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1. Scope 

This document covers the Weston Favell CE Primary financial policies and procedures at all 
levels of the organisation. It covers the spectrum of financial control from School level planning 
to sign-off levels for petty cash. 

 
This document should be made available to the Governing Body, Business Finance and Audit 
Committee, budget holders, and all staff involved with finance in its broadest sense within 
school. 

 
 
 

THIS DOCUMENT SHOULD BE READ ALONGSIDE GUIDANCE GIVEN IN THE LATEST 
ACADEMIES FINANCIAL HANDBOOK 
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2. Purpose 

The purpose of this manual is to ensure that Weston Favell CE Primary: 
 

1. Maintains financial oversight 
2. maintains and develops excellent systems of financial control which conform to the 

requirements both of propriety and of good financial planning and management. 
3. Ensures adequate and accurate financial monitoring and management 
4. meet the requirements of our funding agreement with the Department for Education 

(DFE) and the Education Funding Agency (EFA) 
5. meets its obligations as a company in producing audited accounts, -. to be submitted to 

the EFA by 31 December each year 
6. meets its obligations as a charity in producing audited accounts and operating within the 

Statement of Recommended Practice (SORP) for Charities. 
7. publish its accounts and provide a copy to anyone who requests it 
8. meets the requirement of a public body in ensuring, propriety and value for money in 

their management of public funds. 
9. meets their obligation as an employer in maintaining payroll, staff records and ensuring 

any severance payments and similar fall within the guidelines for public bodies. 
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3. Key Responsibilities as laid down in the Academies Financial 
Handbook (Handbook References included for ease) 

 

1.5.5 Responsibilities of Governing Body 

 
1.5.6 The Governing Body of the school trust has wide responsibilities under statute, 
regulations and the Funding Agreement, which are not repeated in detail here. However, it 
is specifically responsible for ensuring that the trust’s funds are used only in accordance 
with the law, the board’s powers under the Funding Agreement (including the trust’s 
articles of association which set out the powers of the trust and its governance 
arrangements), and this Handbook. 

 
1.5.7 The Governing Body has wide discretion over its use of the trust's funds. It is responsible 
for the proper stewardship of those funds and for ensuring economy, efficiency and 
effectiveness in their use – the three key elements of value for money. It must also ensure that it 
uses its discretion reasonably and takes into account any and all relevant guidance on 
accountability or propriety. 

 
1.5.8 School trusts are companies limited by guarantee and, under the terms of the Academies 
Act 2010, exempt charities. Most school governors, therefore, are subject to the duties and 
responsibilities of charitable trustees and company directors as well as any other conditions that 
the Secretary of State agrees with them. These responsibilities are mutually reinforcing and are 
there to ensure the proper governance and conduct of the trust. The key requirements are 
reflected in the FA (including the articles) and this Handbook, but the trust should be aware of 
the Charity Commission’s guidance for academies in School Schools: guidance on their 
regulation as charities and two guidance notes which are relevant for school trustees. These 
guidance notes are CC3: The Essential Trustee and CC8: Essential Financial Controls for 
Charities 

 

In addition, the Charity Commission website is a good general resource on the proper operation 
of charities. 

 
1.5.9 The members of the Governing Body of the school trust should be aware of their 
statutory duties as company directors, which are set out in sections 170 to 177 of the 
Companies Act 2006. These comprise the duties to: 
▪ act within their powers; 
▪ promote the success of the company; 
▪ exercise independent judgment; 
▪ exercise reasonable care, skill and diligence; 
▪ avoid conflicts of interest; 
▪ not to accept benefits from third parties; and 
▪ declare interest in proposed transactions or arrangements. 

 
1.5.10 The FA sets out further specific responsibilities of the Governing Body and the 
accounting officer of the trust. The accounting officer must take personal responsibility (which 
must not be delegated) for assuring the board that there is compliance with the Handbook, the 
FA and all relevant aspects of company and charitable law. 

 

1.5.11 Responsibilities of the school trust’s accounting officer 

1.5.12 Each school trust must designate a named individual as its accounting officer. The 
individual must be a fit and suitable person for role. In trusts comprising a single school this 
should be the Headteacher (the head teacher). In multi-school trusts it should be the chief 
executive or executive Headteacher of the trust. 

 
1.5.13 Whilst the Headteacher or chief executive has responsibility, under the board’s guidance, 
for the trust’s overall management and staffing, their appointment as accounting officer confers 
specific responsibilities for financial matters. In particular the accounting officer is personally 
responsible to Parliament, and to the accounting officer of the EFA, for the resources under their 
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control, and must be able to assure Parliament and the public of high standards of probity in the 
management of public funds. 
 

1.5.14 The essence of the role is a personal responsibility for: 
▪ regularity - dealing with all items of income and expenditure in accordance with legislation, 
the terms of the trust’s funding agreement and this Handbook, and compliance with internal trust 
procedures. This includes spending public money for the purposes intended by Parliament; 
▪ propriety – the requirement that expenditure and receipts should be dealt with in accordance 
with Parliament’s intentions and the Headteachers of Parliamentary control. This covers standards 
of conduct, behaviour and corporate governance; 
▪ value for money – this is about achieving the best possible educational and wider societal 
outcomes through the economic, efficient and effective use of all the resources in the trust’s 
charge, the avoidance of waste and extravagance, and prudent and economical administration. 
A key objective is to achieve value for money not only for the school trust but for taxpayers 
more generally. 

 

1.5.15 The accounting officer also has responsibilities for keeping proper financial records and 
accounts, and for the management of opportunities and risks. 

 

1.5.16 Whilst the accounting officer is accountable for the school trust’s financial affairs, the 
delivery of the trust’s detailed accounting processes will be delegated to a Headteacher 
School Business Manager / Bursar, who will perform the role of finance director, business 
manager or equivalent. 

 
1.5.17 The accounting officer must advise the Governing Body in writing if, at any time, in his or 
her opinion, any action or policy under consideration by them is incompatible with the terms of 
the Handbook or FA. Similarly, the accounting officer must advise the board in writing if the 
board appears to be failing to act where required to do so by the terms and conditions of the 
Handbook or FA. Where the Governing Body is minded to proceed, despite the advice of the 
accounting officer, the accounting officer must consider the reasons the board gives for its 
decision. If, after considering the reasons given by the board, the accounting officer still 
considers that the action proposed by the board is in breach of the Handbook or FA, the 
accounting officer must advise the EFA’s accounting officer of the position in writing. 

 

1.5.18 More detailed guidance on the role of an accounting officer is set out in chapter 3 of HM 
Treasury’s Managing Public Money. HM Treasury's handbook, Regularity, Propriety and Value 
for Money describes what these concepts mean in a financial context. It also describes the 
‘seven Headteachers of public life’, to which accounting officers should adhere. 

 

1.5.19 The EFA’s accounting officer will send a letter annually to all school trust accounting 
officers, with updates for new accounting officers, setting out their key responsibilities and 
highlighting any changes from previous years. 
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4. Weston Favell CE Primary Organisation 

See also the Scheme of Delegation in Appendix 1 which outlines Accountability and 
Responsibilities. 

 

The Governing Body (see also 1.5.5 to 1.5.10 above) 
The School Governing Body has the ultimate responsibility for the finances of the School and 
its schools, and all statutory duties which are set out in the Companies Act and include the 
duties to: 

• exercise their powers only for a proper purpose; 

• promote the company’s success; 

• exercise independent judgement; 

• exercise care and skill; and 

• avoid conflicts of interest. 
 

