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Equality Statement  

Farlingaye High School values diversity, and is determined to ensure that everyone is 

treated fairly, with dignity and respect; where the opportunities we provide are open to all; 

and that we provide a safe, supportive and welcoming environment - for staff, students and 

visitors.  

Equality Impact Assessment (EIA)  

This policy has been assessed with regard to its impact on equalities issue, with specific 

reference to the aims of the Equality Act 2010. The equality impact assessment focused on 

race, gender, disability, pregnancy and maternity, age, sexual orientation, gender identity 

and religion/belief.  

EIA outcomes  

• No areas of potential negative impact were found and actions resulting in positive impact 

are in place where appropriate.  
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1 BAD DEBTS 

The Governing Body is responsible for ensuring that procedures are in place for the recovery of any 

outstanding debt. This policy sets out the procedures for debt recovery and for the write-off of any debt 

which is deemed to be irrecoverable. 

An invoice will be issued for services or goods prior to delivery or in the case of a booking part way 

through the period of booking. In the case of parental contributions, a letter will be issued requesting 

payment prior to the trip.  

To ensure sound internal control, staff who raise invoices or payment letters should not have the authority 

to write off debts. All debts will be recorded and non-payment will be followed up by issuing reminders 

at the following intervals:- 

 3 weeks from date of account - 1st reminder  

 6 weeks from date of account - 2nd reminder  

 8-10 weeks from date of account - Final reminder  

The final reminder is sent by recorded delivery and threatens legal action if the account is not settled 

within 14 days. 

 

After 10 weeks from the date of the account, where the debt is still outstanding, legal action will be 

considered, and the debtor will be informed of this in writing. 

 

If, after every effort has been made to collect the debt and legal action is considered impractical or has 

been unsuccessful, individual bad (irrecoverable) debts may be written off in accordance with the 

following procedures:- 

The Academy will retain a Bad Debt Write-Off Summary. 

ESFA approval must be sought subject to the delegated limits subject to a maximum of £250,000 see 

Academies Financial Handbook 3.6 Write Offs 

 

 

2 FINANCE PROCEDURES 

The purpose of this policy is to ensure that the academy maintains and develops good systems of financial 

control. These systems should meet the requirements of the Education Funding agency, our funding 

agreement and the current Academies Financial Handbook 

 

2.1 The academy has defined responsibilities of each person involved in the administration of 

academy finances to avoid the duplication or omission of functions and to provide a framework 

of accountability for governors and staff.  

 

2.2 A list of all Governors, their membership of committees and terms of reference is maintained by 

the Head teacher who keeps the records.  Terms of reference for each committee should be 

reviewed at least every 2 years. 

The Committees of the Governing Body meet at least once a term except the Finance Committee 

which meets once a term with extra meetings to respond to key financial decisions.  

The Governing Body will aim to agree, no later than by the end of term, the dates of meetings for 

at least the next term. 
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 The Governors 

 

The Governing Body has approved the Scheme of Delegation which shows who is responsible 

for key tasks.  This is reviewed in the Autumn Term.  Although decisions may be delegated, the 

Governing Body as a whole remains responsible for any decision made under delegation. 

The Governing Body is responsible for the overall direction of the school; it determines the 

school’s spending priorities through the annual setting of a 1 year budget plan and a medium 

term plan, and evaluates the effectiveness of spending decisions. 

 

 The Headteacher 

 

The Governors delegate responsibility for the day-to-day management of the school to the Head 

teacher according to the decision planner. 

The Headteacher and Bursar ensure that sound systems of internal control are in place. 

The Headteacher and Bursar after consultation within the school will bring forward the draft 

Budget Plan for discussion with the Finance Committee. 

The Bursar monitors the Budget and Devolved Capital spending and supplies the Headteacher 

and Finance Committee with monitoring information.  The information for the Finance 

Committee takes the form of a budget report produced from the PFS accounting system with a 

written budget commentary, as shown on the Record of Financial Responsibility.   
 

 

The Staff 

 

Staff comply with financial regulations in the Academies Financial Handbook and any School 

specific requirements. 

Staff are responsible for any budget whose management is delegated to them and are referred to 

as Budget Holders.  They are responsible for completing an internal order form (before placing 

an order or making a purchase), passing signed paperwork to the School Office and monitoring 

their budgets. Some faculty support staff are able to input a requisition onto the PSF Financials 

Portal which will then need approval by the Bursar.   A printout is issued monthly, but may be 

obtained whenever required.  See appendix 3 

 

The Finance Committee 

 

Membership is determined by the Governing Body and reviewed annually in the Autumn term.  

Terms of reference should be reviewed at least every 2 years. 

 

 The Finance Committee is responsible for:   

 

 In consultation with the Headteacher, to draft the first formal budget plan of the financial year. 

 To establish and maintain an up to date 3 year overview. 

 To consider a budget position statement including virement decisions at least termly and to 

report significant anomalies from the anticipated position to the Governing Body. 

 To ensure the school operates within the Financial Regulations of the Academy’s Financial 

Handbook 

 To ensure that annual accounts are produced in accordance with the requirements of the 

Companies Act 1985 and the DFE guidance issued to academies 

 Reviewing the reports of the  internal audit regarding financial management and risk 

management and referring to the Governing Body 

 To review charges and remissions policies and expenses policies. 

 To make decisions in respect of service agreements. 

 To make decisions on expenditure following recommendations from other committees. 
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 To ensure, as far as is practical, that Health and Safety issues are appropriately prioritised. 

 To determine whether sufficient funds are available for pay increments as recommended by the 

Headteacher. 

 In the light of the Headteacher Performance Management Group’s recommendations, to 

determine whether sufficient funds are available for increments. 

 

Internal Audit 

The internal auditor is appointed by the governing body and provides governors with an 

independent oversight of the academy’s financial affairs. The main duties of the internal auditor 

are to provide the governing body with independent assurance that; 

 The financial responsibilities of the governing body are being properly discharged 

 Sound systems of financial control are being maintained 

 There is a consideration of risk being properly applied in all financial matters 

 

The internal auditor will undertake a programme of reviews to ensure that financial transactions 

have been properly processed and that controls are operating as laid down by the governing 

body. The internal audit report will be presented to the Finance Committee. 

 

2.3 Expenditure Limits 

 

The inclusion of an item in the approved budget plan gives authority to spend, save that the 

Headteacher seeks approval from the Finance Committee for any individual transaction in 

excess of 1% of the delegated budget. 

 

 

2.4 Orders 

 

Quotations are obtained or tenders sought for purchases exceeding the limits set out in the 

School’s Record of Financial Responsibility which is approved by Governors on an annual 

basis in the autumn term. 

 

2.5 Minutes 

Minutes are taken which record the basis for any decisions made and clearly state the decisions 

themselves.  Minutes are circulated to members of the Committee of its meeting and are agreed 

and signed at its next meeting.  The minutes of all committees are reported and copied to the 

Governing Body. 

 

2.6 Register of Business Interest (Pecuniary Interest) 

 

The Headteacher maintains a register of business interest for Governors and for staff with 

purchasing authority.  The register is maintained annually in the SummerTerm and is kept in the 

School office and published on the school website in line with the requirements of the 

Academies Financial Handbook. The declaration of Pecuniary Interest also includes a 

declaration regarding any gifts or hospitality received in the previous financial period. 

 

3 Accounting system 

 

3.1 All the financial transactions of the academy must be recorded on the accounting system (PSF 

Financials). The accounting system is operated by the Finance Office and consists of 

 - Journals 

 - Nominal Ledger Bank 

 - Transactions 

 - Purchases Ledger Sales Ledger  
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 - Restricted Funds Ledger 

 - Unrestricted Funds Ledger 

 - Trips ledger 

 - Staff ledger 

 - VAT records 

 Entry to the system is password protected and passwords are changed quarterly. Access to the 

system can be set at different levels for staff using the system. 

