FINANCE PROCEDURES
MANUAL
CLASS TEACHERS TO NOTE THE FOLLOWING:
Budget Monitoring
E-procurement & Payments
Trips (Appendix 4 & 5)
Purchasing / Orders

Page 10
Page 16 and Page 20
Page 19
Page 20 and 21

Adopted
To be reviewed May 2021

-1-

FINANCE PROCEDURES MANUAL
LIFE EDUCATION TRUST
Contents

Page

Introduction

5

Organisational Structure & Responsibilities
 Supporting Documents for Governance
 Roles & Responsibilities
 Finance & Facilities Committee
 Trust Chief Executive Officer (CEO)
 Trust Finance Manager
 Responsible Officer
 Finance & Other Staff
 Register of Business Interest
 Receipt of Gifts or Expenditure on Gifts

6
6
6
6
7
7
7
7
8

Accounting System
 Systems Access
 Back-Up Procedures
 Transaction Processing
 Transaction Reports
 Reconciliations
 Authorised Signatories List

8
8
8
9
9
9

Financial Planning and Budget Setting
 Financial Planning
 Financial Planning Timetable
 Annual Budget
 Budget Monitoring
 Regular Monitoring Reports to The Board
 Reviewing Special Initiatives/projects & Specific Grants
 Cash Flow
 Financial Procedures
 The Budget Cycle
 Budget
 Other Government Funding
 Other Grants & Specific Funding
 Funds Held in Trust
 Virements
 Revised Budget
 Budget Forecast Return
 Monitoring & Review (including Management Accounts)
 Independent Checking Procedure
 Review of Regularity
 Annual Accounts
 Audit Arrangements
 Work Undertaken During Accounting Period
 Work Undertaken for Year End
 Accounts Return
 Document Retention
 Accounting System
 System Access
 Back-Up Procedures
 Transaction Processing
 Transaction Reports
 Reconciliations
-2-

9
10
10
10
10
10
10
10
10-11
11
11
11
12
12
12
12
12
12
12-13
13
13
13
13
14
14
14
14
14
14
14
14-15

Page
Cash Management
 Bank Accounts
 Deposits
 Payments and Withdrawals
 Petty Cash
 E-Procurement & Payments
 BACS Payments
 Reserves
 Capital Reserves

15
15
15
15-16
16
16
16
17

Personnel and Payroll
 Staff Appointments
 Payroll Administration
 Payments to Staff
 Salary Advances
 Overtime
 Severance Payments
 Ex-gratia Payments

17
17-18
18
18
18
18
18

Income
 ESFA Grants
 Other Grants
 Trips
 Catering
 Lettings
 Sundry Income
 Gift Aid
 Bad Debts
 Purchasing
 Routine Purchasing

19
19
19
19
19
20
20
20
20
20

E-Procurement
 Orders
 Orders over £5,000 but less than £50,000
 Orders over £50,000
 Official Journal of the European Union

20-21
21
21
21

Tendering
 Trading with Related Parties
 Trading with Connected Parties
 Goods and Services for Private Use
 Forms of Tenders
 Preparation for Tender
 Invitation to Tender
 Tender Acceptance Procedures
 Tender Opening Procedures
 Tendering Procedures

22
22
22
22
22
23
23
23
23

Insurance
 Trustee Expenses
 Gifts
 Energy Management
 Fraud
 Whistleblowing
 Leasing

24
24
24-25
25
25
25

-3-

Page
VAT






25
25-26
26
26
26

VAT 126 Form
Asset Register
Security of Assets
Disposals
Loan of Assets

Appendices
Appendix 1 – Scheme of Delegation & Financial Limits
Appendix 2 – Tendering Policy
Appendix 3 – Lettings Policy (Frances Bardsley & Benhurst)
Appendix 4 – Final Account Form for Trips
Appendix 5 – School Trip Proforma
Appendix 6 - Academies Planning Calendar

27-34
35-37
38-47
48
49
50

Abbreviations
 DfE – Department for Education
 ESFA – Education & Skills Funding Agency
 FFC – Finance & Facilities Committee
 Designated Finance Person – Appointed by the Trust Finance Manager to ensure segregation of duties.

-4-

Introduction
LIFE Education Trust is a company limited by guarantee and an exempt charity. The charitable company’s
memorandum and articles of association (dated 6 June 2016) are the primary governing documents of LIFE
Education Trust. The Board members of LIFE Education Trust are also the directors of the charitable company
for the purposes of company law. The charitable company is known as LIFE Education Trust
The purpose of this manual is to ensure that the Trust maintains and develops systems of financial control which
confirm with the requirements both of good financial management and propriety. It is essential that these
systems operate correctly to meet the requirements of the funding agreement with the Department of Education
(DfE).
The Trust must comply with the principals of financial control outlined in the academies guidance published by
the DfE. This manual will expand on that and will provide detailed information on the Trust’s accounting
procedures. This manual must be read by all staff involved in financial systems.
Compliance with this manual is mandatory and any contravention of procedures must be brought to the attention,
in the first instance, of the Trust Finance Manager.
All staff are expected to follow the procedural details set out in each of the relevant Trust policies, which set out
the specific processes and procedures referred to in this manual.

-5-

Organisational Structure and Responsibilities
The Trust Board is responsible for the direction of LIFE Education Trust and its strategic management. This
involves determining the guiding principles and regulations within which LIFE Education Trust operates.
The Trust Board has defined the responsibilities of each person involved in the administration of the Trust’s
finances to avoid omission or duplication of functions and to provide a framework of accountability to the Trust
Board and staff.
The Trust CEO is the accounting officer for the Trust and although he may delegate financial responsibilities to
other staff; those staff will be accountable to the Trust CEO for their performance in this respect.

Supporting Documents for Governance
The following documents are included or are held in the Trust financial records
 Scheme of Delegation (written responsibilities of the Trust Board, its committees, LGB’s the Head
Teacher and staff; financial delegation limits)
 Budget plan
 3 Year Financial forecasts
 Budget statement and outturn statements.
 Trust Board/Governing Body/Finance and Facilities committee minutes
 Register of business interests
 The Academies Financial Handbook

Roles & Responsibilities
This summary description of roles and responsibilities forms part of a wider document, referred to as the
Scheme of Financial Delegation.
LIFE Education Trust structure of financial responsibilities for individual Board Members, Head
Teachers’ and staff
The Board Members will:







set spending priorities
consider and approve the annual budget and forward spending plans
determine virement and expenditure thresholds
evaluate the effectiveness of expenditure decisions (i.e. value for money)
delegate responsibilities to the Finance and Facilities (FF) Committee and to Local Governing Bodies
as required
ensure financial probity, including statutory and regulatory compliance.

Finance and Facilities Committee
The Finance and Facilities Committee (FFC) is responsible for overseeing the financial affairs of the Trust and
reports to the Board, operating in accordance with their terms of reference.

Trust Chief Executive Officer (CEO)
The Trust CEO has overall executive responsibility for the Trusts’ financial activities as approved by the Trust
Board. The Trust CEO delegates responsibility to the Director of Operations, but the Trust CEO retains
responsibility for:





Approving new staff appointments within the authorised levels, unless otherwise delegated to the
Academy’s Head Teacher, and except for senior posts which the Trust have agreed to be approved by
them
Budget Virements as in the Scheme of Delegation
Authorising of orders and contract in accordance with the delegated authorisation levels
Signing cheques and approving BACS payments in conjunction with other authorised signatories and
in accordance with the delegated authorisation levels.
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Trust Finance Manager
The Trust Finance Manager works closely with the Accounting Officer and reports to the Local Governing
Body (for FBA responsibilities), the Finance and Facilities Committee and Trust Board. The main
responsibilities are:









Ensuring the annual accounts are correctly presented and adequately supported by the records of the
Trust
managing the Trust’s financial position at a strategic and operational level within the framework for
financial control determined by the Accounting Officer and Trust
ensuring returns are submitted to the ESFA in line with the timetable set by the ESFA
ensuring that sound systems of internal control are in place
responsibility for day-to-day financial management
setting and monitoring the budgets and reporting to the FFC and Trust
supplying the Trust Board and FFC with regular budget monitoring information
providing support and advice to LGBs in the execution of their delegated financial responsibilities

Responsible Officer
The Responsible Officer is appointed by the Trust and provides independent reports on the Trust’s financial
affairs
The main responsibilities of the Responsible Officer are to provide the Trust with independent assurance that
the Academies Financial Handbook is being adhered to






The financial responsibilities of the Board are being properly discharged
Resources are being managed in an efficient, economical and efficient manner
Sound systems of internal financial control are being maintained
Financial considerations are taken into account when decisions are made
LGBs are properly discharging their delegated financial responsibilities

Finance and Other Staff
Other members of staff which are the Finance Officer, the Finance Assistants (where applicable), budget
holders and others (if staff leading school trips) will have some financial responsibilities which are detailed in
the following sections of the manual. All staff are responsible for the security of Trust property, for avoiding
loss or damage, for ensuring efficiency and economy in the use of resources and acting in accordance of the
Trust’s financial procedures.

