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Summary of Authorisation and Monetary Limits / Thresholds 

    Limits / Thresholds 

A.    Committing expenditure / credit notes    

Budget Holder Up to £1,000 

Headteacher or Finance / Business Manager Up to £7,000 

Director of Finance and Operations (DFO) Up to £60,000 

Finance and Audit Committee 
Over £60,000 

B.   Direct Debit, Standing Orders and Faster 
Payments   

Cheques (exceptional): 2 signatories Up to £10,000 

Cheques (exceptional): 3 signatories Over £10,000 

Direct Debit and Standing Order: DFO / Chief Executive 
Officer (CEO) All 

BACS / Faster Payments: Central MAT Finance / DFO All 

   

C.   Purchasing Procedures  

Requisition / Order to be completed All 

1 Quotation from approved supplier £1,000 to £7,000  

2 Competitive quotations if not on list of approved 
suppliers 

£7,000 up to £10,000 

3 Like for like competitive quotations to DFO 
Over £10,000 (written current 
evidence required and 
retained) 

Tendering procedure Over £60,000  

Tendering procedure + “Contracts Finder” 
Over £60,000 less than 
£118,000 

Tendering procedure + “Find a Tender Service” Over £118,000 

    

D.    Writing off bad debts 
 

Headteacher 
Up to £500 per debt, £1,000 
p.a. in total 

Local Governing Body Up to £1,000 p.a. in total 

MAT Finance and Audit Committee 
Up to The smaller of up to 
1% annual income or 
£45,000 for single transaction 

MAT Board 
The smaller of up to 1% 
annual income or £45,000 for 
single transaction 

ESFA explicit prior approval 
Over £45,000 / 1% annual 
income individually or 5% of 
annual income cumulatively 
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E. Disposal of equipment   

DFO Up to £500 

MAT Finance and Audit Committee via DFO Over £500 

Written approval from ESFA for land / buildings freehold 
or heritage assets above funding agreement or asset 
funded by £20k+ capital grant 

All 

F.   Staff Severance or Compensation Payments   

MAT Board / Chair 
Up to £50,000 (non-statutory 
/ non contractual) 

HM Treasury via ESFA 
Over £50,000 (non-statutory / 
non contractual) 

    

G.    Asset Register / Inventory   

Attractive portable items Over £250 

Capitalisation threshold (becomes asset on balance 
sheet) 

Over £2,500 (for assets) 

  

H.   Fraud / Theft of any funds   

Report to Trust Board via DFO / CEO Up to £5,000 

Report to Education & Skills Funding Agency (via Trust 
Board and DFO) 

Over £5,000( individual or 
cumulative) or all unusual / 
systematic fraud 

    

I.  Mileage Allowance 
HM Revenue & Customs 

approved rates 

    

J.   Safe Cash/ Cheque limits  
Per MAT’s current insurance 
policy 
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EAST (“The MAT”) Financial Policy & Procedures  

1. Introduction 

 

The purpose of this manual is to ensure that the Multi Academy Trust (MAT or Trust) 

maintains and develops systems of financial control which conform to the requirements both 

of propriety and of good financial management. It is essential that these systems operate 

properly to meet the requirements of our funding agreement with the Department for 

Education (DFE)/Education Skills Funding Agency (ESFA). 

 

The MAT must comply with the principles of financial control outlined in the academies 

guidance published by the DFE/ESFA. This document expands on that and provides detailed 

information on the MAT’s accounting procedures and system manual should be read by all 

staff involved with financial systems. 

2. Organisation 
 
2.1 The MAT has defined the responsibilities of each person involved in the 

administration of the MAT finances to avoid the duplication or omission of functions 
and to provide a framework of accountability for Trustees and staff. This delegation is 
to follow the Scheme of Delegated Authority for the MAT. The financial reporting 
structure is illustrated below:  

 
2.2 The Trustees  

The Trustees have overall responsibility for the administration of the MAT’s finances. 
The main responsibilities of the Trustees are prescribed in the Funding Agreement 
between the MAT and the DfE and in the MAT’s scheme of government. The main 
responsibilities include:  

 Ensuring that grant from the ESFA is used only for the purposes intended;  

 Ensuring that funds from sponsors and donations are received according to the 
MAT’s Funding Agreement, and are used only for the purposes intended;  

 Approval of the annual budget;  

 Appointment of the CEO and  

 Appointment of the DFO (incorporating the Chief Financial Officer role), in 
conjunction with the CEO.  

 
The Finance and Audit Committee 
  
2.3  The Finance and Audit Committee is a committee of the Trustees. The Finance and 

Audit Committee meets at least once a term but more frequent meetings can be 
arranged if necessary.  

2.4  The main responsibilities of the Finance and Audit Committee are detailed in written 
terms of reference which have been authorised by the Trustees. The main 
responsibilities include:  
- The initial review and authorisation of the annual budget, using an integrated 
approach to curriculum and financial planning  
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- The regular monitoring of actual expenditure and income against budget; ensuring 
sufficient controls exist to prevent schools exceeding budgets 

- Ensuring the annual accounts are produced in accordance with the requirements of 
the Companies Act 1985 and the DFE guidance issued to academies and within the 
Financial Regulations for the Academy’s Financial Handbook;  

- Authorising the award of contracts over £60,000 and central procurement decisions.  

- Authorising changes to the MAT personnel establishment 

- Reviewing the reports of the Internal Auditors on the effectiveness of the financial 
procedures and controls. These reports must also be reported to the full Trustees. 
- Ensuring all points raised in internal and external audit reports and Management 
Letters are implemented. 
- Reviewing financial risk register and devising programme of internal audit to 
address 
- Making decisions on how central funds will be allocated and whether a “top-slice” 
will apply  
- Challenging deficit or over-spent budgets 

 
The CEO  
 
2.5  Within the framework of the MAT business plan as approved by the Trustees the 

CEO, as Accounting Officer, has overall executive responsibility for the MAT’s 
activities including financial activities. Much of the financial responsibility has been 
delegated to the DFO but the CEO still retains responsibility for:  

- Approving new staff appointments within the authorised establishment, except for any 
senior staff posts which the Trustees have agreed should be approved by them in line 
with the scheme of delegation;  

- Authorising contracts in conjunction with the DFO. Signing cheques/authorising 
electronic payments in conjunction with the DFO. 

- Setting Key Performance Indicators to determine and monitor performance of the 
schools 

- Financial risk assessment, in conjunction with the DFO. 
 
The Director of Finance and Operations (DFO)  
 
2.6  The DFO works in close collaboration with the CEO through whom they are 

responsible to the Trustees. The DFO also has direct access to the Trustees via the 
Finance and Audit Committee. The main responsibilities of the DFO are:  
- The day to day management of financial issues including the establishment and 
operation of a suitable accounting system;  

- The management of the MAT financial position at a strategic and operational level 
within the framework for financial control determined by the Trustees;  

- Working with the leadership teams of the schools to ensure than budgets are set 
using an integrated approach to curriculum and financial planning. 

- The maintenance of effective systems of internal control;  

- Ensuring that the annual accounts are properly presented and adequately supported 
by the underlying books and records of the MAT;  

- The review and preparation of monthly management accounts and reporting to the 
Finance and Audit Committee who have delegated powers from the Trustees;  

- Authorising orders in conjunction with budget holders. Signing cheques/authorising 
electronic payments in conjunction with the CEO or other authorised signatory;  
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- Ensuring forms and returns are sent to the Education and Skills Funding Agency 
(ESFA) in line with the timetable  
- Using Key Performance Indicators, benchmarking information and historical data to 
identify areas for financial review and improvement; 
- Overseeing procurement across the schools and taking advantage of joint 
purchasing wherever possible 

 
Internal Audit  
 
2.7  The Finance and Audit Committee also acts as the audit committee and reviews the 

risks to internal control at the MAT and have agreed a programme of work that will 
address these risks, to inform the governance statement that accompanies the 
Trust’s annual accounts and, so far as is possible, provide assurance to the external 
auditors.  

 
2.8  The Trustees have agreed to buy in the services of an internal audit service to ensure 

that financial transactions have been properly processed and that controls are 
operating as laid down by the Trustees. A report of the findings from each review will 
be presented to the Finance and Audit Committee.  