  

3.2 All transactions input into the accounting system must be authorised with the procedures 

specified in the Academies Financial Handbook. There must be delegation of duties for all 

transactions. See appendix 3 

 

3.3 The bursar is responsible for ensuring that reconciliations of the system is carried out monthly 

in respect of: 

 - VAT returns 

 - Bank Reconciliations 

 - Payroll control account 

 - All suspense accounts 

 

4 Financial Planning 

 

The School Improvement Plan includes a statement of its educational priorities to guide the 

planning process.  The School Improvement Plan states the priorities in sufficient detail to 

provide the basis for construction budget plans. 

 

There is a clear, identifiable link between the School’s annual budget and the School 

Improvement Plan, which is shown on the Budget plan 

 

For each of the key issues in the School Improvement Plan, costs and other inputs are identified 

and budgets prepared. 

 

The School Improvement Plan is reviewed in the Summer Term to ensure that educational 

priorities are stated for the next 3 years and shows how the use of resources is linked to 

achieving the goals. 

 

The School budget is revised after the review of the development plan and resources identified 

within the budget to deliver the plan’s priorities. 

 

The School budget is maintained for the current financial year and at least 2 further years if 

financial information is available. 

 

The budget is based on realistic estimates of all income and expenditure so that planned 

expenditure does not differ materially from the agreed budget. The ESFA provides the School 

with a 1 year delegated budget. The budget and cash flow forecast are profiled in accordance 

with likely spending patterns. 

 

In the event of a budget surplus, this is earmarked for future use and will be recorded in the 

minutes. 

 

A record is maintained of all ongoing commitments with explanations of any significant year-

on-year changes. 
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All new initiatives are appraised by the Finance Committee in relation to their costs, benefits 

and sustainability. 

 

The main elements of the budget are fundamentally reviewed annually.  Benchmarking 

information helps to identify priorities. 

 

The budget cycle is as follows:- 

 

Summer Term:- 

 

 The Headteacher and Bursar, after consultation within the School, will bring forward the draft 

Budget Plan for discussion with the Finance Committee, together with the School Improvement 

Plan so that links can be made. The plan is approved by the Governing Body, at the budget 

meeting in the Summer Term.  This will be minuted and reported to the Governing Body.  The 

plan must be approved by 31st July each year. 

 

 The Bursar submits the approved budget plan to the ESFA by the 31st July each year or as 

advised by the ESFA via its website. 

 

 The Finance Committee agrees the external auditors programme of work. 

 

 

AutumnTerm:- 

 

 The Bursar, in consultation with the Headteacher, prepares financial reports for the Finance 

Committee to consider.  The Finance Committee will consider any virements that may be 

necessary in view of additional income or costs incurred that were not included in the original 

budget. 

 

 The Finance Committee records in its minutes the approval and report to the whole Governing 

Body at the next meeting. 

 

 The external auditors present their findings to the Finance Committee 

Spring Term:- 

 

 The Bursar, in consultation with the Headteacher and Leadership Team prepares financial 

reports for the Finance Committee to consider.  The Finance Committee will consider any 

virements that may be necessary in view of additional income or costs incurred that were not 

included in the original budget. 

 

The Finance Committee receives a Budget Position Statement at each meeting which includes a 

Budget Commentary and committed expenditure. 

 

The Bursar identifies and recommends to the Finance Committee appropriate remedial action 

for budget variances. 

 

The Headteacher monitors expenditure initiatives in the School Development Plan. 

 

Budget Holders are supplied with monthly monitoring reports.  The Headteacher/ Bursar 

monitors devolved budgets and agrees remedial action plans where necessary. 
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5  Payroll 

 The main elements of the payroll system are: 

 Staff appointments 

 Payroll administration 

 Payments 

 

Staff appointments are made by the Head who has delegated authority from the Governing 

body. The teacher’s pay details are administered by the Head’s PA and the support staff pay 

details are administered by the personnel officer. The Bursar is advised of all appointments and 

leavers through an internal copy of the form that is sent through to the human resource 

department of Education Personnel Management (EPM), the academy’s contractor. 

 

The school payroll is administered by the appointed contractor EPM Payroll, and transactions 

are imported via the portal .Access to the system is password protected. 

 

All salary payments are made via BACS and all payroll entries and any travel expenses are 

made through the payroll system 

 

The Bursar reconciles the monthly payroll to the system and keeps records of payments to 

teacher’s pension agency and local government pension. The payroll system automatically 

calculates the deduction for national insurance to comply with current legislation. The main 

deductions are for tax, national insurance and pension payments, student loans and childcare 

vouchers. Childcare vouchers will continue to be deducted if the member of staff is on 

maternity leave, the school will bear the cost of this payment. 

The Bursar makes regular checks to ensure that employees are being paid the correct salary by 

checking the school’s database against monthly payroll payments. 

See appendix 4 

 

6 Purchasing 

 

The school wants to achieve the best value for money from all our purchases. This means 

obtaining the correct quality, quantity and time at the best price possible ensuring: 

 Probity it must be demonstrable that there is no corruption or private gain involved in 

the contractual relationships of of the School. 

 Accountability the School is publicly accountable for its expenditure and the conduct of 

its affairs 

 Fairness that all those dealt with by the School are dealt with on a fair and equitable 

basis 

 

 

All orders comply with the School’s Standing Orders for contracts as published in the Schools 

Contract Policy. 

The School demonstrates value for money through competitive tendering, when appropriate. 

 

Prior approval of the Governors is obtained for any expenditure in excess of 1% of the 

delegated budget.  Orders are not artificially split to evade this limit. 

 

The School will not consider entering into any lease or financial agreement without first 

consulting with the Finance Committee and if necessary take legal advice. The School will 

ensure that any lease entered into is an ‘operating lease’ not a ‘financial lease’.  

 

Three written quotations are obtained for any order whose value is estimated over £10,000  
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If a quotation other than the lowest is accepted by the School or there are not three quotes this 

will be reported to the Headteacher and the Chair of Finance or Governors. 

 

Contract specifications will contain the following:- 

 

 Contract duration 

 Definitions 

 Contract Objectives 

 Services to be provided 

 Service quantity 

 Service quality standards 

 Contract value and payment arrangements 

 Information and monitoring requirements 

 Procedure for disputes 

 Review and evaluation requirements 

 

The official financial information (PSF) will be used for all orders.  All orders (including all 

urgent verbal orders) will be entered onto the PSF system within five working days.  

 

Individuals will not use official orders to obtain goods or services for themselves. 

  

All internal orders are signed by an authorised signatory.  A list of authorised signatories is 

maintained by the. Bursar.  

 

The signatory will be satisfied that the goods or services are appropriate and necessary, that 

competitive tenders have been obtained where necessary and that there is sufficient budgetary 

provision. 

 

Each order placed is automatically entered into the School’s financial system as a commitment. 

 

The School checks goods received against the delivery note and the delivery note is checked 

against the invoice.  The invoice is also checked against the order. These checks are evidenced 

by the members of staff initialling the relevant document. 

 

Payment is made within the agreed time limits after certification by an approved signatory. 

 

Payment is only made against the original suppliers’ invoice and not on a statement. 

 

Invoices are stored securely and in order. 

 

Orders over £10,000 

 

Three written quotations should be obtained for all orders between £10,000 and £50,000 to 

identify the best source of goods and services. The quotations should be retained for audit 

purposes. Telephone quotes are acceptable if followed up by written confirmation before a 

purchase decision is made. 

