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1. Introduction 
The purpose of this policy is to ensure that Exceed Learning Partnership (ELP) maintains and 
develops systems of financial control which conform to the requirements both of propriety, 
efficiency and regularity.  It is essential that these systems operate properly to meet the 
requirements of ELP’s Funding Agreement with the Education Skills Funding Agency (ESFA). 
 
The Trust and its Academies must comply with the principles of financial control outlined in 
the Academy Trust Handbook published by the DfE/ESFA (June 2021). This manual expands 
on that and provides detailed information on the academy’s accounting procedures. The 
policy should be read by all staff involved with financial systems and procedures in 
conjunction with the Scheme of Delegation of Financial Powers.  
 
This policy should be read in conjunction with the following MAT documents;   
 
Scheme of Delegation 
Anti-Fraud and Corruption Policy 
Fixed Assets and Disposal Policy 
Charging and Remissions Policy 
Debt Recovery Policy 
Whistleblowing Policy 
Reserves Policy 
Funding Agreement 
Articles of Association 
Risk Management Policy 
 
This policy applies across all staff and operations carried out in each academy within the 
Exceed Learning Partnership Multi Academy Trust, namely – 
 

 Hill Top Academy 

 Edlington Victoria Academy 

 Carr Lodge Academy 

 Sandringham Primary School 

 Sheep Dip Lane Academy 

V6 
 
 
 
V7 

January 2021 
 
 
 
September 2021 

J Tuke 
L Birley 
 
 
L Birley 

Reference changed from Business and Operations Manager to Chief Operating Officer - 
& credit card holders revised. 
Sect 5.7, page 24 ‘Business Manager’ added in. Sect 6.6, page 26 additional wording 
 
Reference to clerk changed to governance professional throughout.  
Reference to Academies Financial Handbook changed to Academy Trust Handbook 
throughout.  
References (to paragraphs) within ATH changed throughout.  
Additional wording 2.10, 2.13, 2.3, 2.7, 5.13, 6.19, 6.4, 5.15 
Amount updated 8.3, 8.6 
Updated approval Limits for CEO, CFO and COO in inline with trust growth  CEO 
increased to £30k, CFO and COO increased to £10k 
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The Accounting Officer and Chief Finance Officer will monitor compliance with the policy, 
instances of non-compliance may be reported to the Board of Directors and the Audit 
Committee. 
 

2. Organisation / Responsibility 
2.1 The key financial responsibilities within the Trust are outlined below –  
 
The Board of Directors 
2.2 The main responsibilities of the Board of Directors are prescribed in the Master Funding 
Agreement between the Trust and the ESFA and in the Trust’s schemes of delegation with 
the main responsibilities being: - 
 

 The Board of Directors must apply the highest standards of conduct and ensure 
robust governance, as these are critical for effective financial management. They 
should follow:    

• strategic leadership that sets and champions vision, ethos and strategy   

• accountability that drives up educational standards and financial performance   

• people with the right skills, experience, qualities and capacity   

• structures that reinforce clearly defined roles and responsibilities   

• compliance with statutory and contractual requirements   

• evaluation of governance to monitor and improve its quality and impact. (1.12) 

 The board of Directors must meet at least three times a year. If the board meets less 
than six times a year then the Trust must describe in its governance statement how 
it has met effective oversight (2.3) 

 All Trusts must apply robust cash management. (2.24) 

 Ensuring there are adequate operational controls in place for all the financial 
processes within the Trust, as well as taking overall responsibility for risk 
management and the risk register . 

 Ensure the funding from the DfE/ESFA is used only for the purposes intended 

 Ensure regularity and propriety in the use of the Trusts funds and achieve economy, 
efficiency and effectiveness and overall value for money. The board should take 
ownership for the Trusts ability to operate as a going concern. 

 Approval of the annual balanced budget recommended by the Local Governing 
Bodies and set clear requirements for the budget (2.9 -2.14 and 2.18 -2.23). The 
board must ensure that budget forecasts, for the current year and beyond, are 
compiled accurately, based on realistic assumptions including any provision being 
made to sustain capital assets, and are reflective of lessons learned from previous 
years. (2.11). This will include challenging assumptions, especially pupil numbers 
which drive revenue projections. In addition, the Board of Directors must consider 
the consolidated budget forecast for the Trust. 

 Ensure that the Trust prepares management accounts every month, setting out its 
financial performance and position, comprising budget variance reports and cash 
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flow forecasts with sufficient information to manage cash, debtors and creditors 
(2.18). The board should monitor these, as well as consider the Trusts financial plans 
in the long term, consistent with the 3 year budget forecast return.  

 Management accounts must also be shared with the Chair of the Directors every 
month irrespective of size of the Trust, and with the other Directors six times a year. 
The Board of Directors must ensure appropriate action is being taken to maintain 
financial viability including addressing variances between budget and actual income 
and expenditure. This must be replicated at Local Governing Body level with the 
same procedures to ensure appropriate checks are implemented. The Board of 
Directors must consider all significant financial matters and any significant actual or 
potential overspending. 

 Consider investment opportunities for the Trust reserves, ensuring that security 
takes place over income maximisation. The board should explain its policy for 
holding reserves in the annual report (2.8). 

 Authorise the award of individual items and contracts with a value from £30,001 up 
to the value of £120,000, and to oversee the tendering process for the procurement 
of alternative provision.  

 Ensure that any fixed assets procured by the Academies in the Trust, with a value of 
£1,000 or more, are entered on to the asset register which is to be incorporated 
within the Parago system. 

 Authorise the disposal of individual items of equipment and materials that have 
become surplus to requirements, unusable or obsolete with an original purchase 
value of up to £5,000. 

 Consider the requirements of the ESFA Accounts Direction and contribute to the 
preparation of the ELP annual report. 

 Ensure that the Financial Statements presented by the external auditor are 
submitted to the Secretary of State by 31 December each year.  

 Ensure that the submission of other financial returns are submitted by the statutory 
deadline, on behalf of ELP.  

 To select key financial performance indicators and measure its performance against 
them regularly, including in its annual Directors report as explained in the Accounts 
Direction.  

 Assist with the appointment of the CEO / Principals / Vice Principals / Assistant 
Principals across the Trust (in consultation with the LGB). 

 Approve the ELP Financial Regulations including appropriate financial policies. 

 Appoint internal auditors to ensure the Trust meets the requirements of the 
Academy Trusts Handbook. 

 Ensure that the ESFA is notified of changes to the governance information held on 
the DfE’s Get Information About Schools (GIAS) register within 14 calendar days of 
the change.  All fields specified in GIAS for the individuals must be completed and 
the MAT must ensure its record in GIAS for the individuals is kept up to date. The 
records required in GIAS for the MAT are:  
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• Members   

• Chair of Directors  

• all other Directors  

• Accounting Officer  

• Chief Financial Officer  

including direct contact details for all. 

Governance Professional (to the Board) 
2.3 The Multi academy Trust (MAT) must appoint a governance professional to support 

the Board of Directors (1.49) who is someone other than a trustee, principal or chief 
executive of the trust. A governance professional can help the efficient functioning 
of the Board by providing:   
• administrative and organisational support   
• guidance to ensure the board works in compliance with the appropriate legal and 
regulatory framework, and understands the potential consequences of non-
compliance  
• advice on procedural matters relating to operation of the Board. 

Risk and Audit - Internal Assurance  
2.4 A separate Audit Committee will be implemented to ensure separation of duties.  The 
main responsibilities include: - 
 

 To review the Trust and Local Governing Body (LGB) Risk Registers and advise the 
ELP Board on the adequacy and effectiveness of the governance, risk management, 
financial and internal control arrangements  

 To identify on a risk-basis (with reference to its risk register) the areas it will review 
each year, modifying its checks accordingly. For example, this may involve greater 
scrutiny where procedures or systems have changed 

 To identify and bring to the attention of the Board of Directors all risks categorised 
as high AMBER or RED with the Improvement of a three-year Action Plan  

 To review the effectiveness of the Trust’s internal control system established to 
ensure that the aims, objectives and key performance targets are achieved in the 
most economic, effective and environmentally preferable manner  

 To ensure the Trust’s internal audit service meets or exceeds the standards specified 
in the Government Internal Audit Manual, complies in all other respects with these 
guidelines and meets agreed levels of service  

2.5 The committee must:  
• have written terms of reference describing its remit  
• agree a programme of work annually to deliver internal scrutiny that provides 
coverage across the year, to provide independent assurance to the board that its 
financial and non-financial procedures are operating effectively. 
• review the risk register to inform the programme of work, ensuring checks are 
modified as appropriate each year    
• agree who will perform the work  



 

Page | 7  
 

• consider reports at each meeting from those carrying out the programme of work 
• consider progress in addressing recommendations  
• consider outputs from other assurance activities by third parties including ESFA 
financial management and governance reviews, funding audits and investigations  
• have access to the external auditor as well as those carrying out internal scrutiny, 
and consider their quality 
 

2.6 Employees of the MAT should not be Audit Committee members, but the accounting 
officer and chief financial officer should attend to provide information and participate in 
discussions. (3.9) 
 
2.7 The Chair of Directors should not be Chair of the Audit Committee or Chair of any 
Finance Committee. (3.10) 
 
2.8 Internal scrutiny must focus on:  

• evaluating the suitability of, and level of compliance with, financial and other 
controls. This includes assessing whether procedures are designed effectively and 
efficiently, and checking transactions to confirm whether agreed procedures have 
been followed   
• offering advice and insight to the board on how to address weaknesses in financial 
and other controls, acting as a catalyst for improvement, but without diluting 
management’s responsibility for day to day running of the trust  
• ensuring all categories of risk are being adequately identified, reported and 
managed. (3.2) 

 
2.9 Internal scrutiny should take account of output from other assurance procedures to 
inform the programme of work. For example, it should have regard to recommendations 
from the MAT’s external auditors as described in their management letter, and from 
relevant reviews undertaken by ESFA. 
 