 
Other Staff  
 
2.9  Other members of staff, primarily the Headteachers, the Business / Finance 

Managers, finance teams and budget holders, will have financial responsibility as 
determined and amended from time to time with the Scheme of Delegation. All staff 
are responsible for the security of MAT property, for avoiding loss or damage, for 
ensuring economy and efficiency in the use of resources and for conformity with the 
requirements of the MAT’s financial procedures.  

 
Register of Interests  
 
2.10  It is important for anyone involved in spending public money to demonstrate that they 

do not benefit personally from the decisions they make. To avoid any 
misunderstanding that might arise all MAT Trustees, members of Local Governing 
Bodies and staff with significant financial or spending powers are required to declare 
any financial interests they have in companies or individuals from which the MAT may 
purchase goods or services. This is a register of Pecuniary Interests, held by the 
CEO on behalf of the MAT across all schools and is open to public inspection. 

 
2.11 The register should include all business interests such as directorships, share 

holdings or other appointments of influence within a business or organisation which 
may have dealings with the MAT. The disclosures should also include business 
interests of relatives such as a parent or spouse or business partner where influence 
could be exerted over a Trustee or a member of staff by that person. 

 
2.12  In addition to the register of interest, Trustees and staff are required to declare 

interests whenever they are relevant to matters being discussed by the Trustees or a 

committee. Where an interest has been declared, Trustees and staff should be 

excluded from that part of the committee or other meeting. 
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3. Financial Accounting System  
 
3.1  All the financial transactions of the MAT must be recorded on the MAT’s accounting 

system. The MAT system is operated by the Central Finance staff and at the local 
schools. 

 
System Access  
 
3.2  Entry to the accounts system is password restricted and the DFO is responsible for 

implementing a system which ensures that passwords are changed regularly. When 
passwords are changed the new password is available through the IT managers in 
school.  

 
3.3  Access to the component parts of the accounts system can also be restricted and the 

DFO is responsible for setting access levels for all members of staff using the system.  
 
Back-up Procedures  
 
3.4  Cloud based systems are automatically backed up by the provider. 
 
3.5  The use of a cloud-based finance system reduces the need for a comprehensive 

disaster recovery plan. Should systems within the schools fail the system will be 
available to staff either in another school within the Trust or by working at home. 

 
Transaction Processing  
 
3.6  All transactions input to the accounting system must be authorised in accordance with 

the procedures specified in this policy. The detailed procedures for the operation of 
the payroll, the purchase ledger and the sales ledger are included in the following 
sections of the manual. 

 
3.7 All journal entries must be documented on the appropriate journal form, and reviewed 

by the Finance Manager or DFO prior to being input to the accounting system. 
 
3.8 Bank transactions should be input by the Finance staff and the input should be 

checked, and authorised to evidence this check, by the DFO via weekly bank 
reconciliation. 

 
3.9 Checks should be made on new suppliers’ bank details when they are set up by the 

schools until such time that the update of suppliers’ bank details are centralised. 

3.10 For invoices, staff expenses and grant remittance advices, these must be scanned 

and loaded into the designated area / accounts system. Other documents may be 

required by the DFO to be scanned in, e.g. quotations. 

3.11 Authorisation of orders, invoices, staff expenses and journals is permissible via 

signature, email and via accounts system authorisation (requiring an approver to log 

in). 
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3.12  Detailed information on the operation of the accounts system can be found in the 
online user manuals.  

 
Transaction Reports  
 
3.13  The DFO will obtain and review system reports to ensure that only approved 

transactions are posted to the accounting system. The reports obtained and reviewed 
will include:  
- The monthly detailed transaction reports per school;  

- Master file amendment reports for the payroll, purchase ledger and sales ledger;  

- Management accounts summarising expenditure and income against budget at 
nominal code and budget holder level, and at Trust level for consolidated figures. 
- Cashflow report 
- Bank transactions are reconciled weekly and agreed by the Finance Manager or 
DFO, with reports showing reconciled and unreconciled items at each statement date. 

 
Reconciliations  
 
3.9  The Central Finance Team are responsible for ensuring the following reconciliations 

are performed each month, and that any reconciling or balancing amounts are 
cleared:  
- Sales ledger control account;  

- Payroll control accounts; 

- Banking paying / receipts control account 

- All suspense and control accounts and  

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

The individual school finance staff are responsible for; 
- Their own sales ledger 
- Their own purchase ledger account 
- Local credit card transactions 
- Cash Courier 
- On-line income to their school (via Parentpay/Parentmail etc). 

 
3.10  Any unusual or long outstanding reconciling items must be brought to the attention of 

the DFO. The DFO will review and authorise all reconciliations as evidence of review. 

Financial Planning  
 
4.1  The DFO will manage the annual budget planning process as part of medium term 

(minimum of 3 years) planning to ensure financial sustainability. 
 
4.2 The DFO will set a framework for schools to set their medium term plan on an annual 

basis which will include assumptions and a consistent approach to budget planning 
for each school using the tools issued by the DFO. There will be is a clear link 
between each school’s annual budget and the School’s Improvement Plan as part of 
an overall MAT strategy. 
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4.3  The medium term financial plan is prepared as part of the business planning process. 
The business plan indicates how the MAT’s educational and other objectives are 
going to be achieved within the expected level of resources over the next three years. 

 
4.5  The business plan provides the framework for the annual budget. The budget is a 

detailed statement of the expected resources available to the MAT and the planned 
use of those resources for the following year. The business planning process and the 
budgetary process are described in more detail below. 

 
Business plan  
 
4.6  The business development plan is concerned with the future aims and objectives of 

the MAT and how they are to be achieved; that includes matching the MAT’s 
objectives and targets to the resources expected to be available. 

  
4.7  The form and content of the business plan are matters for the MAT to decide but due 

regard should be given to the matters included within the guidance to Academies and 
any annual guidance issued by the ESFA. 

  
4.8 Each year the CEO will propose a planning cycle and timetable to the Trustees which 

allows for:  
- A review of past activities, aims and objectives - “did we get it right?”  

- Definition or redefinition of aims and objectives – “are the aims still relevant?”  

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

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

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

 
Annual Budget 

4.9 The DFO is responsible for preparing and obtaining approval from Trustees for the 
annual MAT budget as part of the MAT’s 3-5 year medium term plan. This will involve 
working with the Headteachers and finance staff of the local schools by challenging 
and reviewing their initial budget submissions set within a defined framework and 
assumptions. 

 
4.10 Schools will submit their budget plans to their local governing body and then to the 

DFO for review and feedback. This can be an iterative process until the DFO is 
satisfied with the school’s budget including sufficient justification of forecast pupil 
numbers. The central MAT budget will be submitted to the Finance and Audit 
Committee for their challenge and review. 

 
4.11 The final consolidated MAT budget must be approved by the CEO, the Finance and 

Audit Committee and the Trust Board. 
 
4.12  The annual budget must be balanced over the planning period including use of 

reserves but must accord with the aims of the Trust Reserves policy. Schools are not 

permitted to set budget plans resulting in deficit reserves at the end of the year or at 

the end of the 3-year period; the plans must be balanced over a 3-year period with 
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reserves at a minimum of the percentage being advised each year which will be 

notified to schools annually.   

4.13  The Trust’s Budget Forecast Return (BFR) is prepared by the DFO. Its contents must 
be approved by the Trust Board, reflecting the approved Trust budget for the new 
year and 3-year plan including the cashflow. It must be submitted to the ESFA by a 
prescribed date in July each year and in May for the forecast in the current year 
(BFRO). 

 
4.14 The DFO is responsible for establishing a timetable which allows sufficient time for 

the approval process and ensures that the submission date is met.  
 
4.15  The annual budget will reflect the best estimate of the resources available to the MAT 

for the forthcoming year and will detail how those resources are to be utilised. There 
should be a clear link between the business plan objectives and the budgeted 
utilisation of resources. 

 
4.16  The budgetary planning process will incorporate the following elements:  

- Forecasts of the likely number of students to estimate the amount of ESFA grant 
receivable;  

- Review of other income sources available to the MAT to assess likely level of 
receipts;  

- Review of past performance against budgets to promote an understanding of the 
MAT cost base;  

- Identification of potential efficiency savings  

- Review of the main expenditure headings in light of the business plan objectives 
and the expected variations in cost e.g. pay increases, inflation and other anticipated 
changes.  
- The inclusion of any reserves/deficits from previous years and recovery plans as 
necessary.  

