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OAK HILL SCHOOL MISSION STATEMENT:

Oak Hill School is a welcoming and supportive environment where children can thrive socially, creatively, and academically. Our commitment to understanding each student's unique needs drives us to provide personalised pastoral support and effective behaviour guidance, ensuring high-quality learning experiences.
Collaborating closely with our partners, we deliver a diverse and engaging curriculum that caters to the individual needs of our learners. Our guiding values: Friendship, Equality, Respect, Resilience and Excellence—shape the foundation of our school ethos.
Recognizing that some of our students have faced challenging experiences, both at school and at home, we aspire to make Oak Hill School a place where they can rediscover the joy of learning.  Through our school motto: Enjoy, Aspire and Achieve; our goal is to inspire them to dream big, fostering aspirations to become the individuals they envision, ultimately evolving into the best versions of themselves. The dedicated staff at Oak School provide unwavering support, guiding them towards the realisation of their ambitions.


Section 1
OVERVIEW

The Alternative Provision Barnet is a multi-academy trust created under the provisions of the Academies Act 2010, as amended by the Education Act 2011. Its structure of governance is constituted under the articles of association.

The funding agreement between the funding body and the academy sets out the terms and conditions on which grant is made. The Board of Trustees is responsible for ensuring that conditions are met. As part of this process the academy is required to have in place sound financial systems and controls. This Policy & Procedure document forms part of this system of accountability.

These financial procedures are subordinate to the academy’s articles of association and to any restrictions contained in the funding agreement and the Academies Financial Handbook.

The purpose of these financial procedures is to provide control over the Trust’s resources and provide management with assurances that resources are being properly applied for the achievement of the academy’s strategic plan and business objectives including
· Maintaining financial sustainability
· Achieving value for money
· Fulfilling its responsibility for the provision of effective financial controls over the use of public funds
· Ensuring that the institution complies with all relevant legislation
· Safeguarding the organisation’s assets

Compliance with the contents of this document is compulsory for all staff. A member of staff who fails to comply with the financial policies and procedure may be subject to disciplinary action under the Trust’s disciplinary procedures. It is the responsibility of heads of departments to ensure their staff are made aware of the contents of this document.

This policy should be read in conjunction with the Oak Hill School Procurement and Tendering Policy.


Section 2
ORGANISATION OF RESPONSIBILITY AND ACCOUNTABILITY

Delegation of Responsibilities

All references to the Trust Board are subject to the power of the Trustees to delegate functions to a committee of Trustees or to the Executive Head or Head of School.  In every case of delegation, prior approval of the Trust Board must be sought and must be recorded in the minutes of the meeting.  Similarly, delegation by any committee of Trustees to the Executive Head or Head of School must be recorded in the minutes.

The Executive Head may authorise in writing any members of staff to exercise powers delegated to him/her.  Any decisions remain the responsibility of the Executive Head and are taken in his/her name.

THE ROLE OF THE BOARD OF TRUSTEES

a. to ensure that any grant from the DFE or LA is only used for the purpose prescribed;

b. to satisfy the DFE that the Trust’s financial management and organisation are such as to enable it to fulfil its financial obligations;

c. to provide such information as the DFE/Secretary of State may require;

d. to appoint external auditors;
      
e. to provide the DFE with timely annual and other financial returns in the required format; 

f. to manage the Trust budget
· Consider the annual budget plan
· Approve the budget
· Consider and approve any revisions to the budget

g. to decide how to spend the budget
· in accordance with the conditions in the Funding Agreement and
· Use of grants in accordance with conditions

h. to delegate powers to spend to the Executive Head et al in accordance with
· internal scheme of delegation to committees, Executive Head, Head of School, Business Manager etc.
· limits to powers – spending (£20,000), virements (£15,000) 
· clarity – as set out in Job Descriptions
· accountability within these procedures

i. to ensure accounts are kept
· accurately and
· in accordance with AF Handbook and legislative requirements.

j. to determine staff complement and policy
· in accordance with Teachers’ Pay and Conditions agreement
· non teachers’ requirements e.g. teaching assistants , administrative staff, caretakers etc.

k	with regard to budgets:
· to make judgements and estimates that are reasonable and prudent.

· to ensure compliance with the Academies Financial Handbook


THE ROLE OF THE RESOURCES AND RISK COMMITTEE-

The committee will:-

a. to advise the Board of Trustees on financial strategy and policy within the resources available.

b. to receive, consider and present to the Board of Trustees, for approval, annual estimates of the Trust’s budget, and revised forecasts as appropriate.

c. to monitor the timely submission of and financial returns and grant applications to the DFE and DfE (where appropriate);

d. to advise the Board of Trustees on the application of the General Annual Grant and other payments made to the school in accordance with current legislation.

e. to receive regular reports on the Trust’s income and expenditure as compared with budget, and report to the Board of Trustees.

f. to keep under general review the personnel establishment of the Trust and to recommend to the Board of Trustees the financial limits for salaries and wages within the overall budget.

g. To advise the Board of Trustees on the provision of resources and services to the school and to undertake the setting up of contracts for services as determined by the Board of Trustees. To consider, where appropriate, the substitution of in-house provision and to advise the Board of Trustees accordingly.

h. to review the Financial Policy & Procedures manual from time to time together with any related matters concerning administrative systems and related equipment.

i. to monitor all financial controls.