The Governing Body ensure that the school complies with general legislative requirements 
covering employment, property and health and safety regulations. 

 

The Governing Body will approve a balanced budget for the financial year (usually to 31 August). 
A copy of that final budget must be submitted to the EFA in a form specified by the EFA in 
accordance with their deadline. 

 
The School Board has delegated certain key tasks to specific committees and job functions 
per the scheme of delegation as given in Appendix 1. 

 

The school has defined the responsibilities of each committee / key persons involved in the 
administration of school finances to avoid the duplication or omission of functions. These 
committees / key personnel are detailed below. 

 

Newly appointed Board Members and Trustees should be given a copy of the latest audited 
accounts upon appointment. 

 
Board Members and Trustees should be made aware of why the charity is potentially at risk from 
fraud, and typical fraudulent activities. 

 
 

The Governing Body are at risk of personal liability if they cause loss to the school by acting 
unlawfully, imprudently or outside the terms of the school’s governing document. 

 
 
 

The Business, Finance & Audit Committee 
The business, finance & audit committee’s main responsibilities include: 

 
• Ensuring the School is operating within its funding agreement 

• In consultation with the Headteacher and Heads of School, to draft and recommend to 
the BOD, the first formal budget plan of the financial year, carry out revisions and 
monitor the budget, advising the Board of any significant changes. 

• To establish and maintain an up to date 3 year strategic financial plan 

• To consider a budget position statement including virement decisions at least termly and 
to report significant anomalies from the anticipated position to the LGBs or BOD 

• To consider a medium term plan report annually to inform the recovery of deficit if 
applicable 

• To review and approve the charges and remissions policies and expenses policies and 
best value statement 

• To make decisions in respect of service agreements, contracts and insurance (buildings 
and public liability) 

• To receive reports from the audit committee and action where necessary 

• To make decisions on expenditure following recommendations from other committees 
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• To be responsible, in conjunction with the BOD, for determining dismissal 
payments/early retirement 

• To review and agree policies relating to Finance as delegated by the BOD e.g. Finance 
Policy, Record of Financial Responsibility 

• To review benchmarking financial data on an annual basis 
• Advising the Governing Body on the effectiveness of the whole system of internal 

control, not just financial controls. 

• Advising the board of directros on the effectiveness of IT systems. Those controls to 
include such things as: 

Appropriate access to data entry, data authorisation, and data reporting 
Appropriate risk management of IT - backup and disaster recovery. 
Appropriate data protection procedures. 

• Advising on the appointment and remuneration of external auditors. 

• Oversight of the performance of external auditors and internal audit, including 
establishing performance measures. 

• Advising on the establishment of an internal audit function. 

• Advising on the scope of work and objectives of internal audit. 

• Advising on the appointment and remuneration of internal audit. 

• Oversight of internal audit plans and audit needs assessments, relating this to the risks 
identified. 

• Ensuring co-ordination between the internal audit service and external auditors. 

• Advising on internal audit assignment reports and annual opinions. 

• Advising the board of trustees on external audit findings reports and management 
letters. 

• Reporting annually to the board on the work of the audit committee. 

• Advising the board of trustees on actions taken against the risk management plan. 

• Monitoring implementation of recommendations in audit reports and management 
letters. 

• Review of financial regulations and procedures, through internal and external audit. 

• Intervene if there are signs that something may be seriously amiss, in particular in 
connection with explanations given by auditors and management. 

• Commissioning investigations and seeking professional advice as considered 
necessary. 

• Responsibility for commissioning investigation of potential instances of fraud or 
irregularity or cases of whistle blowing. 

The Accounting Officer (see 1.5.11 to 1.5.19 above) 

The Headteacher has overall executive responsibility for the school’s activities including 
financial activities. Much of the financial responsibilities has been delegated to the School 
Business Manager but the Headteacher still retains responsibility for: 

• approving new staff appointments within the authorised establishment, except for any 
senior staff posts which the Governing Body have agreed should be approved by 
them; 

• Budget virements 

• Authorising orders and contracts in conjunction with the School Business Manager. 

• Signing cheques and BACs payments in conjunction with the other authorised 
signatories. 

 

The School Business Manager 

The School Business Manager works in close collaboration with the Headteacher. The main 
responsibilities of the School Business Manager are: 

• the day to day management of financial issues including the establishment and 
operation of a suitable accounting system; 

• the management of the school financial position at a strategic and operational level 
within the framework for financial control determined by the Business, Finance & Audit 
Committee; 

• the maintenance of effective systems of internal control; 

• the maintenance of the school risk register 
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• ensuring that the annual accounts are properly presented and adequately supported by 
the underlying books and records of the school; 

• the preparation of monthly management accounts; 

• authorising orders over £1,500 in conjunction with budget holders; 

• processing payments in conjunction with authorised signatories; 

• cashflow forecasting; 

• ensuring forms and returns are sent to the DfE/EFA in line with their timetables.  
 

The Role of the Finance Assistant 

The Finance Assistant is responsible for: 

• maintaining the school’s accounting records; 

• liaising with budget holders and providing regular reports; 

• ensuring financial procedures are adhered to at all times; 

• authorising orders under £1,500 in conjunction with budget holders; 

• processing invoices for authorisation; 

• processing payments in conjunction with authorised signatories 

• promoting best value; 

 

The Role of the HR Assistant 

The HR Assistant is responsible for: 

• the maintenance of effective recruitment processes; 

• processing new staff contracts; 

• processing contract changes; 

• processing monthly overtime claims; 

• processing absences; 

• maintaining accurate absence records; 

• maintaining accurate HR records 

 

 

Other Staff 

Budget holders are responsible for their own budgets, and should alert their manager and / or the 
School Business Manager if they anticipate any overspend. 

 

All staff are responsible for the security of school property, for avoiding loss or damage, for 
ensuring economy and efficiency in the use of resources and for conformity with the 
requirements of the school’s financial procedures. 
 

5. Miscellaneous key documents 
 

Register of Business Interests 

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 school 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 school may 
purchase goods or services. The Clerk to the Governors maintains the Register of Business 
Interests for all Governors and delegated committee members and key financial staff. The register 
is open to public inspection. 

 

The register should include all business interests such as directorships, shareholdings or other 
appointments of influence within a business or organisation which may have dealings with the 
school. The disclosures should also include business interests of relatives such as a parent or 
spouse or business partner where this could influence school decisions. 

 
The existence of a register of business interests does not, of course, detract from the duties of 
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Governors and staff to declare interests whenever they are relevant to matters being discussed 
by the local governing body or a committee. Where an interest has been declared, Governors 
and staff should not attend that part of any committee or other meeting. 

 

Risk Register 

The Charity Commission requires charities to include a statement in the Governing Body’ 
annual report confirming that all major risks to which the charity is exposed have been 
reviewed and systems have been established to mitigate those risks. 

 
The Business, Finance & Audit Committee need to consider the major financial risks to the 
school at the start of each year, and review on an ongoing basis, This will feed into the 
overall risk statement for the Governing Body to review and sign. 

 
• what the major financial risks are to the school; 

• what the likelihood is of those risks materialising; 

• what would be the potential impact of the risks; and 

• what systems have been put in place to mitigate and monitor the risks. 

 
The School Business Manager shall maintain a “risk register” which demonstrates the results 
of the risk assessment process. 