 
Reserves and Management Fee 
 
4.14  Comparison of estimated income and expenditure will identify any potential surplus or 

shortfall in funding. If shortfalls are identified, opportunities to increase income should 
be explored and expenditure headings will need to be reviewed for areas where 
reductions can be safely made. This may entail prioritising items and deferring 
projects until more funding is available. Plans and budgets will need to be revised 
until income and expenditure are in balance within three-year medium term plans.  

 
4.15  Each year, the MAT will set a minimum reserves requirement for the schools and for 

the Central MAT for the three year period.  
 
4.16  If a potential surplus is identified, this may be held back as a contingency or 

alternatively allocated to areas of need within the individual school. 
 
4.17 The Central MAT will review its management fee on an annual basis and its effect on 

Central MAT reserves and on schools. 
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Finalising the Budget 
  
4.18  Once approved, the budget should be communicated to all staff with responsibility 

for budget headings so that everyone is aware of the overall budgetary constraints 
and their respective responsibilities. 

 
Monitoring and Review  
 
4.19  Monthly budget monitoring reports will be prepared by the schools and for the Central 

MAT, by the DFO. The reports will detail actual income and expenditure against 
budget both for budget holders and at a summary level for the Finance and Audit 
Committee consolidated by the DFO. 

 
4.19 The DFO will use the schools’ forecasts but after review, may decide to challenge the 

figures and amend the forecasts if necessary for reporting to the Finance and Audit 
Committee. Significant changes will be explained and discussed with the schools. 

 
4.20  Any potential overspend against the budget must in the first instance be discussed 

with the DFO. The accounting system will be set up to flag orders against an 
overspent budget and may require the DFO’s approval. 

 
4.21 The monitoring process should be effective and timely in highlighting variances in the 

budget so that differences can be investigated and action taken where appropriate. If 
a budget overspend is forecast, the reasons for this must be referred to the DFO and 
disclosed to the local governing body and the Finance and Audit Committee. 

 
4.22  Budget virements are not authorised so that any over-spends from the agreed budget 

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

- Staff appointment;  

- Payroll administration and  

- Payments, including staff pay, National Insurance, Pensions and Taxation.  
 
Staff Appointments  
 
5.2  The Headteachers of the schools have delegated authority from the Trust to make 

appointments to replace existing staff. Additional posts, promotions, additional TLRs 
or substantial additional hours must be reviewed in consideration of their impact on 
the budget position by the Trust. 

 
5.3  The Trust Board will appoint Headteachers. 

 

5.4  The individual school maintains personnel files for all members of staff which include 

contracts of employment. A database of staff contracts is maintained on the 

personnel system by the HR / Payroll provider and must be kept up to date and 

available centrally at all times. 
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Payroll Administration  
 
5.5  The MAT payroll is administered by an external provider. Payroll transactions are 

entered/imported to the accounts system by the Finance / HR staff via the provider’s 
password controlled portal. Local schools agree the pre-payroll figures with monthly 
payroll being run centrally after the DFO’s authorisation. 

 
5.6 Separate coding is used to charge individual schools for their own staff only and such 

journals must reconcile with the payroll provider’s payroll audit file. 
 
5.7  All staff are paid monthly through the payroll provider via BACS. A master file is 

created for each employee which records:  
- Salary;  

- Bank account details;  

- Taxation status;  

- Pensions:  

- Personal details and  

- Any deductions or allowances payable.  
 
5.8  Each school has an HR/Payroll officer who uploads details for all staff noting sickness 

and other absences during the month, travel claims, new appointments or 
terminations, or any agreed changes to contract. The staff return must be authorised 
by the local school. Returns are sent to the Finance Office who then file the 
documents for payroll processing. 

 
5.9  Before the payroll is processed a report of all data input should be obtained (pre-

payroll report) and this should be checked against source documentation by the 
schools and then reviewed and final sign off is by the Headteacher or DFO. The 
review must include at a minimum, that the employees exist, leavers do not get paid 
and that net pay variance to the previous month if any, if justifiable. The DFO will 
check that there are no outlandish figures in the pre-payroll report. 

 
Payroll Payments 
  
5.10  After the payroll has been processed but before payments are dispatched a report of 

the final salary payments by individual and showing the amount payable in total is 
obtained from the system. The report must be reviewed and authorised together with 
authority to release payment by the DFO.  

 
5.11  The CEO signs off the central MAT staff report. 
 
5.12  The finance staff input and reconcile the monthly payroll to the system in each school, 

and this informs the combined MAT expenditure records. 
 
5.13  All salary payments are made by BACS on the last working day of the month. 
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5.14  The payroll system automatically calculates the deductions due from payroll to 
comply with current legislation. The major deductions are for tax, National Insurance 
contributions, student loans, childcare vouchers and pensions. 

 
5.15  The Finance staff centrally review the payroll control account each month to ensure 

the correct amount has been posted from the payroll system, individual cost centres 
have been correctly updated and to identify any amounts posted to the suspense 
account. 

5.16 The Finance staff will check that the net pay and payovers as reported are the same 
in the final payroll when charged to the bank. Any differences must be reported to the 
DFO and promptly investigated. 

  
5.17  The MAT will commission as part of its internal audit programme, sample checks of 

employees’ contracts against actual payments made to check that the member of 
staff is paid correctly. 

 
 
6. Purchasing  
 
6.1  The MAT wants to achieve the best value for money from all our purchases. This 

means we want to get what we need in the correct quality, quantity and time at the 
best price possible. A large proportion of purchases will be paid for with public funds 
and we need to maintain the integrity of these funds by following the general 
principles of:  
- Probity, it must be demonstrable that there is no corruption or private gain involved 
in the contractual relationships of the MAT;  

- Accountability, the MAT is publicly accountable for its expenditure and the conduct 
of its affairs and  
- Fairness, that all those dealt with by the MAT are dealt with on a fair and equitable 
basis.  

 
Orders up to £1,000  
 
6.2  Routine purchases up to £1,000 can be ordered by budget holders. 
 
6.3 Budget holders will be informed of the budget available to them at the end of the 

previous academic year. It is the responsibility of the budget holder to manage the 
budget and to ensure that the funds available are not overspent. 

 
6.4 A report detailing actual expenditure and commitments against budget will be 

supplied to each budget holder monthly or on request. Administrative staff may raise 
a specific order request in the accounts system or to the Finance staff in the schools 
locally using the official requisition form. 

 
6.5  In the first instance a supplier should be chosen from the list of approved suppliers. 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 local finance staff and referred to the DFO if needed.  
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Orders between £1,000 and £7,000 
 

6.6 In the first instance a supplier should be chosen from the list of approved suppliers 
which will include framework deals available by the Government’s “Buying for 
Schools”. 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 local finance staff and referred to the DFO if needed. 
 

6.7 All orders must be made, or confirmed, in writing using an official requisition form 
stocks of which are held in the schools or ordered online in the accounts system. 
Orders must bear the authorisation of the budget holder and must be forwarded to the 
School Finance Office where the Finance Manager will check to ensure adequate 
budgetary provision exists before authorising the order. 

 
Orders between £7,000 and £10,000 
 
6.8  In the first instance, suppliers should be chosen from the list of approved suppliers 

which will include framework deals available by the Government’s “Buying for 
Schools”.  

 
6.9 For proposed expenditure on items excluded from the approved suppliers list, a 

minimum of two written quotations should be obtained for all orders between £7,000 
and £10,000. They require authorisation by the Finance Manager and must not 
exceed the allocated budget. Best value principles must be followed. If the budget 
holder or finance team consider 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 local finance staff and referred to the 
DFO. 

 
6.9  All orders must be made, or confirmed, in writing using an official requisition form 

stocks of which are held in the schools or ordered online in the accounts system. 
Orders must bear the authorisation of the budget holder and must be forwarded to the 
School Finance Office where the Finance Manager will check to ensure adequate 
budgetary provision exists before authorising the order. 

 
6.10 In exceptional cases, non-order invoices up to £100 will be paid by agreement with 

the DFO. 
 
6.11  Orders are processed by the School Finance Offices, approved by the Finance 

Manager, or DFO and e-mailed to the suppliers. 
 
6.12  Deliveries will be to the individual school requesting the goods or services. On receipt 

the budget holder must undertake a detailed check of the goods received against the 
goods received note which should be retained and make a record of any 
discrepancies. Discrepancies should be discussed with the supplier of the goods 
without delay. 