2.10 Independence in internal scrutiny must be achieved by establishing appropriate 
reporting lines whereby those carrying out checks report directly to a committee of the 
Board, which in turn provides assurance to the Directors. Internal scrutiny must not be 
carried out by a member of the senior leadership team. 
 
2.11 The Audit Committee should meet at least three times a year. (3.7) 
 
2.12 Oversight must ensure information submitted to DfE and ESFA that affects funding, 
including pupil number returns and funding claims (for both revenue and capital 
grants) completed by the trust and academies, is accurate and in compliance with funding 
criteria. (3.14) 
 
Local Governing Bodies  
2.13 Local Governing Bodies (LGBs) will have oversight and scrutiny of their respective 
academy within an overall strategic direction and framework determined by the Trust 
Board. LGBs can raise matters of concern or interest directly with Directors of the Trust 
Board or respective committees. If necessary, the Chair of the LGB can submit a paper for 
consideration or request an item to be raised for discussion at a Board meeting and where 
appropriate may attend to present the matter in person. The Chair of the LGB will attend a 
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Chair of Governors Board with other members of the academies to support the work of the 
Trust and have a voice in ensuring the best outcomes, procedures or resourcing is achieved 
across the Trust. 

 

The Local Governing Bodies have the responsibility for: - 

 To ensure compliance with the overall financial plan for the Academy. 

 To observe appropriate levels of delegation and protocols, in conjunction with the 
Accounting Officer and Chief Finance Officer. 

 To prepare a resource plan, matched against the Academy Improvement Plan and 
submit this to the Board of Directors for consideration in the Budget Planning 
process. 

 To inform the Trust of any need for significant unplanned expenditure and work 
within the Trust to identify available funding. 

 To review Budget Management Information at each LGB meeting and report back to 
the CFO/ Board of Directors regarding any significant variances which may have been 
highlighted in the report. The chair must receive the month-end financial reports and 
raise any concerns with the Principal or Academy Business Manager.  

 To develop appropriate risk management strategies and ensure that Academy level 
resources are applied appropriately. 

 To review risks at a local level, ensuring that significant risks are incorporated into 
the overall Exceed Learning Partnership Risk Register. 

 To ensure that recommendations from internal and external audit visits have been 
implemented effectively in a timely manner. 

 To track the Pupil Premium/Primary Sports Grant ensuring that it fully meets the 
criteria set and that the local governing body can demonstrate impact. 

 
The above is not an exhaustive account of responsibilities, please see the Schemes of 
Delegation for the full list. The Schemes of Delegation should be reviewed annually, and 
immediately when there has been a change in trust management or organisational 
structure. (2.4) 
 
The records required in GIAS for academies are:  
• Principal, including direct contact details   
• chairs of local governing bodies, including direct contact details  
• local governors  

The Accounting Officer (CEO) 
2.14 The CEO has been appointed as the Accounting Officer with responsibilities as 
prescribed in HM Treasury’s “Regularity, Propriety and Value for Money” in line with the 
Academy Trust Handbook 2021. The Accounting Officer has a personal responsibility for 
assuring The Board of Directors, DfE and ESFA that there is compliance with the Academy 
Trust Handbook, Funding Agreement and all relevant aspects of company and charitable 
law, including -  
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 ensuring regularity and probity; 

 prudent and economical administration; 

 avoidance of waste and extravagance 

 efficient and effective use of available resources 
 
The functions listed in the Schemes of Delegation are delegated to the CEO, there is an 
expectation under normal circumstances that the CEO may, in turn, delegate particular 
functions to other members of staff while retaining responsibility to the Chair and Exceed 
Learning Partnership Board for the exercise of these functions.   
 
The CEO has responsibility for (but this is not an exhaustive list, see Scheme of Delegation): - 

 Implementing agreed policies and procedures authorised by the Trust including all 
statutory regulations provisions with the Education Act and compliance with the 
Academy Trust Handbook and Master Funding Agreement 

 To take such measures as may be required in emergencies subject to advising the 
Chair of the ELP Board, where possible, prior to the action taken and subsequently 
reporting to the appropriate Committee or the individual Governing Body as soon 
as possible thereafter any items for which approval of the Committee or individual 
Governing Body would normally be necessary. 

 To authorise the appointment of staff to ELP in circumstances where the power to 
appoint has not been delegated to the Local Governing Body or Committee or is not 
reserved to the ELP Board. 

 To work with the respective Principals to determine an appropriate staffing structure 
for ELP and its academies and submit these to the Board of Directors for approval as 
part of the budget planning process 

 To oversee the strategic deployment of staff employed across ELP 

 Authorising orders up to £30,000 subject to the appropriate procurement process 
having been followed  

 To ensure all contracts and agreements conform to the Academy Trust Handbook 
and Trust Financial Regulations 

 The Accounting Officer must ensure that all academies meet financial deadlines that 
are set by the Trust. If these are not met, the Accounting Officer must issue warning 
letters to the academy and ensure that these are responded to by the Chair of the 
LGB and the Principal.  

 The Trust must confirm in its governance statement, accompanying its annual 
accounts, which of the internal scrutiny options it has applied and why. The outcome 
of the work must also inform the accounting officer’s statement of regularity in the 
annual accounts. 

 The Trust must submit its annual summary report of the areas reviewed, key 
findings, recommendations and conclusions to ESFA by 31 December each year 
when it submits its audited annual accounts. The Trust must also provide ESFA with 
any other internal scrutiny reports if requested. 

 The audited accounts must be: 
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• submitted to ESFA by 31 December 
• published on the trust’s website by 31 January 
• filed with Companies House under company law, usually by 31 May 
• provided to every member (under the Companies Act) 
• provided to anyone who requests a copy 

 

Much of the day to day financial management has been delegated to the Principals of each 
Academy, please refer to the Schemes of Delegation for a full list of delegated 
responsibilities. 
 

The Principal: - 
2.15 The Principal has a responsibility and accountability for their individual academy and 
will report directly to the Local Governing Body, CEO.   
 
The Principal is authorised to (but this is not an exhaustive list): - 
 

 Implement agreed policies and procedures as authorised by the Trust, this includes 
the implementation of all statutory regulations within the Education Acts and 
compliance with the Master Supplemental Funding Agreement 
 

 To work with the Finance lead in the respective Academy to manage the budget on a 
day to day basis. Any expenditure/commitments outside the agreed budget must be 
authorised by the ELP Board, in consultation with the Chief Finance Officer and CEO. 

 To receive income and expenditure reports on a monthly basis, highlighting actual or 
potential overspending, and shape an appropriate response with the Chief Finance 
Officer and CEO. The Principal must ensure that the Chair of the Local Governing 
Body receives the month-end reports.  

 To authorise individual items and contracts up to the value of £3,000.  Any orders 
between £3,001 and £10,000 will be referred to the Chief Operating Officer or Chief 
Finance Officer; any orders between £10,001 and £30,000 will be referred to the 
CEO; any orders above £30,000 will be referred to the Chair of Directors. 

 To ensure all purchases over £5,000 have a minimum of three quotations in place 

 To ensure that ELP Financial Regulations and Policies are adhered to at all times. Any 
changes to systems or procedures must be agreed by the Chief Finance Officer prior 
to any changes being made.  

 To ensure that full, accurate and up to date records are maintained in order to provide 
financial and statistical information to the Local Governing Body or ELP Board. 

 The Principal must ensure that the accounts presented are accurate and that they 
have been checked and signed in order to provide a true record of the accounts to the 
LGB and Board of Directors. 

 The Principal must adhere to the Business Support Policy and request further support 
from the Trust to ensure that all procedures identified in the Trust Finance Policy are 
followed. 

 The Principal must ensure that all Trust deadlines are met. Failure to do so, without 
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prior agreement may result in warning letters being issued by the Trust which the 
Principal and the Chair of the LGB will have to respond to the Board of Directors.  

 

The Chief Finance Officer  
2.16 The Chief Finance Officer works in close collaboration with the CEO, COO, 
Principal/Academy Business Manager and is responsible to the CEO. 
 
The main responsibilities of the Chief Finance Officer are: - 

 To ensure a suitable accounting system is in place 

 The maintenance of effective systems of internal controls are in place  

 Trusts & Academy financial affairs run efficiently; operate in-line with current best 
practice accounting policies and procedures and comply with all regulatory, statutory 
and tax requirements 

 Authorised Bank Account signatory 

 The authorisation of Bankline BACS transactions following approval by the 
CEO/individual Academy Principals. 

 The authorisation of purchase orders with an individual item value of up to £10,000 

 The authorisation of monthly payroll 

 To oversee the Academy Business Manager who has day to day responsibility for 
management and administration of the financial issues including operation of the 
accounting system 

 Ensure the pecuniary interest register is updated  

 Maintaining sample signature lists 

 Providing financial advice to the CEO and Directors 

 To plan the Trust Budget and the four-year predicted budgets 

 Work with the appointed auditors to prepare information for the auditing of the 
Trust’s annual accounts to enable the accounts to be properly presented and 
adequately supported by the underlying books and records of the Trust  

 To provide month-end reports to the Chair of Directors and Accounting Officer. 

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

 To evaluate all risks associated with financial management and identify these to the 
Board of Directors. 

The Academy Business Manager 
2.17 The Academy Business Manager is in post to provide comprehensive financial 
management support to the Trust in accordance with the requirements of an academy 
within Exceed Learning Partnership. The Academy Business Manager works in close 
collaboration with the Principal / CEO and Chief Finance Officer. The main responsibilities of 
the Academy Business Manager are (but this is not an exhaustive list):  
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 To ensure Academy financial affairs run efficiently; operate in-line with current best 
practice accounting policies and procedures and comply with all regulatory, statutory 
and tax requirements identified within this policy and the Academy Trust Handbook 
2021 

 the day to day management of financial issues including operation of a suitable 
accounting system  

 the management of the Academy financial position at an operational level within the 
framework for financial control determined by the Board of Directors  

 the maintenance of effective systems of internal control  

 the preparation of management accounts for the LGB. 
 

