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Introduction

This policy is accessible to: 
 all staff (permanent, temporary, supply or otherwise)
 inspectors
 parents (on request)
  Trustees and Management Committee members
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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.

This policy should be read in conjunction with the Financial Policy and Procedures (as reviewed April 2026)
  
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.

Section 2 - ORDERING SYSTEM

The Board of Trustees is responsible for nominating staff within the school who are to be responsible for placing orders on behalf of the Trust.

All orders are produced electronically on Trust’s accounting package (Access Education, formerly HCSS Accounts) by the School Administrator and are authorised by the School Business Manager.

No order shall be placed unless within the approved expenditure levels of the budget or unless exceptionally authorised by the Executive Head or Chair of Board of Trustees as provided for by this policy.

Each order must be placed using the official academy order.  All verbal orders e.g. telephone orders must be followed by an approved order.

All orders must be dated and priced prior to issue.  They should contain sufficient descriptive detail to enable the order to be associated with the invoice when received and for the appropriate expenditure code to be charged.  It is recommended that they show:

· Date of order
· Full description of supplies, work or services required
· Quoted or estimated price
· Date of requested receipt/ completion of order
· Budget expenditure area to be charged/Expenditure code
· Name of requisitioner/issue and signature
· Approval signature/electronic authorisation on Access Education by the School Business Manager

Any substantive change to a previously issued order should itself be subject to the issuance of a further order by way of amendment and be subject to full approval as above.  Minor changes may be noted on the original order and the requisitioner is responsible for signing for such changes and in the case of price obtaining the School Business Manager’s signature to the change.

Upon completion of the order the requisitioner should as far as it practical ensure that the supplies, work or services completed are checked against the order for completeness as to quantity, quality and compliance with specification.  The supplier should be informed immediately of any shortage or non-compliance.

 All orders should be issued at the time of order and in all cases before commencement of supply.

The member of staff requisitioning the goods or services is responsible for ensuring that the best possible price is obtained having due regard to the circumstances of the purchase.  The Executive Head is responsible for monitoring this on behalf of the Board of Trustees.

 A copy of each order shall be kept at the school for audit and accountancy purposes.  A central file of outstanding orders must be maintained in order to provide details of outstanding commitments accruing to the school at any time.

Official order forms need not be placed for utility services, agency bookings, periodical payment agreements and annual subscriptions.


SECTION 3 - PROVISION OF WORKS, SUPPLIES AND SERVICES – PROCUREMENT

Before orders for the execution of works or provision of supplies or services are placed the following procedures will apply:

· £1 - £5k- the school uses trusted contractors who have previously demonstrated good value and quality or comparative prices of three suppliers have been obtained,
· Contracts likely to be in excess of £5,000 – the person ordering must demonstrate obtaining value for money, e.g.  comparative prices of three suppliers,
· Contracts in excess of £10,000 – at least 3 written quotations must be obtained
· Contracts in excess of £60,000 – a formal tendering process is to be undertaken

Any variations on this must be agreed by the Resources and Risk Committee.  The above amounts are total contract values and do not apply to services provided by the LA.

For all contracts of amounts up to £10,000 the provision of the ordering system and use of standard order forms as detailed above apply.

All contracts in excess of £60,000 will only be undertaken under the supervision and management of the Executive Head.  It shall be the responsibility of the Board of Trustees to ensure a full specification of supplies/specification of work to be undertaken is drawn up which shall form the basis of the contract between the school and the supplier/contractor.

The Board of Trustees will ensure that a register of all payments made under such contracts recording all amounts due and payments made by instalments is maintained.

All such payments shall be made against a certificate signed by the Executive Head or for payment over £60,000 by the Chair of Trustees.  Payment on account may only be made in accordance with the provisions of the Contract and against certificate from the supplier/contractor detailing the total amount of the contract, the estimated value of work to date and materials supplied, any retentions made for VAT, Inland Revenue purposes, agreed damages for unsatisfactory work and details of payments made to date.

On completion of a contract valued over £60,000 the Executive Head will produce to the Board of Trustees a detailed statement of all work carried out under the contract together with all documentation relating to specification or changes thereto and omissions.  These will be examined and agreed with the Board of Trustees before the final completion certificate required under the contract is issued to the supplier/contractor.



SECTION 4 - TENDERING PROCEDURE

Open tender

Open tender is the Trust’s preferred method of tender due to its open and competitive nature.  All interest suppliers are invited to tender, with the SBM making a recommendation to the Head and Executive Head, and the Resources and Risk Committee.  The Resources and Risk Committee have the final say in selecting the successful tender.  Advertisements in trade publications will be used to attract bids for tender. 

Restricted Tender

In this scenario, only specified suppliers chosen by the Resources and Risk Committee are invited to bid.  The Trust will establish a shortlist of five bids during the restricted tender.  Restricted tender is used in any of the following circumstances:

· There is a need to maintain a balance between the contract value and administrative costs
· The service required is specialised
· The cost of public advertisement outweighs the potential benefits of open tender


Negotiated tender

In this scenario, the terms of the contract are negotiated with the supplier.  Negotiated tender is only used in any of the following circumstances:

· Other types of tender have been used and have not found any suitable suppliers
· Very few suppliers are available
· There is an urgent need for a service

[bookmark: _heading=h.1ksv4uv][bookmark: _heading=h.44sinio]Specification  

The specification should include:
· Technical details
· Health and Safety considerations
· Insurance requirements
· Contract

The school will also draw up the contract terms and conditions against which the tenders are to be prepared. Any consultants will be required to provide reasons for the particular contract proposed.
							
Form of Tender

The form of tender should include:
· The total contract price
· A breakdown of the price to specific elements of the works
· Time Scale
· A time scale for the completion of the works will also be required.