Register of Business Interests
All Trustees and staff with influence on financial decisions should declare any interests which may impact on
school-related matters. For example, board members and staff should declare any links they have with
companies or individuals from whom the Trust may wish to buy goods or services. Registers of business
interests aid transparency and provide some assurance that personal interests do not influence school
decisions.
The register should include all business interests, such as directorships, shareholdings or other appointments
of influence within a business organisation which may deal with the Trust. The disclosures should also include
business interests of relatives such as parent or spouse or business partner where influence could be exerted
over a member of staff or a Trust member.
The Clerk to the Trust is responsible for maintaining the register of interest and any changes should be
immediately reported. The register is updated on an annual basis. Even if there are no interests to report a
NIL signed form should be returned.
The Director of Operations reviews the register and reports on any related party transactions to the Finance
and Facilities committee.
The Trust Finance Manager also maintains a register of budget holder interest, which is updated annually.
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Receipt of Gifts or Expenditure on Gifts
Any member of the Trust or staff within the Trust or others cannot accept excessive or regular gifts or services
from existing or prospective suppliers. The Trust maintains a register of gifts and services offered and
whether they were accepted or rejected. Board and staff members are required to inform the Trust if any such
offer is made.
The Trust approves any expenditure on gift and hospitality. Such expenditure is only authorised if the Trust
can demonstrate that it has taken into account the principles of probity, accountability and value.

Accounting System
The Trust is registered annually under the 1988 Data Protection Act and the named Data Controller is the
CEO
All financial transactions of the Trust must be recorded on the Trust accounting system. The Trust subscribes
to LGFL which is a system installed on the Trusts’ computer systems to detect viruses, spyware and other
malicious threats. The system is regularly updated to ensure any latest threats are detected.
All accounting records are retained for six years after being scanned and held in a digital format. The current
year is held in hard copy format in a secure area

Systems Access
Entry to both Trust accounting systems is password restricted and the Head Teacher is responsible for setting
the access levels for all members of staff using the system.

Back-Up Procedures
The Network manager is responsible for ensuring that there are effective back up procedures for the
accounting systems.
All files are stored on an industry standard HP SAN (Storage Area Network). The files are stored across
multiple drives using RAID 5 on the main severs and RAID 10 on the database servers (in the event of a hard
drive failure there would be no loss of data as it is replicated across multiple disks). If a HD fails we can
replace and it will automatically copy data back to the drive.
All servers are virtual machines running on two physical hosts. Daily snapshots are taken of the VM’s and can
restore entire machines, individual or groups of files.
A backup of the server snapshots is sent to a NAS (Network attached storage) that is located in the sixth form
so that it is away from the main building. Backups are run every night and we and we have 30 days’ worth of
retention.
Each weekend a copy all of the user files and shared areas is made to removable disks. The latest tapes are
kept off site at the network manager’s house. The old tapes are kept in secure filing cabinet at the opposite
end of the school and also contain up to 30 days’ worth of backups.
At the end of each year a complete backup of files is made to removable disks and kept in a secure filling
cabinet.

Transaction Processing
All transactions input into the accounting systems must be authorised in accordance with the procedures as
specified in this manual. The detailed procedures for the processing of payroll, purchase ledger and sales
ledger are included in this manual.
Bank transactions should be input by a member of finance staff who is not involved with the checking and
reconciling. The reconciliations are in turn checked by the Trust Finance Manager.
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When journal entries are made, supporting documentation should, where relevant, be filed to ensure the
validity of the amounts processed. . All journal entries must be authorised by a member of staff independent
from the person entering the data to FMS.

Transaction Reports
The Trust Finance Manager will review system reports to ensure all transactions are posted correctly to the
accounting system. The reports reviewed would include:






Monthly Bank Reconciliation reports
Master File Payroll amendment reports
Monthly purchase ledger and sales ledger reports
Monthly management account reports summarising expenditure and income against Budget at budget
holder level
Trial Balance

Evidence of these reviews should be held in the form of a printed report signed by the Business Manager

Reconciliations
The designated member of finance staff is responsible for ensuring the following are reconciled each month:









Purchase ledger control accounts
Sales ledger control accounts
Bank reconciliation via bank statements
Payroll control accounts
VAT account
Suspense account
Fixed Asset/Depreciation Accounts
Reserves

Any outstanding unreconciled items over 3 months should be brought to the attention of the Trust Finance
Manager

Authorised Signatories List
An authorised list, including specimen signatures will be maintained by the designated member of finance staff
and in the in the finance office for reference purposes.

Financial Planning and Budget Setting
Financial Planning
Financial planning is an essential part of good financial management. It provides the Trust with a clear view of
how it intends to use its resources. It has two key elements, the Trust development plan and budget.
The Trust Development plan will indicate how the Trusts’ education and other objectives are going to be
achieved within the expected level of income over the next three years.
The Trust Development Plan forms the basis for constructing the budget. It identifies the Trusts’ educational
priorities and has a strong focus on raising standards. It is important, therefore, that Trust Development Plan
indicates the resource implications of each priority to guide decisions on Trust budget.
Clearly identified links must be in place between the Trust annual budget and its development plan.

Financial Planning Timetable
The Academies planning calendar produced by the ESFA gives a summary of key dates about requirements
that relate to funding, finance and Trust compliance in accordance with the funding agreement and must be
adhered to. (See Appendix 6)
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Annual Budget
The Trust Finance Manager is responsible for preparing and obtaining approval for the annual budget. The
budget must be approved by the Trust Board.
The approved annual budget must be submitted to the ESFA by the deadline stated in July of each year and
the Trust Finance Manager is responsible for setting the timetable which allows sufficient time for the approval
process and to ensure the submission deadline is met, including the meetings of LGBs and Finance and
Facilities Committee.

Budget Monitoring
Regular monitoring of income and expenditure against the agreed budget is central to effective financial
management. It allows Trustees, Board Members, the Accounting Officer, the Head teacher, the Trust Finance
Manager and staff to maintain financial control by reviewing the current position and taking any remedial
action necessary.

Regular monitoring reports to the Board
The LGBs (via the School Healthcheck), FFC, Trust CEO and Trust Finance Manager report termly to the
Board. They explain any variances, any virements under delegated power, and seek approval for any
virements required above delegated limits.

Reviewing special initiatives/ projects and specific grants
Headings in standard budget monitoring reports may not allow the tracking of expenditure on individual
initiatives, since they may cut across several categories. This exercise should be undertaken in parallel with
mainstream budget monitoring if necessary. This will:



Allow the Trust to monitor expenditure on the initiative against the budget
Provide the financial information necessary to assess the cost effectiveness of the initiative

Departmental budget holders will be supplied with monthly financial reports in order that they can monitor their
budget and seek, where required, assistance from the Trust Finance Manager.

Cash Flow
The Trust Finance Manager is responsible for preparing cash flow forecasts to ensure the Trust has sufficient
funds available for the day to day operations. If significant balances can be foreseen, steps will be taken to
invest the extra funds. But similarly plans can be made to transfer funds back out of the investments to cover
potential cash shortages.

Financial Procedures
The Trust prepares rolling 3 year budgets.

The Budget Cycle
The budget cycle is as follows:
 Autumn term
o Implementation of current budget plan
o Monitoring expenditure (monthly)
o Reconciliation and closure of previous financial year
 Spring term
o Monitoring and Reviewing of year’s budget
o Revised Budget where appropriate
o Pre-planning new financial year
 Summer term
o Planning for forthcoming year
o Preparation and submission of financial budget plan
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o

Review of current year’s budget

Budget
The Director of Operations is responsible for preparing and obtaining approval for the annual budget. The
budget must be approved by the Accounting Officer, Local Governing Body, Finance and Facilities Committee
and the Board.
The annual budget will reflect the best estimate of the resources available to the academy for the forthcoming
year and will detail how those resources are to be utilised. There should be a clear link between the
development plan objectives and the budgeted utilisation of resources.
The budgetary planning process will incorporate the following elements:
 forecasts of the anticipated number of pupils to estimate the amount of General Annual Grant
 latest estimate of other ESFA funding e.g. pupil premium or other specific funds
 review of other income sources available to the academy to assess likely level of receipts e.g.
lettings
 review of past performance against budgets to promote an understanding of the academy costs
 identification of potential efficiency savings
 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
 all carry forward balances
 any unspent grants from the previous financial year
 review of restricted funds or specific grants to ensure regulatory compliance.
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 reductions 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. In accordance with the Academies Financial Handbook an in year balanced
budget must be set.
The approved budget is then entered onto the finance system at the start of the new financial year by the
designated member of finance staff and verified by the Trust Finance Manager.

Other Government Funding
In addition to GAG funding from ESFA the Trust may be awarded specific funding for other projects e.g.
Condition Improvement Funds. This funding may be from the Department of Education or Local Authority. All
government funding will be spent in accordance with the terms and conditions imposed, accurately recorded
as government income (restricted) and audited externally annually.
The School Finance officer is responsible for recording income and expenditure for each grant, providing a
reconciliation within the monthly management accounts.