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

 preparation of the annual budget for the academy and the four-year budget 
projections. 
  

 providing financial advice to the Principal and Governing Body 
 

 ensuring the maintenance of the academy’s accounting records 
 

 income generation and recording 
 

 reviewing and authorising monthly payroll information and ensuring the Principal 
signs the report as approved 

 

 making purchases in accordance with ‘best value’ principles 
 

 developing relationships with partners and exploring opportunities for obtaining 
support to the academy 
 

 promoting relationships with the local community and potential donors 
 

 obtaining appropriate legal advice 
 

 management and monitoring of specific projects, e.g. capital projects 
 

 developing provision to promote ‘best value’ 
 

 developing and updating policies and procedures as required 
 

 ensuring regular communication with the Accounting Officer/Chief Financial Officer 
and auditors 

 liaising with budget holders and providing regular reports 

 ensuring financial procedures are adhered to at all times 

 management of petty cash 
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Other staff 
2.18 Other members of staff, primarily admin staff will have some financial responsibilities 
and these are detailed in following sections of this policy.  All staff are responsible for the 
security of Trust property, for avoiding loss or damage, for ensuring economy and efficiency 
in the use of resources and for conformity with the requirements of the Trust’s financial 
procedures.   
 
The Role of the Departmental Budget Holders 
2.19 Budget holders will be identified within each of the academies, budgets will be set by 
the Principals and agreed at LGB level.  Budget holders will be notified of their budget for 
the academic year, as part of their responsibility they will: - 

 manage the budget delegated 

 ensure that all goods and services are procured in accordance with the Academy 
Trust Handbook 

 ensure economy, efficiency and effectiveness in the use of resources and for 
complying with the academy’s finance procedures and ‘best value’ principles 

 To be responsible for the security of academy property, avoiding loss or damage 

Register of Interests 
2.20 It is important for anyone involved in spending public money to demonstrate that they 
do not benefit personally from the decisions they make. To avoid any misunderstanding that 
might arise all Trust members, directors, governors and staff with significant financial or 
spending powers are required to declare any financial interests they have in companies or 
individuals from which the Trust may purchase goods or services on an annual basis.   
 

The register details will be published on the Trust web site in line with the requirements of 
the Academy Trust Handbook.  
 
2.21 The register is updated annually and includes all business interests such as 
directorships, shareholdings or other appointments of influence within a business or 
organisation which may have dealings with the Trust or its academies. The disclosures 
should also include business interests of relatives such as a parent or spouse or business 
partner where influence could be exerted over a director or a member of staff by that 
person; and will include personal relationships within the Trust that are required to be 
declared. 
 
2.22 The existence of a register of business interests does not, of course, detract from the 
duties of directors and staff to declare interests whenever they are relevant to matters 
being discussed by the Board of Directors or the audit committee. Where an interest has 
been declared, directors and staff should not attend that part of the committee or other 
meeting.  
 
The Chief Finance Officer and Academy Business Manager will maintain the Register of 
Business Interests and will ensure that declarations are updated as soon as changes occur 
and published on the Trust’s website. The register of interests should be kept up to date at 
all times (5.45). 
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The minutes of the full Directors, Local Governing Body or other committee which can 
influence a buying decision must record a standard agenda point seeking updates to 
governors’ business interests. 
 
The Trust will ensure that any transactions with related parties are carried out within the 
Academy Trust Handbook guidelines and that any transactions over the £2,500 value would 
be undertaken on a ‘not for profit’ basis.  
 
Related Parties - At-Cost Requirements (5.49) 
A trust must pay no more than ‘cost’ for goods or services provided to it by the following 
persons (‘services’ do not include services provided under a contract of employment): 
 

 any member or Director of the academy trust  

 any individual or organisation connected to a member or Director of the academy 
trust. For these purposes the following persons are connected to a member, or 
trustee: 

 a relative of the member or Director. A relative is defined as: a close member of the 
family, or member of the same household, who may be expected to influence, or be 
influenced by, the person. This includes, but is not limited to, a child, parent, spouse 
or civil partner  

 an individual or organisation carrying on business in partnership with the member, 
trustee or a relative of the member or Director  

 a company in which a member or the relative of a member (taken separately or 
together), and/or a trustee or the relative of a Director (taken separately or 
together), holds more than 20% of the share capital or is entitled to exercise more 
than 20% of the voting power at any general meeting of that company  

 an organisation which is controlled by a member or the relative of a member (acting 
separately or together), and/or a Director or the relative of a Director (acting 
separately or together). For these purposes an organisation is controlled by an 
individual or organisation if that individual or organisation is able to secure that the 
affairs of the body are conducted in accordance with the individual’s or 
organisation’s wishes  

 any individual or organisation that is given the right under the trust’s articles of 
association to appoint a member or trustee of the academy trust; or anybody related 
to such individual or organisation  

 any individual or organisation recognised by the Secretary of State as a sponsor of 
the academy trust; or anybody related to such individual or organisation 

As from 1 April 2019, the Trust must report all transactions with related parties to the ESFA 
in advance of the transaction taking place using the ESFA’s online form (5.40). Business 
managers should notify the CFO in advance of any related party transaction taking place, 
and the CFO will complete the ESFA’s online form as necessary.  
 
The Trust must obtain prior approval from the ESFA for contracts for the supply of goods or 
services to the trust by a related party where: 
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 The contract exceeds £20,000 

 A contract of any value that would take the total value of contracts with the related 
party beyond £20,000 

 A contract of any value if there have been contracts exceeding £20,000 individually 
or cumulatively with the related party in the same financial year ending 31 August. 

The ‘at cost’ requirement applies to contracts for goods and services from a related party 
agreed on or after 7 November 2013 (5.54) The ‘at cost’ requirement applies to contracts 
for goods and services from a related party exceeding £2,500, cumulatively, in any one 
financial year. For these purposes, where a contract takes the trust’s cumulative annual 
total with the related party beyond £2,500, the element above £2,500 must be at no more 
than cost (5.55). 
 
2.23 Novel, contentious and/or repercussive transactions must always be referred to ESFA 
for explicit prior authorisation – refer to Academy Trust Handbook 2021 for further 
information (5.5). 
 
Whistleblowing Policy 

Preamble 
2.24 The Second Report of the Committee on Standards in Public Life: Local Public Spending 
Bodies published by The Nolan Committee used the term “whistleblowing” to mean the 
confidential raising of problems or concerns within an organisation by a member of staff.  
This is not “leaking” information but refers to matters of impropriety e.g. a breach of law, 
academy procedures or ethics.  Nor is whistleblowing the raising of a grievance within the 
academy (which would be dealt with under the staff grievance procedures). 
 

Introduction 
2.25 The directors of Exceed Learning Partnership and staff and governors of academies 
within the Trust seek to run all aspects of academy business and activity with full regard for 
high standards of conduct and integrity. If members of academy staff, parents, governors or 
the academy’s community at large become aware of activities which give cause for concern, 
Exceed Learning Partnership Trust has the Whistleblowing Policy; this acts as a framework 
to allow concerns to be raised confidentially and provides for a thorough and appropriate 
investigation of the matter to bring it to a satisfactory conclusion, under the academy’s 
disciplinary procedure. The Policy is geared to protect staff who report individuals they 
believe are doing something wrong or illegal. 
 
The Directors must agree the whistleblowing procedure. 
 
The MAT should appoint at least one Director and one member of staff who other staff can 
contact to report concerns. 
 
Exceed Learning Partnership Trust is committed to tackling fraud and other forms of 
malpractice and treats these issues seriously.   
 
Exceed Learning Partnership recognises that some concerns may be extremely sensitive and 
has therefore developed a system which allows for the confidential raising of concerns 
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within the academy environment without fear of reprisals but also has recourse to an 
external party outside the management structure of the academy. 
 
All staff and governors are aware of the Whistleblowing Policy, how concerns will be 
managed and where it is placed for easy access.   
 
Staff should know what protection is available to them if they report someone, what areas 
of malpractice or wrongdoing are covered in the MAT’s whistleblowing procedure, and who 
they can approach to report a concern. 
 
The MAT must ensure all concerns raised with them by whistleblowers are responded to 
properly and fairly.   

Receipt of Gifts, Hospitality, Entertainment and Other Services 
2.26 Governors and members of staff involved in making buying decisions do not accept 
excessive, frequent or regular gifts, hospitality, entertainment or other services from 
existing or prospective suppliers. When considering whether to accept such offers, they 
consider whether the offer could affect their independence or cause concern that it might 
affect their independence. The academy maintains a register of gifts and favours offered 
and whether these were accepted or rejected. Governors and members of staff are required 
to inform the Trust of such offers as they arise. The register is compiled and maintained by 
the Academy Business Manager.  

Expenditure on Gifts, Hospitality, Entertainment and Favours 
2.27 The Board of Directors approves any expenditure on gifts and hospitality which can be 
evidenced within the minutes of meetings. Such expenditure is only authorised if the Board 
can demonstrate that they have taken into account due regard to propriety and regularity in 
the use of public funds. 
 
Expenditure on hospitality from public funds is only incurred in the provision of education. 
Hospitality is generally only provided in the workplace and usually restricted to tea/coffee, 
biscuits, soft drinks or sandwiches. Modest hospitality is occasionally provided outside the 
workplace. The Academy Business Manager maintains a register of the occasions when 
hospitality is provided, the number of people involved and the costs incurred.  

Private Use 
2.28 The academy does not obtain goods or services for the private use of governors and 
members of staff. Governors and members of staff may not: 

 hold any interest in any equipment or property held or used for the academy 

 acquire any interest in the disposal of academy equipment or property at the end of 
any contract between the academy and any third party. 