 
6.13  If any goods are rejected, or returned to the supplier because they are not as ordered 

or are of sub-standard quality, the Finance Office will be notified, and keep a central 
record of goods returned.  
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Orders over £10,000 and up to £60,000  
 
6.14  A minimum of three written like for like quotations should be obtained for all orders 

between £10,000 and £60,000 to identify the best source of the goods/services and 
submitted to the DFO for approval with justification of the supplier required if the 
cheapest is not chosen. Written details of quotations obtained should be prepared 
and retained for audit purposes. 

 
6.16  This provision applies to all accounts, public or private, operated by or on behalf of 

the Trustees of the MAT. Authorised signatories must not sign BACs run 
authorisation relating to goods or services for which they have also authorised the 
expenditure.  

 
Orders over £60,000  
 
6.17  All goods/services ordered with a value over £60,000, or for a series of contracts 

which in total exceed £60,000 must be subject to formal tendering procedures. 
Purchases may fall under advertising in the “Contracts Finder” and for contracts over 
£118,000 in “Find a Tender”, replacing the OJEU requirement.  

 
6.18  Consideration must be given to joint procurement on larger items with the aim of 

consolidating contracts across the Trust as they fall due, so that benefits from 
economies of scale are utilised. 

 
Procedures 
 
6.19  All invoices should be sent to a central email address which can be accessed by all 

finance staff. The school Finance team member will stamp invoices with a grid 
against which the following can be evidenced:  
- Invoice arithmetically correct;  

- Invoice posted to purchase ledger;  
- Goods/ services received;  

- Goods/services as ordered;  

- Prices correct;  

- Invoice authorised for payment;  

- Payment authorised;  

- VAT treated correctly and  

- Payment made.  
 
This equivalent process be replicated for electronic goods receipting and 
authorisation in the accounts system. 
 

6.20  When the budget holder has completed this slip the invoice should be authorised on 
the accounts system, the goods received note attached, ready for payment. The 
Central Finance team will then input details of payments to be made to the purchase 
ledger on the accounts system and generate the BAC’s required. The BAC’s 
payments and associated paperwork must be authorised by three members of the 
central Finance team. 
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6.21  The Trust may use assigned vehicle fuel charge cards where possible for minibuses 
linked to their number plates. 

 
6.22 Lloyds Corporate Multipay credit cards in the names of individual members of staff 

may be used. The named staff each has a PIN number and have agreed to the 
Lloyds terms of use. The cards are administered by Finance staff and kept in a safe 
or locked cupboard. They are returned after each use, together with the relevant 
invoices and receipts. Their purpose is to reduce use of cash. Transactions will be 
processed on line by one member of the finance team and authorised by another. All 
credit card transactions are cleared in full each month by direct debit. 

  
6.23  Payments will be dispatched to suppliers by BAC’s by the Central Finance team in 

line with terms on the invoice and/or contract. 
 
6.24  Goods received and or relevant works completed over the value of £2,500 will be 

capitalised and added to the Asset Register. 
 
Petty Cash Accounts  
 
6.25  The schools in the MAT maintain a maximum cash balance of £1,000 in each school 

of over 1,000 students, £500 for schools of under 500 students. The cash is 
administered by the respective School Finance team and is kept in the School 
Finance office safe. Payments from petty cash are limited to £50. 

  
6.26  School trips may take petty cash up to a limit of £2,500 expenditure of which will be 

supported by receipts on return to school. For use only when prepayments or a credit 
card is not suitable. 

 
6.27  Petty cash is reconciled monthly in each school, records are kept for review by the 

DFO.  
 
Deposits  
 
6.28  The only deposits to petty cash should be from transfers specifically for the purpose. 

Cheques or cash should be recorded in the petty cash system with the date, amount 
and a reference, normally the cheque number, relating to the payment. All other cash 
receipts for whatever reason should be paid directly into the bank.  

 
Payments and Withdrawals  
 
6.29  In the interests of security, petty cash payments will normally be limited to £50. A 

specific sum may be withdrawn from a trip account for staff to take on the trip either in 
sterling or the respective national currency, in the event of the school credit card not 
being suitable. Receipts must be retained for all such expenditure. 

 
6.30  BACS payments are used for all payments. The central finance office will create the 

payment, an authorised signatory will check the invoices against the payment record 
and the payment will be released on the authorisation of two signatories. 

 
6.31  In exceptional circumstances, cheques may be issued be signed by two authorised 

signatories up to £10,000 and three over £10,000. Cheques are not pre-signed. 
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Administration  
 
6.32  The local School Finance team are responsible for entering all transactions into the 

petty cash records on a regular basis and regular as well as unannounced cash 
counts should be undertaken by the Finance Officers to ensure that the cash balance 
reconciles to supporting documentation.  

 
Physical Security  
 
6.33  Petty cash should be held in a locking cash box which is put in the safe overnight.  
 
Forms of Tenders  
 
6.34  There are three forms of tender procedure: open, restricted and negotiated and the 

circumstances in which each procedure should be used are described below. The 
DFO will approve which method of tendering is undertaken having considered the 
risks and probity of the action. 

 
- Open Tender: This is where all potential suppliers are invited to tender. The budget 
holder must discuss and agree with the DFO how best to advertise for suppliers e.g. 
general press, trade journals or to identify all potential suppliers and contact directly if 
practical.  
- 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 is such that only specific suppliers can be expected to supply the MAT’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 The above methods have resulted in either no or unacceptable tenders,  

o Only one or very few suppliers are available,  

o Extreme urgency exists,  

o Additional deliveries by the existing supplier are justified.  
 
Preparation for Tender  
 
6.35  Full consideration should be given to: 

- Objective of project  

- Overall requirements  

- Technical skills required  
- After sales service requirements  

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

 
Invitation to Tender  
 
6.37  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.  

 
6.38  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 and  

- Form of response.  
 

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

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

- Is there scope for negotiation?  

- Financial stability of the contractor should also be investigated.  
 
Technical/Suitability  
- Qualifications of the contractor  

- Relevant experience of the contractor  

- Descriptions of technical and service facilities  

- Certificates of quality/conformity with standards  

- Quality control procedures  

- Details of previous sales and references from past customers.  
 

Tender Acceptance Procedures  
 
6.40  The invitation to tender should state the date and time by which the completed tender 

document should be received by the DFO. Tenders should be submitted in plain 

envelopes clearly marked to indicate they contain tender documents, or secure email. 

Tenders received after the submission deadline should not normally be accepted. 

Tendering Procedures  
 
6.41  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. 

  



 
 

20   Finance Policy & Procedures – Ratified 8 February 2021                                                                                 

 

6.42  Those involved in making a decision must ensure that they do not accept gifts or 
hospitality from potential suppliers that could compromise or be seen to compromise 
their independence. Any such gifts should be recorded as declined in the gifts and 
hospitality register and reported to the awarding panel and Finance and Audit 
Committee. 

 
6.43  Full records should be kept of all criteria used for evaluation for the Finance and Audit 

Committee highlighting the relevant issues and recommending a decision.  
 
6.44  Where required by the conditions attached to a specific grant from the ESFA, the 

department’s approval must be obtained before the acceptance of a tender. 
 
6.45  The most economically advantageous tender may not represent best value, the Trust 

must also consider quality and breadth of service, technical aspects and references 
to ensure the decision is effective.  

 
6.46 All parties must be advised of the decision and feedback given if requested. 
 
6.47 Any specialists engaged to assist with the tendering process, such as architects 

should follow the same principles as the Trust and include a tender report for the 
Trust. 

 
7. Income  
 
7.1  The main sources of income for the MAT are the grants from the ESFA. The receipt 

of these sums is monitored directly by the DFO who is responsible for ensuring that 
all grants due to the MAT are collected, and proper records are kept. 

  
Trips  
 
7.2  Organisers and the lead teacher must refer to and follow the individual school’s Trips 

Pack. 
 
7.3 A lead staff member must be appointed for each trip. The lead staff member must 

prepare a record for each student intending to go on the trip showing the amount due. 
A copy of the record must be given to the Finance team. 

 
7.4 Where facilities do not exist to collect cash payments for trips, parents should make 

payments electronically via Parent Pay/Parentmail.  
 
7.5  In exceptional circumstances only, card payments can be taken over the phone for 

parents who do not have access to the internet, and cash will be accepted up to £20. 
 
7.6  The local school Finance staff should maintain an up to date record for each student 

showing the amount paid and the amount outstanding. 
 