Other Grants and specific funding
In addition to the GAG funding from the ESFA and other government funding, the academy/MAT may be
awarded additional grants from time to time relating to specific projects e.g. Sport England Funding, Football
Foundation Funding, Charitable Grants etc. All applications for additional external funding must be approved
and supported by the Board of Governors/Trustees. All external funding and grants will be spent in accordance
with the terms and conditions imposed, accurately recorded as income specific to a certain project and audited
externally annually.
The school Finance Officer is responsible for recording income and expenditure for each grant, providing a
reconciliation within monthly management accounts.

Funds held in Trust
Where funds are held in trust the Finance Officer is responsible for ensuring accurate recording of the income
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and expenditure, as well as ensuring the funds are recognised separately as set out in the memorandum and
articles.

Virements
Virements shall be approved and minuted by the Local Governing Body and should be within the agreed
criteria and financial limits.

Revised Budget
Monitoring and analysis of the agreed budget should be carried out on a monthly basis by the Accounting
Officer, the Director of Operations and the Trust Finance Manager and reports presented to the Local
Governing Body, the Finance and Facilities Committee and to the Board. Where significant variations to the
agreed budget are identified or where a number of substantial virements have been approved by the Local
Governing Body and or where significant staff changes have occurred in-year, then a Revised Budget should
be prepared and approved by the Trust Board. This Revised Budget should then form the basis of analysis of
all income and expenditure until the financial year end.

Budget Forecast Return
The approved budget must be submitted to ESFA by 31 July each year by Trust Finance Manager. The
budget forecast outturn return has to be submitted by mid-May (date set by ESFA) each year. Trust Finance
Manager is responsible for establishing a timetable, which allows sufficient time for the approval process of
both returns and ensures that the submission dates are met.

Monitoring and review (including management accounts)
Monthly reports are prepared by the designated member of finance staff.
The reports include:



actual income and expenditure against budget (shown as month to date and cumulative).
A summary highlighting and explaining variances against budget.

These reports are checked and validated by the Trust Finance Manager.
Any potential overspend against the budget must in the first instance be discussed with Trust Finance
Manager.
The monthly reports are scrutinised and necessary action agreed with the Accounting officer, the Director of
Operations, the Local Governing Body, the Finance and Facilities Committee and/or the Board, according to
the scheme of delegation.

Independent checking procedures
The Trust engages the services of a Responsible Officer to undertake independent checks to an agreed
template of the key areas identified in the Academies Financial Handbook. This consists of sample testing of
an agreed quantity across key areas of finance previously agreed by the Finance & Facilities Committee. The
reports and the school’s responses are reviewed by the Local Governing Body and the Finance and Facilities
Committee for any actions that need to be taken.

Review of regularity
The Accounting Officer reviews the following documents monthly/termly to ensure the academy trust is
working within the boundaries of regularity and propriety:






reviews management accounts (monthly)
reviews compliance against the scheme of delegation
reviews transactions for evidence of connected party transactions
value for money practice
necessary financial controls are in place (e.g. reconciliations up to date)
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The Accounting Officer is responsible for:




adherence to tendering policies
transactions being in line with delegated authorities as set out by the Academies Financial
Handbook
compliance with trustees/governors’ minutes

An external auditor will undertake compliance checks as part of the annual audit in respect of tendering,
accounting, transactions and governance.

Annual accounts
The Trust must prepare annual audited financial statements for the accounting period to 31 August.
The accounts are prepared in house by the designated member of Finance staff and outsourced to the
external auditors for preparation and consolidation.
The accounts are then submitted as follows:




by 31 December – to ESFA
by 31 January – published on Trust website
by 31 May – to Companies House

Audit arrangements
External auditors must be appointed in accordance with the Academies Financial Handbook.
The Trust Finance Manager is responsible for managing the audit process, by liaising with the auditors,
arranging the timetable for accounts and audit completion and ensuring deadlines are met.

Work undertaken during accounting period
The Designated Finance Person is responsible for the following tasks to be undertaken during the year to
facilitate a smooth audit process:








reviewing the ledger structure
maintaining a fixed asset register
monthly depreciation charges
maintaining income and expenditure records (including filing of invoices)
reviewing aged debtors for any provisions required
control account reconciliations (bank, wages, debtors, creditors)
review of control account balances

Work undertaken for the year end
The Designated Finance Person is responsible for the following tasks to be undertaken at the end of the year
to facilitate a smooth audit process:









stock take and including of year end stock value
prepayments and accruals
prepayments or accruals for grant income
control account reconciliations (bank, payroll, debtors, creditors)
close down of the purchase ledgers
close down of the Sales ledgers and aged debtors
pension valuations
Pension Audit

Accounts Return
The academy trust must prepare an annual accounts return for the accounting period to 31 August, which is
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submitted to the ESFA by 31 January.
The accounts return is outsourced to auditors for preparation.

Document retention
Documents are retained in accordance with the Retention schedule policy.

Accounting system
All the financial transactions of the academy trust must be recorded onto the computerised financial
information accounting system.

System Access
Access to the system is password restricted to users who are approved by the Accounting Officer. Other users
e.g. external accounting providers must also be authorised by the Accounting Officer.
The IT Manager is responsible for implementing a system which ensures that passwords are changed
regularly

Back-up Procedures
-

Frances Bardsley Academy and Bridge

The Network manager is responsible for ensuring that there are effective back up procedures for the
accounting systems.
All files are stored on an industry standard HP SAN (Storage Area Network). The files are stored across
multiple drives using RAID 5 on the main severs and RAID 10 on the database servers (in the event of a hard
drive failure there would be no loss of data as it is replicated across multiple disks). If a HD fails we can
replace and it will automatically copy data back to the drive.
All servers are virtual machines running on three physical hosts. Daily snapshots are taken of the VM’s and
can restore entire machines, individual or groups of files.
A backup of the server snapshots is sent to a NAS (Network attached storage) that is located in the sixth form
so that it is away from the main building. Backups are run every night and we and we have 30 days’ worth of
retention.
A full backup of the File Server is also scheduled to run weekly using Veeam and is kept on a dedicated NAS
at Benhurst Primary School.
-

Benhurst Primary

A bi-Weekly backup of the File Server, SIMS server, and Domain Controller is performed using Veeam and
stored remotely on a dedicated NAS at the Frances Bardsley Academy.
-

Roxwell Primary

A daily backup of all servers is ran using DPM and kept on premises, on a separate server. A cloud backup of
the SIMS data is performed daily using Redstor (on LGFL servers).
-

Margaretting Primary

A daily backup of the File Server is kept on an External USB disk.
-

Dame tipping Primary

There is no physical backup on premises. Staff use Google Drive to store their files. Backup is provided as
part of Google Suite for Education.
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The disaster recovery plan explains what to do in the event of loss of accounting facilities or financial data.
Copies are held in the fire proof container.

Transaction processing
All transactions input to the accounting system must be authorised in accordance with the procedures
specified in this manual.
All journal entries are authorised prior to input onto the accounting system by a member of staff other than the
Accounting Officer. A printed copy is retained on file, together with the original authorisation.

Transaction reports
Trust Finance Manager reviews the following system reports to ensure that only regular transactions are
posted to the accounting system:




amendment reports for the payroll, purchase ledger and sales ledger;
System reports summarising expenditure and income against budget at budget holder level
Trial Balance

Reconciliations
The Designated Finance Person is responsible for ensuring the following reconciliations are performed each
month, and that any differences are investigated







sales ledger control account
purchase ledger control account
payroll control account
VAT control account
all suspense accounts
bank balance per the nominal ledger to the bank statement

Trust Finance Manager signs all reconciliations as evidence of review.
Any unusual or long outstanding reconciling items are brought to the attention of the Accounting Officer and
dealt with according to the bad debt limits in this manual.

Cash Management
Bank Accounts
The following procedures must be followed when opening a bank account and operating it:







the Trust is responsible for selecting the banking institution and negotiating the terms and
conditions
the Board must authorise the opening of all bank accounts
the academy/MAT will ensure that in the event of changes to key personnel or governors/trustees,
signatories will be changed immediately and the bank notified. Any on-line access to banking will
also be removed
terms of arrangements, including cheque signatories or BACS authorisations and the operation of
the accounts must be formally recorded and agreement minuted
the trust must inform the bank, in writing, that their accounts must not become overdrawn
the trust must ensure there are sufficient funds to cover large payments

Deposits
A deposit must be entered on a copy paying-in slip
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 the amount of the deposit
 a reference (for example the number of the receipt or the name of the debtor)
The Designated Finance Person is responsible for updating the accounting system (within 2 working days) for
deposits placed.

Payments and withdrawals
All cheques and other instruments authorising withdrawal from academy bank accounts must be made in
accordance with the scheme of delegation.
This provision applies to all accounts, public or private, operated by or on behalf of the Trust governing body of
the academy including funds held in trust. Authorised signatories must not sign a cheque relating to goods or
services for which they have also authorised the expenditure.
The Designated Finance Person ensures bank statements are received regularly and that reconciliations are
performed on a monthly basis. Reconciliation procedures must ensure that:
 all bank accounts are reconciled to the academy’s cash book at the last calendar day
 reconciliations are prepared by the Designated Finance Person
 reconciliations are subject to an independent monthly review carried out by Trust Finance Manager.