AUDIT 

Public Funds 
2.29 The External Auditors are appointed by the Members and provide the Board with an 
independent oversight of the financial affairs and should be suitably qualified, experienced 
and able to draw on technical expertise as required. The main duties of the External 
Auditors are to provide the Board with independent assurance that: 
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 The financial responsibilities of the Board are being properly discharged 

 Resources are being managed in an efficient, economical and effective 

manner 

 Sound systems of internal control are being maintained 

 Financial considerations are fully taken into account in reaching decisions 

 Risks are identified and appropriate actions put in place 

 be timely, with the programme of work spread appropriately over the year so 

higher risk areas are reviewed in good time. 

2.30 The Board will appoint internal auditors to undertake a programme of reviews to 
ensure that financial transactions have been properly processed and that controls are 
operating effectively. The Trust should retender for external audit services at least every five 
years in line with the Academy Trust Handbook. A report of the findings from each visit will 
be provided to the Board of Directors and Audit Committee for review. The Trust central 
team will also carry out internal audits to undertake a review of financial transactions and 
controls which will be reported to the Audit Committee. 
 
The CEO must inform the ESFA and the Audit Committee immediately if the following are 
discovered or suspected: 

 loss or misuse of money 

 fraud or financial irregularities exceeding £5,000 individually, or cumulatively in any 
academy financial year (6.10). 

And provide the following information: 
 

 full details of the event(s) with dates 

 the financial value of the loss 

 measures taken by the trust to prevent recurrence 

 whether the matter was referred to the police (and why if not) 

 whether insurance cover has offset any loss (6.12). 

Insurance 
2.31 Exceed Learning Partnership has taken adequate insurance cover in compliance with its 
legal obligations through Zurich Municipal and will liaise with the insurance provider to 
implement reasonable risk management. 
 
The board of directors reviews insurance arrangements annually including looking at the 
RPA provided by ESFA. They ensure that the sums insured are commensurate with risks and 
include cover for academy property when off the premises. 
 
The main types of insurance cover which are in place are: 

 premises and contents. These should be insured at replacement cost against damage 
by subsidence, fire, lightning, explosion, storm, flood, riot, malicious damage, 
terrorism and similar risks; 

 business interruption 
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 Governing Body and employer liability. The current recommended minimum level of 
cover for academies is £10m for employer liability and £5m for Governor liability.   

 any statutory motor transport insurance 

 loss of assets through fraud or dishonesty on the part of employees 

 personal accident 

 fidelity insurance 

Details of all insurance policies held by the Trust/Academy are kept in the office of the Chief 
Operations Officer.  
 
The insurers are notified of all new risks regarding property, equipment and vehicles which 
require insurance or any other alteration affecting existing insurance on a timely basis. 
 
The Trust/Academy does not give any indemnity to a third party without the written 
consent of their insurers. 
 
The Trust/Academy immediately informs its insurers of all accidents, losses and other 
incidents, which may give rise to an insurance claim. The academy must inform the Trust of 
these also. 
 
Claims under an insurance policy are authorised by the Chief Operating Officer prior to 
submission to the insurance company. 
 
Any member of staff using their car for academy purposes amends their personal insurance 
for this. The academy maintains a register of official users. This is signed by the users to 
acknowledge that the insurance cover provision has been made.  
 
Taxation 
2.32 The academy abides by the procedures issued by HMRC (Her Majesty's Revenue & 
Customs). 
 

3. Accounting System 
3.1 All the financial transactions of the ELP and its academies must be recorded on the 
Financial Management System (FMS). From the 1st April 2019 the finance system ‘HCSS 
Access’ will be used. 
 
ELP has autonomy over financial transactions arising in the normal course of business. 
However, some transactions have delegated authority limits beyond which the Trust must 
obtain prior ESFA approval. A schedule of delegated authorities is listed in the  Academy 
Trust Handbook at section 5.60. The ESFA may intervene where trusts do not seek the 
required ESFA approval in advance. 
 
The finance system is operated by the Chief Finance Officer, Academy Business Manager 
and Administration Team, and consists of: 
 
General nominal ledger 
Purchase ledger 
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Sales ledger 
Goods received 
Cost centres 
Ledger codes  
Fund codes 
Journals management 
Bank transactions 
Petty Cash  
VAT 
Reporting functions 
 
System Access 
3.2 Access to the finance system is password protected. It is the responsibility of the Chief 
Finance Officer to determine the appropriate levels of access for each user and to inform 
the Business Manager within the academies.  
 
Back-up Procedures  
3.3 It is the contractual responsibility of ACS Group to maintain adequate back-up and 
disaster recovery procedures.   
 
ACS Group are responsible for: 

 Develop, maintain and periodically test security to ensure it is fit for purpose  

 Ensure that all data managed on behalf of the Trust /Academy is adequately 
protected to enable efficient and effective recovery.  

 Ensure data is backed-up onto appropriate media at regular intervals.  

 Ensure media is securely stored off-site.  

 Ensure test restores of data are carried out at regular intervals.  

 In the event of a disaster they will recover the services to an acceptable state of 
operation within 5 working days  

The Chief Finance Officer and Chief Operating Officer should also prepare a disaster 
recovery plan in the event of loss of accounting facilities or financial data.  This should link in 
with the annual assessment made by Directors of the major risks to which the 
Trust/Academy is exposed and the systems that have been put in place to mitigate those 
risks. 
 
Transaction Processing 
3.4 All transactions input to the accounting system must be authorised in accordance with 
the procedures specified in this manual. The detailed procedures for the bank account, the 
purchase ledger and accounts receivable ledger are included in the following sections of the 
manual. 
 
Transaction Reports 
3.5 The Chief Finance Officer will obtain and review system reports to ensure that only 
regular transactions are posted to the accounting system.  The report obtained and 
reviewed will include: 
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 Periodically run audit trail reports 

 Purchase and sales ledger reports 

 Management accounts summarising the expenditure and income against budget 

 

Bank & VAT Reconciliations 
3.6 Reconciliations to the bank statements must be completed at least monthly. Bank 
Reconciliations – Unreconciled Items should also be completed at the same time as the bank 
reconciliation. 
 
VAT returns and reconciliations will be completed at Trust level.  
 
3.7 Any unusual or outstanding reconciling items must be dealt with promptly. The Chief 
Finance Officer/ Finance Officer will prepare the statements for the Trust and the CEO will 
review, authorise and sign reconciliations as evidence of this review. The Business Manager 
will prepare the statements for similar review by Principals.  The roles may be interchanged, 
but the process will always involve a clear separation of duties. 

 

4. Financial Planning 
4.1 The Trust prepares both medium term and short-term financial plans. Each of the 
academies within the trust will also prepare medium and short –term plans as part of the 
improvement planning process.   The improvement plans indicate how the academies will 
achieve their educational and other objectives within the expected level of resources over 
the next 3 years. 
 
4.2 The improvement plan provides the framework for the annual budget. The budget is a 
detailed statement of the expected resources available to the Trust and the planned use of 
those resources for the following year.  
 
4.3 The improvement planning process and the budgetary process are described in more 
detail below. 

Improvement Plan 
4.4 The improvement plan is concerned with the future aims and objectives of the Trust and 
how they are to be achieved; that includes matching the Trust’s objectives and targets to 
the resources expected to be available. Plans should be kept relatively simple and flexible. 
They are the “big picture” within which more detailed plans may be integrated.  
 
4.5 The form and content of the improvement plan are matters for the Trust to decide but 
due regard should be given to the matters included within the guidance to Academies and 
any annual guidance issued by the ESFA. 
 
4.6 Each year the CEO will propose a planning cycle and timetable to the Board of Directors 
which allows for: 
 

 a review of past activities, aims and objectives - “did we get it right?”  
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 definition or redefinition of aims and objectives – “are the aims still relevant?”  

 improvement of the plan and associated budgets – “how do we go forward?”  

 implementation, monitoring and review of the plan – “who needs to do what by 
when to make the plan work and keep it on course”  

 feedback into the next planning cycle – “what worked successfully and how can we 
improve?”  

 
4.7 The timetable will specify the deadlines for the completion of each of the key stages 
described above. Lead responsibility for the completion of each of the stages will be 
assigned by the CEO.  
 
4.8 The completed improvement plan will include detailed objectives for the coming 
academic year and outline objectives for the following two years. The plan should also 
include the estimated resource costs, both capital and revenue, associated with each 
objective and success criteria against which achievement can be measured. 
 
4.9 Each individual academy will have its own improvement plan identifying objectives 
specific to the academy, the Principal will have the responsibility for ensuring progress is 
made towards the objectives being achieved.  The Principal should monitor performance 
against the defined success criteria throughout the year and report to the CEO in the 
Headteacher Committee meetings. The CEO will report to the Board of Directors if there is a 
significant divergence from the agreed plan and will recommend an appropriate course of 
action. 

Annual Budget 
4.10 The Chief Finance Officer is responsible for preparing the annual budget and presenting 
to the CEO in preparation for consideration by the Board of Directors in readiness for its 
acceptance or otherwise by the Board.  
 
4.11 The Chief Finance Officer is responsible for ensuring that approved budget is submitted 
to the ESFA by the 31st July each year. The Chief Operating Officer and Chief Finance Officer 
are responsible for establishing a timetable which allows sufficient time for the approval 
process and ensures that the submission date is met.  
 
4.12 The annual budget will reflect the best estimate of the resources available to the Trust 
and its Academies for the forthcoming year and will detail how those resources are to be 
utilised. There should be a clear link between the improvement plan objectives and the 
budgeted utilisation of resources.  
 