j. to determine policy with regard to virement between budgets headings;

k. to review from time to time the Register of Trustees’ and relevant staff business interests and to ensure its accuracy. 

l. To ensure that the Trust obtains best value for money when purchasing goods and services. 

m. To ensure that the financial duties of the staff are clearly described to avoid potential conflicts and ensure separation of duties.

n. To authorise the disposal or write-off of stock.

o. To decide after consideration whether or not to insure risks posed to the academy

p. To carry out a risk management review and take action to mitigate significant risks as appropriate

q. To act as the Trust’s audit committee, receiving reports from the Responsible Officer and auditors and ensuring appropriate action is taken to implement any recommendations.

r. Request and review plans to maintain or improve their accommodation and grounds to provide a suitable, healthy, and safe environment.

s. Review premises management to consider a range of issues which fall into three main categories:

i. Maintaining current premises so that they are fit for purpose
ii. Making the best use of the premises
iii. Planning necessary changes/improvements to the premises


t	Ensure the Trust has appropriate Health and Safety policies and procedure and that these are adhered to

u           	 To review the Trust’s staffing establishment to ensure it meets the needs of the Trust within financial resources available; review the Trust’s pay and remuneration policy.		

Other Committees
In addition, the Board of Trustees has set up another Committee with delegated powers – the Quality of Education Committee, but this committee does not exercise any financial responsibility.

Financial Supervision and Reporting

To achieve sound financial management, it is necessary that the Executive Head, staff, and others concerned with the financial affairs of the school should be clearly informed by the Board of Trustees as to their responsibilities.

THE ROLE OF THE EXECUTIVE HEAD

It is the resolution of the Board of Trustees that the Executive Head should act in the role of Chief Executive.  Accordingly, the Board of Trustees will expect the Executive Head to take responsibility for making proposals about the educational character and mission of the Trust, for the organisation, direction and management of the Trust and leadership of the staff, for the determination of the Trust's academic and other activities and for the day to day organisation, staffing and management of the Trust.

The Executive Head retains ultimate responsibility but may delegate responsibility to a Headteacher or other named member of staff. The Executive Head and others will work in partnership with the Schools Finance Support Service in all matters relating to finance. 

The Executive Head has a key role in all financial matters.  The specific controls exercised are detailed elsewhere in this manual. S/He will be aware of all key financial transactions and reports viz:

a. all returns to the DFE.
b. authorising monthly payroll monitoring
c. authorising and countersigning certain order requisitions, passing authorised invoices for payment and counter signing cheques, authorising bacs payments.  (Reimbursement cheques to the Executive Head should be signed by two different authorised signatories).
d. be responsible to the Board of Trustees for appointment of staff below the position of Headteacher subject to the approval of the Chair of Trustees.
e. implement the school personnel disciplinary procedures as appropriate
f. establish and review on a regular basis the Trust’s Health and Safety Policy 

The values of the Executive Head’s delegated powers are reviewed on an annual basis as part of performance management.

It is the responsibility of the Executive Head to ensure that the Trust has adequate systems for effecting general compliance with these regulations and that arrangements are in place to enable staff to fulfil their responsibilities.

Termly monitoring reports of income and expenditure shall be submitted to the Resources and Risk Committee by the Executive Head.  This shall also include details of any item of expenditure whose current estimate may materially exceed that budgeted or for which there is no budgetary provision.

Payroll monitoring is undertaken by the Schools Finance Support Service (LB Barnet Buy-Back Service) and checked by the School Business Manager and the Executive Head and/or Head.

THE ROLE OF THE HEAD OF SCHOOL

a. To deputise for the Executive Head in his/her absence.
b. To act as a counter cheque/BAC’s signatory on the school’s bank accounts.
c. To manage budgets as designated by the Executive Head.
d. To authorise payroll amendments

The Head is designated as the accounting officer and is responsible for the financial and administrative functions of the academy. As accounting officer, the Head is responsible to the Board of Trustees and through that to the Secretary of State for:
· Ensuring regularity and propriety
· Ensuring prudent and economical administration
· Avoiding waste and extravagance
· Securing value for money through the efficient, effective, and economical use of resources,


THE ROLE OF BUDGET HOLDERS

There are no designated budget holders other than the Head and Executive Head due to the size of the school.

SITE MANAGEMENT

The Executive Head assumes the role of Site Manager, in relation to the planning and capital development of the Trust’s sites and premises, in accordance with plans and budgets approved by the Resources and Risk Committee. The Executive Head will undertake the preparation of out-line specifications for new premises, obtain tenders, planning permissions and liaise with external professionals/consultants, assisted by the Trust’s School Business Manager.

Budgets and maintenance plans will be approved by the Resources and Risk Committee to be implemented by the Business Manager in conjunction with the Headteacher for each site/premises. Day to day maintenance and repairs will be carried out by the Trust’s premises staff or external contractors as appropriate.