 
The risk management process should include preparation of a contingency and business 
continuity plan to deal with crises that could face the school. 

 
The Governing Body must also ensure that the school complies with general legislative 
requirements covering employment, property and health and safety regulations. They also 
need to think about how they can mitigate against those working for the school from acting 
unlawfully, imprudently or outside the terms of the school’s governing documents. 

 
 
 

 

Insurance 

The Business, Finance & Audit Committee must ensure the school has adequate insurance cover 
to support its activities and to comply with statutory requirements. Unless otherwise agreed with 
the DfE  this should include cover as follows: 

 

• Buildings and contents of the school, in accordance with normal commercial practice or 
under the terms of any leases held by the school, against damage by subsidence, fire, 
lightning, explosion, storm, flood, riot, malicious damage, terrorism and similar risks, 

and theft. Suggested levels of excess: subsidence £2,500, storm/flood £500, malicious 
damage £250, theft £250; 

 

• Business interruption, for example to provide alternative temporary accommodation 
(suggested minimum cover £6m): 

 

• Employer’s and public liability cover against the governors’ responsibility for injury or 
illness of staff of third parties, or damage to third party property (suggested minimum 
cover £25m each); 

 

• Cover required by statute for vehicles operated by the school; 
 

Insurance in excess of this level should be subject to risk assessment to determine whether 
the policy concerned would represent value for money. Examples might include insurance 
against long term staff sickness, and cover for extra costs arising from a major disaster or 
tragedy over and above normal business interruption provision such as counselling services for 
pupils. 
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6. Financial planning 

SEE APPENDIX 8: EFA WALLPLANNER 
 

The school prepares both medium term and short-term financial plans. 
 

The medium term financial plan is prepared as part of the development planning process. The 
development plan indicates how the school’s educational and other objectives are going to be 
achieved within the expected level of resources over the next three years. 

 

The development plan provides the framework for the annual budget. The budget is a detailed 
statement of the expected resources available to the school and the planned use of those 
resources for the following year. 

 

The development planning process and the budgetary process are described in more detail 
below. 

 

Development Plan 

The development plan is concerned with the future aims and objectives of the school and 
how they are to be achieved; that includes matching the school’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. 

 

The form and content of the development plan are matters for the school to decide but due 
regard should be given to the matters included within the guidance to academies and any 
annual guidance issued by the DFE. 

 

Each year the Governing Body will set a planning cycle and timetable which allows for: 

• a review of past activities, aims and objectives - “did we get it right?” 

• definition or redefinition of aims and objectives – “are the aims still relevant?” 

• development 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” (refer also to 2.4 ‘Financial monitoring and 
management’ in the Academies handbook) 

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

 

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 
Headteacher. 

 
The completed development 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. 

 
For each objective the lead responsibility for ensuring progress is made towards the objective 
will be assigned to a school manager. The responsible manager should monitor performance 
against the defined success criteria throughout the year and report to the senior management 
team on a quarterly basis. The senior management team will report to the local governing body 
if there is a significant divergence from the agreed plan and will recommend an appropriate 
course of action. 

 

Annual Budget and 3 Year Plan 

The Business, Finance & Audit Committee will work with each school’s Governing Body to set 
a balanced school budget and 3 year plan. 

 
The approved budget and 3 year plan must be submitted to the DfE/EFA, in a format dictated by them, 
by the 
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deadline notified by the DfE/EFA. The School Business Manager is responsible for establishing 
a timetable which allows sufficient time for the approval process and ensures that the submission 
date is met. 

 
The annual budget and 3 year plan will reflect the best estimate of the resources available to 
the school for the forthcoming year and will detail how those resources are to be utilised.  There 
should be a clear link between the development plan objectives and the budgeted utilisation of 
resources. 

 
The budgetary planning process will incorporate the following 
elements: 

 
• forecasts of the likely number of pupils to estimate the amount of DfE/EFA grant 

receivable; 

• review of other income sources available to the school to assess likely level of 

receipts; 

• review of past performance against budgets to promote an understanding of the 

school cost base; 

• identification of potential efficiency savings and 

• review of the main expenditure headings in light of the development plan objectives and 

the expected variations in cost e.g. pay increases, inflation and other anticipated 

changes. 

Balancing the Budget 
 

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. If a potential surplus is 
identified, this may be held back as a contingency or alternatively allocated to areas of need. 
 
 

 

Finalising the Budget 

 
The Business, Finance & Audit Committee have delegated responsibility for signing off the 
budget submission.  This should then be formally ratified by the Governing Body. 

 
The budget should be accompanied by a statement of assumptions and hierarchy of priorities 
so that if circumstances change, it is easier for all concerned to take remedial action. The budget 
should be seen as a working document which will be revised twice yearly – November and 
February. 

 

Reserves Policy 

The budget should be drawn up so as to be cognisant of the School Reserves Policy (see 
appendix 5) 

 

Monitoring and Review 
 

Monthly management account reports will be prepared by the School Business Manager. The 
reports will detail actual income and expenditure against budget or reforecast at a summary level 
for the Headteacher, Chair of Governors and the Business, Finance & Audit Committee. 

Any potential overspend against the budget must in the first instance be discussed with   the 
Headteacher as Accounting Officer.  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. 
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Nominal Ledger 

7. Accounting system 

 
All the financial transactions of the school must be recorded on the Access Financial 
accounting system. The Access Financial system is operated by the Finance Department and 
consists of: 

 
 
 

Journals Bank Transactions 
 
 

 
 
 

 

System Access 
Entry to the Access Financial system is password restricted. In the event of access being 
required, the IT Technician will change the password. 

 
Access to the component parts of the Access Financial system can also be restricted and the 
School Business Manager is responsible for setting access levels for all members of staff using 
the system. 

 

Back-up Procedures 
Data will be backed up off-site electronically. The School Business Manager is responsible for 
ensuring that there are effective back up procedures for the system. This is currently facilitated 
by the IT function. 

 
Disaster Recovery Plan 
The s 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 governors of the 
major risks to which the school is exposed and the systems that have been put in place to 
mitigate those risks. 

 
 

Transaction Processing 
All transactions input to the accounting system must be authorised in accordance with the 
procedures specified in this manual. The detailed procedures for the operation of the payroll, 
the purchase ledger and the sales ledger are included in the following sections of the 
manual. 

 

All journal report must be produced monthly and reviewed by the School Business Manager 
and Headteacher. 

 
Bank transactions should be input by the Finance Assistant and the input should be checked, 
and signed to evidence this check, by the School Business Manager. 

 
Detailed information on the operation of the Access Financial system can be found in the user 
manuals held in the Finance Office. 

 

 
 
 
 

Payroll System Sales Ledger Purchases Ledger 
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Transaction Reports 

The School Business Manager will obtain and review system reports to ensure that all 
transactions are posted correctly to the accounting system. The reports reviewed will include: 

 
• Trial Balance 

• Audit trail reports; 

• Aged debtor report 

• Aged credit report 

• VAT return report 

• Masterfile amendment reports for the payroll, purchase ledger and sales ledger; 

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

 

Reconciliations 

The School Business Manager is responsible for ensuring the following are reconciled each month:- 

 
• Sales ledger control account; 

• Purchase ledger control account; 

• Payroll control account; 

• VAT control account (s) 

• Bank balance per the nominal ledger to the bank statement. 