Petty Cash
The Trust does not operate a petty cash system.

E-procurement & Payments
The school charge card is used only when it is not practical to use the purchase order/cheque system. It is
used mostly for internet purchases. Issue of cards by the bank must have prior authorisation of approved
bank signatories.
Custody of the card is the responsibility of the card holder, and any loss must be reported immediately.
The card is kept in the safe and is only used by:
 Head Teacher
 Finance Officer
 Site Manager
Any department wishing to make a purchase on charge card must complete an order form and pass this to the
Designated Finance Person. All order forms detailing the purchase must be signed by the Budget Holder.
The credit card statement is reconciled with receipts for all items. A summary is produced of all purchases
which is signed by the Head Teacher. Journals will be entered onto the system for each transaction.

BACS Payments
On receipt of an invoice, the budget holder signs the invoice, to signify:






an official purchase order has been raised for the purchase
the delivery note has been checked
the delivery is of correct quantity, quality and price
it has not been previously paid
funds are available in the relevant budget

The payment is then prepared for BACS payment. The designated finance officer then passes it on to two of
the cheque signatories who check in ensure that the bank and sort codes have been correctly entered and
approves payment.
Normally, BACS payments are processed in accordance with the payment terms although every effort is made
to ensure the school benefits from early payment discounts.
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Reserves
Any overall surpluses or deficits (reserves) at the end of the year are carried over to the following year.
The Accounting Officer must inform ESFA immediately if a deficit is anticipated.
If the Trust is forecasting a deficit at the end of any financial year, the Local Governing Body, the Finance and
Facilities Committee and the Board have a responsibility to ensure action is taken at the earliest opportunity to
address this issue.
The academy trust undertakes to ensure that it holds a contingency reserve sufficient to cover unplanned
emergency events.

Capital Reserves
Any overall surpluses at the end of the year are carried over to the following year.
It is the responsibility of the Finance Officer to keep accurate records of the capital funds, especially where
grants have been received for capital projects.

Personnel and Payroll
The Trusts’ payroll is administered ‘in house’ at FBA using PS financials software. Their includes monthly
payroll processes, responsibility of making returns the HMRC, pension administration and returns to the
timetable of payroll deadlines.
The Trusts’ HR service is provided by Juniper. Their service provides and helps with HR issues including
occupational health, disputes and contractual changes and restructures of staff

Staff Appointments
All members of Trust SLT, along with Head Teachers for individual Academies are appointed by the Board
except for members of School SLT, who are appointed by the Local Governing Body.
The Head Teacher has authority to appoint staff within the authorised establishment, except for the Deputy
Head Teachers and the Trust Finance Manager (a shared post with the Trust). These appointments must
follow consultation with the Trust. All personnel changes must be notified in writing to the Finance Officer
immediately.
The Pay and Personnel committee is responsible for ensuring the Trust’s Pay Policy is implemented
The CEO and Head Teachers are responsible for ensuring the statutory obligations around the safe
recruitment policy and procedures are administered.
Personnel information is held for all members of staff in manual files which include contracts of employment,
with access strictly limited to authorised staff only and separately on SIMS by the Head Teachers’ PA. Copies
of contracts are held securely by the Finance Officer for payroll confirmation.
A single central staff record is maintained for Trust staff and for each Academy school by a designated
administrator. This record is checked termly by the HR manager or the Headteacher .

Payroll Administration
Payroll is administered ‘in house’ at FBA.
All staff are paid monthly through the payroll system. A payroll file is created for each employee which
records:
 salary
 bank account details
 taxation status
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 personal details
 any deductions or allowances payable
 other legal and relevant details
New payroll files can only be created by the Designated Finance Person with the signed letters or the express
approval of the Head Teacher. Any amendments made by the Designated Finance Person must be printed out
each month prior to the payroll run and must be authorised by Trust Finance Manager.
Any contract amendments and terminations made to payroll by the Designated Finance Person must be
printed out each month prior to submission and must be authorised by Trust Finance Manager or Headteacher
where no Business and Development Manager is in situe, prior to submission.
The Designated Administrator completes a monthly staff return which provides details for all staff in respect of
sickness and other absences during the month. Prior to submission the completed absence report must be
authorised by the Headteacher.
Timesheets for additional hours or overtime are completed by the employee. This is authorised by the budget
holder, prepared by the Designated Finance Person for the payroll provider and signed off by the Head
Teacher. Prior to submission the completed additional hours report must be authorised by the Headteacher.
The payroll provider will prepare and distribute a timetable for payroll processing specifying key dates, by
month, for the year.

Payments to Staff
Before payments are made a printout of all data should be obtained, including an exceptions report from the
payroll provider and this should be checked against source documentation by the Designated Finance Person
and then reviewed and initialled by Trust Finance Manager. Authority to release payment will be by the Head
Teacher or in his/her absence a member of SLT.
All salary payments are made by BACS, other than exceptional emergency payments.
The Designated Finance Person compares the current month’s and the previous month’s gross salary
payments showing adjustments made for new appointments, resignations, pay increases etc. This
comparison is reviewed and signed by Trust Finance Manager.
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 payroll journal which is entered onto the finance system by the Designated Finance Person.
There are also other third party deductions e.g. Child Care vouchers, Union fees, This is checked as part of
the month end procedures by Trust Finance Manager.
After the payroll has been processed the nominal ledger will be manually updated within two working days.
Postings will be made both to the payroll control account and to individual cost centres. The Designated
Finance Person should review the payroll control account each month to ensure the correct amount has been
posted, individual cost centres have been correctly updated and to identify any amounts posted to the
suspense account.
Annually, the Designated Finance Person and Trust Finance Manager or Human Resources Manager check
each member of staff that the gross pay per the payroll system agrees to the contract of employment held on
the personnel file.

Salary advances
The Trust does not award salary advances.

Overtime
Overtime is recorded by the individual and submitted by the designated date of each month to the Head
Teacher for authorisation, The Designated Finance Person inputs the information onto the payroll system.
Claim forms must not be submitted prior to work having been undertaken.
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No payments for work undertaken will be made other than via the payroll system.

Severance Payments
The Trust is able to self-approve the non-contractual element of severance payments up to £50,000. A
business case must be presented before agreeing a payment, using the form provided by ESFA on Gov.uk.
Where the non-contractual element is on or over £50,000 prior approval from ESFA must be sought.
The Accounting Officer must sign off and review each business case.

Ex-gratia Payments
Any ex-gratia payments must be submitted to ESFA for prior approval.

Income
ESFA Grants
The main sources of income for the academy are the grants from the ESFA. The receipt of these sums is
monitored directly by the Designated Finance Person who is responsible for ensuring that all grants due to the
academy are collected. The monthly allocation is checked against the schedule provided by the ESFA and any
differences reported to Trust Finance Manager.

Other Grants
The receipt of these sums is monitored directly by the Designated Finance Person who is responsible for
ensuring that all grants due to the academy are collected.
Grants received for capital projects are monitored by the Designated Finance Person producing an income
and expenditure account for each project which is reviewed by Trust Finance Manager.

Trips (Appendix 4 & 5)
A lead member of staff must be appointed for each trip to take responsibility for the organisation of the trip.
The lead teacher must prepare a summary of the trip itemising travel, accommodation and any other activities
which must be costed. Student numbers should also be included as well information regarding Pupil premium
students. The Designated Finance Person should check this and agree the student contribution. This should
then be checked by the Head Teacher of Business and Development Manager and signed off.
Students should make payments via ParentPay or Squid.
The Designated Finance Person should run a report from ParentPay showing the amount paid and the amount
outstanding. This record should be sent to the lead teacher on a weekly basis and the lead teacher is
responsible for chasing the outstanding amounts.
Trips should be run at cost price, although allowance can be made for administrative fees and additional staff
cover. If the school decides to subsidise the school trip the amount of subsidy must be approved by the Head
Teacher in advance of the booking being made.
Reports on accounts for completed trips will be made to the Local Governing Body. The local Governing Body
will keep under review any surplus/deficit in individual trips and decide on action to be taken.
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Catering
Payments for catering by pupils and staff are made via Parentpay or Squid.
Where the school has a contract caterer the company will invoice the school direct for paid meals and FSM. If
catering is provided in-house then a catering income and expenditure account is set up. Income from
ParentPay should be allocated to this account as well as expenditure incurred for supplies. This account is
then reconciled on a monthly basis.

Lettings
The lettings assistant is responsible for maintaining records of bookings of sports and other facilities and for
identifying the sums due from each organisation. Payments must be made in advance for the use of facilities
by BACS/Bank Transfer.
Details of organisations using the sports and other facilities will be held by the Finance Department who will
establish a sales ledger account and produce a sales invoice from the Financial Information accounting
system.
Copies of the organisations up to date relevant Public Liability, indemnity, insurance and qualifications (where
relevant e.g. H&S, First Aid, Instructor etc.) are kept with the Letting Agreements and are reviewed annually. It
is the responsibility of the lettings assistant to ensure that these documents are current and copies placed on
file.