7.7 Euros purchased for trips may be above the petty cash limit on authorisation by the 

Headteacher. School credit cards should be used in preference to cash where 
practicable. 
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Cash Handling 
 
7.8  Where possible, payments must be made electronically via BACs or online payment 

systems. 
 
7.9  In exceptional circumstances, where there is no access to internet or telephone 

banking cash and cheques will be accepted. This includes where catering is in-house 
and no cashless system operates. 

 
7.10  Cash and cheques must be kept in the school safe prior to banking. Banking should 

take place every week or more frequently if the sums collected exceed the insurance 
limit on the individual School’s Finance Office safe (regularly fortnightly). 

  
7.11  Monies collected must be banked in their entirety. The school finance staff are 

responsible for preparing reconciliations between the sums collected, the sums 
deposited at the bank and the sums posted to the accounting system. The 
reconciliations must be prepared promptly after each banking and must be reviewed 
and certified by the DFO. 

 
8. Cash Management  
 
Bank Accounts  
 
8.1  The Trust will operate from one main current account and additional savings accounts 

for balances on deposit.  
 
8.2  The opening of all accounts must be authorised by the Trustees who must set out, in 

a formal memorandum, the arrangements covering the operation of accounts, 
including any transfers between accounts and cheque signing arrangements. 

 
8.3 The operation of systems such as Bankers Automatic Clearing System (BACS) and 

other means of electronic transfer of funds must also be subject to the same level of 
control. 

 
8.4 The DFO is responsible for monitoring cash balances. 
 
8.5 The MAT is not allowed to go over-drawn, and will apply to the ESFA for a cash 

advance should there be insufficient funds. 
 
Deposits  
 
8.6 Particulars of any deposit must be entered on a copy paying-in slip, counterfoil or 

listed in a supporting book / spreadsheet. The details should include:  
- The amount of the deposit and  

- A reference, such as the number of the receipt or the name of the debtor.  
 
Cash Flow Forecasts  
 
8.7  The DFO is responsible for preparing cash flow forecasts to ensure that the MAT has 

sufficient funds available to pay for day to day operations. Rolling 12 month cashflow 
forecasts will be produced to help identify future cashflow issues. 
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Investments  
 
8.8  Investments must be made only in accordance with written procedures approved by 

the Trustees. 
 
8.9  All investments must be recorded in sufficient detail to identify the investment and to 

enable the current market value to be calculated. The information required will 
normally be the date of purchase, the cost and a description of the investment. 
Additional procedures may be required to ensure any income receivable from the 
investment is received. 

 
Tax 
 
8.10  The MAT is not registered for VAT purposes. The DFO will ensure that the MAT 

submits monthly VAT126 returns to HMRC for reimbursement. 
 
8.11 The DFO will ensure that a monthly rolling check of income counting towards the VAT 

registration threshold is undertaken.  

8.12 The DFO will arrange review of trading income counting towards the corporation tax 

threshold. 

8.13 Although academy trusts do not expect to pay corporation tax, the DFO will ensure 

that company tax returns are completed if requested. The Trust’s auditors may be 

engaged to act as an agent to complete and submit the return on the Trust’s behalf. 

9. Fixed Assets 
 
Asset Register  
 
9.1  All items of equipment, software, furniture, software and vehicles purchased with a 

value over the MAT’s £2,500 capitalisation limit must be entered in an asset register. 
The asset register should include the following information:  
- Asset description  

- Asset number  

- Serial number  

- Date of acquisition  

- Asset cost  

- Source of funding  

- Expected useful economic life  

- Depreciation  

- Net book value  

- Location  

- Name of member of staff responsible for the asset  
 
9.2 The Asset Register helps:  

- Ensure that staff take responsibility for the safe custody of assets;  

- Enable independent checks on the safe custody of assets, as a deterrent against 
theft or misuse;  
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- To manage the effective utilisation of assets and to plan for their replacement;  

- Help the external auditors to draw conclusions on the annual accounts and the 
MAT’s financial system and  

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

9.3 The asset register should be checked and evidenced on an annual basis by a 
different a department. Discrepancies between the physical count and the amount 
recorded in the register should be investigated promptly and, where significant, 
reported to the Trustees.  

 
Security of assets  
 
9.4 Stores and equipment must be secured by means of physical and other security 

devices. Only authorised staff may access the stores. 
 
9.5  All the items in the register should be permanently and visibly marked as the MAT’s 

property Inventories of MAT property should be kept up to date and reviewed 
regularly. Where items are used by the MAT but do not belong to it this should be 
noted. 

 
Depreciation 
 
9.6  Assets will be depreciated in a range of percentage amounts appropriate to the 

expected life-span of the asset as follows: 
- Buildings a range between120 to 600 months 
- Plant and equipment 60 months 
- Furniture 120 months 
- IT Equipment and software 36 months 
- Motor 120 months 

 
Disposals  
 
9.7  Items valued at under £500 which are to be disposed of by sale or destruction must 

be authorised for disposal by the DFO and, where significant, should be sold 
following competitive tender. Items valued over £500 must be approved by the MAT 
Finance and Audit Committee. The MAT must seek the approval of the ESFA in 
writing if it proposes to dispose of an asset for which capital grant in excess of 
£20,000 was paid. 

 
9.8  Disposal of equipment to staff is not encouraged, as it may be more difficult to 

evidence the MAT obtained value for money in any sale or scrapping of equipment. In 
addition, there are complications with the disposal of computer equipment, as the 
MAT would need to ensure licences for software programmes have been legally 
transferred to a new owner. 

 
9.9 The MAT is expected to reinvest the proceeds from all asset sales for which capital 

grant was paid in other MAT assets. If the sale proceeds are not re-invested then the 
MAT must repay to the ESFA a proportion of the sale proceeds. 

  
9.10 All disposals of land must be agreed in advance with the Secretary of State.  
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Loan of Assets  
 
9.11  Items of MAT property must not be removed from MAT premises without the authority 

of the respective Headteacher and/or DFO. A record of the loan must be recorded in 
a loan book and booked back in MAT when it is returned. Staff equipment e.g. 
laptops are clearly designed for mobility and will be easily identified to the individual 
via the asset register.  

 
9.12  If assets are on loan for extended periods or to a single member of staff on a regular 

basis the situation may give rise to a ‘benefit-in-kind’ for taxation purposes. Loans 
should therefore be kept under review and any potential benefits discussed with the 
MAT’s auditors. 

 
10. Bad Debts  
 
10.1 Wherever possible, income due will be collected before or at the time the relevant 

sale or service is provided. If this is not possible, a sales invoice will be issued. To 
ensure sound internal control, staff who raise sales invoices should not also have the 
authority to write off debts. The VAT element of any debt must not be written off, as 
this contravenes HM Revenue & Customs statutory requirements. 

  
10.2 All debts will be recorded and non-payment will be followed up by issuing reminders 

at the following intervals: -  
● 3 weeks from date of sales invoice - 1st reminder  

● 6 weeks from date of sales invoice - 2nd reminder 
● 8-10 weeks from date of sales invoice - Final reminder  

 
10.3 The final reminder is sent by recorded delivery and advises that legal action will be 

taken if the account is not settled within 14 days. 
 
10.4 Regardless of value, the DFO’s advice must be sought before proceeding with the 

next steps. After 10 weeks from the date of the sales invoice, where the debt is still 
outstanding, legal action via the on-line small claims court will be taken or the debt 
may be sold onto a debt collection agency with agreement from the headteacher and 
DFO. The debtor will be informed of this in writing. 

 
10.5 If, after every effort has been made to collect the debt with offer of instalments and 

legal action is considered impractical or has been unsuccessful, individual bad 
(irrecoverable) debts may be written off in accordance with the following procedures: -  

 

a.  The write off of debts above 1% annual funding or below £45,000 whichever is 
the greater, have to be approved in the MAT without the approval of the 
ESFA.  

b.  The Headteacher may write off debts up to £500, amounting to no more than 
£1,000 in a year.  The local governing body may agree to write off debts up to 
£1,000 which must be minuted as such. 

c. Single or cumulative debts above £1,000 in a year per school should come to 
the DFO who will seek approval from the Finance and Audit Committee.   
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d. The DFO will retain a Bad Debt Write-Off Summary ensuring that they have 
correctly approved and processed in the accounts system. A schedule will be 
submitted to the external auditors as part of the disclosure in the annual 
accounts. 