THE ROLE OF THE SCHOOLS FINANCE SUPPORT SERVICE

This service is bought in from Entrust plc to provide accounting support. It is subject to an annual service agreement. An outline of the role is as follows.
a. Assist the Executive Head and Business Manager in the preparation of the annual budget of income and expenditure for the school. 
b. Keep and maintain all school accounts and prepare income and expenditure accounts and balance sheet. 
c. Compliance with VAT regulations and reclaiming of VAT
d. Monitor the annual budget and present regular management reports.
e. Compilation of asset register (from Trust records); depreciation of assets  
f. Prepare analyses of costs and prepare financial statements for projects.
g. Ensure that suppliers’ invoices are authorised by an appropriate signatory before they are passed for payment.
h. Monitor and check the accuracy, completeness, and validity of payroll returns.
i. Prepare financial returns for submission by the due dates.
j. Responsible for monitoring the income sources of the school (DFE, London Borough of Barnet). The School Business Manager is responsible for monitoring the income from other local authorities (ie not Barnet).
k. Maintain contact with statutory authorities, auditors, and other organisations.
l. With the SBM, to liaise with providers re payroll, banking, insurance. 
[bookmark: _gjdgxs]
THE ROLE OF ADMINISTRATIVE STAFF

Various administrative and other posts within the academy carry out financial administration duties such as raising purchase orders or collecting income as set out in their job descriptions as specified by the Executive Head and in accordance with this document.

REGISTER OF PECUNIARY INTERESTS

It is important for anyone involved in spending public money to demonstrate that they do not benefit personally from the decisions they make. To avoid any misunderstanding that might arise all academy Trustees and staff with significant financial or spending powers are required to declare any financial interests they have in companies or individuals from whom the academy may purchase goods or services. The register is open to public inspection.

The register should include all business interests such as directorships, shareholdings, or other appointments of influence within a business or organisation which may have dealings with the academy. 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.
It must also include details of any other educational establishments that they govern, any relationships between school staff and trustees.

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

The register is maintained by the Clerk to the Board and is published on the school website.

Declaration of Business Interests is a standing agenda item on Board meetings.

[bookmark: _30j0zll]RISK MANAGEMENT

Risk management can be defined as “coordinated activities to direct and control an organisation with regard to risk”. The academy acknowledges the risks inherent in its business and is committed to managing these risks which pose a significant threat to the achievement of its objectives and financial health.

The Board of Trustees has overall responsibility for ensuring there is a risk management strategy and a common approach to the management of risk throughout the institution through the development, implementation and embedding within the organisation a formal, structured risk management process.

The Trust undertakes a regular review of the areas of risk within the MAT. The Executive Head leads on the assessment process and determines the possibility of an event occurring. The findings of the risk assessment exercise / update are maintained in a risk register and formally reported back to Trustees.

[bookmark: _1fob9te]AUDIT REQUIREMENTS

The academy has appointed external auditors - Buzzacott LLP.

External auditors, those appointed to carry out internal financial reviews (e.g. “Responsible Officer” role) and other statutory external bodies shall have authority to:

· Access academy premises at reasonable times.
· Access all assets, records, documents, and correspondence relating to financial and other transactions of the academy.
· Require and receive such explanations as are necessary concerning any matter under examination.
· Require any employee of the Trust to account for cash, stores, or any other academy property under his/her control.
· Access records belonging to third parties, such as contractors, when required.

The Trust’s Accountant is responsible for drawing up a timetable for final accounts purposes in conjunction with the Executive Head and external auditors accordingly.

Following consideration by the Resources and Risk Committee, acting as Audit Committee the financial statements will be submitted to the Board of Trustees for approval.

The external auditors will be re-appointed annually and periodically (no less than every five years) be subject to a competitive tendering exercise, in accordance with the academy’s procurement procedures. 

The Resources and Risk Committee will consider the auditors’ report and ensure that recommendations are implemented.

[bookmark: _3znysh7]INTERNAL FINANCIAL REVIEW

In line with the guidance of the Academies Trust Handbook 2025, we have a programme of internal scrutiny to provide independent assurance to the Board that our financial and non-financial controls and risk management procedures are operating effectively. 

Our internal scrutiny focuses on:

0. evaluating the suitability of, and level of compliance with, financial and non- financial controls. This includes assessing whether procedures are designed effectively and efficiently, and checking whether agreed procedures have been followed 
0. offering advice and insight to the Board on how to address weaknesses in financial and non-financial controls, acting as a catalyst for improvement, but without diluting management’s responsibility for day to day running of the trust 
0. ensuring all categories of risk are being adequately identified, reported and managed. 
Guided by the R&R Committee and in line with the ATH, we deliver internal scrutiny each year in the way most appropriate to our circumstances. Options include:
0. employing an in-house internal auditor 
0. a bought-in internal audit service from a firm, other organisation or individual with professional indemnity insurance
0. the appointment of a non-employed trustee 
0. a peer review by the chief financial officer from another academy trust. 

[bookmark: _2et92p0]WHISTLE BLOWING POLICY

The Trust seeks to run all aspects of school business and activity with full regard for high standards of conduct and integrity. In line with this a Whistle-blowing Policy has been approved to give clear guidance to employees who may wish to raise concerns.

[bookmark: _tyjcwt]FIXED ASSET POLICY

The Fixed Asset Register consists of a list of items (or specific group of items purchased within the accounting period) valued over £2,000 in accounts that are considered to have a life longer than the financial year they were purchased in. A purchase costing less than £2,000 per individual item is written off to the income and expenditure account in the period of acquisition. Full details are given in the Trust’s Fixed Asset Policy.