Where the net cost to the school is less than £10,000 for school trips there will be no 

requirement to obtain quotations. 
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Orders over £50,000 

 

All goods and 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. Purchases over(currently 

£164,176 for goods and services, and £4,104,394 for works) (correct as at July 2016) may fall 

under EU procurement rules which require advertising in the Official Journal of the European 

Union,  

 

 

Preparation to Tender 

 

Full consideration should be given to: 

- Objective of project 

- Overall requirements 

- Technical skills requires 

- After sales service requirements 

- Form of contract 

 

When all requirements have been established it is advisable to rank requirements and award 

marks on fulfilment of those requirements to help reach a decision. 

 

Invitation to Tender 

 

If a restricted tender is to be used than an invitation to tender notice 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 contain the following: 

- Introduction/background to the project 

- Scope and objectives of the project 

- Technical requirements 

- Implementation of the project 

- Terms and conditions of the tender and 

- Form of response 

 

Tender Acceptance Procedures 

 

 The invitation to tender should state the date and time by which the completed document 

should be received by the academy. Envelopes should be clearly marked that they contain 

tender documents. The envelopes must be dated and timed and stored in a secure place prior to 

opening. Late tender will not be accepted. 

 

Tendering Procedures 

 

The evaluation process should involve at least two people. All pecuniary interest must be 

declared prior to opening any tenders. If there is a potential conflict of interest that person must 

withdraw from the process. 

 

Those involved in the process must not accept gifts or hospitality from potential suppliers which 

may compromise their independence. 

 

Full records should be kept of all criteria used for evaluation and for contracts over £50,000 a 

report should be prepared for the Finance Committee recommending a decision.  
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Where required by the conditions attached to a specific grant from the ESFA, their approval 

must be sought before accepting a tender. 

 

The accepted tender should be the one that is economically most advantageous to the academy. 

All parties should be then informed of the decision. 

If the contractor is a known contractor and there is no alternative or it is considered that the 

service and knowledge is of best value to the school the contract can be awarded on this basis. 

 

 

7  Income 

 

The main sources of income for the School are the grants from the ESFA. The receipt of these 

sums is monitored by the Bursar who is responsible for ensuring that all grants due to the 

School are collected. 

 

The Finance Committee reviews the Schools Charging and Remissions policy and reports its 

approval to the full Governing Body annually. 

 

Proper records of all income due are kept.  

 

The responsibility of identifying and recording sums due is separated from the responsibility for 

collecting and banking income. 

 

Parent Pay is used for trips and theatre performances, there is a full audit trail held on the 

system.  Income is listed on a daily basis and logged for future reference. Receipts are given for 

£20 cash payments from students and are logged in their school log book for the day of 

payment. 

 

Lettings are approved by the Headteacher or an authorised member of staff and diarised to 

ensure that Personnel are available to secure the School. 

 

Pending banking, cash and cheques are locked away in a secure safe. 

 

Transfers of money between staff are recorded and signed for. 

 

Income is banked within one week of receipt.  Bank paying in books show the split of cash and 

cheques (cheques to have student name written on the back) and list each cheque.  Income is not 

used for making any payment or for cashing personal cheques, although the School may 

exchange a petty cash cheque for cash. 

Where a trip is dependent on a certain number of students to make it viable, deposits may be 

held over in the safe. Parents/ guardians are kept informed of this by letter or email.  

 

Income recorded in the accounts is reconciled monthly with the bank statement.   

 

Where invoices are required, they are issued with a 30 day payment term.  One off lettings 

should be paid for in advance. 

For official funds, the school banks with Lloyds Bank PLC. The bank account number is 30-99-

85 47500168 

 

Bank reconciliations are completed monthly by a person who is not involved in the processing 

of receipts and payments and any discrepancies investigated immediately. 
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The reconciliation statement is initialled by the person undertaking the reconciliation and 

reviewed and countersigned by an authorised signatory. 

 

The School is not allowed to go overdrawn, and will apply to the ESFA for a cash advance 

should there be insufficient funds. 

 

Each cheque written is signed by two authorised signatories, three when the cheque exceeds 

£10,000 and supporting vouchers are made available to each signatory to safeguard against 

inappropriate expenditure.  Cheques are not pre-signed. 

 

All cheques are crossed ‘account payee’ and are stored securely when not in use. 

 

BACs payments can be used for invoices up to a total of £250,000 the finance office will create 

the payment, an authorised signatory will check the invoices against the payment record and the 

payment will be released by the Bursar.  

 

There is a separate credit card policy in place. 

 

8 Cash Management 

 

 Bank Accounts 

The opening of all accounts must be authorised by the Governing Body who set out the formal 

operating arrangements for the accounts. The operation of the Bankers Automatic Clearing 

System (BACS) must also be subject to the same level of control. 

 

Deposits 

Details of the deposit must be entered on a paying in slip and then onto a bank credit slip. The 

details should include: 

- The amount of the deposit and cost centre 

- A reference to the receipt number or paying in slip number 

 

Payments and withdrawals 

All cheques and other instruments authorising withdrawal from academy bank accounts must 

bear the signatures of two of the following authorised signatories, three for over £10,000: 

- Headteacher 

- Bursar 

- Deputy Headteacher 

 

This provision applies to all public account operated by or on behalf of the governing body of 

the academy. 

If the transaction is deemed novel or contentious responsibility is outlined in the scheme of 

delegation. Any transactions will be referred to the Accounting Officer, the Chair of Finance 

and noted in the minutes of the next Finance Committee Meeting.  

 

Petty Cash 

The Governors have determined the level of petty cash to be held as £1000 

Cash is held securely and access to it is restricted to authorised staff. 

Payments from petty cash are limited to £50.  Expenses over this amount are reimbursed to 

employees by means of cheque or payment by BACS. 

If refunds to students are under £10 cash they will be reimbursed via one petty cash slip for the 

whole trip transaction. 

Petty cash payments to the Science Department are limited to £75. 
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The lead member of a residential school trip may be permitted to take cash for daily essentials 

up to a limit of £2,500 which will be supported by receipts on return to school.  

Payments from petty cash are supported by a petty cash claim form and VAT invoices/receipt.  

The form is signed by the recipient. 

 

Transactions are entered onto the Schools Financial Information System (PSF). 

 

Petty cash is reconciled on at least a monthly basis.  A report of all transactions is run and the 

reconciliation statement countersigned by an authorising signatory confirming the report 

balances with cash. 

 

Personal cheques are not allowed to be cashed with petty cash 

 

Cashflow Forecasts 

 

The Bursar is responsible for preparing cashflow forecasts to ensure the academy has sufficient 

funds available to pay for day to day operations. If significant balances can be foreseen steps 

should be taken to invest the extra funds. 

A cashflow forecast will be prepared and presented to the Finance Committee as soon as 

possible after the start of the financial year and termly thereafter.  

 

9  Fixed Assets 

 

 Asset register 

 

All items purchased with a value over the academy’s capitalisation limit £2,500 must be entered 

in an asset register. The asset register should include 

- asset description 

- asset number 

- serial number 

- date of acquisition 

- asset cost 

- source of funding (% of original cost funded from ESFA grant % funded from other 

sources) 

- expected useful economic life 

- depreciation 

- current book value 

- location 

- name of member of staff responsible for the asset 

-  

The Asset Register helps to; 

- ensures staff take responsibility for the safe custody of the asset 

- enable independent checks as a deterrent against theft or misuse 

- manage the effective utilisation of assets and plan for replacement 

- help external auditors draw conclusions on the annual accounts 

- support insurance claims in the event of fire, theft or vandalism 

 

Security of assets 

 

Stores and equipment must be secured by means of physical and other security devices. 