 
11.  School Charges and Remissions Policy (review as needed) 
 
12.  Fraud Policy 
 
12.1 Introduction  
 

The MAT requires all Staff and Trustees to act honestly and with integrity at all times 
and to safeguard the public resources for which they are responsible. The MAT will 
not accept any level of fraud or corruption; consequently, any case will be thoroughly 
investigated and dealt with appropriately. The MAT is committed to ensuring that 
opportunities for fraud and corruption are reduced to the lowest possible level of risk.  

 
12.2 What is Fraud?  
 

No precise legal definition of fraud exists; many of the offences referred to as fraud 
are covered by the Theft Acts of 1968 and 1978. The term is used to describe such 
acts as deception, bribery, forgery, extortion, corruption, theft, conspiracy, 
embezzlement, misappropriation, false representation, concealment of material facts 
and collusion. With respect to the MAT this applies to all areas of the MAT’s business 
and activities.  
 
“Fraud” is usually used to describe depriving someone of something by deceit, which 
might either be straight theft, misuse of funds or other resources, or more 
complicated crimes like false accounting and the supply of false information. In legal 
terms, all of these activities are the same crime – theft.  

 
12.3 How to report suspected fraud  
 

 The MAT has in place avenues for reporting suspicions of fraud. Trustees and 
members of staff should report any such suspicions in line with the MAT’s Whistle 
Blowing Policy. In addition, the DFO or CEO should be immediately notified.  

 

 A fraud checklist will be followed to identify potential areas of risk and allow 
instructions to be given that will not compromise later disciplinary and police 
investigations and protect the MAT from further loss. 

 

 All matters will be dealt with in confidence and in strict accordance with the terms of 
the Public Interest Disclosure Act 1998. This statute protects the legitimate personal 
interests of staff. The MAT’s Whistle Blowing Policy provides further information. 
Vigorous and prompt investigations will be carried out into all cases of actual or 
suspected fraud discovered or reported.  

 
12.4 Responsibilities  
 

The Academies Financial Handbook is the Department for Education’s financial guide 
for the governing bodies and managers of academies. Drawing on the overall 
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financial requirements specified in MAT Funding Agreements, it provides detailed 
guidance on a wide range of financial management, funding and accounting issues.  
 
The Academies Financial Handbook sets out the overall governance framework for 
academies and describes the key systems and controls that should be in place. It 
describes the grants that the Department makes available and specifies the financial 
reporting/budget management arrangements that must be followed by academies to 
ensure accountability over the substantial amount of public funds that they control. It 
also discusses in detail the requirements for preparing an annual trustees report and 
accounts in order to comply with Company Law, Accounting Standards and Charity 
Commission expectations.  

 
The CEO as the Accounting Officer is responsible for establishing and maintaining a 
sound system of internal control that supports the achievement of the MAT’s policies, 
aims and objectives. The system of internal control is designed to respond to and 
manage the whole range of risks that the MAT faces. The system of internal control is 
based on an on-going process designed to identify the principal risks, to evaluate the 
nature and extent of those risks and to manage them effectively. Managing fraud risk 
will be seen in the context of the management of this wider range of risks.  

 
Overall responsibility for managing the risk of fraud has been delegated to the CEO.  
The responsibilities of the CEO therefore include: 

 Developing a fraud risk profile and undertaking a regular review of the fraud risks 
associated with each of the key organisational objectives in order to keep the profile 
current;  

 Establishing an effective anti-fraud policy and fraud response plan, commensurate to 
the level of fraud risk identified in the fraud risk profile;  

 Designing an effective control environment to prevent fraud commensurate with the 
fraud risk profile;  

 Establishing appropriate mechanisms for:  

 reporting fraud risk issues;  

 reporting significant incidents of fraud to the Accounting Officer;  

 external reporting in compliance with Company Law, Accounting Standards and 
Charity Commission expectations.  

 coordinating assurances about the effectiveness of anti-fraud policies to  

 support the Statement of Internal Control;  

 Liaising with the Finance and Audit Committee on issues of fraud prevention, 
detection, and management;  

 Making sure that all staff are aware of the organisation’s anti-fraud policy and know 
what their responsibilities are in relation to combating fraud;  

 Developing skill and experience competency frameworks;  

 Ensuring that appropriate anti-fraud training and development opportunities are 
available to appropriate staff in order to meet the defined competency levels;  

 Ensuring that vigorous and prompt investigations are carried out if fraud occurs or is 
suspected;  

 Taking appropriate legal and/or disciplinary action against perpetrators of fraud;  

 Taking appropriate disciplinary action against supervisors where supervisory failures 
have contributed to the commission of fraud;  

 Taking appropriate disciplinary action against staff who fail to report fraud;  

 Taking appropriate action to recover assets;  
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 Ensuring that appropriate action is taken to minimise the risk of similar frauds 
occurring in future.  

 
All managers are responsible for:  

 Ensuring that an adequate system of internal control exists within their areas of 
responsibility and that controls operate effectively;  

 Preventing and detecting fraud;  

 Assessing the types of risk involved in the operations for which they are responsible;  

 Reviewing and testing the control systems for which they are responsible regularly;  

 Ensuring that controls are being complied with and their systems continue to operate 
effectively;  

 Implementing new controls to reduce the risk of similar fraud occurring where frauds 
have taken place.  

 
Every member of staff is responsible for:  
 

 Acting with propriety in the use of official resources and the handling and use of 
public funds whether they are involved with cash or payments systems, receipts or 
dealing with suppliers or the MAT’s decision making bodies;  

 Conducting themselves in accordance with the seven principles of public life set out 
in the first report of the Nolan Committee “Standards in Public Life”. They are: 
selflessness, integrity, objectivity, accountability, openness, honesty and leadership;  

 Being alert to the possibility that unusual events or transactions could be indicators of 
fraud;  

 Reporting details immediately through the appropriate channel if they suspect that a 
fraud has been committed or see any suspicious acts or events;  

 Cooperating fully with whoever is conducting internal checks or reviews or fraud 
investigations. 
 

Members of the Trust Board are responsible for: 
 

 The Board is responsible for ensuring that an adequate system of internal control 
exists within their areas of responsibility and that controls operate effectively;  

 All members are responsible for abiding by the MAT’s policies and regulations and 
the guidance on Codes of Practice for Board Members of Public Bodies.  

 Being alert to the possibility that unusual events or transactions could be indicators of 
fraud;  

 Reporting details immediately through the appropriate channel if they suspect that a 
fraud has been committed or see any suspicious acts or events;  

 Co-operating fully with whoever is conducting internal checks or reviews or fraud 
investigations 

  
The MAT’s Finance and Audit Committee:  
 
The MAT has decided to include the Audit Committee function within the Terms of Reference 
for the Finance and Audit Committee.  
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13. Gift and Hospitality Policy  
 
13.1 General  
 
This is the MAT’s approved Code of Conduct relating to the offer and/or acceptance by staff 
and/or trustees of gifts and hospitality of whatever nature from outside individuals or 
organisations.  
Within the terms of the Code, staff, LGB’s and Trustees are expected to exercise common 
sense. If they are in any doubt they must consult the CEO and Chair of Trustees and in every 
case declare the acceptance of a gift or hospitality in the register kept by the MAT, using the 
MAT’s ‘Declaration of Gifts and Hospitality’ form.  
The process set out is designed to safeguard Trustees and staff from any misunderstanding 
or criticism.  
The general principles which govern gifts and hospitality are: - 
 
 a) Offers of hospitality should only be accepted if there is a genuine need to represent the 
MAT. 
b) Gifts should only be accepted in exceptional circumstances.  
c) The Code of Conduct applies to all Trustees, and staff of the MAT.  
d) To determine whether a gift or hospitality is acceptable, the ‘PROVEIT’ test should be 
applied by staff and referred to the CEO/Chair of Trustees if in doubt.  
e) Registers are accessible for viewing by the following appropriate officers: CEO, Trustees, 
Reporting Officer, DFO, External Auditors, and Responsible Officer.  
f) Any request by a member of the public to view the Register of Declarations of Gifts and 
Hospitality will be referred to the CEO. In considering any request, they will balance the 
requirement for the MAT to be open and transparent against the requirements of the Data 
Protection Act 1998.  
 