[bookmark: _3dy6vkm]GIFTS AND HOSPITALITY POLICY

In accordance with the Academies Financial Handbook, the school has a policy on the acceptance of gifts, hospitality, awards, and any other benefit which might be seen to compromise the judgement or integrity of staff or Trustees. This is detailed in the Gifts and Hospitality Policy.
[bookmark: _1t3h5sf]
Any substantive gifts with a monetary value in excess of fifty pounds, received from any person or company in any way connected to the school by any member of staff/governor must be declared to the Executive Head or Chair of Trustees and recorded for review by the Chair of Trustees.

FRAUD POLICY

The Trust has a duty to its stakeholders to take all responsible steps to prevent fraud occurring, whether perpetrated by staff, students, contractors and suppliers, other organisations, or members of the public. It has accordingly approved a Policy Statement and procedures for fraud prevention, detection, and investigation. These are detailed in the Fraud Policy.



Section 3
BANKING AND TREASURY MANAGEMENT 

Banking    
The Trust has the following bank accounts with the Lloyds Bank–

· Current account  
· Charge Card account

The current account is used to meet the day-to-day operational requirements of the Academy and is monitored by the Schools Accountant and School Business Manager on a regular basis. 

The Academy is aware that it is not permitted to go overdrawn at the bank and, in the event that the Trust becomes aware that there are insufficient funds available to meet the current commitments, the Trust will contact the DFE for guidance.

The academy’s bankers are appointed in accordance with the academy’s procurement procedures and are periodically reviewed.

Banking arrangements are governed by the following -

a. Authorised signatories are the Executive Head, Headteacher, and the School Business Manager.

b. Two signatures are required on all cheques/BACS payments over £1,000;

c. All changes to the authorised signatories will be approved by the Resources and Risk Committee;

d. BACS payments are made through Entrust. 

e. BACS payments are prepared by the Finance Assistant on Access Education (formerly HCSS), the school’s accountancy package; these are approved by the Head and/or Executive Head and subsequent authorisation to Entrust for payment is made by the Business Manager.  The Business Manager checks for any errors within the statutory timescale of three days prior to release of monies once the report is loaded and can be accessed.

f. Any transactions relating to the financial arrangements of Executive Head Services to the school will be authorised by the Chair of the Trustees.

g. If a cheque is issued, it is prepared by the School’s Accountant/Finance Assistant for the categories of expenditure detailed in the School Budget Plan and are attached to the appropriate documentation i.e. invoices for certification;

h. There are two named charge card holders, the Head and the School Business Manager.  The School Business Manager prepares a monthly statement which is authorised by the Executive Head.

i. The school will not enter into any loan or overdraft agreement;

j. Cheques are not pre-signed;

k. When not in use, cheque books and charge cards are securely kept in the school’s safe;

l. Bank statements are received monthly;
The Schools Accountant/Finance Assistant monitors the bank position and performs the bank reconciliations on all Bank Accounts on a monthly basis.  The statements are reconciled against the bank balances on the accounts package. The Exec Head checks the reconciliations directly by accessing accounts software, Access Education.   Statements are filed in statement number order and are kept in the Finance Office.    

The School has an agreement with the bank which includes the following aspects
· for the accounts to be administered free of charge
· The school receives its bank interest gross (no tax deducted) and credited monthly directly into the current account.

Charges for returned cheques etc are normally recharged to the person who has brought this charge about e.g. if a parent gives a cheque for a school dinner, and the cheque is returned unpaid, the parent should reimburse the school for the bank charges.

The school may not borrow money from any source, charge any asset or security, nor enter into a deferred purchase agreement.

Reserves and Investment Policy

The policy of the Trust is to aim to carry forward a prudent level of resources designed to meet the need of any unforeseen contingencies and fulfil development plans of the Trust, subject to the constraint that the level of resources does not exceed the any level specified by the DFE.

The Resources and Risk Committee will monitor the levels of reserves in financial reports provided by the school and in the annual financial statements prepared by the Auditors. 

The aim of the Trust’s investment policy is to ensure funds that the Trust does not immediately need to cover anticipated expenditure are invested in such a way as to maximise the Trust’s income but with minimal risk. The Trust does not consider the investment of surplus funds as a primary activity, rather as a result of good stewardship and as and when circumstances allow.

The Executive Head will authorise the School’s Accountant to make arrangements accordingly in conjunction with the academy’s bankers.


Section 4
BUDGETS

The Board of Trustees will prepare annually a budget estimate of all expected revenue and expenditure in accordance with the requirements of the Trust Improvement Plan, the Trust’s aim and objectives and within the funding as may be allocated to it by the DFE and any available reserves.

The Resources and Risk Committee of the Board of Trustees has the delegated responsibility for the preparation of such a budget for submission to the full Board of Trustees for approval within the timescale required by the DFE.

In order for the Board of Trustees to make an informed approval, the Budget estimates must not only show forecast income and expenditure for the Budget year but also a similar forecast for the current year.

EXPENDITURE AUTHORISATION

The Board of Trustees may only incur expenditure which has been approved within the financial resources available to it.  In cases of emergency only, orders for expenditure outside of the agreed budget limits may be approved by:

· Any two members of the Board of Trustees from Chairman, Vice-Chairman, Chair or Vice Chair of the Resources and Risk Committee.

Such approval will be granted only upon written submission from the Executive Head together with a detailed plan of how savings within the agreed budget may be achieved to ensure that the total agreed budget is not exceeded.  Any such decisions shall be reported in full to the Board of Trustees at the following termly meeting.  