All items on the register should be permanently and clearly marked as the academy’s property 

and there should be a random annual check other than the person maintaining the register. Any 

discrepancies must be recorded and reported to the governing body. 
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Disposals 

Items which are to be disposed of by sale or destruction must be authorised by the Bursar. The 

academy must seek approval from the ESFA if it proposes to dispose of an asset for which a 

capital grant in excess of £20,000 was paid. 

Disposal of equipment to staff is not encouraged and it is difficult to ensure that value for 

money was obtained. Disposal of computer equipment to staff needs to ensure that any licensed 

software is removed before transfer of ownership. 

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

 

Loan of Assets 

Items of academy property must not be removed from school without the authority of the Head 

of Department. A record of the loan must be kept on the loan request form. 

 

If assets are on loan for extended periods to a single member of staff on a regular basis the 

situation may give rise to a benefit- in kind- for taxation purposes. Therefore loans must be kept 

under review. 
 

10 Tax 

 

The School is not registered for VAT purposes as business activity is not expected to exceed 

£85,000 per annum 

 

The Headteacher ensures that all relevant staff are aware of provisions concerning VAT, tax and 

the construction industry scheme.  They are informed that they can find further information  on 

the HMRC website or refer to the Schools auditor’s. 

 

Only VAT invoices are paid for transactions involving VAT.  Payments are only made to 

contractors and subcontractors in accordance with the Construction Industry Scheme. 

 

In the case of the reimbursement of expenses, the VAT invoice must be in the name of the 

School and not an employee, as VAT belonging to the Academy can only be claimed by the 

School. 

 

The School completes a monthly VAT return to HMRC, which is reimbursed.  This is 

submitted on the first available day after month end.  

 

Any payment to staff by way of vouchers to acknowledge extra commitment to the school will 

be recorded for audit purposes. The tax payable on these vouchers will be paid by the school. 

 
 

11 Audit 

 

The Academy has appointed Larking Gowen as its auditors and the school account will be 

audited in the Autumn Term with presentation of accounts by 31st December .These account 

must be made available to the ESFA. 

 

 

12 Insurance 

 

The School reviews all risks annually to ensure that the cover available and the sums insured 

are adequate. 
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The Governors consider whether to insure against any uncovered risk at the start of the financial 

year with the budget process 

 

The School will notify the insurers of any new risks or any other alterations affecting existing 

insurance. 

 

The School will not give any indemnity to a third party.    

 

The School will immediately advise the insurers of any accident, loss or other incident which 

may give rise to an insurance claim.  Incident reports are kept in the School office. 

 

Insurance will cover the use of School property when off the premises, eg musical 

instruments/computers but not for unattended items. 

 
 

13 Data Security 

 

Computer systems used for School management are protected by password security which are 

required to be changed every 90 days by a reminder pop up screen (ie screen savers, logins and 

passwords etc).   

 

Workstations are “locked” when not in use. 

 

All data is backed up daily and the back-ups stored in a secure fireproof location.  Access to the 

backup media is restricted to the IT Department only.  The School verifies the back up to ensure 

it has been completed successfully. 

 

Only authorised software is installed on any School computer to safeguard against computer 

viruses. 

 

School computers are protected against computer viruses using up to date anti-virus software.  

Software security updates are carried out on a regular basis. 

 

Third party and remote access to the school’s IT network has been approved by the Governing 

Body and there is a signed “Code of Connections Agreement”.  In addition a risk assessment 

has been undertaken and CRB checks have been carried out accordingly. 

 

The school has procedures in place to ensure that all data is removed from hardware and 

electronic devices.  All electrical equipment is disposed of, as according to WEEE regulations. 

 

There is a CCTV policy and clear warning signs are displayed at the school entrance. 

 

The school will act upon parents instructions if they do not want their child’s photograph 

published in any external publication or website. 

 

The Governors ensure that the Data Protection Commissioner is notified in accordance with the 

Data Protection Act 1998 and that the Schools use of any electronic or relevant manual systems 

to record or process personal information, and any disclosure of that information, complies with 

the legislation.  

 

The Headteacher has established a Crisis Management Plan which includes the school's Local 

Procedures file, a list of licences held for all software applications, serial numbers of equipment, 

procedures for the recovery of data and reinstating financial administration. 
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3.  REDUNDANT EQUIPMENT 
 

The Governing Body has 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 Head 

Teacher. 

 

The prior approval of the Governing Body will be required if; 

1. The estimated disposal value is between £500 and £1,000 and the sale is not to be by public 

auction or competitive tendering;  

2. The estimated disposal value is above £1,000 or; 

3. The sale is to be to a Governor or employee of the Academy. 

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 academy.  

 

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. 

 

As set out in section 93 of the School Funding Agreement the Academy 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. 
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If within any one year (September – August) the Academy 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 section 2.87 of the Academies Financial Handbook.  

 

In accordance with section 2.88 of the Academies Financial Handbook the Academy 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 Academy 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.  

 

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

Education will not be used as the Academy’s contribution to future grant aided projects or 

purchases. 

 

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

the Academy budget will be credited back to the Academy budget. 

 

A list of any equipment disposed of will be presented to the Governing Body 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.  

 

The Academy’s inventory will be amended to show disposals and such entries will be endorsed 

by the Head Teacher. 

 

 

4  WHISTLEBLOWING 

. 

4.1 Introduction 

 

Every School governing body has a responsibility to ensure that the School is managed to the 

highest standards of probity, and that its decision making and administration is conducted in such 

a way as to be above any suspicion of malpractice. 

Clear policies, standards and procedures for making decisions, particularly those which entail 

significant expenditure, or decisions which significantly affect employment at the School are 

essential elements in creating and sustaining an atmosphere of openness and trust in School 

management.  Such an atmosphere is the best way of forestalling suspicion or complaint. 

The Nolan Committee on Standards in Public Life recommended that local public spending 

bodies should institute codes of practice on the disclosure of malpractice (or “whistleblowing”) 

appropriate to their circumstances, which would enable concerns to be raised confidentially inside 

and, if necessary, outside the organisation.  Under the Public Interest Disclosure Act 1998 

employees who raise concerns about malpractice within their place of work have statutory 

protection against victimisation for making such a disclosure, provided the disclosure is made in 

good faith and otherwise qualifies as a protected act. 

By the adoption and publication of this procedure an School may demonstrate its commitment to 

high standards of conduct in its affairs and establish a basis on which any employee can properly 

raise genuine concerns without prejudice to his/her personal position. 
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This procedure has been subject to consultation with all recognised trade unions and has their 

support. 

4.2 Purpose of the procedure 

 

The purpose of this procedure is to encourage any employee who has a genuine concern that 

practices in their School do not meet the required standards of probity to raise that concern at an 

appropriate level and in an appropriate manner. 

This procedure is also intended to guide any employee who genuinely believes that s/he has a 

disclosure to make about malpractice in their School in making that disclosure.  It sets out to 

whom malpractice (or suspected malpractice) should be reported and how it should be reported.  

The procedure also sets out the safeguards that the School will offer to any employee who makes 

a disclosure in the recommended way and in good faith. 

  

4.3 Definitions and exclusions 

 

The term “malpractice” may cover a broad range of acts, omissions, or practices. What employees 

may wish to report will usually be a specific instance or instances of wrongdoing on the part of 

an individual or a group of individuals. However, in certain circumstances, employees may wish 

to report bad practice which, if it were to continue, would be likely to lead to wrongdoing. 

The following examples indicate the type of actions which would normally be inappropriate use 

of an School’s delegated budget: 

- disregard of proper tendering procedure for contracts; 

- manipulation or falsification of accounting records; 

- making decisions for personal gain; 

- inappropriate (e.g. private) use of School assets; 

- abuse of position for personal advantage or gain. 