• Credit Card control 

• All suspense/Other control accounts 

Any unusual or long outstanding reconciling items must be investigated by the School 
Business Manager. 
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8. Payroll 
 

Staff Appointments 

The Governing Body has approved a personnel establishment for the school. Changes can only 
be made to this establishment with the express approval in the first instance of the Business, 
Finance & Audit Committee who must ensure that adequate budgetary provision exists for any 
establishment changes. 

 
The Headteacher has authority to appoint staff within the authorised establishment except for 
Headteacher and the School Business Manager whose appointments must follow consultation 
with the Governing Body. 

 
The School Business Manager / Bursar maintains personnel files for all members of staff which 
include contracts of employment. These are stored securely, with appropriate access. All 
personnel changes must be notified immediately, in writing, to the School Business Manager / 
Bursar. 

 

Payroll Administration 

The monthly school payroll is administered by Education Personnel Management (EPM). 
Access to the system is password controlled. Password control procedures are described in 
section two of this manual. 

 

New staff can only be added to the payroll with the express approval of the Headteacher and 
notified to School Business Manager / Bursar. New staff must complete all relevant payroll 
documents issued by the School Business Manager / Bursar. Failure to do this may result in 
non-payment of salary. In these circumstances, the salary payment may not be made until 
the next payroll run in the following month. 

 
Salary amendments can only be made with the express approval of the Headteacher and 
notified to the School Business Manager / Bursar. 

 
Staff can only be terminated from the payroll with the express approval of the Headteacher 
and notified to the School Business Manager / Bursar . 

 

Payment for sickness or maternity must be authorised by the Headteacher in line with the 
employment contract for the individual. 

 
Where leave of absence is discretionary, payment can only be made with the express approval 
of the Headteacher and notified to the School Business Manager / Bursar 

 

Staff who are paid on submission of a time-sheet must complete and return their time- sheet to 

the Headteacher by week ending nearest to 10th of each month. (Failure to do this may result in 

non-payment of salary by the School. In these circumstances, the salary payment may not 
be paid until the next payroll run in the following month.). The Headteacher must then check 
and sign the time-sheet and return it to the School Business Manager / Bursar . 

 

 

Payment of the Payroll 

After the payroll has been processed but before payments are made, a print of salary payments 
for each individual should be obtained from the system. The print must be reviewed by the 
School Business Manager. Authorisation must be by either the Headteacher or the School 
Business Manager. The payroll payments will then be released by EPM. 

 
All Salary payments are made by BACS. 
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The payroll system automatically calculates the deductions due from payroll to comply with 
current legislation. The major deductions are for tax, national insurance contributions and 
pensions. The amounts payable are summarised on a printout and payments for these 
amounts should be prepared by the School Business Manager / Bursar and authorised for 
payment by the School Business Manager by the due date. 

 
E-Payslips are available to paid employees the day before salary payment is made into 
bank/building society accounts. 

 
After the payroll has been processed the School Business Manager will update the nominal 
ledger with the payroll costs for the month. A monthly print-out of amounts paid to employees is 
retained by the school and signed by the School Business Manager and the Headteacher as 
evidence of the checking and authorisation procedure 

 

 

Payroll : Security 

All staff records and payroll data should be treated as highly confidential, and secured 
accordingly, both physically and in any computer systems. 

 

Personnel records should be held separately from wages records. 
 

9. Purchasing 

The school 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 school; 

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

affairs; 

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

 
A summary of limits and amounts, and purchase order requirements can be 
found in appendix 2. 

 
 

A quote or price must always be obtained before any order is placed. The School Business 
Manager / Finance Assistant should ensure that the lowest cost price is achieved. 

 

Orders should be prepared using either official order form or sent via email. Orders must be 
sent by the key stage lead and / or signed / cc’d into the email to the School Business Manager 
/ Finance Assistant. Orders will only be processed if there is adequate budget provision for 
the department. 

 

Orders are processed into the Finance System and allocated a reference number and 
dispatched to the supplier by the School Business Manager / Finance Assistant. 

 
All goods are delivered to the school office.  The Finance Assistant will check deliveries 
against the goods received note (GRN) and make a record of any discrepancies between the 
goods delivered and the GRN. All goods received note (GRN) are retained and filed by the 
Finance Assistamnt. 

 
If any goods are rejected or returned to the supplier because they are not as ordered or are of 
sub-standard quality the Finance Assistant will return the items and keep records on file. 
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All invoices should be sent to the School Business Manager / Finance Assistant. The Invoice 
will be recorded by the School Business Manager / Finance Assistant in the purchase ledger. 
The School Business Manager / Finance Assistant will evidence the following:- 

 
A. invoice arithmetically correct; 

B. invoice posted to purchase ledger; 

C. goods/ services received; 

D. goods/services as ordered; 

E. prices correct; 

F. invoice authorised for payment; 

G. payment authorised; 

H. VAT treated correctly and 

I. payment made. (cheques No. and date) 

 

 

Invoice Payment 

Twice a month the School Business Manager / Finance Assistant will produce a list of 
outstanding invoices from the purchase ledger and this list together with supporting 
documentation. 

 

The School Business Manager / Finance Assistant will select invoices to be paid and generate 
the BACs payments or cheques required. The BACs payments or cheques must be signed by 
two of the nominated bank signatories, one of which must be either the Headteacher or the 
Deputy Headteacher. 

 
Cheques will be dispatched to suppliers by the Finance Assistant. BACs payments will be 
notified to suppliers by email. 

 

Non-order purchases must have the prior approval of the School Business Manager. Non- 
order purchases must be kept to a minimum and should only take place when it will affect the 
smooth running of the f i n a n c e  department. 

 
In no circumstances will any cheque signatory sign a blank cheque subject to a second signature; 

 
No payment will be made on a photocopied invoice unless exhaustive checks have been made 
to confirm that payment has not previously been made. Confirmation that such checks have 
been made is to be recorded by the Finance Assistant writing on the invoice "copy not 
previously passed for payment and signing". Any copy invoice to be marked "this is an official 
copy invoice", In no circumstances will payment be made against statements. 
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10. Income 

The main sources of income for the school are the grants from the DfE/EFA. The receipt of 
these sums is monitored directly by the School Business Manager who is responsible for 
ensuring that all grants due to the school are collected. 

 
The school also obtains income from: 

• The Local Authority for SEN and Early Years funding 

• Other DfE grants 

• Parents for school trips, music tuition 

• Lettings charges 

• Breakfast Club and After-School Club. 
 

SEN, Early Year Funding & other grants 
Monthly funding transfers are received from the Local Authority for both SEN and Early Years 
funding.  SEN funding should be checked against the SEN funding report received from the 
High Needs Funding Team.  The Early Years funding should be checked against the funding 
report downloaded from the Early Years Funding Portal. 

 

Trips 
When planning any excursion, the consent of the Headteacher must be obtained before any commitment 
is made to pupils, parents or third parties. 
The school operates a cashless system therefore all monies received for excursions received 
daily via a bank transfer form Worldpay. The daily amounts are process to the nominal ledger 
by the Finance Assistant and automatically posted to the pupils account. 

 

 

Lettings 
All lettings of school equipment and facilities must be at the rates currently prepared and 
approved by the Headteacher and formally approved by the Business, Finance & Audit 
Committee. Free use and charges below economic cost are only permitted with pre -approval by 
the Headteacher. 

 
The School Business Manager considers all enquiries and the level of costs involved before 
granting a booking. Letting rates are subject to review by the Business, Finance & Audit 
Committee. 