DELEGATION OF EXPENDITURE BUDGETS

The Executive Head may delegate part of the expenditure included within the budget to:

· Head of School
· The School Business Manager
· Other responsibility post holders

Such delegation should be made as part of the Improvement Plan.  Budget holders should receive and review reports detailing amounts spent/committed against their particular delegated budget.  The Executive Head should meet and review with budget holders as may be necessary but at least once a year. The Executive Head remains responsible for all expenditure incurred under these delegated budgets.

Please see attached procedure notes for ordering and payment – Appendix 1.

VIREMENT 

The Executive Head may authorise budget virements up to £15,000, which shall be reported to the next meeting of the Resources and Risk Committee.
The Resources and Risk Committee may authorise budget virements between £15,000 and £50,000

BUDGETING PROCEDURES

The Trust follows a budget setting process which involves the scheduling of a series of meetings attended by the Executive Head, Head, School Business Manager and Schools Accountant.  The Schools Accountant and School Business Manager produce the draft budget after examining the financial information available from the previous financial year(s) and the financial implications of any additional information available, i.e. curriculum plan and staffing establishment. An assessment of grant and other income is made.
 
Whilst assisting in the preparation of the budget the Executive Head considers not just the short term financial plans but also considers the medium and longer term implications.


The Head and School Business Manager present the draft budget to the Resources and Risk Committee for approval, with supporting information such a staffing costs and contracts. When the Committee is completely satisfied with the figures presented at the meeting, it agrees the budget before the figures are presented to the full board of Trustees for final approval.
								
The approved budget is presented to the full Board of Trustees at their next meeting, with any additional information reported verbally by the Chairman of the Resources and Risk Committee. The Trustees once again have an opportunity to ask relevant questions on the figures presented to them before they finally approve it. When the Trustees have ratified the budget it is submitted to the DFE.

When the budget has been set for the financial year, the Executive Head has the authority to spend within the agreed budget. When the Executive Head wants to spend from the contingency fund he is required to obtain the approval of the Resources and Risk Committee.

Budget Holders are given their allowance for the financial year; they have discretion on when they can spend their allocation. It is allocated to them on a departmental basis rather than allocating to the various budget headings i.e. books, equipment, stationery and materials etc. 

All Budget Holders are required to ensure that all purchases from their budget achieve the best possible value for money.

MONITORING AND CONTROL OF EXPENDITURE

Budgets are monitored against estimates by the Schools Accountant on a monthly basis, copies of the reports are passed to the Executive Head for information/action as necessary with any anomalies highlighted.

The Executive Head is fully briefed by the Head and School Business Manager prior to all Resources and Risk Committee meetings and budget monitoring reports are produced.

It is the responsibility of the Resources and Risk Committee to review and monitor actual expenditure incurred and income receipts against budget and report as appropriate to the full Board of Trustees at least termly.

At the conclusion of each financial year the outturn report should be made available to each Trustee.

CAPITAL EXPENDITURE

The Trust has an annual Capital Budget which it may spend.  It may also use revenue money to fund Capital Expenditure.  

All Capital expenditure must be approved by the Resources and Risk Committee or Board of Trustees, such approval may take the form of approval to an Asset/Premises Management Plan and the annual budget.



Section 5 
PAYROLL AND PENSIONS    

The payroll is administered on behalf of the school by a Payroll Provider, currently Schools Choice.

The School Business Manager is responsible for notifying the Payroll Provider of any payroll amendments, including any affecting their pay or conditions.  The Head is responsible for notifiying the Payroll Provider of any payroll amendments relating to the School Business Manager.

All appointments, leavers and bank details or changes to existing employees’ details are submitted in the required format by the relevant date. All the staff at the school are paid monthly, in arrears on the last working day of each month.  

All amendments to payroll are authorised by the Executive Head/Head or one of the other authorised signatories in their absence. Any amendment to the Executive Head’s own salary is authorised by the Chair of Trustees.  All statutory changes to salary, i.e. annual pay awards etc. are automatically amended by the Payroll Provider after authorisation by the school. 

All decisions relating to staff, which require amendments to payroll must be confirmed by reference to interview details, appointment letters etc.  All minor amendments are authorised by the Head. Any amendments to an individual’s pay details are updated on the employee’s own Personnel record by the School Business Manager. The Personnel records are kept locked in the School Business Manager’s office.

All voluntary deductions from salary are authorised by the individuals concerned. Copies of all such amendment authorisations are kept by the school on the individual Personnel file.

Pre-payroll
Printouts produced by the Payroll Provider are returned to the Trust prior to payday to enable the planned payroll to check them for accuracy.  The school at this stage is unlikely to recall an individual member of staff's pay, although if a serious error occurred the school could stop the pay for that individual.  Any discrepancies are resolved by the School Business Manager/Schools Accountant by e-mail. The Schools Accountant checks the payroll on a monthly basis and the SBM authorises these checks and any queries raised. 

Post Payroll (final costing report)
The information returned to the school is reconciled on a monthly basis by the Schools Accountant. The Payroll Provider should produce the following information for the school:

· Payroll costing report (on-cost details)
· Statement of employee costs (employer and employee costs)

When the printouts are received by the school, the Schools Accountant makes the following checks to ensure the accuracy of the payroll data:

· All amendments to payroll have been applied correctly
· Gross pay details match previous month's gross pay (Totals)				
· Gross pay details match previous month's gross pay 
· Payroll totals compared with budget
· Each month the Schools Accountant checks the names on the payroll to ensure that the list is accurate and up to date.  The Schools Accountant and the Executive Head both sign the payroll print to confirm that the check has been performed.