4.13 The budgetary planning process will incorporate the following elements: 

 review of past performance against budgets to promote an understanding of the 
Trust cost base  

 review of the main expenditure headings in light of the improvement plan objectives 
and the expected variations in cost e.g. pay increases, inflation and other anticipated 
changes 
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 an estimation of income, based on the academy census, plus estimates for Pupil 
Premium, allocations, lettings and community income 

 an estimation of staffing costs, based on a staff salary calculator taking account of 
known retirements, responsibility allowances, etc. 

 an estimation of operational expenditure, based on known cost trends for utilities, 
supplies, service level agreements, etc. 

 the identification of potential efficiency savings 

 the allocation of curriculum budgets to departments, using a transparent formula to 
allocate funds equitably in line with need and academy priorities 

 an annual review of the academy’s self-evaluation priorities, which forms part of the 
OfSTED inspection requirements 

 the identification of ICT improvements on the basis of priorities detailed in the ICT 
improvement plan 

 the identification of premises improvements on the basis of priorities detailed in the 
premises Improvement plan 

Balancing the Budget 
4.14 Comparison of estimated income and expenditure will identify any potential surplus or 
shortfall in funding. If shortfalls are identified, opportunities to increase income should be 
explored and expenditure headings will need to be reviewed for areas where cuts can be 
made. This may entail prioritising tasks and deferring projects until more funding is 
available. Plans and budgets will need to be revised until income and expenditure are in 
balance. 
 
4.15 The Directors may request that a proportion of Academy GAG funding/surpluses are 
held centrally as a contingency measure in order to fund emergency or extraordinary items, 
aid cash flow, maximise investment opportunities, or for collaborative initiatives and 
projects.  Should any Principal feel they have been treated unfairly they must appeal to the 
board. Please refer to the Trusts ‘Reserves Policy’ for further information. 
 
4.16 Academies must use the Trust’s budgeting software to prepare and monitor budgets. 
 
4.17 Expected surplus should be disclosed in the budget forecast prior to each financial year 
and approved by the board.  Clear future plans for the cumulative surplus to be carried 
forward must specify how it will be used to benefit pupils.  ESFA will question any 
substantial surpluses with no clear plans for its use.  

Finalising the Budget 
4.18 A draft budget should be prepared by the Chief Finance Officer for approval by the 
CEO, and the Board of Directors. The budget should be communicated to all staff with 
responsibility for budget headings so that everyone is aware of the overall budgetary 
constraints.  
 
4.19 The budget should be prepared taking into consideration remedial actions should 
circumstances change making it easier to take action if required. The budget should be seen 
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as a working document which may need revising throughout the year as circumstances 
change. 

Monitoring and Review 
4.20 The MAT must prepare management accounts every month setting out its financial 
performance and position. Managers must take appropriate action to ensure ongoing 
viability. 
 
4.21 Management accounts must be shared with the Chair of Directors every month, and 
with the other Directors six times a year. The Board must consider these when it meets. 
 
4.22 The format of management accounts must include an income and expenditure 
account, variation to budget report, cash flows and balance sheet.   
 

4.23 Monthly reports will be prepared by the Chief Finance Officer/Academy Business 
Manager. The reports will detail actual income and expenditure against budget both for 
budget holders and at a summary level for the CEO, Principal and the Board of Directors as 
required.  Any potential underspend or overspend against the budget must in the first 
instance be discussed with the Principal and then the CEO.  
 
4.24 The monitoring process should be effective and timely in highlighting variances in the 
budget so that differences can be investigated and action taken where appropriate. If a 
budget overspend is forecast, this will need to be identified in the monthly monitoring 
report which should also show where the money will come from to cover. 
 
4.25 The Board must ensure appropriate action is being taken to maintain financial viability 
including addressing variances between the budget and actual income and expenditure. 
 
4.26 The MAT must select key financial performance indicators and measure its 
performance against them regularly, including analysis in its Annual Directors Report. 
 
4.27 Where the Board has concerns about financial performance, it should act quickly 
ensuring the MAT has adequate financial skills in place. 
 

5. Payroll 
5.1 The main elements of the payroll system are: 

 staff appointments 

 payroll administration 

 payments  

Staff Appointments 
5.2 The Board of Directors has approved a personnel establishment for the 
Trust/Academies. Changes can only be made to this establishment with the approval in the 
first instance of the CEO who will make recommendations to the Board of Directors who 
then must ensure that adequate budgetary provision exists for any establishment changes.  
 
5.3 Principals will work with the CEO on changes to staff structures, before taking to the 
Board of Directors for approval. 
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5.4 The Academy Business Manager/Office Manager maintains personnel files for all 
members of staff, which include contracts of employment. All personnel changes must be 
notified, in writing, to the Academy Business Manager/Office Manager immediately. 

Payroll Administration 
5.5 The Trust has outsourced its payroll processing requirements to a third party, 
Rotherham Metropolitan Borough Council’s (RMBC) Payroll Department. Master personnel 
records are held on the SIMS software package, access to which are password controlled. 
 
5.6 RMBC have a contractual obligation to process transactions in line with the agreed 
service specification and to meet all statutory requirements.  
 
5.7 All variations to salary such as salary amendments, leavers, starters etc. are processed 
through the online HR Portal under RMBC.  All additional hours must be agreed with the 
Principal of the relevant academy, additional hours’ time sheets completed and authorised 
by the relevant Principal/ Business Manager.  Any claims completed on the HR Portal must 
be approved by the relevant Academy Business Manager following notification by the 
Principal. 

Payments 
5.8 RMBC are responsible for making monthly net salary payments to all staff. They are an 
approved BACS Bureau for this purpose. All salary payments are made by BACS.  
 
5.9 After the payroll has been processed but before payments are dispatched a Payroll 
Analysis Report is received from RMBC and each academy will review and notify RMBC of 
any discrepancies prior to the payments being made. The Chief Finance Officer/Academy 
Business Manager checks that all variations i.e starters/leavers/overtime are correct and 
carries out an overall review to test for ‘reasonableness’ against the previous months’ totals 
and will raise any queries with RMBC.  The Academy Business Manager/Chief Finance 
Officer will sign and date to evidence their checks against profiled salary spreadsheets. The 
final run report should be signed as approved by the Principal. 
 
5.10 RMBC is responsible for calculating the deductions due from payroll to comply with 
current legislation. The major deductions are for tax, National Insurance contributions and 
pensions. The amounts payable are summarised on the gross to net pay print received from 
RMBC.  RMBC will ensure the payments to relevant organisations are completed in a timely 
manner. 
 
5.11 After the payroll has been processed the postings will be made on the finance system 
under the relevant cost centres/ledger codes by the Chief Finance Officer/Academy 
Business Manager. 
 
5.12 On an annual basis, as part of the budget setting process the Chief Finance 
Officer/Academy Business Manager must check for each member of staff that the gross pay 
as per the HR Portal agrees to the contract of employment held on the personnel file and 
salary details held on SIMS. 
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Staff Severance Payments 
5.13 Non-contractual payments at the end of employment would only be paid if the 
Academy Trust has concluded that the payment represented the best value for money 
compared to other options. The business case for such payments would be fully 
documented and the guidance issued by the ESFA will be followed.  
 
The CEO in conjunction with the Chair of Directors may approve non-contractual payments 
up to £5,000.  
 
The Board of Directors may approve non-contractual payments between £5,000 and 
£50,000.  
 
Non-contractual payments over £50,000 require approval in advance from ESFA and HM 
Treasury. Additionally, the Trust must obtain prior ESFA approval before making a staff 
severance payment where an exit package includes a special severance payment and is 
over £100,000 and/ or the employee earns over £150,000. 
 

Setting Executive Pay 
5.14 The Board of Directors must ensure its decisions about levels of executive pay 
(including salary and any other benefits) follow a robust evidence-based process and are a 
reasonable and defensible reflection of the individual’s role and responsibilities. No 
individual can be involved in deciding their remuneration.  
 
5.15 The Board must discharge its responsibilities effectively, ensuring its approach to pay 
and benefits is transparent, proportionate and justifiable, including:  
• process – that the procedure for determining executive pay and benefits, and keeping 
them proportionate, is agreed by the Board in advance and documented   
• independence – decisions about executive pay and benefits reflect independent and 
objective scrutiny by the Board and that conflicts of interest are avoided  
• robust decision-making – factors in determining pay and benefits are clear, including 
whether educational and financial performance considerations, and the degree of challenge 
in the role, have been taken into account  
• proportionality – pay and benefits represent good value for money and are defensible 
relative to the public sector market  
• commercial interests – ensuring the Board is sighted on broader business interests held by 
senior executives, and is satisfied that any payments made by the MAT to executives in 
relation to such interests do not undermine the transparency requirements for disclosing 
pay  
• documentation – the rationale behind the decision-making process, including whether the 
level of pay and benefits reflects value for money, is recorded and retained  
• The trust must publish on its website in a separate form the number of employees whose 
benefits exceeded £100k, in £10k bandings, as an extract from its financial statements from 
the previous year end (2.32). Benefits for this purpose include salary, employers pension 
contributions, other taxable payments and termination payments. This includes situations 
were the academy has entered into an off- payroll arrangement too. 
• a basic presumption that executive pay and benefits should not increase at a faster rate 
than that of teachers, in individual years and over the longer term  
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• understanding that inappropriate pay and benefits can be challenged by ESFA, particularly 
in instances of poor financial management of the MAT. 
 
 
 

Tax arrangements for senior employees 
5.16 The MAT must ensure its senior employees’ payroll arrangements fully meet their tax 
obligations and comply with HM Treasury’s guidance about the employment arrangements 
of individuals on the avoidance of tax. Failure to comply with these requirements can result 
in a fine by HM Treasury. 
 

6. Purchasing 
6.1 The Trust wants to achieve the best value for money from all our purchases. This means 
they want to get what they need in the correct quality, quantity and time at the best price 
possible. A large proportion of their purchases will be paid for with public funds and they 
need to maintain the integrity of these funds by following the general principles of:  
 

 Probity, it must be demonstrable that there is no corruption or private gain involved 
in the contractual relationships of the Trust  

 Accountability, the Trust is publicly accountable for its expenditure and the conduct 
of its affairs  

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

Suppliers 
6.2 In the Access finance system the development is for one database of suppliers which will 
be controlled by the Trust central team.  If academies wish to use a supplier who is not on 
the central database, they will need to complete a new supplier form before purchasing key 
items from any new suppliers. Using the same suppliers across the Trust also allows for 
identification of efficiencies. Bulk purchase may provide better value and price and will 
always be checked in the first instance. 
 