 

All hiring of school equipment and facilities will be recorded in the diary kept by School Business 
Manager / Finance Assistant.  

 

When a letting is provisionally booked the hirer must complete a hire form. 
 

All lettings will be invoice monthly in arrears. The School Business Manager / Finance Assistant 
raise the invoices and send them to the customer. Hirers will be requested to pay invoices via 
BACS where possible.  All payments will be recorded against the customer int eh finance system 
by the Finance Assistant. 

 

All hirers must have their own insurance and proof of this must be seen. 
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Bad debts 
Bad debts are only written off when the school has followed all possible procedures to ensure 
their recovery. The school keeps a record of any bad debts written off. 
No debts should be written off without the express approval of the Business, Finance & Audit 
Committee (Note: The DfES’s prior approval is also required if debts to be written off are 
above the value set out in the annual funding letter). 

 
 

Other matters 
Funds must be recorded and banked without offsetting the deduction of expenses. 

 
Proper records are kept of all income due to the school. The responsibility of identifying sums 
due to the school is that of the School Business Manager, and is separate from the process of 
collecting and banking such sums. 

 

The School Business Manager / Finance Assistant is responsible for reconciling monthly the 
amounts collected with the amount paid in at the bank. 

 

Invoices for sums due to the school are issued within 30 days. 
 

Income collections should not be used for the encashment of personal cheques. Any transfers 
of school money between staff are recorded and signed for. 

 
Income: Legacies, Endowments and significant donations 
A significant donation is defined as one over £5,000. Large legacies, endowments and 
significant donations should be recorded and noted in the accounts 

 

Procedures should be in place to identify ‘tainted donations’ whereby a donor gets relief from 
tax, only for the capital or a benefit from the donation to end up back in the hands of the donor. 
. 
The School Business Manager should ensure that mechanisms are in place so that any 
restrictions put on the use of funds by specific donations or endowments are observed. 
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11. Cash Management 

Bank Accounts 

The opening of all accounts must be authorised by the Business, Finance & Audit Committee 
who must set out, in a formal memorandum, the arrangements covering the operation of 
accounts, including any transfers between accounts and cheque signing arrangements, BACS 
and electronic transfers. The Business, Finance & Audit Committee are to be informed of any 
account closures, and dormant accounts. 

 

The bank has been informed that the school is not allowed to borrow funds and that no account 
should be allowed to become overdrawn. The school will not enter into any loan arrangements 
without the prior approval of the Secretary of State. 

 
 

Deposits 
 

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 and 

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

Cash and cheques are locked in the school safe prior to banking to safeguard against loss or 
theft. All cash is banked intact and recorded on paying-in slips. Bank paying-in slips show the 
split of cash and cheques. Cheques will be identifiable by reference to the receipt numbers and 
names of the drawers and cash by reference to receipt numbers. All cash and cheques are 
banked by the Receptionist and Premises Officer. Where unusually high levels of cash are 
received these are banked on the day of receipt. 

 
 

Payments and withdrawals 
 

All BACS and other instruments authorising withdrawal from school bank accounts must bear 
the signatures of two of the following authorised signatories: 

• Headteacher; 

• Deputy Headteacher; 

• Assistant Headteacher; 

• Chair of Governors; 

 

 

For individual payments over £20,000 three signatories are required and one signatory must be 
the Chair of Governors. 
 
Under no circumstances should blank cheques be signed. 

 
The School Business Manager should put in place procedures to ensure automatic 
payment arrangements are cancelled as soon as services cease to be provided. 

 
 

Administration 

The School 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 school’s cash book; 

• reconciliations are prepared by the School Business Manage; 

• reconciliations are subject to an independent monthly review carried out by the 

Headteacher 

• adjustments arising are dealt with promptly. 
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The school has access to online banking and therefore can review the bank account on an  
adhoc basis as required 

 

Cash Management: Payment of Expenses 

The school expenses policies should be communicated to all relevant staff and governors. 
(Note these policies may vary according to category). In particular there is a Travel Policy for 
Staff, and an Expenses Policy for Governors. Only compliant expenses may be paid. 

 

The expenses policy must ensure rates for mileage and meal / overnight allowances must be in 
accordance to HMRC approved rates 

 

Claims should include a signed statement that the expenses are accurate and directly related to 
school business. 

 
Payments to individuals should be via BACS – not cash. 

 
 

School Purchase cards 
 

Purchase cards are not considered to infringe the borrowing restrictions imposed on schools, 
providing any balance is cleared in full at the end of each month. 

 
The School Business Manager should ensure staff are advised of the policy for payment card 
use at the time of their inclusion, and should periodically check such use is consistent with 
policy. 

 

The School Business Manager should ensure any card is cancelled, or the authorised 
signatory is deleted, as soon as a member of staff leaves the school, or is no longer a required 
holder. 

 
The Headteacher and School Business Manager are the only staff member authorised to have 
school charge cards.  School charge cards should remain on school premises and locked in a 
secure safe when not required. 

 

A direct debit will be set up between the bank and charge card provider to clear the monthly 
balance in full. 

 

All purchases made using a purchase card must be authorised in the same way as any other 
purchase with an official order being raised and a commitment entered onto the accounting 
system prior to the purchase being made. Purchase order numbers should be quoted on any 
charge card purchase. 

 
Purchase receipts will be returned from card users to the Finance Assistant as soon as is 
practically possible, who will reconcile receipts on a monthly basis against the statements and 
subsequently against the bank direct debit charge. 

 
See Appendix 5 for more detail 

 
Cash Management: Electronic banking 

 
Electronic banking must adopt the same double signatory requirements as other accounts. 

 
Access must only be via secure PC with adequate firewalls and anti-virus software in place. 

 

The School Business Manager is responsible for the administration of electronic banking. The 
School Business Manager must keep a record of all authorised card and Pin holders. Card and 
Pin holders must be advised of their responsibility to keep Pins and passwords secure at all 
times. The password should be changed regularly – and immediately should a member of staff 
leave. 
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The School Business Manager must ensure staff are trained in the usage and security 
around electronic banking. 

 
 
 

Cash Flow Forecasts 

The School Business Manager is responsible for preparing cash flow forecasts to ensure 
that the school 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. Similarly plans 
should be made to transfer funds from another bank account or to re-profile GAG to cover 
potential cash shortages. 

 
 

Investments 

Investments must be made only in accordance with the School Reserves and Investment Policy. 
 

All investments must be recorded in sufficient detail to identify the investment and to enable   
the current market value to be calculated.  The information required will normally be the date 
of purchase, the cost and a description of the investment. Additional procedures may be 
required to ensure any income receivable from the investment is received. 
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12. Fixed assets 

Refer also to ‘ 2.4.21 Acquisition and disposal of fixed assets’ in the Academies 
Financial Handbook) 

 

Capitalisation limit 
The school’s capitalisation limit will be: £500 for individual items, £1,000 for multiple items. 

 

Asset register 

All items purchased with a value over the school’s capitalisation limits must be entered in the 
asset register. The asset register should include the following information: 

 
• asset description 

• asset number 

• serial number 

• date of acquisition 

• asset cost 

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

• expected useful economic life 

• depreciation 

• current book value 

• location 

• name of member of staff responsible for the asset 

 

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 
school’s financial system and 

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

The use of significant assets should be reviewed annually to ensure they are put to best use, or 
recommended for disposal / sale. 

