

¶ that the Waste Electrical & Electronic Equipment (WEEE) directive has been complied with. 

 
Signed:  ………………………………….  (name)      Date: …………………………… 
 
 
Designation: Headteacher/Chair of Committee 
 
---------------------------------------------------------------------------------------------------------------- 

 
Finance Office use only - 

Disposal Cost £          (cash/cheque) Original Cost minus AD £ 
 

Cost centre code  Grant received for original 
purchase 

Y/N 
 

Ledger code  Re-invested Grant Y/N 
 

Fund  Repayment to Secretary of State Y/N 
 

Original cost  Value Repaid £ 
 

Accumulated 
Depreciation (AD) 

 Removed from Fixed Asset 
Register 

Y/N 
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APPENDIX 6 Checklist for Purchasing Procedure and Capitalisation 
 
1. Is the Asset Purchased above the Capitalisation Value Approved?     YES /NO 

 
If NO:    normal purchase procedure is followed to record the transaction on  
    FMS within the General Annual Grant and the Bank Account. 

 
If YES:  process journal entries on FMS to record the capitalisation transaction on 
the  

Balance Sheet and the Restricted Fixed Asset Fund  
 
2. Check the Fixed Asset Policy for the approved Depreciation Method.  
 
3. Establish with the Chief Operating Officer the expected useful life of the asset and 
any expected residual value. 
 
4. Put a copy of the purchase invoices (where available) and any correspondence in the 
Fixed Asset Register file. 
 
Record the asset on the Fixed Asset Register. 
 
Fixed asset register is to include: 

¶ Type and description of asset 

¶ Cost of Asset 

¶ Budget Holder for the asset (Headteacher) & Asset hold (user) 

¶ Amount and date of any grant 

¶ Proportion of grant used to finance the acquisition 

¶ Expected useful life of the asset  

¶ Date of disposal or change of use 

¶ Proceeds of disposal 

¶ Amount returned to the Secretary of State on disposal / change of use. 

¶ Date of receipt of disposal proceeds or date of an approval to change the use.  

Security-mark the asset where practicable. 
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APPENDIX 7 

Declaration of Gifts and Hospitality 
 
This form should be completed for all gifts or hospitality accepted within 28 days of the 
offer being made  
 
Section A (to be completed by the employee)  
 
Employee Name:  
 
 
Name of the person or organisation that made the offer, gift or hospitality:  
 
 
Details of the gift or hospitality offered/received, including estimated or actual value:  
 
 
The circumstances in which the offer was made or gift/hospitality was accepted:  
 
 
Action taken:  
 
 
eg: kept for personal use; personally consumed; donated to Charity; raffled and 
proceeds donated to Charity  
 
Date offered:  Date accepted:  

 
I confirm that I have applied the PROVEIT test overleaf:  
 
Signed: ………………………………………….. Date: …………………………........ # 
 
 
 
Section B (to be completed by the Headteacher)  
 
I authorise acceptance of the gifts/hospitality detailed above (delete as appropriate)  
 
Reason for decision:  
 
 
Name: ............................................................  
 
Signed: ………………………………………….. Date: ………………………….........  
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APPENDIX 8a COST CENTRE VIREMENT APPROVAL FORM – A 

Available separately 

APPENDIX 8b COST CENTRE VIREMENT APPROVAL FORM - B 

Available separately. 
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APPENDIX 9 
 

Declaration of Interests Form: 
 
I (NAME)_______________________________________________________ 
 
a member of Staff/Trustee/Trustee (delete as appropriate) of the SWECET Community 
Education Trust confirm that I have read the guidance notes and am aware of the 
requirements of the finance handbook as far as they are explained in the guidance notes, in 
particular the section on the Nolan Principles, 31.1.6. 
 
I set out below my business interest 
 
1 My role in the Trust (please tick one box) 

 
Headteacher    
Teaching staff    
Support staff    
Trustee    
Trustee    
 

2  Have you connections/membership/shares in companies etc, which 
have a direct business interest in the school? 

 
Yes         
No     

If yes, please specify. 
 
 

3  Have you any business interests as explained in the Notes of 
Guidance? 

 
Yes     
No 
 

If yes, please specify. 
 
 

Signature ____________________________ Date ___________________ 
 
Please return this to your school’s finance office, clerk or Chief Operating Officer within 7 
days for insertion into the Register of Business Interests. 
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APPENDIX 10 

1. ORDER FORM 
COMPLETED - Signed by 

budget holder or 
Headteacher 

2. ORDER PLACED BY 
FINANCE TEAM

3. DELIVERY NOTE 
SIGNED BY BUDGET 

HOLDER

4. INVOICE SIGNED BY 
BUDGET HOLDER OR 

HEADTEACHER

5. INVOICE PROCESSED 
AND ADDED TO 

FINANCE SYSTEM BY 
FINANCE TEAM

6. INVOICE ADDED TO 
BACS RUN BY FINANCE 

TEAM

7. DRAFT BACS RUN 
PRINTED BY FINANCE 
TEAM - Authorised by 

Headteacher

8. FORMAL BACS RUN 
PRINTED BY FINANCE 

TEAM - Checked by two 
bank signatories, signing 

and dating two 
transacations each.

9. FORMAL BACS RUN 
AUTHORISED - BY two 

bank signatories, signing 
and dating to confirm 

and submit.