The School’s Funding Agreement and Finance Policy, sets out the standards of good practice in 

School management and administration to determine whether or not School governors and 

employees have acted properly.   

An action does not have to constitute a criminal offence in order to be classified as “malpractice”, 

although clearly anything that constitutes a criminal offence would almost certainly amount to 

malpractice. 

This procedure is not intended to substitute for other procedures through which employees may 

raise specific concerns or complaints about their personal treatment.  Complaints by employees 

about their personal treatment by others or about the way in which employment policies and 

practices have been applied to them (including decisions about pay and grading) should be raised 

under the School’s grievance procedure, the harassment/bullying procedure or under any other 

appropriate procedure.  Complaints about the protection of children should normally be raised 

under the separate procedures designated for that purpose.  This procedure would not normally 

be appropriate for raising concerns about health and safety issues, unless they were related to a 

broader complaint of malpractice. 



19 | P a g e  
 

4.4 Procedure for making a disclosure 

 

The means of making a disclosure will depend to some extent on the nature and seriousness of 

the concern, the sensitivity of the issues and the individual, or individuals, thought to be involved 

in the malpractice reported. 

As a general rule, an employee wishing to make a disclosure (the “informant”) should raise his/her 

concerns in the first instance with the Headteacher or the Chair of the School’s Governing 

Body.  This would be the normal channel where the concern is about the conduct or practice of 

immediate colleagues – e.g. a concern that the School’s policies and procedures are not being 

properly or fairly applied.  This will enable the issue to be addressed immediately at School level. 

Where an informant genuinely believes that s/he cannot approach the Headteacher or the Chair 

of Governors, the concern should be raised with the YPLA.  This course of action would be 

appropriate if the disclosure were about the conduct or practice of the Headteacher or the 

Governing Body. 

A disclosure may be made verbally (e.g. by telephone) or in writing.  An informant should 

normally identify him/herself and should make it clear that s/he is making a disclosure within the 

terms of this whistleblowing procedure.  Concerns raised in casual conversation do not constitute 

a disclosure. 

An informant raising a concern verbally will normally be expected to support and substantiate 

those concerns in writing, unless there are special circumstances indicating that this is 

inappropriate.  Informants who feel unable to commit their concerns to writing will normally be 

asked to meet with an appropriate senior officer, who will compile a written note of the disclosure. 

The informant may be accompanied by a trade union representative or friend at any meeting either 

with the person to whom a disclosure is being made or who has been authorised to conduct an 

investigation into an allegation of malpractice. 

It is not necessary for an informant to produce conclusive evidence to support his/her disclosure. 

Suspicion may be valid grounds for raising a concern.  However, the informant should normally 

have direct information about, or knowledge of, the malpractice alleged or know where such 

evidence is located.  The informant’s concern should be based on more than hearsay, gossip, or 

the reports of others. 

Other than in very exceptional circumstances, disclosures should not be made to the press, radio, 

television or other news media.  The recommended internal reporting channels should be 

used.  Employees have certain rights under the Public Interest Disclosure Act to report 

malpractice to specified external agencies (e.g. an employee who suspects that a criminal act has 

been committed may inform the Police).  However, it would be expected that an informant would 

make any disclosure in the first instance either within the School or to the ESFA, as set out above. 

 

4.5 Responding to a disclosure 

 

The response to an informant’s disclosure will depend on a number of factors such as the 

seriousness and complexity of the allegations made.  Allegations may be: 

- investigated within the School. 

- referred to the School’s Responsible Officer and or auditors; 
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- referred to the Police; 

- referred to another independent form of enquiry; 

(or any combination of the above). 

Disclosures will be subject to initial enquiries in order to decide whether a full investigation is 

necessary and, if so, what form it should take, who should conduct it, and whether any reference 

to another agency is necessary or desirable.  Some concerns may be resolved through agreed 

action without the need for further investigation. 

If the informant’s concern falls within the scope of an alternative procedure, s/he will be advised 

to pursue it through that procedure. 

An informant who presents his/her disclosures in writing will receive written acknowledgement, 

and will be informed of the outcome of any investigation.  The extent of the information given to 

informants will depend upon a number of factors, e.g. whether the investigation is referred to the 

Police and leads to criminal prosecution.  Where an investigation is protracted, the School or 

officer dealing with the matter will normally report to the informant on the progress of the 

investigation. 

Where an informant is unwilling to identify him/herself, any person receiving a complaint about 

malpractice should log the incident and consult the Headteacher/Chair of Governors to decide 

whether or not any investigation should be undertaken. 

4.6 Safeguards for informants 

 

The decision to report malpractice can be a difficult one for an employee, who may possibly fear 

subsequent victimisation or harassment.  No action will be taken against an employee who has 

raised a concern in good faith, even if that concern is seen to be unfounded after investigation. 

However, informants who are themselves the subject of investigation or action under formal 

procedure (e.g. discipline, capability or harassment) should not necessarily expect that the 

procedure will be discontinued as a result of their disclosure. 

Victimisation or harassment of an employee who has raised a concern in good faith, or any other 

attempt at reprisal either by an employee whose conduct is the subject of investigation or others, 

will be considered a disciplinary offence. 

Where informants do not wish to be identified to others in the course of an investigation that wish 

will be respected in so far as it is reasonably practicable.  However anonymity cannot be 

guaranteed.  The process of investigation may reveal the identity of informants and, especially in 

serious cases, informants may be required to give evidence, either by the School, the ESFA, or 

the Police.  Any person subject to disciplinary action or prosecution would have access to such 

evidence. Informants who are subsequently required to give evidence will be given all reasonable 

and practicable support and protection from reprisals. 

The School and the ESFAwill take all reasonable steps to minimise any difficulties informants 

may experience as a result of raising a genuine concern.  Informants who are required to give 

evidence in disciplinary or criminal proceedings may seek advice from the ESFA on procedural 

aspects of this obligation.  The School will consider sympathetically requests from informants for 

special leave, counselling or other support. 
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4.7 False or malicious allegations 

 

If an allegation is made or a concern is raised in good faith, no action will be taken against an 

informant.  However, malicious, or vexatious allegations, or disclosures made for personal gain 

will be considered as disciplinary offences and are likely to result in disciplinary action being 

taken against the informant. 

5 FRAUD 

 
5.1 Introduction  
 

The Academy requires all Staff and Governors to act honestly and with integrity at all times and 

to safeguard the public resources for which they are responsible. The Academy will not accept 

any level of fraud or corruption; consequently, any case will be thoroughly investigated and dealt 

with appropriately. The Academy is committed to ensuring that opportunities for fraud and 

corruption are reduced to the lowest possible level of risk.  

 

5.2 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 Academy this 

applies to all areas of the Academy’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.  

 

Some useful definitions:  

 

Theft - Dishonestly appropriating the property of another with the intention of permanently 

depriving them of it (Theft Act 1968). This may include the removal or misuse of funds, assets 

or cash.  

 

False Accounting - Dishonestly destroying, dESFAcing, concealing, or falsifying any account, 

record, or document required for any accounting purpose, with a view to personal gain for 

another, or with intent to cause loss to another or furnishing information which is or may be 

misleading, false or deceptive (Theft Act 1968).  

 

Bribery and Corruption - The offering, giving, soliciting or acceptance of an inducement or 

reward that may influence the actions taken by the authority, its members or officers (Prevention 

of Corrupt Practices Act 1889 and 1916).  

 

Deception - Obtaining property or pecuniary advantage by deception (Sections 15 and 16 of the 

Theft Act 1968 (and obtaining services or evading liability by deception (Sections 1 and 2 of the 

Theft Act 1978). 