13.2 Hospitality  
 
The following principles should be followed in deciding whether or not to accept hospitality: -  
1.(a) Staff, LGB’s and Trustees should ask themselves whether members of the public, 
knowing the facts of the situation, could reasonably think that they might be influenced by the 
hospitality offered. If the answer is yes, the hospitality should be declined. In making 
judgements, relevant facts to take into account include the person or organisation offering 
the hospitality, its scale and nature, and its timing in relation to decisions to be made by the 
MAT, and whether any pattern of receiving hospitality is set. 
 
2. Examples of when it may be proper to accept hospitality (always depending upon the 
particular circumstances) such as attendance at events where there is a need for the MAT to 
be represented, or where the event is part of the cultural or community life of the MAT. 
Working lunches are acceptable where this is an appropriate and effective way of conducting 
business and the refreshments provided are on a reasonable level. 
Overnight hospitality linked to any of the above should not be accepted.  
 
13.3 Gifts  
 
All personal gifts should be refused or donated to charity unless they come within the 
categories set out in 3(1) or 3(2) below.  
 
(1) Gifts of the following type may be accepted: -  
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(a) modest gifts of a promotional character, e.g. calendars, diaries and other similar articles. 
See also point 4; and  
(b) gifts on the conclusion of any courtesy visit to an outside organisation of a sort normally 
given by that organisation.  
 
(c) Gifts up to £30 in value  
 
(2) Gifts which are intended for the MAT as a corporate body or intended for an MAT can be 
accepted but must not be retained by the individual who receives them. Such gifts should be 
passed to the Central MAT as appropriate.  
13.4 Registration of Gifts and Hospitality  
 
Staff must, within 28 days of accepting any gift or hospitality, provide written notification 
to the CEO using the ‘Declaration of Gifts and Hospitality’ form. All offers accepted should be 
recorded in case of any queries, in particular through Freedom of Information requests.  
The Declaration of Gifts and Hospitality forms must be completed in full, setting out full 
details of the offer or the gift and or hospitality received as well as:  
- estimated or actual value;  
- an indication from the CEO as to why acceptance of the offer is authorised;  

- the employee’s/Trustee’s printed full name (not typed) and signature; and  

- the CEO’s printed full name (not typed) and signature.  
 
13.5 Monitoring  
 
The MAT maintains a register of gifts and hospitality accepted.  
If there are no declarations of gift/hospitality, a nil return should be made. The pro-forma, 
detailing the individual declarations, and nil returns should be obtained. Copies of these 
forms should be attached to the annual declaration that confirms that the Register is up to 
date. 
 
The MAT monitors the Register annually and reports the outcome to the Finance and Audit 
Committee. Any issues identified should be noted and an action plan put in place.  
 
13.6 Penalties for breaching the Code  
 
The MAT’s disciplinary procedures may be applied where it is found that breaches of the 
Code have occurred.  
 
13.7 Full Trustees – Monitoring of the Code  
 
As part of its role in promoting high standards of conduct, the Trust Board will receive annual 
reports on the monitoring of the Code.  
 
13.8 Retention of Documentation  
 
Documentation in the Register will be kept for seven years.  
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Managing the Receipt of Gifts and Hospitality  
 
The PROVEIT test: Whether or 
not the offer is acceptable: 
Purpose  

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

Rules  What are they? Does this situation conform?  
 

Openness  Is the offer transparent?  
 

Value  Expensive or inexpensive? 
  

Ethics  Does the offer fit with MAT ethics? Is this an 
exceptional circumstance? 
 

Identity  Who has made the offer?  
 
Timing  

 
Are you about to make a decision affecting 
the giver?  

 
 
14. Lettings Policy (review but keep separate lettings policies per school until then) 

15. Pecuniary Interest Policy  
 
Register of Disclosure of Interests - Notes of Guidance  
 
The public is entitled to expect the highest standards of conduct from all employees who 

work for the MAT. Under the MAT’s Code of Conduct, all staff, including temporary 

employees, are required to disclose to the CEO the interests set out below. This must be 

done within 28 days of the interest becoming apparent.  

15.1 Register of Relationships with Contractors and Suppliers of Goods and Services  
 
(a) Award of orders and contracts 

Employees who are responsible for the award of orders and contracts should make 
known, in writing, to the CEO all relationships of a business or private nature that they 
have with contractors and other suppliers of goods and services. An explanation as to 
the exact nature of the relationship should be made and whether or not the company 
or business has in the past or currently supplies goods or services to the MAT or has 
a contract with the MAT. 
 

(b) Relationships in a private or domestic capacity  
Employees who, in the course of their job, engage or supervise contractors and 
suppliers or have any other official relationship with contractors and/or have had, or 
currently have, a relationship in a private or domestic capacity with contractors (or 
their senior staff) should make this known to their CEO.  
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15.2 Personal Interests  
 
Conflict of interests: Employees must declare in writing to their CEO any financial or non-
financial interests which could reasonably be considered to conflict with the MAT’s interests.  
The MAT will ensure:  
(a) that employees and Trustees (including temporary employees) are regularly advised of 
the need to make such declarations,  
 
(b) that employees personally print and signs their name on the declaration,  
 
(c) that employees give their declaration of interest form to the CEO for authorisation,  
 
(d) that the Registers are kept up to date,  
 
(e) that the Full Trustees is advised annually that the register is up to date and the name of 
the person responsible for the register and where they can be located.  
 
Ongoing disclosures need to be submitted in every return, even if they have been previously 
disclosed. The Register is a living document and the previous returns form part of the 
Register. The returns should be kept for seven years.  
The ‘keeper’ of the register should ensure that they obtain either a nil return, or pro-forma 
which provides the details of the individual declarations.  
The Register is accessible for viewing by appropriate officers during office hours.  
Any request by a member of the public to view the Register of Officers’ Interests will be 
referred to the CEO. In considering any request, he will balance the requirement for the MAT 
to be open and transparent against the requirements of the Data Protection Act 1998 and of 
Article 8 of the Human Rights Act, and reach a judgement in each specific case.  
Examples of situations where it might be necessary for an officer to declare an 
interest:  
There is a legal requirement for the MAT to maintain a Register of Officers’ Interests. In 
declaring any interests, you have, you are protecting yourself from any false accusation of 
bias or corruption. In considering whether you have an interest, you should ask yourself 
whether a member of public, knowing the facts of the situation, could reasonably think that a 
relationship or interest you have, might conflict with the interests of the MAT. The list below is 
not exhaustive and it is also important to note that you may not always need to declare 
an interest. For example, the answer to one of the questions below may be “yes”, but the 
relationship or connection does not impinge on the type of work you do, so you may not need 
to declare an interest. Conversely, there may be other circumstances not listed below where 
you do need to declare an interest. If in doubt, please speak to your line manager in the first 
instance.  
Think about the following questions:  

 Are you related to a county or district councillor?  
 

 Are you a member of a parish, town or community council? Are you related to a 
member?  

 

 Are you a School/MAT Trustee or related to a School/MAT Trustee?  
 

 Are you a partner, company secretary or non-executive chairman of a company which 
does business with the MAT?  

 



 
 

32   Finance Policy & Procedures – Ratified 8 February 2021                                                                                 

 

 Are you employed by a body which carries out work for the MAT, or were you recently 
so employed, or are you related to someone who is so employed?  

 

 Do you do part-time or occasional work for a company which undertakes work for the 
MAT or which competes with the MAT for work?  

 

 Are you undertaking any business ventures in your own time that could conflict with 
the MAT’s interests?  

 

 Are you related to or friends with anyone who tenders for work from the MAT?  
 
16. Redundant Equipment Policy  
 
Introduction  
In accordance with the Academies Financial Handbook, the Trustees are required to 
establish a policy for the disposal of assets which ensures the best possible value is obtained 
from the disposal.  
 
16.1 Surplus Equipment  
 
The Trustees have the authority to declare equipment, furniture or other assets or stores, 
surplus to requirements and to make arrangements for their sale or write off, provided that 
the items concerned were purchased in whole or in part with a grant from the Secretary of 
State for Education.  
 
A Disposal of Equipment form will be completed for all items which are to be disposed of and 
internal control will be exercised to ensure that the asset is no longer of use (i.e. it is 
obsolete) and that obsolete stocks are destroyed to ensure they are not illegitimately 
procured and then resold.  
 
Where the estimated disposal value of surplus or redundant assets (equipment) is less than 
£500 or sale is to be by public auction or competitive tendering, disposal can be authorised 
by the DFO.  
 