Sundry income
Income from other sources (for example educational consultancy) is priced in consultation with the Trust
Finance Manager. The transaction must not be undertaken until the price has been agreed.

Gift Aid
To ensure the academy trust, in its position as an exempt charity, receives all the monies it is entitled to the
Designated Finance Person
 reconciles income against records to confirm expected amounts have been received by the donor
 ensures the tax reclaimable from HMRC has been obtained and any relevant business use
deductions have been made.

Bad Debts
The Designated Finance Person pursues all invoices of more than 30 days of issue that are unpaid. If the debt
remains unrecoverable after 6 months, or it becomes clear that the debt will not be repaid, the Finance Officer
submits a report to the Finance and Facilities committee for approval of write off.

Purchasing
The Academy must achieve value for money on all purchases. The following general principles must be
applied when purchase are made:
 Probity, it must be demonstrable that there is no corruption or private gain involved in the contractual
relationships of the academy
 Accountability, the academy is publicly accountable for its expenditure and the conduct of its affairs
 Fairness, that all those dealt with by the academy are dealt with on a fair and equitable basis

Routine Purchasing
Budget holders will be informed of the budget available to them at least one month before the start of the
academic year. It is the responsibility of the budget holder to manage the budget and to ensure that the funds
available are not overspent. Data detailing actual expenditure and committed expenditure (orders placed but
not paid for) against budget will be supplied to each budget holder each month. Budget holders will be able to
monitor data relating to their own budget areas on a monthly basis via reports from SIMS.
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Routine purchases within budget can be ordered by budget holders. In the first instance a supplier should be
chosen from the list of approved suppliers maintained by the Finance Department. The Finance Department
should utilise ‘Deals for Schools’ as recommended by the ESFA to ensure that the value for money principle is
adhered to. A quote or price must always be obtained before any order is placed. If the budget holder
considers that better value for money can be obtained by ordering from a supplier not on the approved
supplier list the reasons for this decision must be discussed and agreed with the Finance Officer. Copies of all
quotes must be attached to the order form.

E-procurement
Any department wishing to make a purchase on the school charge card must complete an official order form in
the usual manner and pass this to the Finance Officer to make the purchase. All order forms detailing the
purchase must be signed by the Budget Holder.
Occasionally the school charge card is used to purchase small items where it is not possible to order this
elsewhere. This must be recorded and countersigned by the budget holder.

Orders
All orders must be made, or confirmed, in writing using an official order form. Orders must be signed by the
budget holder and must be forwarded to the Finance Department where the Designated Finance Person will
check to ensure sufficient budget exists before placing the order. All orders are approved by the Headteacher
(or the nominated deputy).
Approved orders will be recorded on the finance system which allocates a reference number and commits
expenditure. Orders will be dispatched to the supplier from the Finance Department
The budget holder must make appropriate arrangements for the delivery of goods to the academy. On receipt
the budget holder must undertake a detailed check of the goods received against the goods received note
(GRN) and make a record of any discrepancies between the goods delivered and the GRN. Discrepancies
should be discussed with the supplier of the goods immediately.
If any goods are rejected or returned to the supplier because they are not as ordered or are of sub-standard
quality, the Finance Department should be notified.
All invoices should be sent to the Finance Department. Invoices are entered onto the finance system. The
Finance Department will stamp invoices with a grid which is completed by the budget holder /finance assistant.










invoice arithmetically correct
invoice posted to purchase ledger
goods/ services received
goods/services as ordered
prices correct
invoice authorised for payment
payment authorised
VAT calculated correctly
payment made

The budget holder must make a detailed check against the order and the GRN and this document must be
sent back to the Finance Department. Budget holders must undertake these checks asap.
If a budget holder is pursuing a query with a supplier the Finance Department must be informed of the query.
The Finance Department will then input details of payments to be made to the purchase ledger including
payment terms. Payments are generated once a month. Any cheques and associated paperwork must be
authorised by two of the nominated cheque signatories.
BACS payments are input by the Finance Team and authorised on-line by two signatories.
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Orders over £5,000 but less than £50,000
At least three written quotations should be obtained for all orders over £5,000 but less than £50,000 to identify
the best source of the goods/services. Written details of quotations obtained should be prepared and retained
by budget holders for audit purposes.

Orders over £50,000
All goods/services ordered with a value over £50,000, or for a series of contracts which in total exceed
£50,000 must be subject to formal tendering procedures.

Official Journal of the European Union
Contracts over the published limit in accordance with OJEU must be tendered.

Tendering
All purchases with a value greater than £50,000 must be put out to formal tender.

Trading with related parties
The register of business interests is regularly reviewed by Trust Finance Manager. All transactions of related
parties are reported to the Finance and Facilities committee and the Board.

Trading with connected parties
Trading with connected parties must be in line with the Academies Financial Handbook (Section 5.34 2019)

Goods and services for private use
No goods are ordered or services provided to include any elements of private use by governors and staff.

Forms of Tenders
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 Trust Finance Manager how best to advertise for suppliers e.g. 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:
o there is a need to maintain a balance between the contract value and administrative costs
o 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 academy’s requirements,
o 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:
o
o
o
o

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.
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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.
A tender brief must always be prepared and is reviewed by the Local Governing Body.

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:








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
dates for decision and work to be delivered

Tender Acceptance Procedures
The invitation to tender should state the date and time by which the completed tender document is received by
the EA to the CEO. Tenders are 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 are not 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 - two of the budget holder, Trust Finance Manager
 For contracts over £25,000 - the Head Teacher or Trust Finance Manager plus a member of the
Finance and Facilities committee
A separate record details the names of the firms submitting tenders and the amount tendered. The record is
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 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.
Where an external company is used to undertake tenders on behalf of the Trust, tenders will always be
analysed and a report produced for the Trust.
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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 £100,000 a report should
be prepared for the Finance & Facilities Committee highlighting the relevant issues and recommending a
decision. For contracts under £100,000 the decision and criteria should be reported to the relevant Local
Governing Body, under £75,000 the CEO and under £50,000 the Head Teacher.
The accepted tender should be the one that is economically most advantageous to the Trust. All parties are
then informed of the decision.

Insurance
The Finance and Facilities Committee reviews insurance arrangements annually. They ensure that the sums
insured are commensurate with the risks and include cover for Trust property when off the premises.
Budget holders must ensure all valuables are kept locked away.

Trustees Expenses
Directors and Members of the Local Governing Bodies may claim allowances to cover expenditure necessary
to enable them to perform their duties. This does not include an attendance allowance, or payment to cover
loss of earnings. Directors and Members of the Local Governing Bodies may claim allowances by completing a
claim form and submitting it to the local School Finance Office Allowances will only be paid on the provision of
a receipt, and will be limited to the amount shown on the receipt. Members of the governing board may claim
for: - Childcare Care for elderly or dependent relatives
- Extra costs incurred because they have a special need or English as a second language
- Travel and subsistence costs
- Telephone charges, photocopying, postage, stationery, etc.
- Other justifiable allowances
- The costs of approved training courses
Claims will be paid in arrears on a case-by-case basis. Reimbursable costs should be agreed in principle by
the Headteacher or the Business & Development Manager before they are incurred. The Chair of Directors (or
the vice-chair, where appropriate) may investigate claims that appear excessive or inconsistent. All claims will
be subject to an independent audit. Travel expenses where a Director or Local Governor uses their own
vehicle must not exceed the HM Revenue and Customs (HMRC) approved mileage rates .
Trustees wishing to make claims under these arrangements, must complete a claims form from the
Designated Finance Person together with the relevant receipts. The form must be submitted to the Finance
Department within two weeks of the date when the costs were incurred, when they will be submitted for prior
approval by Chair (or for the Chair, a member who is not the Chair).
Claims will be subject to independent audit and may be investigated by the Chair of the Board if they appear
excessive or inconsistent.

Gifts
Ordinarily gifts should be rejected, unless they are of negligible value (e.g. diaries, calendars). However, any
gifts or hospitality in excess of £25 are reported to the Accounting Officer in order to protect the individual
receiving the gift. This is particularly important where the person receiving the gift is a budget holder, has the
ability to influence purchasing decisions or regularly receives reimbursement from the school for items other
than travel expenses.
Gifts that have been reported are entered onto the gifts and hospitality register.

Energy Management
Meters should be check before authorising any invoices from the utilities providers. Any discrepancies or
unusual reading should be raised with the Designated Finance Person immediately.
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The Site team ensures that the school’s heating system is operated and run as efficiently as possible.
The Designated Finance Person ensures that the school is purchasing energy at the most competitive prices
available.
All staff have the responsibility to work in an energy efficient manner at all times (e.g. turning off computers,
lights and heating when not required).

Fraud
The trust does not tolerate fraud. Where instances of fraud or theft are discovered these must be reported to
the Head Teacher immediately. The Head Teacher will determine, where necessary in consultation with the
Chair of the Board, notification of the Police. For fraud or theft over £5,000 reports must be submitted to the
ESFA, and all such reports copied to the Chair of the Board.