 
Depreciation Rates 

 

TYPE HOW Implied LIFE 

Freehold Buildings 2% straight line 50 years 

Leasehold Buildings 2% straight line 50 years 

Land 0.8% straight line 125 years 

Motor Vehicles 25% straight line 4 years 

Plant & Machinery 10% straight line 10 years 

Furniture & Equipment 20% straight line 5 years 

Computer Equipment & Software 33.% straight line 3 years 

Security of assets 

Equipment must be secured by means of physical and other security devices. 
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All the items in the register should be permanently and visibly marked as the school’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 Finance 
Committee. Inventories of school property should be kept up to date and reviewed regularly. 
Where items are used by the school but do not belong to it this should be noted. 

 

Disposals 

Asset items which are to be disposed of by sale or destruction must be authorised for disposal 
by the Business, Finance & Finance Committee and, where significant, should be sold 
following competitive tender. The school must seek the approval of the DFE in writing if it 
proposes to dispose of an asset for which a capital grant in excess of £20,000 was paid.  If 
disposals within one financial year (September-August) collectively originally attracted grant of 
more than £20,000 then the school must inform the DFE. 

 
Disposal of equipment to staff is not encouraged, as it may be more difficult to evidence the 
school obtained value for money in any sale or scrapping of equipment. In addition, there are 
complications with the disposal of computer equipment, as the school would need to ensure 
licenses for software programmes have been legally transferred to a new owner. 

 
The school is expected to reinvest the proceeds from all asset sales for which capital grant 
was paid in other school assets. If the sale proceeds are not reinvested then the school 
must repay to the DFE a proportion of the sale proceeds. 

 

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

 

Loan of Assets 

Items of school property must not be removed from school premises without the authority of the 
Headteacher. A record of the loan must be recorded on a loan of equipment form and booked 
back into the school when it is returned. 

 
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 school’s auditors. 
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13. VAT 

The School is registered for VAT purposes. 
 

VAT returns are made to the HMRC every 3 months. Claims will be made only for invoices in the 
name of the schools. 

 
Any payments to contractors and subcontractors are made in accordance with the Construction 
Industry Scheme. 
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14. Audit 

Refer also to ‘Section 3 Audit Requirements’ in the Academies Financial 
Handbook) 

 

The School has appointed MHA MacIntyre Hudson as its auditors for the financial 

year 2020-21.  The school appointed Duncan & Toplis for its Internal Scrutiny work 

in 2019-20.  The school has a Business, Finance & Audit Committee as outlined in 

section 4 above. 
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APPENDIX 1: Scheme of Delegation Matrix 

Financial and Operational Management Section as at 18th January 2016 
 

 FGB BFA HEADTEAC
ER / AO 

SCHOOL 
BUSINESS 
MANAGER 

Approving financial procedures in accordance 
with legal and DfE requirements and best 
practice 

* (delegated to 
BF&A 

committee) 

   

Ensuring that the financial procedures are 
implemented effectively. 

   R 

Maintaining accurate, reconciled and up to date 
accounting records and provide publicily accessible 
accounts in line with the Statement of 
Recommended Practice (SORP) for Charities 

    

* 

Establishing and maintaining asset registers in 
accordance with financial procedures 

    

* 

Ensuring that any disposal of assets complies 
with the financial procedures 

    

* 

Maintaining a register of pecuniary and business 
interests of Directors and staff (the matrix 
demonstrates responsibility for 
collating registers, the clerk, CEO and School 
Business Manager will maintain an overview of 
all interests) 

 

Clerk 
(Directors) 

   

* (Staff) 

Establishing and maintaining procedures for 
effective audit in accordance with legal and DfE 
requirements 

* (delegated to 
BF&A 

committee) 

   

* 

Receiving reports from audit inspections and the 
resulting Action Plan 

* (delegated to 
BF&A 

committee) 

   

Ensuring appropriate insurance arrangements in 
accordance with the financial procedures 

* (delegated to 
BF&A 

committee) 

   

* 

To approve the first formal budget plan each 
financial year in accordance with DfE timeframes 

* (delegated 
to BF&A 

committee) 

   

To monitor, review, and amend as necessary, 
the school’s actual financial performance 
throughout the year and at year end 

  

A  
 

  
R 
 

Ensuring that all transfers between budget 
headings (virements) comply with the financial 
procedures 

    

* 

Establishing and implementing procedures for 
staff and Directors to claim expenses 

    

* 
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 FGB BF&A HEADTEAC
HER / AO 

SCHOOL 
BUSINESS 
MANAGER 

Approving a lettings policy and fees  *  * 

Ensuring that any writing off of debts complies 
with the financial procedures 

 

A 
   

R 

Ensuring that all procurement processes and 
resulting contracts and agreements conform with 
the financial procedures 

 

A 
   

R 

Authorising payments on receipt of correct 
invoices where goods 
have been received to the correct price, quantity 
and quality standard 

    

* 

Retaining the appropriate financial records, and 
storing them appropriately, to comply with legal 
and / or DfE requirements 

    

* 

Approving applications for Business / Credit 
Cards 

    

Complying with VAT and CIT regulations    * 

To investigate financial irregularities (not 
involving the CEO) 

 *   

To investigate financial irregularities (involving 
the CEO) 

*    

To establish and implement a Buildings 
Maintenance strategy 

 A  R 

To ensure compliance with Health and Safety 
legislation 

 A  R 

To set the school day and year  A   
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APPENDIX 2: Summary of Limits and Amounts. 
 

 

Purchase orders and need to Quotations 

purchases up to £1,500 require evidence that alternatives were considered 
£1,501 to £5,000 require 2 written or verbal quotes 
£5,001 to £15,000 require two written quotes 

£15,001 to £25,000 require three written quotes 
£25,001 to £50,000 require three written quotes – may consider tenders (see tender process) 

 
For purchases/contracts of above £50,000 Follow the Tendering procedure. 

 
Expenditure Limits Purchase Orders and or invoices. 

Expense of < £100 teacher 
Expense of >£100 <£1,000 Key Stage Leader 
Expense of >£1,000 Headteacher (see note on number of quotes needed) 

Expense of >£10,000 Headteacher (see note on number of quotes needed) 
Expense of >£50,000 Business, Finance & Audit Committee + Headteacher. 

 
 

Exception for Site Manager - Minor Building Repairs 
Site Manager (IN EMERGENCIES ONLY) Up to £2500 
Building repairs of < £500 Site Manager 
Building repairs >£500 per general schedule above 

 

 

Payroll 

 
All submissions to payroll including supply timesheets and overtime returns, Mileage and 
subsistence allowances (where there is an agreed fixed rate); must be authorised in accordance 
with the limits above 
Payroll adjustments <£500 Deputy Headteacher / Headteacher 

Payroll adjustments >£500 Headteacher 
 

Salary amendments can only be made with the express approval of the Headteacher.  
 

Where leave of absence is discretionary, payment can only be made with the express approval 
of the Deputy Headteacher / Headteacher in line with guidelines. 

 

After the payroll has been processed a print of salary payments for each individual should be 
obtained from the system. The print must be reviewed and authorised by both the School 
Business Manager and the Headteacher, a signed copy to be kept on file each month. 

 
 

Payments to individuals 

All people employed by the school must go through the payroll system and appropriate statutory 
deductions will be made. 