  

Collusion - The term “collusion” in the context of reporting fraud to the Treasury is used to cover 

any case, in which someone incites, instigates aids and abets, or attempts to commit any of the 

crimes listed above.  
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5.3 Avenues for Reporting Fraud  

 

The Academy has in place avenues for reporting suspicions of fraud. Governors and members of 

staff should report any such suspicions in line with the Academy’s Whistle Blowing Policy. 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 

Academy’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.  

 

5.4 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 financial requirements 

specified in academy 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 Headteacher as the Accounting Officer is responsible for establishing and maintaining a 

sound system of internal control that supports the achievement of the Academy’s policies, aims 

and objectives. The system of internal control is designed to respond to and manage the whole 

range of risks that the Academy 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 Bursar 

  

The responsibilities of the Bursar 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:  

 

o reporting fraud risk issues;  

o reporting significant incidents of fraud to the Accounting Officer;  

o external reporting in compliance with Company Law, Accounting Standards and 

Charity Commission expectations.  

o coordinating assurances about the effectiveness of anti-fraud policies to  
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o support the Statement of Internal Control;  

 

 Liaising with the Governing Body, the Audit Committee or Finance & General Purposes 

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;  

 

 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.  

 

        The Responsible Officer/ Internal Auditor is responsible for:  

 

 Delivering an opinion to the Accounting Officer on the adequacy of arrangements for managing 

the risk of fraud and ensuring that the Academy promotes an anti-fraud culture;  
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 Assisting in the deterrence and prevention of fraud by examining and evaluating the effectiveness 

of control commensurate with the extent of the potential exposure/risk in the various segments of 

the department’s operations; 

 

 Ensuring that management has reviewed its risk exposures and identified the possibility of fraud 

as a business risk;  

 

 Assisting management in conducting fraud investigations; 

 

 Reporting to Academy’s Governing Body or the Audit Committee or Finance & General Purposes 

Committee on the efficiency of controls for the prevention, detection and management of fraud.  

 

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 Academy’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 Governing Body are responsible for:  

 

 The Chair 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 Academy’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;  

 

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

 

 

5.5 Fraud Response Plan  
 

The Academy has a Fraud Response Plan that sets out how to report suspicions, how 

investigations will be conducted and concluded. This plan forms part of the Academy’s Anti-

Fraud Policy. (See Appendix 1) 
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6  GIFTS AND HOSPITALITY 

 

6.1 INTRODUCTION 

This is the School’s approved Code of Conduct relating to the offer and/or acceptance by staff 

of gifts and hospitality of whatever nature from outside individuals or organisations.   

 

Within the terms of the Code, staff and governors are expected to exercise common sense.  If 

they are in any doubt they must consult the Headteacher and Chair of Governors and in every 

case declare the acceptance of a gift or hospitality in the register kept by the School, using the 

School’s ‘Declaration of Gifts and Hospitality’ form.   

 

The process set out is designed to safeguard governors 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 

School. 

  

b) Gifts should only be accepted in reasonable circumstances and as in accordance with section 

3.. 

 

c) The Code of Conduct applies to all governors, and staff of the School. 

 

d) To determine whether a gift or hospitality is acceptable, the ‘PROVEIT’ test should be 

applied by staff and referred to the Headteacher if in doubt. See Appendix 2.     

 

e) Registers are accessible for viewing by the following appropriate officers: Headteacher, 

Governors, Reporting Officer, Finance Director, Bursar, 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 Headteacher.  In considering any request, they will 

balance the requirement for the School to be open and transparent against the requirements 

of the Data Protection Act 1998. 

 

6.2.1 Hospitality 

 

The following principles should be followed in deciding whether or not to accept hospitality:- 

 

(1) (a) Staff and governors should ask themselves whether members of the public, 

knowing the facts of the situation, could reasonably think that they might be 

influenced by the hospitality offered.  If the answer is yes, the hospitality should 

be declined.  In making judgements, relevant facts to take into account include 

the person or organisation offering the hospitality, its scale and nature, and its 

timing in relation to decisions to be made by the School. 

 

(b) Care should be taken to avoid situations in which an individual governor or member 

of staff is the sole person invited to partake of hospitality or where it creates a 

pattern of receiving hospitality from that organisation. 

 

(2) Examples of when it may be proper to accept hospitality (always depending upon the 

particular circumstances) are as follows:- 
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(a) Attendance at conferences, events and demonstrations of equipment organised by 

outside bodies where there is a service interest. 

 

(b) Attendance at events or functions where there is a demonstrable need for the School 

to be represented to either give or to receive information or to participate as part 

of the School’s corporate image. 

 

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

of the School. 

 

(d) Working lunches where this is an appropriate and effective way of conducting 

business and the refreshments provided are on a reasonable level. 

 

 

6.3 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:- 

 

(a) modest gifts of a promotional character, eg 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 £50 in value 

 

(2) Gifts which are intended for the School as a corporate body or intended for an School 

can be accepted but must not be retained by the individual who receives them.  Such 

gifts should be passed to the School as appropriate. 

 

 

6.4 Registration of Gifts and Hospitality 

Staff must, within 28 days of accepting any gift or hospitality over £50, provide written notification 

to the Headteacher using the ‘Declaration of Gifts and Hospitality’ form.  All offers accepted should be 

recorded in case of any queries, in particular through FOI requests. 

 

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 headteacher as to why acceptance of the offer is authorised; 

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

- the Headteacher’s printed full name (not typed) and signature. 

Gifts for staff from the school 

On occasion the Headteacher and governors may purchase gifts for individuals or a group of 

staff to recognise their response to an event. This could include occasions when the cost of that 

gift is less than the money that would have been spent on an alternative arrangement. Suitable 

gifts could be flowers, a voucher or a bottle of wine for individuals or a meal out for a team of 

staff. This will be less than £50 per person and the Headteacher will liaise with the Chair of 

Governors. When it is felt a more substantial gift should be given this will be discussed with the 
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Staffing and Finance Committee. This does not affect one off payments through payroll for 

work to carry out a task. 

  

6.5 Monitoring 

 

The School maintains a register of gifts and hospitality accepted over the value of £50. 

 

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 School monitors the Register annually and reports the outcome to the Finance Committee.  

Any concerns/issues identified should be noted and an action plan put in place. 

 

6.6 Penalties for breaching the Code 

 

The School’s disciplinary procedures may be applied where it is found that breaches of the 

Code have occurred.    

 

6.7 Full Governing Body – Monitoring of the Code 
 

As part of its role in promoting high standards of conduct, the Finance Committee will receive 

annual reports on the monitoring of the Code. 

 

6.8 Retention of Documentation 

 

Documentation in the Register will be kept for seven years. 

6.9 Internal Arrangements 

 The Governors recognise the importance of making appropriate use of funds. The internal 

arrangements for gifts and hospitality are therefore split between hospitality and wellbeing for staff. 

The Head manages the hospitality budget which will include the provision of refreshments to visitors. 

The wellbeing budget is managed by the Bursar and is for the provision of refreshments to staff which 

may include cakes, subsidised breakfasts once a month and a small token buffet at the end of term. 

 

7 LETTINGS POLICY 

 
7.1 Introduction 

 

Prior to the letting taking place, this document and the Academy’s Policy for Health  

and Safety should be provided to the hirer who must sign to confirm that they have read and 

accepted these terms and conditions. 

 

7.2 Definitions 

 

Hirer The person or organisation entering into the contract with the Academy 

User Those people making use of the premises hired under a letting agreement between 

the Academy and the hirer 

Steward  person or persons 'supervising' or organising the users  
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7.3 General Conditions  

 

 Lone working procedures need to be in place to cover the person unlocking/locking up and other 

support activities. Separate guidance on lone working is available if required.  