16.2 The prior approval of the Finance and Audit Committee will be required if;  

1. The estimated disposal value is above £500 or;  

2. The sale is to be to a Trustee or employee of the MAT.  
 
16.3 The prior written consent of the Secretary of State for Education is required in 

accordance with section 89 of the School Funding Agreement as follows;  
 

1. Before the disposal of any asset for which a grant of over £20,000 was made, or 
land and buildings which had been transferred from the Local Authority at no cost to 
the MAT.  
 
2. Before the sale or disposal by other means, or reinvestment of proceeds from the 
disposal of an asset or group of assets, for which a capital grant in excess of £20,000 
was paid.  
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16.4 As set out in section 93 of the School Funding Agreement the MAT will provide 30 
days’ written notice to the Secretary of State for Education of its intention to dispose 
of assets for a consideration less than the best price that can reasonably be obtained, 
whether or not such disposal requires the Secretary of State for Education’s consent 
as detailed above.  

 
16.5 If within any one year (September – August) the MAT disposes of items which 

collectively originally attracted a grant of more than £20,000 then the Secretary of 
State for Education will be informed in accordance with the Academies Financial 
Handbook. 

 
16.6 In accordance with the Academies Financial Handbook the MAT will reinvest the 

proceeds from all asset sales for which a capital grant was received and hence any 
income from the sale of assets will be maximised. Where the asset disposal requires 
the consent of the Secretary of State for Education then the plan for the reinvestment 
of the proceeds will be agreed at the same time. If the sale proceeds cannot be 
reinvested the MAT will repay to the Secretary of State for Education the same 
proportion of the proceeds of the sale or disposal as equates with the proportion of 
the original cost met by the Secretary of State for Education. 

  
16.7 The proceeds from the sale of assets acquired with a grant from the Secretary of 

State for Education will not be used as the MAT’s contribution to future grant aided 
projects or purchases.  

 
16.8 The net income (i.e. excluding VAT) from sales of surplus or redundant assets 

purchased from the MAT budget will be credited back to the MAT budget. 
  
16.9 A list of any equipment disposed of will be presented to the Finance and Audit 

Committee at its next meeting. This list will show, so far as may be known, the item, 
department, date of manufacture or purchase, values when new and when made 
redundant (estimated where necessary) and disposal value. 

  
16.10 The MAT’s inventory / asset register will be amended to show disposals and such 

entries will be endorsed by the Headteacher. 
 
17. Risk Management Policy  
 
Introduction  
The MAT’s Risk Management Policy explains the MAT’s underlying approach to risk 
management. It gives key aspects of the risk management process and identifies the main 
reporting procedures. The policy is reviewed and amended, if appropriate, on an annual 
basis by the Trustees.  
 
17.1 Purpose  
 
This Risk Management Policy (the policy) forms part of the MAT's internal control and 
governance arrangements. The policy explains the MAT's underlying approach to risk 
management. It gives key aspects of the risk management process and identifies the main 
reporting procedures. It describes the process the Trustees will use to evaluate the 
effectiveness of the MAT's internal control procedures.  
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17.2 Approach to Risk Management  
 
The following key principles outline the MAT's approach to risk management:  
As the principal executive and policy-making body of the MAT the Trustees are responsible 
for risk management and for maintaining a sound system of internal control that supports the 
achievement of policies, aims and objectives, while safeguarding the public and other funds 
and assets for which it is responsible, in accordance with the Funding Agreement and the 
Academies Financial Handbook issued by the Department for Education.  
 

 There should be an open and receptive approach to resolving risk issues.  
 

 The Finance and Audit Committee advises the Trustees on risk management.  
 

 The MAT makes conservative and prudent recognition and disclosure of the financial 
and non-financial implications of risks.  

 

 All members of the Trustees and the MAT’s Leadership & Management Team are 
responsible for encouraging and implementing good risk management practice within 
the MAT and all of its Departments.  

 

 Early warning mechanisms will be put in place and monitored to alert the MAT to any 
risk events or near misses so that suitable remedial action can be taken to manage 
such risk positions.  

 
17.3 Role of the Trustees  
 
The Trustees have a significant role to play in the management of risk. Their role is to  
set the tone and influence the culture of risk management within the MAT. This includes:  

 Determining whether the MAT is 'risk taking' or 'risk averse' as a whole or on any 
relevant individual issue.  

 Determining what types of risk are acceptable which are not.  

 Setting the standards and expectations of staff with respect to conduct and probity.  

 Determine the appropriate risk appetite or level of exposure for the MAT.  

 Determine the MAT's risk prioritisation protocol.  

 Approve major decisions affecting the MAT's risk profile or exposure.  

 Monitor the management of fundamental risks.  

 To be satisfied that the less fundamental risks are being actively managed, with the 
appropriate level of controls in place and operating effectively.  

 Review annually the MAT's approach to risk management and approve changes or 
improvements to key elements of its processes and procedures.  
 

 
17.4 Role of the MAT’s Leadership & Management Team  
 
Key roles of the MAT’s Leadership & Management Team are to:  

 Implement policies on risk management and internal control.  

 Identify and evaluate the fundamental risks faced by the MAT for consideration by the   
Finance and Audit Committee.  

 Provide adequate information in a timely manner to the Trustees on the status of risks 
and controls.  
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 Assist the Trustees to undertake an annual review of risk management and the 
effectiveness of the system of internal control.  

 Embedding risk management as part of the system of internal control.  
 
17.5 System of Internal Control  
 
The system of internal control incorporates risk management. It encompasses a number of 
elements that together facilitate an effective and efficient operation, enabling the MAT to 
respond to a variety of risks. These elements include:  
 

 Policies and Procedures  
Attached to fundamental risks are a series of policies that underpin the internal control 
process. These policies are set by Trustees. Written procedures support the policies 
where appropriate.  

 Business planning and Budgeting  
The business planning and budgeting process is used to set objectives, agree action 
plans, and allocate resources. Progress towards meeting business plan objectives is 
monitored regularly.  

 Risk & Control Framework This framework is compiled by the Finance and Audit 
Committee and helps to identify, assess and monitor risks significant to the MAT. The 
Risk Register is formally revised annually but emerging risks are added as required and 
improvement actions and risk indicators are monitored regularly.  

 Internal Audit  
The Trustees have agreed to buy in the services of an internal audit service to ensure 
that financial transactions have been properly processed and that controls are operating 
as laid down by the Trustees. A report of the findings from each visit will be sent to the 
CEO and the Chair of the Finance and Audit Committee. 

 

 External Audit 
External audit informs the Finance and Audit Committee on the operation of the internal 
financial controls reviewed as part of the annual audit. 

 Other Third Party Reviews 
From time to time, the use of external consultants may be appropriate in areas such as 
health and safety, and human resources. The use of specialist third parties for consulting 
and reporting can increase the reliability of the internal control system.  

 
The Trustees’ Annual Review of Effectiveness  
The Trustees, advised by the Finance and Audit Committee, will undertake an Annual 
Review to consider:  

 Whether risk management continues to be linked to the achievement of the MAT's 
objectives;  

 The appropriate risk appetite or level of exposure for the MAT as a whole;  

 Whether risk review procedures cover fundamental strategic and reputational, 
operational, compliance, financial and other risks to achieving the MAT's objectives;  

 Whether risk assessment and risk-based internal control are embedded in ongoing 
operations and form part of its culture;  

 Changes in the nature and extent of fundamental risks and the MAT's ability to 
respond to changes in its internal and external environment since the last 
assessment;  

 The scope and quality of management's on-going process of monitoring the system of  
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 internal control including such elements as the effectiveness of assurance functions;  

 The extent and frequency of reports on internal control to the Trustees and whether 
this is sufficient for the Trustees to build up a cumulative assessment of the state of 
control and effectiveness of risk management;  

 The incidence of any fundamental control failings (risk events) or weaknesses 
identified at any point within the year (near misses) and the impact that they have had 
or could have on financial results;  

 The effectiveness of the MAT's public reporting processes;  

 The effectiveness of the overall approach and policy to risk management and whether 
changes or improvements to processes and procedures are necessary.  

 
18. Whistleblowing – please refer to the MAT’s Whistleblowing Policy 
 
19. Service Level Agreements and Operational Leases 
 
19.1 Service Level Agreements and operational leases must be signed by the DFO and 

headteacher (or CEO).  
 
19.2 Contracts arising from tender must be approved by the Finance and Audit Committee 

and signed by the DFO and CEO 
 
19.3 Finance leases are not permitted.  
 
 
End 