 

 

Budget Virement Limits 

Virement < £5,000 Headteacher 
Virement >£5,000 Business, Finance& Audit Committee 
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Writing off bad debts 

Bad Deb Write-off <£1,000 Headteacher 
Bad Deb Write-off >£1,000 Business, Finance & Audit Committee 

 

Disposal of Surplus Stock, Stores & Assets 

Stock Write-off <£1,000 Headteacher 
Stock Write-off >£1,000 Business, Finance & Audit Committee 

 

Safe Cash/Cheque 

Limits to be kept in Safe £5,000 (Combined Cash and Cheque)  
No cash to be kept exceeding the safe’s insurance limit (£5000 as at Sep 2020) 

 

Fixed Asset Policies 

The capitalisation limit will be £500 individual; £1,000 multiple items 

 
 

Cash Management 

For payments over £20,000 at least one signatory must be the Chair of Governors 
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APPENDIX 3 Charging & Remissions Policy 

1. Introduction 
The Governing Body recognises the valuable contribution that the wide range of additional 
activities, including clubs, out of school trips, residentials and experiences of other environments, 
can make towards students all round educational experience and their personal and social 
development. (Throughout this policy, the term “parents” means all those having parental 
responsibility for a child.) 
 
The school is clear hat no child’s education should be in anyway compromised by the ability of 
their parents and carers to pay. 
 
In some cases Pupil Premium funding may be used to support those pupils who are at risk of 
being disadvantaged by not being able to participate due to financial circumstances at home. 

 

2. Policy 
The school is required by law to publish a policy on charging for school activities.  The Education Act 
1996 establishes the basic principle that the education provided by any maintained / academy for its 
registered pupil should be free of charge.  This basic underlying principle requires that there should be 
no school / academy admission charge and no charge for any related activity which takes place during 
school / academy time.  Exceptions to this general statement are as follows: 
 

• Individual tuition in playing a musical instrument may be charged for provided that it is not part 
of the National Curriculum or part of a syllabus for a prescribed Public Examination. 

• Where parents have indicated that they wish to have the finished product from a particular 
lesson e.g. individual craft items, pottery, needlework, cookery a charge may be made to 
cover materials. 

• For all residential visits deemed to be within school / academy hours or part of the National 
Curriculum or part of the Syllabus for the prescribed Public Examination, a charge for board 
and lodgings will be made. 

• Optional visits or activities occurring outside of school / academy hours may be charged in full. 
 

Within the Education Act it is possible for schools / academies to ask for voluntary contributions from 
parents.  The school has therefore approved the following: 
 

• Voluntary contributions can be invited from parents towards the cost of the school / academy 
activities which related to the life and work of the school / academy.  Such contributions will be 
genuinely voluntary and no child whose parents feel unable to contribute will be treated 
differently to the rest. 

• Parents not wishing to make a voluntary contribution in whole or part, but wishing their child to 
be included, must make the fact known directly to the Headteacher who will treat any such 
approach in the strictest confidence. 

• School visits and activities will be planned in advance and, if sought, voluntary contributions will 
usually be invited through individual letters to parents.  The letter, asking for support, will outline 
the proposed visit, cost, educational value and its relationship to the school / academy 
curriculum. 

• If insufficient voluntary contributions are received and the trip considered by the Headteacher to 
not be financially viable, then it will be cancelled and any monies received will be returned. 

 
Compulsory charges may be made by the school / academy for: 
 

• Replacement of broken windows or fittings, defaced or damaged text books or any other 
damage or loss occurring as a result of a pupil’s bad behaviour.  The school / academy is 
empowered to recover this loss and resultant costs as a civil debt. 

• Unpaid charges legally recoverable will also be recouped, together with resultant costs as a 
civil debt. 

 
Any amendments to this policy will be made if and when necessary. 
 
Children whose parents are in receipt of certain ‘support’ payments may be eligible for further 
remissions.  Please contact the Headteacher for information. 
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3. Legislation and Guidance 
This policy is based on advice from the Department for Education (DfE) on charging for school / 
academy activities and the Education Act 1996, sections 449-462 of which set out the law on 
charging for school / academy activities in England.  Schools / Academies are required to 
comply with this Act through their funding agreements.  This policy complies with our funding 
agreement and articles of association. 
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APPENDIX 4 Online Banking Fraud Policy 
 

This policy and procedure defines the process for dealing with in bound calls from persons advising they are 
from the schools’ bank. 

 

When receiving an inbound call from the bank the person receiving the call must: 

1. ascertain the nature of the call 
2. ascertain who they would like to speak to 
3. request the name of the caller 
4. request a telephone number to call back on. 
5. advise the caller that the person will call them back 
6. if in any doubt at any time during the call must be ended and the bank fraud team 

contacted. 
 
Once the call is ended the School Business Manager must: 

1. check that the telephone number via Google (or other search engine) to ensure it is a 
genuine bank telephone number 

2. if the number is not genuine then report the incident to the banks fraud team 

3. if the number is genuine call then call back 
 
Under no circumstances should any member of school staff with access to online banking logon to online 
banking and process payments or transactions if asked to by the bank. 

 
All school staff with access to online banking must read all of the fraud prevention memos that are provided by 
the bank during the login process 

 
The School Business Manager will forward on any fraud prevention information to all online banking users as 
and when information is made available to them. 

 
All school staff must read the fraud prevention advice and watch the fraud prevent videos detailed below: 

 

Fraud 

Please be extra vigilant at this time of year. We have, by far, seen more fraudulent attacks against 

schools this year than any other. I feel like a broken record when I share my fraud updates, but the 

occasions where I know we have prevented a fraud makes it all worthwhile. Whilst in your festive 

jumpers over the next week, please take time to refresh your teams using some of the fraud 

guidance on our website: - www.lloydsbank.com/fraud 

As something a little different, I would recommend the following videos on Youtube to highlight 

vulnerabilities/weaknesses in a more light-hearted way, but the important messages still remain. 
Search for the following: 

Password security: “Jimmy Kimmel Live What is your password?” (4 years ago, 10m views) Banking 

security: “Dubai Police It Wasn’t Me - #SecureYourAccount” 

Social media weaknesses: “Action Fraud How private is your personal information?” 

 

Also, a colleague from our London education team has recently run a schools’ fraud webinar, 

specific to the sector. Feel free to follow the link below to the recording to keep you up to date with 

the most recent threats: 

https://lbgevents.webex.com/recordingservice/sites/lbgevents/recording/ec6f468c78094ab 

2b28c11b29e049479 

 

 

 

 

 

 

http://www.lloydsbank.com/fraud
https://lbgevents.webex.com/recordingservice/sites/lbgevents/recording/ec6f468c78094ab
https://lbgevents.webex.com/recordingservice/sites/lbgevents/recording/ec6f468c78094ab2b28c11b29e049479
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APPENDIX 5 Reserves Policy 
 

1. Introduction and background 
 

1.1 Weston Favell CE Primary Governing Body is responsible for the effective and efficient use of available resources. 

These responsibilities are outlined by the Charities Commission in their published guidance: 
https://www.gov.uk/government/publications/charities-and-reserves- cc19 

 
1.2 The Governing Body is ultimately responsible for the allocation of resources to deliver the vision of the school. Within this 

context the Governing Body delegates responsibility for the management of available finances and reserves to the 

Business, Finance & Audit Committee as outlined in the scheme of delegation. The budgets is ratified by the Governing 
Body.. 

 
1.3 The Business, Finance& Audit Committee is accountable to the Governing Body for the level of reserves at any 

particular time. 