 

 The hirer is responsible for the health and safety issues, not the Academy. All statutory 

requirements must be observed and Academy specific requirements complied with. 

 

 Lettings may occur during the hours of darkness. Adequate and sufficient lighting is provided 

inside and outside the premises to assist with safe access and egress, including around the car 

park. As the hirer is in control of such lighting, they will be shown where the switches are. 

Stewards must have torches to assist in the event of an evacuation as there is no internal 

emergency lighting. 

 

 Details of vehicle and pedestrian entrances and exits, parking facilities, toilets etc. are made 

known to the users. 

 

 The Academy will accept no responsibility for damage howsoever caused to vehicles and other 

property while the user is on the academy site. Parking is made available only on the basis that it 

is at the vehicle owner’s risk. The hirer is asked to arrange for users to park in designated areas 

only.  

 

 The hirer must ensure that only that part of the building actually hired is used and must observe 

any instructions given by the site supervisor/ member of academy staff concerning the area 

available. 

 

 Hirers are responsible for signing in and for monitoring persons on site, so that in the event of an 

emergency, all persons can be accounted for.  

 

 Hirers will be acquainted with the emergency and evacuation procedures (which are on display), 

including the location of the fire alarms, extinguishers and emergency exits and muster points 

during a premises familiarisation session in advance of the actual hiring. Once completed the 

hirer takes responsibility for briefing other users associated with the hiring. They must also carry 

out their own fire drills. Fire appliances must not be removed or tampered with other than for 

firefighting purposes. The hirer will ensure that the users’ activity is not so loud or otherwise 

obtrusive as to render the fire alarms ineffective. The hirer is responsible for drawing up specific 

evacuation plans for any disabled people. Procedures are in place in the event of a fire alarm call 

point being set off accidentally. Fire exits must not be blocked or locked, nor should furniture, 

equipment, or other obstructions be placed in corridors during the hiring. Hirers may legitimately 

request to see the academy’s fire risk assessment.  

 

 Rooms that are made available to hirers are checked periodically (not less than once per term) to 

ensure that they are in a suitable condition for the specific activity that any lettings will involve. 

Records of such inspections are kept. The Academy is not responsible for the users’ activities, 

but is assured that the activity and the hired room/equipment available are compatible. 

 

 Any precautions required to ensure the users’ safety when using equipment are the responsibility 

of the hirer. Equipment will be provided by the hirer and not by the academy. All mains powered 

electrical equipment brought onto the premises must be safe and evidence may be required that it 

has a valid test and inspection certificate (the certificate should not be less than one year old for 

earthed equipment, or less than 4 years old for double insulated equipment). Lower voltage 

equipment must also be safe and in good condition. 

http://schoolsportal.suffolkcc.gov.uk/hands/07092005_Education_lone_working_policy_and_guidance.doc
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 The cost of any maintenance or repair work which is necessary because of the hirer’s/user’s 

activities will be borne by the hirer. 

 

 It is the responsibility of the hirer to provide first aid equipment and trained personnel.  

 

 Smoking is not allowed in any part of the Academy premises. 

 

 The hirer shall not allow so many users into the premises as to exceed the seating and/or dancing 

capacity of the premises. Even if the stated capacity is not exceeded, the hirer will not use the 

space provided in such as way as to create conditions of over-crowding or to impede safe and 

effective escape from the premises in an emergency. 

 

 The hirer shall provide a sufficient number of stewards as may be necessary to ensure adequate 

and efficient supervision of the users during the letting.  

 

 The Headteacher reserves the right to have a member of Academy staff present throughout the 

letting and to put a stop to any event that is not properly conducted. 

 

 The hirer is responsible for providing access to a mobile telephone for emergency purposes. 

 

 Hirers must have regard to the national standards of qualification, experience and overall 

competence of instructors/supervisors/coaches for sporting and other activities.  

 

 The hirer must ensure that risks associated with the activity are properly controlled throughout 

the hire period and that the premises are returned to the control of the Academy in a clean and 

satisfactory condition including replacing any furniture that has been moved. Any specialist 

cleaning or disinfection required as a result of the hirer’s/user’s activity in the premises will be 

the sole responsibility of the hirer. 

 

7.4 Insurance 

 It is the responsibility of the hirer to effect suitable public liability and other relevant insurance 

cover. As a general rule cover up to £5 million is required.  

 

7.5 In the event of an incident, fire or near miss 

 The Academy will ensure that Incident Report forms are made available to the hirer who in 

turn, must ensure one is completed whenever necessary. The Academy will follow up the 

report to ensure that it is completed correctly and that an investigation is undertaken. A review 

of the risk assessment for the activity will be required from the hirer. 

 

7.6 License 

 The hirer is responsible for ensuring that any necessary licenses required for a particular event 

have been obtained (such as theatre, performing rights or cinematograph licenses). 

 

7.7 Lettings Rates 

 The current rates are made available to anyone making enquiries regarding hiring the premises 

together with the maximum number of people allowed in the let areas.  
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8   PECUNIARY INTERESTS 

   The public is entitled to expect the highest standards of conduct from all employees who   work for 

the School.  Under the School’s Code of Conduct, all staff, including temporary employees, are 

required to disclose to the Headteacher the interests set out below.  This must be done within 28 days of 

the interest becoming apparent. 

 

8.1 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 their Headteacher 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 School or has a contract with the School. 

 

(b) Relationships in a private or domestic capacity 

 

Employees who, in the course of their job, engage or supervise contractors 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 Headteacher. 

 

8.2 Personal Interests 
 

Conflict of interests 

 

Employees must declare in writing to their Headteacher any financial or non-financial interests 

which could reasonably be considered to conflict with the School’s interests. 

 

Academies should ensure: 

 

(a) that employees and governors (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 employee’s give their declaration of interest form to their Headteacher for authorisation, 

 

(d) that the Headteacher personally signs the declaration forms and prints their name, 

             

(e) that the Registers are kept up to date, 

 

(f) that the Full Governing Body 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. 

 

 

8.3     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. 
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The ‘keeper’ of the register should ensure that they obtain either a nil return, or a pro-forma which 

provides the details of the individual declarations. 

 

The Register is accessible for viewing by the following appropriate officers during office hours:  

Headteacher, Bursar, External Auditors; and Responsible Officer. 

 

Any request by a member of the public to view the Register of Officers’ Interests will be referred to the 

Headteacher.  In considering any request, he will balance the requirement for the School 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. 

 

8.4    Examples of situations where it might be necessary for an officer to declare an interest: 

 

There is a legal requirement for the School 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 School.  The list below is not exhaustive and it is also important to 

note that you may not always need to declare an interest 
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/School governor or related to a school/School governor? 

 Are you a partner, company secretary or non-executive chairman of a company which does 

business with the School? 

 Are you employed by a body which carries out work for the School, 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 School or 

which competes with the School for work? 

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

interests? 

 Are you related to or friends with anyone who tenders for work from the School? 

 

10  EXPENSES 

Employees may claim reimbursement in respect of actual expenditure incurred by them, 

arising from attending meetings, training and conferences made on the school’s 

behalf and in the course of the school’s usual business. 

 

Eligible Expenses 

 

 Travel to and from meetings, training and conferences: 

 

Personal Car Use 

 

Reimbursement will be at the HMRC rate (currently 45p per mile). It will be calculated according the 

shortest route to and from the required destination (deducting any mileage that would normally be 

covered travelling to and from school. If during school hours and on a day normally worked). 