Whistleblowing
The Trust has a Whistleblowing policy in place which is accessible to all staff.

Leasing
The Trust does not permit Finance leases as they are a form of borrowing which is not permitted under the
Academies Financial Handbook.

VAT
VAT 126 form
The Designated Finance Person is responsible for submitting the VAT 126 form per month for the Trust. This
is checked and verified by the Trust Finance Manager.
The acquisition and disposal of fixed assets must be managed in line with the Academies Financial Handbook.

Asset Register
All items purchased with a value over the Trusts capitalisation limit of £1,000 must be entered on the fixed
asset register with the following details:











asset description
asset number
serial number
date of acquisition
asset cost
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 asset
effective utilisation of assets and to plan for their replacement
external auditors to draw conclusions on the annual accounts
support insurance claims
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Examples of items to include on the asset register include:










ICT hardware and software (this list can be combined and used to identify software licences to
ensure the school is complying with legislation)
Reprographic equipment
Office equipment
Furniture
AVA equipment
Cleaning equipment
Catering equipment
Technology equipment
Premises equipment

Security of Assets
All the items in the register are permanently and visibly marked as the academy trust’s property.
Equipment is, where possible, stored securely when not in use.
An annual count is under taken by the Asset manager, who is different from the preparer of the asset register.
Where discrepancies between the physical count and the amount recorded in the register are found these are
investigated promptly and, where significant, reported to Trust Finance Manager.

Disposals
Disposals, where applicable, are in line with the financial limits in the scheme of delegation.
Items which are to be disposed of by sale or destruction must be authorised for disposal by the Head Teacher
and, where significant, should be sold following competitive tender.

Loan of Assets
Items of Trust property must not be removed from Trust premises without the authority of the Head Teacher.
A record of the loan must be recorded in a loan book and booked back in when it is returned.
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Appendix 1 - Scheme of delegation: Financial powers plus Authorisation limits
Activity

Trust Board

1. Authorising
the Items over £1,000
disposal of unusable
or
obsolete
equipment included
on the inventory
2. (a)Signing of all
cheques drawn on
the school subsidiary
account

(b) Signing of all
cheques drawn on
the main Trust
account
3. Approval of BACs
payments
(delegation
according to the
account being used)

Chair of Trust
board to be one
of two signatories
for all cheques
over £20,000
Chair of Trust
board approves
any individual
payment over
£20,000

Sub committees

CEO

Headteacher

Other staff

LGBs £501£1000

Items up to £500

Chair of LGB to
be one of two
signatories for
all cheques over
£10,000

Headteacher or
member of SLT for
all cheques below
£10,000

SLT

Headteacher and a
member of SLT on
all cheques over
£10,000

SLT

Headteacher or
member of SLT
signs off schedule
and individually
checks and signs
off payments over
£10,000

School Finance
Manager checks
schedule against
invoices prior to
payment**

CEO for
cheques up to
£20,000

Chair of LGB
authorises any
payments over
£20,000

CEO
authorises
schedule

Headteacher and
member of SLT or
Trust Finance
Manager

4. Approval of BACS
payroll payments
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Activity

Trust Board

5. Approving transfer
between budget
headings (virements)
within agreed limits.

Trust board over
£50,000

6. Writing off debts

Over £500

Sub committees

CEO

Headteacher

CEO up to
£50,000

Headteacher – up to Trust Business
£25,000
Manager maintains
record of all
virements for
termly report to
Trust board
Up to £250

LGB £250-500

Other staff

All bank accounts will be held in the name of LIFE Education Trust; there will be subsidiary accounts for each of the schools within the trust.
Where the School Finance Manager is involved in the processing of invoices for payment, the checking of the BACs schedule will be undertaken by the
Headteacher orTrust Business Manager in order to maintain separation of duties.
In the absence of the CEO or a headteacher their delegated powers may be undertaken either by their nominated deputy or such other person agreed by the
Trust Board.
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Appendix 2

Tendering Policy
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Procedures
All purchases with a value greater than £50,000 must be put out to formal tender. The following procedures
must be followed in such circumstances:
1. A specification will be prepared by the budget holder, authorised by the Trustees and Business Manager
and sent to at least three suppliers. It is anticipated that for any major building works of a value greater
than £50,000 the services of an architect may be engaged to deal with the handling of specifications and
suitability to tender.
2. In the case of building works, the suppliers invited to tender should be drawn from the approved list
agreed with the architect. These suppliers stand to be chosen with regard to The Register of Pecuniary
Interests to ensure no personal gain, and suitable site references will be sought. Otherwise, invitations
to submit tenders will be advertised in local newspapers and trade journals if appropriate. The invitations
to tender will include:
(a) an introduction/background to the project;
(b) the scope and objectives of the project;
(c) any technical requirements;
(d) implementation details for the project;
(e) the terms and conditions of the tender; and
(f) the form and date of response to the academy, or in the case of building works, to the architect or
quantity surveyor.
3. All replies, if to the academy, should be returned to the Academy in a plain sealed envelope marked
‘Tender’ by a specified date. All replies must kept sealed until that date.
4. All tenders will be opened at the same time and details of the contractor, quotation and any other details
recorded at the time of opening,
5. No contractor will be allowed to amend the tender after the time fixed for receipt.
6. For contracts up to £50,000 (provided the expenditure is included in the budget) the decision as to
which tender to accept will be taken by the Head teacher, in accordance with the schools Scheme of
Delegation.
7. For contracts between £75,000 and £150,000, the decision as to which tender to accept will be
authorised by the Chief Executive Officer, in accordance with the schools Scheme of Delegation.
8. Contracts above £100,000 must be accepted by the Board, in accordance with the schools Scheme of
Delegation.
9. The reasons for accepting a particular tender must be documented, especially if it is decided to accept
other than the lowest tender. All decisions must be reported to the full governing body.

Acceptance of Tender
The following points will be considered when deciding which tender to accept:
1. The overall price and the individual items or services which make up that price.
2. Whether there are any ‘hidden ‘costs; that is additional costs which the academy will have to incur to
obtain a satisfactory product.
3. Whether there is scope for negotiation, while being fair to all tenderers.
4. The qualifications and experience of the supplier, including membership of professional associations.
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5. Compliance with the technical requirements laid down by the academy.
6. Whether it is possible to obtain certificates of quantity.
7. The supplier’s own quality control procedure; pre sales demonstrations, after sales service and, for
building works, a six month defects period and insurance guarantees.
8. The financial status of the supplier.
9. References from other academies.
10. Understanding & compliance with Health & safety, CDM regulations and Child Protection issues related
to working on an academy site
In the case of building works, where the tendering process is being carried out by the architect or quantity
surveyor, they will be responsible for checking the documents of the lowest tender before making a
recommendation to the academy.
Once a tender is accepted an order should be issued immediately to the supplier in the normal way.
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Appendix 3
The Frances Bardsley Academy

Lettings Policy

This document was accepted and ratified by the Local Governing Body on: March 2020
Review date: March 2021
Person responsible: FBA School Business Manager
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The Frances Bardsley Academy aims to ensure the use of the academy’s facilities to the fullest potential and
in keeping with the articles of association of the academy. It is intended that the premises and sports facilities
are available firstly, for the benefit of our learners and secondly, for the benefit of the local community.
Aims


To ensure that lettings are in keeping with the fundamental purpose of the academy.



To support community involvement in the life of the academy.



To support the community in sporting, cultural and educational pursuits.



To be consistent with the academy’s equal opportunities policy.



To maximize the commercial opportunity for lettings.



To ensure costs are fully calculated and covered.



To provide a professional service to users of the academy’s premises and ensure good customer
care.



To monitor the maintenance of the high standards of the premises and grounds.

Responsibilities
Overall responsibility for academy lettings is held by the Governing Body of FBA. The Heads of School have
responsibility for ensuring adherence to the policy. Practical responsibility for the policy is delegated to the
School Business Manager.
Lettings Assistant Responsibilities









To manage the day-to-day lettings of the premises and ensure effective communication between all
parties concerned.
To maintain accurate records for inquiries and bookings.
To maintain a booking chart.
To maintain effective contact with hirers.
To inspect insurance documentation.
To consult with the Finance Officer wherever appropriate,
To liaise with the Physical Education department.
To organise cleaners as necessary.

Finance Officer Responsibilities




To raise invoices and keep track of payments.
To advise the Finance Officer of any outstanding invoices.
To initiate legal proceedings in the case of bad debtors after consultation with the School Business
Manager.

Duty Site Staff Responsibilities




To ensure facilities are as required by hirers.
To monitor all hirers to ensure all aspects of the contract are being adhered to and that facilities are
left ready for academy use.
To provide a professional service to users of the academy’s premises and ensure good customer
care. To ensure the Lettings Assistant is informed as necessary.

Teaching Staff Responsibilities
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To liaise with the Lettings Assistant to ensure communication of any events/bookings arranged after
school or the extended day.