6.3 The Academy Business Managers are responsible for ensuring new supplier forms are 
completed and returned to the Finance Officer, ensuring that the VAT registration number 
of the supplier is completed on the new supplier form. Actions will be taken to check 
authenticity and recorded on new supplier authentication forms. 
 
6.4 Each academy will take responsibility for notifying the Trust of changes to supplier 
details including bank account details. As the Trust is aware that this is an area that is 
vulnerable to fraud and cybercrime, supplier details will not be amended until the changes 
have been verified in writing as being valid. An email will suffice as the evidence received. 

All Routine Purchasing 
6.5 All orders must be recorded on a manual requisition form (see Appendix A) completed 
by a member of staff and approved by the Principal before being recorded on the finance 
system. A member of the office staff team should sign the printed paper order from the 
Access system. 
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Authorisation limits – Orders and Invoices (all amounts below refer to amounts net of 
VAT) 
6.6 All orders and contracts up to £3,000 authorised by the Principal of the Academy 
ensuring that best value has been applied; orders and contracts up to the value of £10,000 
by the Chief Finance Officer or Chief Operating Officer; orders and contracts of 10,001 and 
up to £30,000 by the CEO in conjunction with the Chief Finance Officer and orders over 
£30,001 and up to £120,000 subject to the appropriate procurement processes having been 
followed. 
 
For all orders up to the value from £3,001 to £5,000 verbal quotations must be obtained, 
evidenced by a follow-up email or internet print. 
 
All orders over the value of £5,001 must have a minimum of three quotations obtained in 
writing. 
 
Staff members should not use their own personal store cards/ points cards/ rewards cards 
in order to obtain points etc when purchasing on behalf of the Trust. Trust funds should not 
be used to purchase alcohol, except where it is to be used in religious services (2.35). 
 
6.7 The Admin Personnel placing the order must make appropriate arrangements for the 
delivery of goods to the Academies. On receipt a relevant member of staff must undertake a 
detailed check of the goods received against the goods delivery note (GDN) and the 
purchase order (PO) and make a record of any discrepancies between the goods delivered 
and the GDN/PO. Discrepancies should be discussed with the supplier of the goods without 
delay. All goods delivery notes should be signed and dated by the person checking the 
delivery. 
 
6.8 If any goods are rejected or returned to the supplier because they are not as ordered or 
are of sub-standard quality, the Academy Business Manager (Chief Finance Officer for Trust) 
should be notified. The Admin Personnel will record all goods returned to suppliers on the 
original order. 
 
6.9 All invoices received will be matched against the purchase order and the goods delivery 
note (GDN) and the quantity and value of goods will be checked by Admin Personnel, 
different to the staff member raising the orders. The GDN and the copy order will be 
attached to the invoice. The invoice verification stamp is applied to each invoice which must 
be signed/authorised and completed prior to payment of the invoice. 
 
Allowing for division of duties the Academy Business Manager / Finance Officer will then 
enter the invoice onto the finance system. The invoice should be signed off by the Academy 
Business Manager/ Finance Officer. 
 
6.10 For clarification and to allow for adequate segregation of duties, the process for signing 
off is as follows: 
Purchase order requisition – Principal 
Purchase order – office staff 
Purchase invoice – Business Manager/ Finance Officer 
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The Principal may delegate the signing off of purchase order requisitions to their Vice 
Principals/ Assistant Principals. If the above process is not possible (ie in the event of 
illness), the process may have to be altered. In this event, academies should ensure that the 
purchase order is signed off by a different person to the person signing the purchase order 
requisition and purchase invoice.  
 
6.11 If a member of staff is pursuing a query with a supplier the Academy Business Manager 
/ Chief Finance officer must be kept up to date with progress.  
 
6.12 Payments are generated, to an agreed timetable by the Academy Business 
Manager/Chief Finance Officer. Prior to each payment run being generated the Principal will 
review and check the listing of invoices to be paid and would raise any queries with the 
Academy Business Manager/Chief Finance Officer. A BACS run report is printed from the 
finance system and two cheque signatories should sign this report. Once paid though 
Bankline a Bankline report is printed the Academy Business Manager/Chief Finance Officer 
and Principal/ Chief Operating Officer or CEO will sign this report. 
 
6.13 In instances where cheques payments are required these will be generated by the 
Trust/Academy, the cheques must be authorised by two of the nominated bank 
signatories. 

Purchasing for Contracted Services and Periodical Payments 
6.14 There are other revenue services which will be provided on a regular basis by outside 
suppliers but which for practical purpose requisitions/orders cannot be processed through 
the system in the above manner. Nevertheless, they are still subject to internal control 
processes. 
 
Examples of such services are catering, security, insurance and utilities. In the case of these 
services the terms of the service are agreed with a supplier and the payment is made 
against an invoice for which the contract itself forms the basis for agreeing the invoice. 
Where a Service Level Agreement exists a purchase order has not been necessary, however 
good practice will be for the Academy Business Managers to ensure a purchase order will be 
committed within the finance system, split accordingly between financial years. 
 
For services where a cost is unknown such as building repairs and maintenance a purchase 
order should be raised based on estimated costs. 

Emergency Purchases  
6.15 From time to time budget holders may need to make purchases to cover for an 
emergency situation. In such cases a confirmatory order should be raised to ensure that 
documentary evidence is in place to cover the payment. Such purchases are subject to the 
same authorisation requirements as documented in this policy. 
 

Competitive Purchasing Requirements  

Quotations and Tenders  
(Threshold values are net of VAT and are the cumulative value over the life of the 
contract)  
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Value less than £3,000  
 
6.16 In purchasing all goods and services, budget holders should ensure that they review the 
use of existing resources and consider the cost, quality, reliability and availability. Value for 
money should always be considered but no formal written quotes are required for spends 
under £3,000 however verbal quotes must be evidenced.  
 
All orders between the values of £3,001 to £5,000 verbal quotations must be obtained 
evidenced by a follow up email or internet print. 
 
Value over £5,001 but less than £20,000 
6.17 At least three written quotations should be obtained for all orders between £5,001 and 
£30,000 to identify the best source of the goods/services. Written details of quotations 
obtained should be prepared and retained by Academy Business Manager/Chief Finance 
Officer for audit purposes. Telephone quotes are acceptable if these are evidenced and 
faxed/emailed confirmation of quotes has been received before a purchase decision is 
made. 
 
Value over £30,001 but less than £120,000   
6.18 At least three written quotations should be obtained. Full records should be kept of all 
criteria used for evaluation and a report should be prepared for the Directors Board 
highlighting the relevant issues and recommending a decision. 
 
Value over £120,001  
6.19 All goods/services ordered with a value over £120,001, or for a series of contracts, 
which in total exceed £120,001 must be subject to a form of tender. 
 
Purchases over EU Thresholds (from 1 January 2020, valid until January 2022 for all 
contracts commencing pre Brexit) 
 
Supplies and Services - £189,330 
Supplies and services contracts awarded by central government authorities and NHS Trusts - 
£122,976 
Supplies and services contracts awarded by sub-central authorities (including Local 
Authorities and Registered Providers) – £189,330 
Contracts for health, social, care, catering, legal and security services - £663,540 
Works Contracts - £4,733,252 
 
Procurements above EU thresholds must be carried out in accordance with the appropriate 
European Union Procurement Directives, which the UK enforces through the Public Contract 
Regulations 2015/ EU Exit Regulations 2020 and external advice must be sought where 
necessary.  
 
For purchases above these thresholds a project plan identifying responsibilities and 
authorisation routes must be approved by the Board of Directors before the procurement 
commences. 
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For contracts post Brexit (ie after 1 January 2021) the UK is no longer bound by the EU 
regime. However, as the UK has joined the Government Procurement Agreement (GPA) in 
its own right, it is bound to the minimum standards of the GPA from 1 January 2021. The UK 
regime mainly set out in the Public Contracts Regulations (the "PCRs") directly transposed 
the EU regime prior to Brexit, so it is already GPA-compliant and no immediate changes are 
required. Therefore the above thresholds still stand at present. 

Legal Advice  
6.20 Legal advice will normally be sought before proceeding with a contract of any 
significant value. The Trust will consider whether this is necessary and in proportion to the 
total value/risks attached to the contract. 
 
Forms of Tenders (Value over £120,001)  
6.21 There are three forms of tender procedure: open, restricted and negotiated and the 
circumstances in which each procedure should be used are described below.  
 
6.21a Open Tender: This is where all potential suppliers are invited to tender. The Principal 
and/or budget holder must discuss and agree with the Chief Finance Officer how best to 
advertise for supplier’s e.g. general press, trade journals or to identify all potential suppliers 
and contact directly if practical. 
 
This is the preferred method of tendering, as it is most conducive to competition and the 
propriety of public funds. 
 
6.21b Restricted Tender: This is where suppliers are specifically invited to tender. Restricted 
tenders are appropriate where:  

 there is a need to maintain a balance between the contract value and administrative 
costs  

 a large number of suppliers would come forward or because the nature of the goods 
are such that only specific suppliers can be expected to supply the Trust’s 
requirements  

 the costs of publicity and advertising are likely to outweigh the potential benefits of 
open tendering.  

 
6.21c Negotiated Tender: The terms of the contract may be negotiated with one or more 
chosen suppliers. This is appropriate in specific circumstances:  

 the above methods have resulted in either no or unacceptable tenders  

 only one or very few suppliers are available  

 extreme urgency exists  

 additional deliveries by the existing supplier are justified.  
 

Preparation for Tender 
6.22 Full consideration should be given to:  

 objective of project  

 overall requirements  

 technical skills required  

 after sales service requirements  

 form of contract 



 

Page | 31  
 

 
6.23 It may be useful after all requirements have been established to rank requirements 
(e.g. mandatory, desirable and additional) and award marks to suppliers on fulfilment of 
these requirements to help reach an overall decision. 

Invitation to Tender  
6.24 If a restricted tender is to be used then an invitation to tender must be issued, the 
Trust would normally invite a minimum of three suppliers to bid. If an open tender is used 
an invitation to tender may be issued in response to an initial enquiry.  
 