The Schools Accountant periodically reviews the gross pay of individual employees back to the latest Budget plan, to ensure that they are paid on the appropriate salary point.

The Headteacher of the academy is responsible for organising teacher absence cover through an agency.   An electronic timesheet is emailed to the school, which the Head/School Business Manager, or another authorised signatory can sign.  The invoice is checked against the timesheet for accuracy and then passed for processing.  The School Business Manager advises the agency of any errors to be rectified.

All the financial year end returns are produced by the Payroll Provider on behalf of the school. i.e.  HMRC return, Local Government Pensions return, etc. The Payroll Provider sends the returns to the relevant agencies. The Business Manager, with the Payroll provider is responsible for producing the Teachers’ Pension annual return.  The Business Manager is responsible for ensuring it is audited and submitted.

The Schools Accountant posts payroll information onto the accounting system coding appropriately to the correct analysis and budget account codes.

The Executive Head has responsibility for the appointment of teaching staff.  The Executive Head provides for the approval of the Board of Trustees a list of increments and recommended levels; these are reviewed annually by the Board of Trustees and all scales and increments appraised on the advice of the Executive Head.  The payroll bureau is advised accordingly of any decisions to amend salaries.

The Executive Head is also responsible for non-teaching staff appointments.

Details of all appointments are submitted to the Personnel Provider and notified to the Payroll provider.  Details of new appointments are passed to the School Business Manager for input of staff data on to the Trust’s database. A copy of all forms and letters signed by the Executive Head or Head regarding any appointment is kept on the individual member of staff’s file.

The Executive Head informs the Board of Trustees of a proposed staff structure once a year as part of their report to Trustees.

All non-teaching employees shall be appointed in accordance with the NJC terms & conditions and the schedule of posts and any changes to it agreed with the Board of Trustees in accordance with the school’s Whole School Pay Policy.




Section 7

INCOME	

The Board of Trustees, shall arrange for proper records to be maintained of all items of income arising to the school.  

The Board of Trustees shall be notified promptly of any monies due to the school, which are not collected by the due date and action taken to recover such sums.

All monies received on behalf of the Trust shall be acknowledged at the time of receipt. 

All monies received by an employee shall, without delay be paid into the Trust bank account.  No deduction from any monies so received may be made in any circumstances.  With regard to cheques, each person who so banks money shall enter on the banking slip some reference to the related debt or source of payment in order to provide an audit trail.  The reverse of each cheque banked should show the name of the school.

Examples of the main sources of income into the school bank account are as follows:
· Grants from the DFE
· Income from LA 
· Bank Interest
· Lettings – currently none
· Pupil and Staff paid meals
· Payment for school uniform
· Payments for student placements

Grants and other Income from the DFE/LA 
Such Income is paid directly into the Trust’s current account.
 							
Bank Interest
Interest is credited to the school’s current account. 

Lettings 
There are currently no lettings.
Long term lettings i.e. in excess of one term are to be approved by the Resources and Risk Committee; casual/short term lettings (one of or less than one term) to be approved by Headteacher of the site. The Headteacher of each site has oversight and responsibility for school lettings although the daily administration is undertaken by the administrator/caretaker.  Lettings will be subject to fixed rates approved by the Resources and Risk Committee. In all circumstances there will be elements for heating, lighting, caretaking and administration costs. 

Pupil and Staff Paid Meals
These payments are collected electronically via SumUp. Administrative staff ensure payments records are kept up to date. The School Business Manager monitors payments and debts and takes action in accordance with the policy guidance of the Trustees.

Cash Income
Money for school trips is collected by the office staff and receipts issued. The paying in book is signed as evidence of receipt of cash. The cash item is recorded in the relevant accounting records and the cash/cheques are placed in the safe, pending banking on a regular basis to ensure the value of the amount held in the safe is well within the insurance limit.  

Write off of Bad Debts
The Board of Trustees may approve the write off its debts, for which all reasonable cost effective recovery action has been demonstrated to have been taken.

The Executive Head shall provide details to the Resources and Risk Committee of all debts not collected within 90 days of becoming due and action taken to recover the debt.  The Resources and Risk Committee is responsible for deciding the best course of further action to be taken in recovery of the debt.

Unrecoverable debts may be written off by the Board of Trustees who must minute such a decision and keep a full record of the debt and steps taken in attempts to recover it.


Section 8
MISCELLANEOUS   

8.1 TAXATION
The school has adopted the procedure for submitting monthly summary of the VAT paid and received by the Trust to HMRC in order to be able to reclaim VAT on expenditure relating to non-business activity or pay VAT on income where appropriate.  

8.2 TRAVEL AND EXPENSE CLAIM PAYMENTS
Any claim for travelling expenses/other expenses/subsistence/supplies or study purposes must be submitted on the approved form (either Staff Reimbursement Form or mileage claim forms). 

 In the case of the Executive Head’s expenditure it must be approved by the Board Chair, Vice Chair or Chair of Resources.

Approval of any claim shall mean that the approver has satisfied him/herself that the claim is contractually allowable and that the expense has been properly and necessarily incurred.

The Executive Head is responsible for ensuring that any relevant declarations to the Inland Revenue are made via the Payroll Provider.