 

Where practical, it is expected that staff will share car use. An additional 5p per 
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passenger, per business mile, may be claimed for transporting fellow members of 

staff or school governors. 

Staff will be required to certify that their car insurance policy covers business journey undertaken on 

behalf of the school. 

 

Other Travel 

 

All claims must be accompanied by a relevant receipt or ticket. 

Train travel will be reimbursed at the second class rate regardless of the class travelled. 

 

 Attending conferences involving an overnight stay 

 

Staff will either stay at the conference hotel or another hotel at a similar rate to that of the conference 

hotel. If meals are not provided at the conference staff may purchase a meal up to the value of £15 and 

up to a total value of £30 per day. All claims must be supported by relevant receipts. 

If a hire car is a more suitable form of transport as time travelled or venue is not easily reached by 

public transport this will be authorised by the Deputy Head responsible for CPD. 

 

 Interview Expenses 

 

Applicants who attend for interview can claim expenses for their travel at the lowest cost of either 2nd 

class rail fare or private car claiming 45p per mile, HMRC standard rate.  

.  
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APPENDIX 1     FRAUD RESPONSE PLAN 

 

The response to an incident will proceed as follows: 

• The Headteacher should be informed immediately and in consultation with the Bursar, arrange 

for a suitable investigation.  Where it is appropriate to do so where this can be done without alerting 

anyone to the investigation initial enquiries may be made to determine if there actually does appear to 

be an irregularity. 

• The Governing Body will be informed as soon as possible of all suspected or discovered fraud 

or corruption. 

• The Headteacher will arrange for independent staff to undertake an internal investigation, 

receive the report and monitor this. 

• The Governing Body will review the outcome of the investigation and ensure that appropriate 

action is taken to help disclose similar frauds and make recommendations to strengthen control 

systems. 

Farlingaye High School senior management are responsible for following up any allegation of fraud or 

corruption that they receive.  They must also have regard to the above. 

The School will ensure that the following happens: 

• Deal promptly with the matter; 

• Record all evidence that has been received; 

• Ensure that all evidence is sound and adequately supported; 

• Make secure all of the evidence that has been collected; 

• Where appropriate, contact other agencies, e.g. Police; 

• Where appropriate, arrange for the notification of the School’s insurers; 

• Report to the Headteacher and where appropriate, recommend disciplinary action in accordance 

with the School’s Disciplinary Procedures.   

 Some potential signs to look for are: - 

• Employees who never take leave 

• Employees who work outside of normal working hours for no obvious reason 

• Employees with serious financial problems 

• Employees whose lifestyle is disproportionate to their income 

• Unusual concerns about visits made by senior managers or auditors 
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• Employees who often break the rules or fail to comply with procedures 

• Complaints about members of staff from parents or other employees 

• The lack of effective internal controls in an area 

• Deliveries of stocks or orders to home or any other address other than school 

Raising Concerns 

Employees wishing to raise concerns should refer to the School’s Financial Whistleblowing Policy  

Suspected or apparent financial irregularities must be brought to the attention of the  Headteacher. 

If a member of the public suspects fraud or corruption they should contact the Headteacher in the first 

instance.  

Improving Systems to Prevent Fraud 

Following incidents of fraud and corruption it is the responsibility of the Headteacher or Bursar to re-

assess the adequacy and effectiveness of internal controls within the service area in which the incident 

took place.  Where incidents of fraud and corruption are the result of control weaknesses, immediate 

action will be taken to rectify those weaknesses.  This will ensure the continuous improvement in the 

robustness of the School’s systems in response to fraud. The governors will also review 

recommendations by the Responsible Officer in relation to systems of control which have been 

highlighted in the quarterly report. 

  A need for employee or member training, may be identified as the result of fraud and this   will be 

acted upon by the Deputy Head responsible for CPD conduct who will ensure that appropriate training 

is given to all staff involved. 

An annual self-assessment of internal controls will be undertaken by the Finance committee on behalf 

of the Governing Body and recommendations will be made and acted upon. 
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APPENDIX 2 

 

 

Managing the Receipt of Gifts and Hospitality 

 

 

 

The PROVEIT test: 

 

Whether or not the offer is acceptable: 

 

Purpose Token, thanks or seeking a favour?  

(token or thanks: yes; favour: no) 

 

Rules What are they? Does this situation conform? 

 

Openness Is the offer transparent? 

 

Value  Expensive or inexpensive? 

 

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

 

Identity Who has made the offer? 

 

Timing Are you about to make a decision affecting the giver? 
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On receipt of stamped and signed invoice, invoice processed for payment

Requisition form and draft order passed to Bursar or Deputy Head for 

authorisation

Cheque paylist/BACS paylist passed to 2 signatories if under £10,000 or 3 

signatories over £10,000. For checking and signing. Once signed BACS payment or 

Cheques released

Automatic email notification generated by PSFinancials sent to person raising the 

order and paperwork returned to advise authorised

Once authorised order printed again to show authorised and order emailed or 

faxed to supplier

Order filed in outstanding orders file awaiting delivery

Goods checked on delivery by person raising the order, any discrepancies 

reported to finance team

Invoice authorisation stamp applied to invoice upon receipt

Invoice passed to budget holder who initials box to confirm goods received and 

authorising payment of the invoice & second signature obtained where necessary 

(copy kept by finance team)

Requisition Form completed by person requesting the order. Orders over £10,000  

must be supported by 3 quotes and Best Value box completed.

Requisition Form passed to budget holder to check budget, authorise and sign 

requisition form. 

Passed to Finance Team for loading onto PSFinancials. Draft Order printed. 

(Some faculty support staff can load their own orders direct to PSFinancials - in 

this instance Budget holder to sign draft order as authorisation and pass this to the 

finance team)

Upon receipt of the necessary paperwork and email notification, order checked 

and authorised

Orders

Automatic Email notification generated by PSFinancials and sent to Bursar if 

completed by finance team or Deputy Head if completed by the Bursar 
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Payroll 

All other claims  
including checked  
and authorised by  
Budget Holder or  

Headteacher 

Teaching staff and all other claims  input onto EPM by  
Carole Anderson 

Support staff claims input onto EPM by Gail Hicks 

Support staff changes, new appointments,leavers loaded onto EPM  
by Gail Hicks and copy passed to Mandy Rozier 

Teaching staff changes, new appointments,leavers loaded onto  
EPM by Julie Nunn and copy passed to Mandy Rozier 

MDSA & SMDSA  
claims checked by  
Marilyn Whinney 

Support staff claims  
checked and  

authorised by Gail  
Hicks 

Music Teacher  
claims checked and  
authorised by Sarah  

Phillips 

Supply Claims and  
Travel Claims  
checked by G 

Garnham and  
authorised by Peter  

Smith 

Home Tuition  
claims checked and  

authorised by  
Louise Gilmour 

Staff member completes additional hour claim form 

Monthly Variance Summary report checked and submitted to EPM for payment by Mandy  
Rozier. A copy of the authorised variance report to be passed to Headteacher with copies of  

claim forms (not peri's or MDSA) 

Once BACS notification received - Payroll Control accounts cleared, Payroll Reconciliation Summary signed by Carole Anderson. All  
paperwork  passed to Mandy Rozier for checking and signing off. Summary to be passed to Headteacher to sign as accounting officer 

EPM prepare payroll validation and draft costings reports 

Payroll validation report and draft costings report are checked and authorised by Mandy Rozier against Monthly  
Variance Summary and known staff changes and any changes/discrepancies notified to EPM 

EPM Process Payroll and prepare Final Costings & Summary Report 

Payroll details entered onto Payroll Reconciliation Spreadsheet and once reconciled payroll journals loaded onto  
PSFinancials by Carole Anderson 