6.25 An invitation to tender should include the following:  

 introduction/background to the project  

 scope and objectives of the project  

 technical requirements  

 implementation of the project  

 terms and conditions of tender  

 form of response  

Aspects to Consider 
 
Financial  

 Like should be compared with like and if a lower price means a reduced service or 
lower quality this must be borne in mind when reaching a decision.  

 Care should be taken to ensure that the tender price is the total price and that there 
are no hidden or extra costs.  

 Is there scope for negotiation? The Trust should always aim to achieve best value for 
money 

 

Technical/Suitability  

 Qualifications of the contractor  

 Relevant experience of the contractor  

 Descriptions of technical and service facilities  

 Certificates of quality/conformity with standards  

 Quality control procedures  

 Details of previous sales and references from past customers 

 

Other Considerations  

 Pre sales demonstrations  

 After sales service  

 Financial status of supplier. Suppliers in financial difficulty may have problems 
completing contracts and in the provision of after sales service. It may be 
appropriate to have an accountant or similarly qualified person examine audited 
accounts etc  
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Tender Acceptance Procedures  
6.26 The invitation to tender should state the date and time by which the completed tender 
document should be received by the Trust. Tenders should be submitted in plain envelopes 
clearly marked to indicate they contain tender documents. The envelopes should be time 
and date stamped on receipt and stored in a secure place prior to tender opening. Tenders 
received after the submission deadline should not normally be accepted. 
 

Tender Opening Procedures 
6.27 All tenders submitted should be opened at the same time and the tender details should 
be recorded. Two persons should be present for the opening of tenders as follows:  
 

 For contracts over £120,001 - either the Chief Operating Officer or the CEO plus a 
member of the Board of Directors. 
 

6.28 A separate record should be established to record the names of the firms submitting 
tenders and the amount tendered. This record must be signed by both people present at the 
tender opening. 
 

Tendering Procedures 
6.29 The award of the tender must be approved by the Board of Directors. 
  
6.30 Where required by the conditions attached to a specific grant from the DfE, the 
department’s approval must be obtained before the acceptance of a tender.  
 
6.31 The accepted tender should be the one that is economically most advantageous to the 
Trust. All parties should then be informed of the decision. Where a tender other than the 
lowest has been accepted the reason should be documented and reported to the Directors 
Board. 
 

7. School Fund Account 
7.1 The school fund account is included within the one bank account and finance system, 
therefore the procedures within this finance policy also apply to school fund transactions.               
 

8. Income  
8.1 The main sources of income for the Trust are the grants from the DfE. The receipt of 
these sums is monitored directly by the Chief Finance Officer who is responsible for ensuring 
that all grants due to the Trust are collected.  
 
Bids for further potential funding from the DfE/ESFA such as capital allocations, may be 
submitted subject to the approval of the CEO. 
  
8.2 The Trust also obtains income from:  
 

 pupils, mainly for dinner money, trips and visits  

 the public, mainly for hire of the hall and facilities lettings  

 Other schools and organisations for consultancy services 
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School Meals  
8.3 Parents should be encouraged to pay dinner money weekly in advance as a minimum.  
The majority of payments will be received through Parent Pay accounts or the academy 
office, which provides a secure method of payment, issues receipts (where appropriate) and 
records the payment against the individual pupil. Details should be sent out at the end of 
each half term detailing the balance on the dinner money account and the amount to be 
paid for the coming term.  Parents who struggle to pay in advance should speak with the 
Office Manager to assess whether they may be entitled to free school meals and support 
them with their application wherever possible. 
 
The receipt of credits into the bank account will be verified by the relevant Business 
Manager / Chief Finance Officer and reconciled as part of the bank reconciliation process.  
 
The Admin Personnel is responsible for checking, entering and banking any locally received 
dinner money.  Anyone else receiving dinner money payments must ensure they are locked 
in the safe immediately.  Dinner money should be checked and entered at least once a 
week, receipts should be issued (where appropriate) to confirm receipt of payment or 
account statements printed off when required.  The banking must be checked and signed off 
by the Office Manager/Academy Business Manager/Chief Finance Officer. Cash received is 
reconciled against the record of pupil meals taken and the amount banked and verified 
through the bank reconciliation process.  
 
All appropriate efforts will be made to collect outstanding debts in respect of dinner money, 
and the Principal will be made aware of debts in excess of a level of two weeks’ costs. 
(£2.30/ day = £23.00) 

Dinner numbers reconciliation 
8.4 Where academies meet the cost of catering appropriate reconciliations must take place. 
The Admin Personnel will provide the kitchen with the daily numbers each day using the 
appropriate form. The weekly client recharge form from the kitchen must be cross-checked 
against the form for the week. Any discrepancy between the numbers provided and the 
number of meals taken must be investigated immediately to ensure all the children who are 
entitled to meals (free and paid) are taking them and that children not registered for meals 
are not taking them. 

Free School Meals  
8.5 Free School meals can only be provided if there is an entitlement. 

Dinner Money Arrears  
8.6 Individual pupil’s arrears should not exceed 10 serving days or £23.00 (whichever is the 
greater) at any one time. Parents/guardians should be notified as soon as the arrears for the 
individual pupil are outstanding for five serving days. They should receive a second warning 
after 10 days stating their child may only be given the minimum provision until arrears have 
been paid. Meals should only be reinstated when the arrears have been cleared and an 
advance payment made for the following week. Dinner money arrears cannot be written off 
without approval from the CEO. 
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Uniform Sales 
8.7 The Admin Personnel/Office Manager is responsible for the uniform sales. Sales must be 
listed in a stock book and the totals banked must match with the items and revenue listed 
on the spreadsheet. Monies should be banked weekly unless there are insufficient funds to 
justify this. The print out and banking must be cross-checked and signed by the Academy 
Business Manager/Chief Finance Officer.  
 
A termly stock count must be carried out by the Office Manager and any discrepancies 
between the stock book and actual stock levels brought to the attention of the Academy 
Business Manager/Chief Finance Officer. Online ordering using Parent Pay or equivalent 
system linked to an online uniform shop should be encouraged where possible to reduce 
cash handling in the office and reduce the need for stock levels to be maintained in school. 
Parents without access to the internet should make payment at the time of placing their 
order. 

Clubs 
8.8 The Admin Personnel/Office Manager is responsible for the activity club sign-ups. 
Payment should be collected at the time of booking the club and all income must be 
recorded on the Financial Management System. The print out and banking must be cross-
checked and signed by the Academy Business Manager/Chief Finance Officer. 

Trips 
8.9 A lead teacher must be appointed for each trip to take responsibility for the organisation 
of the trip.  The sum to be charged for the trip must be discussed and authorised by the 
Academy Business Manager/Principal.  The letter and permission slips will then be prepared 
by the Admin Personnel and a record created of all the pupils going on the trip.  For 
payments made by cash the Admin Personnel will record the payment as received and issue 
a receipt (where appropriate) for the parent where possible.  The Admin Personnel should 
maintain an up to date record for each pupil showing the amount paid and the amount 
outstanding.  This record should be sent to the lead teacher on a weekly basis so they can 
chase up additional permission slips and payments.  The Admin Personnel will support the 
lead teacher with chasing the outstanding payments and permission slips. 

Lettings  
8.10 The Academy Business Manager/Chief Finance Officer is responsible for maintaining 
records of bookings of facilities and for identifying the sums due from each organisation. A 
signed lettings agreement must exist between the Trust/Academy and the hirer for all 
lettings. The agreement will need to be reviewed annually for long term lettings and prior to 
each session for short term lettings. 
 
8.11 Details of organisations using the facilities should be sent to the Academy Business 
Manager/Chief Finance Officer who will establish a sales ledger account and produce a sales 
invoice from the Access system. The Admin Personnel is responsible for chasing outstanding 
debts and ensuring no further use is made of the facilities unless payment has been made, 
this includes nursery rental.  

Custody  
8.12 Pre-numbered, duplicate Trust/Academy receipts should be issued for all cash and 
cheques received where no other formal documentation exists. All cash and cheques must 
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be kept in the safe prior to banking. Banking should take place as needed. Cash held in the 
safe should never exceed £500.  
 
8.13 Monies collected must be banked in their entirety in the appropriate bank account. The 
relevant Admin Personnel is responsible for preparing reconciliations between the sums 
collected, the sums deposited at the bank and the sums posted to the accounting system. 
The reconciliations must be prepared promptly after each banking and must be reviewed 
and certified by the Academy Business Manager/Office Manager. 

Sales Ledger 
8.14 Monies collected must be banked in their entirety in the appropriate bank account. The 
Admin Personnel is responsible for listing all local income which has been banked and 
recorded on the Financial Management System. The sales ledger will be reconciled against 
the bank account each month and certified by the Academy Business Manager. 

Writing off Debts  
8.15 No debts should be written off without the express approval of the CEO (the ESFA’s 
prior approval is also required if debts to be written off are above the value set out in the 
annual funding letter). 
 

9. Cash Management 
Bank Accounts  
9.1 The opening of all accounts must be authorised by the Trust.  The Trust/Academies has 
12 bank accounts – six current accounts and six deposit accounts.  The account signatories 
are: - 

 Chair of Directors 

 CEO 

 Principal 

 Vice Principal 

 Assistant Principal 

 Chief Operating Officer 
 
9.2 Bank account overdrafts will not be permitted at any point; all academies are expected 
to manage their cash flows to avoid entering into a negative balance. 

Deposits  
9.3 Particulars of any deposit must be entered on a copy paying-in slip, counterfoil or listed 
in a supporting book. The details should include:  
 

 the amount of the deposit  

 a reference, such as the number of the receipt or the name of the debtor.  

Payments and withdrawals 
9.4 All cheques and other instruments authorising withdrawal from Trust/Academy bank 
accounts must bear the signatures of two of the following authorised signatories:  
 

 Chair of Directors 

 CEO 

 Principal / Vice Principal / Assistant Principal 
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 Chief Operations Officer 
 
9.5 This provision applies to all accounts, public or private, operated by or on behalf of the 
Board of Directors of the Trust. Authorised signatories must not sign a cheque relating to 
goods or services for which they have also authorised the expenditure. 