8.3 DOCUMENTATION AND SECURITY OF RECORDS
Data stored on the school network can be highly confidential; these include pupil records which are maintained using the “School Pod” administration system and the school’s financial accounting package.  No individual should have free access to all levels of the school’s financial data enabling them to complete all elements of a financial transaction.  

8.4 BACK UP AND OFFICE SECURITY
The school maintains computerised accounting records.  The accounts package is password protected so that only the Executive Head, Headteacher, Chair of Resources and Risk Committee, administrative staff and finance officers have access at appropriate levels. 

Back up for all financial records and pupils’ records, which are maintained on the system, takes place on a daily basis by the person who updates the package.  Manual records relating to the school’s accounts are also retained in the school in a locked office.

The Office Administrator is responsible for opening all school mail unless marked personal.  All cash, cheques or credit advices received by post are processed by the Office Administrator or passed to the Business Manager where applicable.

All cheque books, charge cards and card readers are kept in the school safe.    The safe keys are held securely.  Only the Head, Business Manager and Office Administrator have access.

The Trust’s records of account are kept available for the “Responsible Officer”, external auditors and such other parties which have a right of inspection.
							
8.5 DISPOSAL OF DOCUMENTS
All documents of a sensitive or confidential or financial nature are retained for the agreed number of years, after which they are securely destroyed. 

· Interview papers will be kept for one year
· Files for staff who have left will be kept for six years plus current year
· Records of staff accidents will be kept for 12 years
· Records for income and expenditure will be kept for six years plus current
· Tender documents/records – 12 years 
· Information pertaining to Free School Meals will be kept for three years.

8.6 INSURANCE
The school has a comprehensive insurance policy, through the RPA (RIsk Protection Agency) part of the DFE, additional insurance for the school minibus is provided by Zurich Municipal.

The insurance cover is approved by the Resources and Risk Committee.

The Headteacher on behalf of the Board of Trustees is responsible for giving prompt notification to the insurance provider of any fire, loss or other damage accident of occurrence which may give rise to a claim under the insurances and to inform the police or other authorities as may be appropriate.

Every employee who receives reimbursement from the school for the use of their vehicle whilst on Trust business must maintain an adequate insurance cover on the vehicle so as to cover the use on official business of the Trust.  

The Board of Trustees is required to ensure proper compliance with the requirements of insurers arising under any policy maintained by the Trust.

8.7 ASSET MANAGEMENT/ INVENTORY OF PROPERTY

The acquisition of assets is subject to the same authorisation procedures as other purchases.

The Board of Trustees is responsible for the control of all inventory items of the school.  
All disposals of material assets, by sale or write off, require authorisation by the Executive Head and/or Board of Trustees.  The date of disposal, area removed to and quantity disposed is recorded in the assets register by the school office staff and the Executive Head signs against the date. Disposal shall be in a manner that achieves value for money for the school.  Any income so arising shall form part of the official resources of the school.

The recording of assets is required for the Assets Register/balance sheet and insurance purposes.
The Assets Register includes all items or groups of the same items with a value in excess of £2,000 in line with the Trust’s depreciation policy. The Assets Register is also part of the Trust’s Inventory

The Trust’s Inventory includes all items or groups of items valued over £100 (but below £2,000). 

Asset Checks 
The Caretaker carries out spot checks of the whole school inventory against actual physical assets and investigates any discrepancies found.  A complete inventory check is also made annually against hard copy inventories, and updated if necessary. 

Insurance of Assets
Consideration is given to the adequacy of the insurance cover when purchasing an asset of significant value.

The Executive Head on behalf of the Board of Trustees is responsible for ensuring that efficient arrangements for the safe keeping of any property are maintained.

No item of school property shall be removed from the premises otherwise than in the normal course of school business, unless the loans book is completed when school property is borrowed by members of staff.

8.8 SECURITY – GENERAL
The Board of Trustees is responsible for maintaining proper security at all times for all stocks, furniture, equipment etc., under their control whether or not specified on the inventory records.  

The Executive Head is responsible for keeping and updating a record of all key holders and advising the Board of Trustees of any changes.  A copy of the list should be held by the Executive Head, relevant Headteacher, Chair of Trustees, School Business Manager and Caretaker.

All items of value must be kept locked at all times when they are not in use.  This includes items given to staff, by pupils or parents, which require caring for; for example musical instruments, money, jewellery and personal property. Items may be sent to the school office for security reasons.

No information e.g. addresses, telephone numbers or personal information should be released to any other parent, or visitor.

All school monies and confidential papers are kept locked on the school premises.

Any persons seen on the school site or vicinity not wearing visitor ID should be challenged and escorted to the office.

8.9 DATA PROTECTION
All information is protected.  The computer system may not be entered except by the use of a passphrase or password which has been approved by the IT technician.  The Head of School is responsible for reviewing the protection of data, in line with the Data Protection Act 2018.

In the event of an emergency when telephone numbers and addresses are needed, the Executive Head or Head should be consulted.

No information covered by the Data Protection Act 2018 may be released to parents or visitors who request it.  Any requests to be passed to the Head or Executive Head.

Computer systems are regularly backed up and maintained by a third party IT contractor, currently TurnItOn.