Charges
All charges are to be reviewed annually and set at a commercially viable rate. Academy events which run
entirely for pupils will not usually incur charges. Where individual pupils seek to raise money for charity or
trips, they will usually be charged the community rate. Community groups using the academy facilities will
be entitled to a reduced community rate. The level of charge will be initially determined by the School
Business Manager with the right of appeal to the Heads of School. The scale of charges is to be
recommended by the School Business Manager to the Local Governing Body and agreed by them. Charges
will be reviewed on an annual basis.
Staff requests
Staff wishing to book the academy’s facilities will be offered a 10% discount on the community rate.
Bookings
Requests for booking the facilities are made directly to the academy. Whilst every effort is made to
accommodate all requests, the academy and current hirers will be given priority. When considering bookings,
the academy will consider the nature of the event and organisation, site supervisor availability, the number of
other lettings at that time and the suitability of our accommodation. All lettings must be considered
appropriate for the academy.
The academy will inform hirers at the beginning of each term about events at the academy that may affect
the bookings. The academy is committed to avoiding cancellations, and will always strive to offer an
alternative and suitable area should an issue occur.

Health & Safety
No smoking is allowed on site. This includes Tobacco and any form of e-cigarettes or Vaping. The academy
has a responsibility to work within the framework of the law; however, hirers must take all reasonable steps
to prevent injury, loss or damage to any person or property for the duration of the letting. Hirers are
responsible for arranging all first aid provision for the members of their organisation. The academy‘s
telephone system should ONLY be used in the event of an emergency. All hirers are issued with the site
team’s mobile number for use in an emergency.
The academy reserves the right to cancel any letting where the hirer fails to comply with health and safety
procedures (see Conditions of Hire information).
The academy requires every electrical item used to have a PAT certificate.
All lettings are run in accordance with the academy Health & Safety procedure. Therefore the capacity of
some spaces may range depending on the activity taking place. Purpose for hire will be discussed at time of
booking and any restrictions put in place must be followed.
Insurance
The school does not provide hirers with public liability insurance against personal injury, accident, loss or
damage to property. The hirer must provide evidence to the lettings assistant that they have adequate
insurance cover in place before a letting can be agreed.
For a one-off hire, a charge will be made to provide cover for the duration of the hire.
Safeguarding
All hirers who provide activities for children and young people are required to complete the Application for
Hiring Premises form which indicates they have a Child Protection Policy. (See copy attached)
Complaints Procedure
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In the event of a hirer being dissatisfied with the facilities or service, the academy will investigate in line with
the Complaints Policy.

FACILITIES
The following facilities are available for hire:
Hall with stage and seating for maximum of 252 (or 362 if the balcony is used)
3G All Weather pitch (Floodlit)
Sports hall
Classrooms
Meeting Room
Library (available if the nature of the letting is appropriate)
Drama room
Rose Gaughan Theatre – Tiered seating for 110
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APPENDIX A
Letter to hirers
Dear Client,
Please do read the information in this document as it contains essential information regarding your hire of
our Academy premises. It is important that your party keeps to the hours booked (please remember to add in
setting up and clearing up time when you book) and that all Academy facilities are kept in good order at all
times. The right is reserved to cancel your booking if the terms and conditions of hiring are not met.
Hire of these premises is subject to the following conditions.
General Conditions
1
2

3
4
5

6
7
8

9
10

11

12
13
14

15
16
17
18

The Hirer must be over the age of 18 years; have completed the Application for Hire Form, have
adequate Public Liability Insurance cover in place and have paid the required charges.
The Hirer is required to include preparation time and clearing-up time on the Application Form. Academy
premises are generally unavailable for hire during normal term time Academy hours or later than 10pm.
This may be extended to 11pm on Friday and Saturday evenings. All other times are by negotiation. The
Academy is not available for hire on Bank Holidays or between 24th December and 2nd January.
The Hirer, on arrival, should report any damage, litter or disorder immediately to the Site Supervisor on
duty.
The Hirer is responsible for ensuring the number of people on site during the period of hire does not
exceed the number given on the Application for Hire Form.
The Hirer is responsible for leaving the premises hired in a clean, neat and tidy condition and must place
rubbish in black bags, which must be deposited in the external refuse bins. In the interests of hygiene,
hirers are requested to ensure that disposable nappies are not left on the Academy’s premises. If the
Hirer fails to leave the premises clean, neat and tidy, the Academy’s cleaners will clean the premises
and will charge the cost to the Hirer.
The Hirer is responsible for the area of the premises hired and access and exit routes for the period of
hire. The Hirer shall not assign or sublet the premises or any part of the premises.
The Hirer is responsible for ensuring that the let finishes promptly. The Academy will charge for the extra
costs incurred for any delay.
All publicity for the hiring and all admission tickets etc. shall explicitly contain the name and address of
the Hirer and the purpose of the event. Notices can only be displayed within the Academy site with the
Academy’s prior agreement. The Hirer is requested to inform the Academy in advance if the media is
expected.
The Hirer agrees to pay the Academy on demand the cost of repairs or making good any loss or damage
arising out of or incidental to the hiring.
No intoxicating liquor shall be included in the refreshments available at any
Functions without the Academy’s written consent. No intoxicating liquor may be sold at an event without
the necessary licences and approvals, which must be produced by the Hirer and shown to the Academy
in advance.
Parking is permitted in the front car park (5 mph speed limit). Vehicles must not be parked where they
would cause an obstruction. The Academy cannot accept liability for valuables or possessions that are
lost or damaged in any way on or off the Academy premises.
It is the role of the Hirer to arrange, set out and put back in its original place all furniture used in
conjunction with the period of hire.
When classrooms are hired, the Hirer is responsible for ensuring the Frances Bardsley Academy pupils’
property; work or equipment is not interfered with in any way.
Regular hirers of classrooms or sports facilities are assumed to attend each week and must notify the
Academy of any absence without delay by contacting the Lettings Assistant on 01708 447368 ext. 249.
A charge is levied whether or not the facility is used in accordance with the FBA cancellation conditions.
All furniture should be returned to its original position at the end of the letting.
The Academy prohibits the use of fireworks.
No candles are permitted on site.
No smoking is allowed on the Academy site. This includes Tobacco and any form of e-cigarettes or
Vaping. The Academy may terminate the letting if the Hirer fails to comply with the Conditions of Hire or
with Fire and Health and Safety regulations.
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19 Any event deemed to bring the Academy’s good name into disrepute can be cancelled at any time by the
Academy
20 Publicity materials used must be approved by the Academy in advance.
21 The hirer is responsible for carrying out a risk assessment. The Academy may require the hirer to
provide a copy of this assessment to the Premises Manager.
22 Bookings will be invoiced monthly, in advance. Invoice will be issued on 4th and payment terms are 15
working days or prior to the date of the letting if less than 15 working days. If full payment is not received
prior to the date of the booking, then the booking is subject to cancellation.
23 The hirer is asked to give at least 10 calendar days’ notice of a cancellation. For cancellations the
following charges will apply.
Cancellation less than 1 working day will still be liable for the full amount
1-2 working days’ notice will be refunded 25%,
2-4 working days’ notice will be refunded 50%
5 working days will be refunded 75%
There will be no charge for a cancellation given with 6 days notice or more.
Any applicable refunds will be credited to the following month’s invoice.
24 Hirers who are booking premises for activities involving children must provide evidence that they have
robust child protection policies and practices.
25 The agreement to hire will cover parts of the premises only. The hirer does not have any rights of access
to other parts of the premises. These must be maintained secure and out of bounds at all time during the
hire. The hirer undertakes to take all reasonable steps to ensure that participants in his/her activity will
not trespass into areas of the premises that are not subject to the hiring.
26 A Governor, The Head Teacher, Deputy Head Teacher and others appointed by the Governors, shall
have the right of entry to the premises during hiring.
27 No advertisements, emblems or slogans shall be displayed outside the Academy premises without the
prior written permission of the Academy.