 
 

2. Purpose of this policy 
 

2.1 The School’s reserves policy: 

 

● assists in strategic planning by considering how new projects or activities will be funded; 

● informs the budget process  by considering whether reserves need to be used during the financial year or built 
up for future projects; 

● enables investment decisions to be made; and 

● informs the budget and risk management process by identifying any uncertainty in future income streams. 
 

3. Application of the policy 
 

3.1 When considering an appropriate level of reserves, the Business, Finance & Audit Committee considers: 
 

● the risk of unforeseen emergency or other unexpected need for funds; 

● a fall or rise in sources of income; 

● planned commitments, or designations, that cannot be met by future income alone, for example plans for a 
major capital project; 

● the need to fund potential deficits in a cash budget, for example money may need to be spent before funding is 

received; and 

● the full range of financial risks identified. 
 

4. A balanced budget 
4.1 Academies within the Trust are expected to set and maintain a balanced budget where costs are met from income in a 

given year. Accumulated reserves can be utilised, subject to the provisions of this policy. 
 

5. Maintaining a minimum level of reserves 
5.1 The school must maintain as a minimum a reserve's balance equal to 5% of total annual income. 

5.2 For the purpose of this policy, reserves are deemed to exclude restricted fixed assets funds, pension reserves (see note 

7 below) and any other specifically designated funds (e.g. funds held for particular approved projects). 

5.3 The minimum level of reserves is ultimately limited by the need to maintain a positive net assets position for the 

school. 

5.4 The school will: 

● maintain a reserve amounting to a minimum of 5% of all annual income; 

● review the opportunities and risks in order to assess the required level of resources needed to meet anticipated 

and unanticipated needs in the short and long term 

 

http://www.gov.uk/government/publications/charities-and-reserves-
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6. Monitoring and reporting 

6.1 Each year, the school will report in the financial statements: 
 

● The level or range of reserves considered appropriate for the school; 

● The level of reserves at year-end; 

● How the school is going to achieve the desired level or range of reserves; and 

● How often the reserves policy is reviewed. 
 

7. Pensions Liabilities 
7.1 The risks surrounding the schools pension liability should be taken into consideration. The presence of a pension’s surplus 

or deficit will result in a cash flow effect for the school in the form of an increase or decrease in the school’s future pension 

contributions over a period of years. The school should assess its ability to meet the required pension contributions from 

projected future income without significantly impacting upon its planned level of activities. 

7.2 The above relates only to the Local Government Pension Fund as Teachers Pensions are underwritten by the 

government. 
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APPENDIX 6 Forms of Tender 

 
There are three forms of tender procedure: open, restricted and negotiated and the 
circumstances in which each procedure should be used are described below. 

 

Open Tender: 
This is where all potential suppliers are invited to tender. The budget holder must discuss and 
agree with the School Business Manager how best to advertise for suppliers 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. 

 
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 school’s 
requirements, 

 
• the costs of publicity and advertising are likely to outweigh the potential benefits of 

open tendering. 

 

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 

Full consideration should be given to: 

 
• objective of project 

• overall requirements 

• technical skills required 

• after sales service requirements 

• form of contract. 
 

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 

If a restricted tender is to be used then an invitation to tender must be issued. If an open tender 
is used an invitation to tender may be issued in response to an initial enquiry. 

 

An invitation to tender should include the following: 
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• introduction/background to the project; 

• scope and objectives of the project; 

• technical requirements; 

• implementation of the project; 

• terms and conditions of tender and 

• 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? 

 

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. 

 

Tender Acceptance Procedures 

The invitation to tender should state the date and time by which the completed tender document 
should be received by the school. 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 

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 up to £25,000 - the School Business Manager or the Headteacher; 

• For contracts over £25,000 – a member of the Business, Finance & Audit 
Committee, plus the School Business Manager and the Headteacher. 

 
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 

The evaluation process should involve at least two people. Those involved should disclose all 
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interests, business and otherwise, that might impact upon their objectivity. If there is a potential 
conflict of interest then that person must withdraw from the tendering process. 

 
Those involved in making a decision must take care not to accept gifts or hospitality from 
potential suppliers that could compromise or be seen to compromise their independence. 

 

Full records should be kept of all criteria used for evaluation and for contracts over £25,000 a 
report should be prepared for the Business, Finance & Audit Committee highlighting the 
relevant issues and recommending a decision. For contracts under £25,000 the decision and 
criteria should be reported to the Business, Finance & Audit Committee. 

 

Where required by the conditions attached to a specific grant from the DfES, the department’s 
approval must be obtained before the acceptance of a tender. 

 
The accepted tender should be the one that is economically most advantageous to the school. 
All parties should then be informed of the decision. 
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APPENDIX 7: Purchase Cards 

 
See separate Purchase Cards Manual, held at each school office for more detail. 

 
The bank operating the card scheme is Lloyds TSB Commercial. 

Persons nominated to be authorised card holders/users are: 

Name Title Role Limit 

Jill Ramshaw Headteacher Card User £2,000 

Mark Greenham Business Manager Card User £2,000 

 
 

The balance on the purchase cards account MUST be paid in full at the end of each month by 
direct debit. 

 

A record will be kept of each cardholder’s details (see Purchase Cards Manual Appendix A1). 
 

Each cardholder will be issued with the Rules of Use (see Purchase Cards Manual Appendix A2 
and “Ten Top Tips to Foil the Fraudsters” guidance (see Purchase Cards Manual Appendix A3). 

 
Each cardholder must sign prior to acceptance of the purchase card but after having read the 
“Rules of Use”, an acknowledgement of responsibilities (see Purchase Cards Manual Appendix 
A2). 

 
Cardholders are responsible for ensuring that they do not exceed the card limit and transaction 
limit at any time. Cardholders must also ensure that any expenditure will be within limits of 
individual budget areas and that appropriate approvals to spend are obtained. 

 

Transactions may be undertaken over the telephone, by fax, in shops and over the internet. The 
card must ONLY be used for school purchases and under no account may it be used for 
personal purchases. 

 

Placing an Order 
 

A Permission to Spend form (see Appendix Purchase Cards Manual A4) should be completed 
and authorised before placing an order if the value of the order is over £100. 

 
Transaction Record 

 
Once an order has been placed/goods purchased, the cardholders will pass their receipts to the 
Purchase Card Operator as soon as they return to school. The Operator will detail the purchase 

on the personal transaction record (see Appendix Purchase Cards Manual A5) and file the 
receipt. 

 
The Operator will reconcile the monthly statement with the items on the personal transaction 
record, and produce a transaction record which balances with the charge card statement. 

 

The cardholder will sign the transaction record to confirm they purchased the goods. The 
School Business Manager will countersign the transaction record to authorise the purchase. 

 
The Operator will enter the transaction details on FMS as a non-order invoice with “Lloyds 
Business Charge Card” as the supplier. 

 

The operator will authorise the payment in line with FMS standard practice and produce a 
dummy cheque from the dummy cheque book. The Head of Finance and Resources will 
authorise the dummy cheque print out. 
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APPENDIX 8 : EFA Wall Planner 

The 2020-21 EFA Wall Planner is available online at: 
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/911944
/Academies_Planning_Calendar_2020_to_2021.pdf 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/911944/Academies_Planning_Calendar_2020_to_2021.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/911944/Academies_Planning_Calendar_2020_to_2021.pdf