On-Line Banking  
9.6 Access to the Trust’s bank accounts is available through the RBS Bankline software. 
 
9.7 Appropriate access rights to the RBS Bankline system are determined by the bank 
signatories. Access is controlled by user ID and password security administered by RBS 
Bankline. 

On –Line Payments  
9.8 Payments by bank transfer; BACS or CHAPs can be generated through RBS Bankline. All 
payments require authorisation by two of the approved authorisers. Authorisation access is 
controlled by smartcards and passwords. 

Approved Inputters  
The Chief Operations Officer  
The Chief Finance Officer/Business Manager 
Trust Finance Officer 

Approved Authorisers  
The CEO  
The Chief Operations Officer  
The Principal of each academy 
The Chief Finance Officer 
The Academy Business Manager 

Bank Reconciliations  
9.9 The Chief Finance Officer/ Academy Business Manager must ensure bank statements are 
received regularly and that reconciliations are performed at least on a monthly basis. 
Reconciliation procedures must ensure that:  

 all bank accounts are reconciled to the Trust’s/Academies Access System  

 Reconciliations are prepared by the Chief Finance Officer/ Academy Business 
Manager wherever possible 

 Reconciliations are reviewed and signed by the CEO or Principal 

 Adjustments arising are dealt with promptly.  

Petty Cash Accounts  
9.10 The Academies operate a petty cash account. Direct purchases by staff should only be 
made for items of less than £30.00 and a VAT receipt must be brought into school before 
the money can be reimbursed via BACS. If clearance has not been given, this money will not 
be refunded. Any amount over £30.00 will not be reimbursed.  An exception to this point 
will be where a Principal’s discretionary decision can be used for urgent circumstances up to 
the value of £100 and prior approval has been received from the Chief Finance Officer or 
CEO. In these circumstances the petty cash claim will then be authorised by the Chief 
Finance Officer or CEO to show the approval.  
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Cash Flow 
9.11 The Chief Finance Officer/Academy Business Manager is responsible for ensuring that 
the Academy has sufficient funds available to pay for day-to-day operations. If significant 
balances can be foreseen, steps should be taken to invest the extra funds using the deposit 
accounts. 
 
The academy aims to manage its cash balances to provide for the day-to-day working capital 
requirements of its operations, whilst protecting the real long-term value of any surplus 
cash balances against inflation. Guiding Principles are as follows: - 
 

 To ensure adequate cash balances are maintained in the current account to cover 
day-to-day working capital requirements  

Investments  
9.12 Investments must be made only in accordance with the Investment Policy approved by 
the Board of Directors, through the Staffing, Resources, Finance and Premises Committee. 

Credit Card  
9.13 The Trust has the following credit cards with a limit of £5,000 each 

 B A Nixon 

 L Birley 
 
9.14 The Trust has the following credit cards with a limit of £1,000 each 

 R A Macleod 

 E Clark 

 L Dyer 

 C Asprey 

 S Cope 

 J Slee-Karim 

 J Windass 

 E Smithard 

 F Parish 

 S Foster 

 A Parkhurst 
 
The credit card is controlled in line with the Credit Card Policy. 
 

10. Fixed Assets  
Asset Register  
10.1 All items purchased with a value over the capitalisation threshold of £2,000 must be 
entered onto the asset register, which forms the basis of the Trust’s/Academy’s annual 
depreciation charge.  The asset register should include the following information:  
 

 asset description  

 asset number  

 serial number  
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 date of acquisition  

 asset cost  

 source of funding (% of original cost funded from DfE grant and % funded from other 
sources)  

 expected useful economic life  

 depreciation  

 current book value  
 
10.2 The Asset Register helps:  
 

 ensure that staff take responsibility for the safe custody of assets  

 enable independent checks on the safe custody of assets, as a deterrent against 
theft or misuse  

 to manage the effective utilisation of assets and to plan for their replacement  

 help the external auditors to draw conclusions on the annual accounts and the 
Trust’s financial system  

 Support insurance claims in the event of fire, theft, vandalism or other disasters.  

Inventory of Assets  
10.3 All stores and equipment must be secured by means of physical and other security 
devices. Only authorised staff may access the stores.  
 
For all lower value items with either a value of over £1,000, or judged to be portable and 
attractive an inventory record should be maintained recording details of the items including 
purchase details. The inventory should be kept up to date and reviewed regularly. Where 
items are used by the Trust but do not belong to it this should be noted.  
 
10.4 All the items in the register and the inventory should be permanently marked, with 
Smartwater where appropriate, as the Trust’s property and there should be a regular (at 
least annual) count by someone other than the person maintaining the register. 
Discrepancies between the physical count and the amount recorded in the register should 
be investigated promptly and, where significant, reported to the Board of Directors. 

Depreciation 
10.5 Depreciation on assets is as follows: 
 
Buildings     straight line over 40 years  
Fixtures, Fittings and Equipment 20% straight Line  
Computer Equipment & Software  33% straight line 

Security of Assets 
10.6 Stores and equipment must be secured by means of physical and other security 
devices. Only authorised staff may access the stores.  
 
10.7 All the items in the fixed asset register or inventory should be permanently and visibly 
marked as the academy’s property and there should be a regular (at least annual) count by 
someone other than the person maintaining the register. Discrepancies between the 
physical count and the amount recorded in the register should be investigated promptly 
and, where significant, reported to the governing body. Inventories of academy property 
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should be kept up to date and reviewed regularly. Where items are used by the academy 
but do not belong to it this should be noted. 

Disposals  
10.8 Items which are to be disposed of by sale or destruction must be reported to governors 
and agreement obtained.  The sale or disposal of items will then be managed by the Chief 
Operating Officer and, where significant, should be sold following competitive tender.  
 
10.9 Disposal of equipment to staff is not encouraged, as it may be more difficult to 
evidence the Trust obtained value for money in any sale or scrapping of equipment. In 
addition, there are complications with the disposal of computer equipment, as the Trust 
would need to ensure licences for software programmes have been legally transferred to a 
new owner.  
 
10.10 The Trust is expected to reinvest the proceeds from all asset sales for which capital 
grant was paid in other Academy assets. If the sale proceeds are not re-invested, then the 
Trust must repay to the DfE a proportion of the sale proceeds. 
 

10.11 All disposals of land must be agreed in advance with the Secretary of State. 

Loan of Assets  
10.12 Items of Trust property must not be removed from Trust premises without the 
authority of the CEO/Principal. A record of the loan must be recorded in a loan book and 
booked back in Trust when it is returned.  
 
10.13 If assets are on loan for extended periods or to a single member of staff on a regular 
basis the situation may give rise to a ‘benefit-in-kind’ for taxation purposes. Loans should 
therefore be kept under review and any potential benefits discussed with the Trust’s 
auditors. 
 
10.14 Exceed Learning Partnership is able to enter into operating leases as outlined in the 
Academy Trust Handbook. 
 
10.15 Finance leases are classed as borrowing and can only be entered into with specific 
authority of the EFSA.  Where a lease is being considered full details should be recorded and 
a report prepared and presented to the CEO. 
 
10.16 All leases must be approved by the CEO/Chief Finance Officer. 
 

11. Risk Management 
 Risk register 
11.1 The MAT must manage risks to ensure its effective operation and must maintain a risk 
register, which should cover full operations and activities of the Trust, not only he financial 
risks. 

• Overall responsibility for risk management, including ultimate oversight of the risk 
register, must be retained by the board of directors, drawing advice from the audit 
committee. 
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• Other committees may also input into the management of risk at the discretion of 
the board.  

• The board must review the risk register at least annually. 

 
 
 
Policy Agreed:           September 2021   
 
Signed CEO:   
 
Signed Chair of Directors:   
 
Policy to be reviewed: Autumn 2022
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APPENDIX 1   EXCEED LEARNING PARTNERSHIP TRUST/ACADEMIES:  REGISTER OF BUSINESS OR PECUNIARY 
INTERESTS 

Name of Director / Governor or Member of Staff:   

Date of Appointment to Trust / Governing Body:    Date of Resignation/Retirement:  

 

Name of Business Nature of Business Nature of Interest 
Date of Appointment or 

Acquisition 
Date of Cessation of 

Interest 
Signature of Governor 

or Member of Staff 

      

      

      

      

      

      

 
I certify that I have declared all beneficial interests which I or any person closely connected with me have with business or other organisations which may have 
dealings with the Trust.  I have also declared all pecuniary interests. 
 
Record of Review 

Date of review Reviewed by Signature  Date of review Reviewed by Signature 
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Appendix 2    Purchase Order Requisition Form 
 

Exceed Learning Partnership 
PUCHASE ORDER REQUISITION FORM 

 
Please ensure that all information requested below is completed so that your request 

can be processed promptly and accurately. Thank you. 
 

Orders with missing information cannot be processed and will be returned to the work tray. 

Date: Is the order required urgently?    Yes        No  

Budget Area: Budget Remaining: (if unknown office will complete) 
                               £ 

Catalogue order         (page numbers to be provided in the space indicated below) 
         or 
Online order               (please attach a print-out of the web page) 

Supplier Name & Contact Details: 
 

Page 
No 

Item Code Product Description No. of 
items 

Cost per 
item 

Total Cost 

      

      

      

      

      

      

      

      

      

      

      

      

  NET £ 

  VAT £ 

Continue overleaf if required                                             ORDER TOTAL £ 
Please give a brief description of how the above purchases will be used to meet the requirements of the School 
Improvement Plan 
 

Submitted by: Budget carried forward: (if unknown office 
will complete) 

Authorised by: 
 

Date: 
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Page 
No 

Item Code Product Description No of 
items 

Cost per 
item 

Total Cost 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

  NET £ 

  VAT £ 

                                                                                    ORDER TOTAL £ 
 