Should the hirer need to call the emergency services during a letting the duty site supervisor must be
informed.
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APPENDIX B
Charges for September 2019- August 2020 - as agreed by Governors in March 2020
Main School Hall
£40 per hour for general use.
£50 per hour for all other events
additional site staff costs may be charged if large numbers on site, over 200 people requires 2 duty site
supervisors
insurance charged in addition where applicable if not held by hirer
Depending on the nature of the letting a £200 security deposit (refundable) may be required
All weather pitch
Full pitch for 1 hour training £75.00
Half pitch for 1 hour training £40.00
Matchplay £70.00
Matchplay Half pitch £50
Sports Hall
£33 per hour
insurance charged in addition where applicable if not held by hirer
Outside Netball court
£25.00 per hour
Classroom
1 classroom for 1 hour £25
insurance charged in addition where applicable if not held by hirer
2 classrooms for 1 hour £45
insurance charged in addition where applicable if not held by hirer
3 classrooms for 1 hours £60
insurance charged in addition where applicable if not held by hirer
Old Library/ Conference Room
£33 per hour
insurance charged in addition where applicable if not held by hirer
Drama suite
£33 per hour
insurance charged in addition where applicable if not held by hirer
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LETTINGS APPLICATION FORM
…………………………………………………………

Client Name:

Client Address: …………………………………………………………
…………………………………………………………
…………………………………………………………
……………………………………………

Client Contact Number (Home):

……………………………………………

(Mobile)

…………………………………………………………

Client Email Address:

What is the purpose of the hire?
How many people max?
Will there be children and/or young people on site?
(if so Please indicate if you have a child protection policy and attach a copy)
Will you be using or require electrical equipment? i.e. audio equipment
Will you require tables - 18 tables can be suppled
Will you require chairs – 250 chairs can be supplied
Will alcohol be consumed?
Please complete the following:
Area to be hired

Date of hire

Time of hire
(from – to)

Number of
chairs required

Any additional information/details
……………………………………………………………………………………………………………
……………………………………………………………………………………………………………
……………………………………………………………………………………………………………
I hereby make application for the use of the accommodation and facilities stated above and, upon such
application being approved, I undertake to pay in advance the charges and to comply with the Conditions of
Hire which I have a copy. I understand that if payment is not made prior to the date of the booking then the
booking will be subject to cancellation.
Signature: ………………………………………….
Full Name: …………………………………………
Date: …………………………………………………
Please Return to:

Telephone:

The Lettings Assistant
The Frances Bardsley Academy for Girls
Brentwood Road
ROMFORD
RM1 2RR
01708-447368
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Benhurst Primary School

Lettings Policy Statement
‘Only my best is good enough for me’

Policy
Implementation Date
Review Date

Lettings
September 2019
September 2020

The object of letting (hire of) school premises is to establish the school as a resource of and the ‘hub’ of the
community. This in turn will encourage greater community cohesion and facilitate more vibrant, safer and
stronger communities.
The school should not be let at a financial loss. Governing bodies can cross subsidise lettings by charging
different amounts for different purposes however, delegated budgets must not be used to subsidise nonschool activities.
The Governing body has devolved the responsibility for agreeing all school lettings to the Head teacher.
Types of Lettings
Single lettings are those where an individual or organisation wishes to hire facilities on a one off basis, these
lettings should still be subject to a formal lettings agreement and follow the same principles as a continuous
letting. Continuous lettings are those that run for a number of weeks or terms.
Letting Agreement
All lettings (even those where no charge is made) must be subject to a letting agreement and must be signed
by both the school and the hirer. A letting is confirmed as accepted when a signed letting agreement is in
place. Any amendments to an agreement will require a new agreement form to be signed.
Equal Opportunities
School premises must not be let to any individual, group or organisation that does not subscribe and adhere
to the schools statement on equal opportunities.
Political Use
School premises will not be let for political use; the only exception to this is as a polling station.
Legal Use
It is the responsibility of the person letting the premises (hirer) to ensure the premises will not be used for
any purpose which may be deemed contrary to English law. The school is a community building and the hirer
will be held responsible for noise levels and guest behaviour which must not offend other users or local
residents.
Named Individual
The hirer must provide the school with a named individual who the school can contact in the case of an
emergency. This person must be on the premises for the full duration of the letting.
Safety
During the period of the letting the hirer’s named individual will be responsible for following the conditions of
booking and ensuring the safety of those using the premises. The named individual will have the
responsibility for complying with School Health & Safety Policy (a copy is available on the school website and
made available on request to hirer) and any other instructions or guidance provided by the Head Teacher.
The school will provide the hirer with the name and phone number of school contacts in the case of an
emergency. A member of school staff will be responsible for showing the hirer’s named individual how to
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raise the alarm in an emergency, this will include location of appropriate fire exits, fire extinguishers and
evacuation area.
The maximum capacity of the main hall is 100, the dining hall 50 and a standard size classroom 30. These
must not be exceeded.
No equipment can be brought on to the site without the prior approval of the head teacher, electrical
equipment will also require a PAT testing certificate. Smoking, drugs & gambling are not appropriate
activities on school premises. Alcohol cannot be sold unless the hirer has a licence agreement and a copy
given to the school in advance of the letting. Where alcohol is consumed without being sold, the school
expects the hirer to ensure this is not to excess and noise levels and guest’s behaviour does not offend other
users or local residents.
Access to the school car park should be limited especially if young children are on site. In some instances,
the KS2 playground can be used to park cars. Please liaise with the Site Manager should this be required.
Risk Assessments
The hirer will be responsible for ensuring compliance with any school provided risk assessments. Where
appropriate the hirer will be responsible for undertaking their own risk assessments for specific activities and
providing their own first aider. The school’s cooking facilities must not be used unless prior permission has
been obtained from the Site Manager.
Insurance
The school does not provide hirers with public liability insurance against personal injury, accident, loss or
damage to property. The hirer must provide evidence to the head teacher that they have adequate insurance
cover in place before a letting can be agreed.
Charges
Charges will be set out in the letting agreement between the school and hirer, the governing body will
periodically review these charges, giving the hirer at least one half terms notice of any changes in fees or
conditions of hire. Charges are detailed within this policy.
Damage
The hirer will be responsible for the cost of any damage to school premises or equipment, school staff have
free access to all parts of the school site during lettings to check hirers are acting in a responsible manner.
Cleaning/Security
Any costs for cleaning or providing building security will be detailed in the letting agreement, where such
costs are not identified, responsibility for cleaning and security will be the responsibility of the hirer. School
site staff will be responsible for opening and closing the school unless alternative arrangements have been
agreed with the Head Teacher,
Cancellation & Complaints
The school (through the powers designated to the Head teacher) has the right to cancel any letting. The
school will always look to provide reasonable notice of cancellation unless the hirer is in breach of the letting
agreement, upon which cancellation will take immediate effect. Where the hirer has a complaint the schools
standard complaints policy and process will apply, if the school has a complaint about the hirer, in the first
instance the Head Teacher will raise this with the named person, if the complaint is not resolved it will be
escalated to the governing body to decide on the appropriate action for the school to take.
Declaration of Interest
Any members of school staff or governors having connection with a letting must formally declare this;
declarations should be formally minuted at the appropriate meeting.
Other documents you should also refer to/make available to hirer:
Booking Application Form & Booking Procedures Checklist (school & hirer)
Summary Conditions of Booking (for hirers)
Lettings Agreement (school & hirer)
Health & Safety Policy, School Complaints Policy, Equal Opportunities Policy (available to hirer on request)
Permission to use school site
Charges Policy/Rates
Relevant Risk Assessments & Emergency Procedures (school & hirer)
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Copy of Public Liability Insurance (from hirer)
General Charges
When
Monday - Friday

Hall
£30 per hour

Field
£30 per hour

Per classroom
£30 per hour

Benhurst only children
attending - free
£30 per hour

Benhurst only children attending - free

Saturday

Benhurst only children
attending – free
£30 per hour

Sunday

£40 per hour

£40 per hour

£30 per hour for the first classroom
£10 per hour for additional classrooms
£40 per hour for the first classroom
£15 per hour for additional classrooms

Friends of Benhurst (FOB)
A separate charging policy is applied to FOB in recognition of the social and financial support they offer the
school throughout the year.
Hiring of the school building before 6pm during term time – No charge
Hiring of the school building after 6pm during term time - £10 per hour
Hiring of the school building during holidays or weekends – £10 per hour
ABACUS
A separate charging policy is applied to ABACUS in support of the Extended Schools Programme. The weekly
rate for 2017/18 is set at £100.
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Appendix 4 – Final Account Form for Trips
FINAL ACCOUNT FOR
DATE OF TRIP/VISIT
TRIP ORGANISER
NUMBER OF STUDENTS ON TRIP
NUMBER OF STAFF ON TRIP
INCOME SUMMARY
Receipt Number

Date Received

Amount

TOTAL INCOME

0

EXPENDITURE SUMMARY
Name of Supplier Invoice Ref

Date Paid

Amount £

Incidental Expenses
Refunds to Pupils
Transfer of Teaching Cover Costs
Transfer of Admin Charge
TOTAL
EXPENDITURE

GAIN & LOSS
SIGNATORIES

Signature

Date

Prepared by
Trip Organiser
Head Teacher
- 43 -

Appendix 5 - SCHOOL TRIP PROFORMA
TRIP TITLE
NAME OF TRIP ORGANISER
DATES OF TRIP
NUMBER OF STUDENTS ON TRIP (A)

SECTION 1 : PLAN
Transport to airport/pick up point
Travel costs
Accommodation
Travel Insurance
Other inclusive tour costs (guide
entry/tickets etc.)
Incidental expenses (meals not
included in above)
Other costs (please specify)
Teacher cover costs
Number of staff required
Approved by Cover coordinator

DETAILS

How many days cover required?

SUB TOTAL
Admin charge @ 5% of sub total

TOTAL ESTIMATED COST (B)

Cost covered by Pupil Premium ?
Curriculum Based trip - Full cost covered
Non - Curriculum Based trip - Half cost
covered

Cost per student: £

Each student is being charged : £

FOR OFFICE USE ONLY
Finance Officer Checked

Date

Approved by Business Manager

Date

Approved by Headteacher

Date
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AMOUNT
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