Appendix 1	
PROCEDURES FOR ORDERING AND PAYMENT OF INVOICES

Key Personnel
· School Business Manager
· School Administrator
· Entrust Schools Finance Support staff 
· Headteacher/Executive Head

Placing an Order

Staff wishing to place an order should submit details to the Office Administrator. The order is authorised by the Head or Business Manager.  The Office Administrator then completes a Purchase Requisition on the Access Education system.

Completed purchase requisitions are authorised by the School Business Manager on Access Education and converted into purchase orders which are then forwarded to the supplier by the Office Administrator.

DELIVERIES

The Invoice/delivery address will be that of each Trust site.
When deliveries arrive someone from the office will sign the delivery note ‘unchecked’.  Either the caretaker or the Office Administrator will check the items delivered against the supplier’s delivery note.  The person checking the order needs to sign or initial the delivery once it has been checked, making a note of any discrepancies. The Office Administrator will phone the supplier immediately if there are any discrepancies.

PAYMENT

With effect from 14th May 2020, all payments are made by BACS.

Invoices arrive at the designated Trust email or postal address. The School Business Manager/Administration Assistant will check the invoice against the delivery note and official order number. Access Education stores information relating to Order numbers, GRN numbers, Invoice details and payments made. Paper copies of Purchase invoices show are crossed referenced with the order number, cheque number and cheque date. 

 Scheduled BACS payments are prepared by the Finance Assistant and entered on to Access Education. The spreadsheet is checked by the School Business Manager and passed to the Head and Executive Head for authorisation.  The system automatically generates a remittance advice to email to the supplier.  

If payment cannot be made by BACS, written cheques will be left with the finance assistant for signature by one or two authorised signatories as per policy.  The School Business Manager will ensure that the cheques are posted once they have been signed and the certified invoices are returned to the finance assistant for filing.  




SIGNATORIES

ORDERS – School Business Manager (but all the authorised signatories can sign orders in her absence). The person that signs the order MUST NOT sign the cheques, unless as a second signatory. 

CERTIFICATION OF INVOICES – Head/School Business Manager 
BACS payments/CHEQUES – Under £1,000 Signature of Executive Head (Head or School Business Manager in her absence)
Over £1,000 Two signatures.  One must be from Executive Head.  Second from either Head or School Business Manager.  (As the Executive Head is not based in the building, authorisation is made on the BAC’s file, prior to release.)
A copy of the most recent authorised signatories list is kept by the Finance Team.

The signatories should check that payment is supported by the relevant authorised documentation. 
The invoices are filed in date order by supplier in an "Invoices paid file".
Suppliers’ statements are checked by the finance assistant against computerised records.

SEPARATION OF DUTIES
1. The person signing the order must not sign the cheque/authorise the BACS payment.
2. There should be two signatories on all cheques/BACS payments over £1,000.
3. The Chair of the Trustees will authorise any Related Party Transactions relating to Executive Head Services

NON ORDER INVOICES

Non-order invoices are checked by the School Business Manager to ensure that they are accurate /correct, and authorised for payment as above. Non order invoices usually relate to telephone orders (only made in emergencies, and kept to a minimum), catering invoices, supply teacher invoices and public utilities, e.g. water, fuel bills, telephones bills, etc.

The finance assistant enters non-order invoices into the accounts system, sets up a BACS payment for them and ensures that invoices are authorised in the usual way.

All staff must ensure value for money on all purchases of goods and services. Major purchases are checked by the Executive Head before the purchase is made, to ensure that the best possible value for money is achieved. 



APPENDIX 2
 Summary of main Delegated Powers/ Activities 
	Delegated duty/activity
	Value
	Authorisation

	In consul-tation with

	Banking
	
	
	

	Banking transfers between accounts
	any
	Any one from
Executive Head
Schools Accountant
School Business Manager
	

	Bank account access
	Read only
	Executive Head
Head of School
School Business Manager
	

	Expenditure Purchasing
	
	
	

	Requisition request for PO 

	
	Teacher/Office Administrator
	

	Approval of Purchase Orders
	£1 - £5,000

£5,001 - £10,000
	School Business Manager, (in absence Head)
Head
	

	Certification of Invoices

	
	Head/ School Business Manager
	

	Payments – cheques, Bacs etc.
	Under £1,000
	Signature of  Executive Head
(Head/Business Manager in her absence)
	

	Payments – cheques, Bacs etc.

	Over £1,000

	Two signatures: one from
Executive Head* and other from either
Head or SBM
*where the transaction relates to Executive Head services, the Chair of the Trustees and not the Executive Head will act as signatory
	

	Quotations and tendering

	£10,001 - £20,000
£20,001 - £60,000
£60,001 plus
	Executive Head
Chair of Resources & Risk
Chair of Trustees
	

	Budget virements

	Up to £15,000
£15,001 - £50,000
	Executive Head
Resources and Risk Committee
	

	Employment/payroll
	
	
	

	Staffing complement of Trust/each academy
	
	Annual approval by Resources and Risk Committee with Budget
	Executive Head

	Increments/individual pay awards
Implementation – paper record required
	
	Annual approval by Resources and Risk Committee
Authorised by Head/Executive Head
Input by SBM
Payroll checked School Accountant
	Executive Head

	New appointments within approved staffing complement
	Executive Head/Head of School
Other staff 
	Board of Trustees
Executive Head/Headteacher
	

	Any additional payments or expenses claims
	Executive Head
Other staff
	Chair of Trustees/ Resources
Headteacher
	

	Agency staff timesheets/ payments
	
	Headteacher/SBM
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