The Resources and Risk Committee will draw up a list of the organisations invited to tender. The list will be reviewed and agreed by the Executive Head, who will check Trustees' interests in any of the organisations.  The Chairman of the appropriate Committee will send out invitations to tender.

Receipt of Tenders

Tender documents will be sent to the Chair of the Resources and Risk Committee.  All tender documents should be opened on the same day by more than one person, including the Chair of the Resources and Risk Committee. The name of the tenderer and the contract price should be recorded.

Tender Evaluation

The tenders will be evaluated on the following criteria:

· Compliance with technical and contractual requirements
· Price / Value for Money
· Appropriate qualifications of the organisation
· Knowledge of quality of work and reliability
· Previous experience of similar work
· Previous experience of working with the Trust
· Time scale involved

The Resources and Risk Committee will decide or recommend (as appropriate) to the Board of Trustees the tender to be accepted.  Where it is recommended that the lowest tender is not accepted, the rationale behind the decision should be documented.

All the companies who have submitted a tender document will be informed of the result of the tender. No work may commence until formal letters of approval are issued.
											
Emergency Decisions

If an urgent decision is necessary and it is not practicable to call a meeting of the Resources and Risk Committee, then a decision may be taken by either the Chair of Trustees or Chair of the Resources and Risk Committee which will be reported to the next meeting of that Committee.

Emergencies include urgent matters of Health and Safety and matters which affect the normal operation of the school.

SECTION 5 – RELATED PARTY TRANSACTIONS

Trustees avoid any conflicts of interest, declare their interest in proposed transactions and arrangements, and do not accept benefits from third parties. 
All members, Trustees, local governors and senior employees complete the register of interests. 
No member, Trustee, local governor, employee or related individual will use their connection to the Trust for personal gain, including payment under terms that are preferential to those that would be offered to an individual or organisation with no connection to the Trust. 
Payments to Trustees by the Trust are only made where permitted by the articles, or by the authority of the Charity Commission, and comply with any relevant agreement with the Secretary of State. 
The Trust considers their obligations where payments are made to other businesses who employ a Trustee, are owned by a Trustee or in which the Trustee holds a controlling interest. 
Where the Trust believes a significant advantage exists in paying a Trustee for acting as a Trustee, the Charity Commission’s approval will be obtained prior to payment.  
The Trust adheres to ‘at cost’ requirements. 
The Chair of the Board of Trustees and the accounting officer ensure their capacity to control and influence does not conflict with related party transaction requirements. 
Personal relationships with related parties are managed in a manner that avoids both real and perceived conflicts of interest, promotes integrity and openness and is in accordance with ‘The 7 principles of public life’. 
The Trust is aware of relationships with related parties that may attract greater public scrutiny, such as:
· Transactions with individuals in a position of control and influence, including the chair of the Board of Trustees and the accounting officer.
· Payments to organisations with a profit motive, as opposed to those in the public or voluntary sectors.
· Relationships with external auditors beyond their duty to deliver a statutory audit.
Record keeping

The Trust keeps sufficient records, and makes sufficient disclosures in the annual accounts, to show that related party transactions have been made in accordance with accountability and transparency standards. 
Approval by the DfE

The Trust will obtain the DfE’s approval for related party transactions that are novel, contentious or repercussive. Transactions involving the Chair of the Board or the accounting officer will be carefully considered against this requirement. 
[bookmark: bookmark=id.qsh70q]The Trust will obtain the DFE’s prior approval for contracts supplying goods or services by related parties agreed on or after 1 April 2019 where any of the following limits apply:
· The contract exceeds £40,000
· The contract would take the total value of contracts with the related party to beyond £40,000 in the same financial year ending 31 August
· The contract relates to a party already in receipt of contracts exceeding £40,000 individually or cumulatively in the same financial year ending 31 August
For the purposes of reporting to, and approval by, the DFE, related party transactions do not include salaries and other payments made by the Trust to a person under a contract of employment through the Trust’s payroll.
[bookmark: bookmark=id.3as4poj]When seeking approval, the Trust will ensure it has the relevant information about the supplier, including the supplier’s name, address and company number. The Trust will also:
· Confirm the statement which best describes the relationship between the supplier and the Trust.
· Confirm that the supplier is listed in the Trust’s register of interests.
· Confirm that the Trust has a statement of assurance from the supplier.
· Confirm that the Trust has an open-book agreement with the supplier.
· Provide a short description of the goods or service, details of the proposed cost and the start and end date of any contract or agreement.
Provide evidence of the following:
· How the Trust agreed to the related party transaction, e.g. minutes of meetings where it was discussed
· That the Trust followed this policy
· That the Trust tested the market before making a decision
· How the Trust has managed any conflict of interest
The Trust will provide a copy of the agreement or proposed contract.
The Trust will upload any additional documents the Trust feels are relevant as part of its submission.
The Trust will ensure the information and documentation listed in 17.15 has been received before the Trust completes the online related party transaction form.
Register of interests

The Trust will document all relevant business and pecuniary interests of members and Trustees including:
Directorships, partnerships and employments with businesses.
Trusteeships and governorships at other educational institutions and charities.
For each interest, the name of the business, the nature of the business, the nature of the interest and the date the interest began.
The register of interests will identify all relevant material interests from close family relationships between the Trust’s members, Trustees or local governors. It will also identify relevant material interests arising from close family relationships between those individuals and employees.
The Trust will consider any other interests for inclusion on the register of interests. 
The Board of Trustees will keep the register of interests up-to-date. 
The Trust will publish on their website the relevant business and pecuniary interests of members, Trustees, local governors and accounting officers.
The publication of interests belonging to any other individuals named on the register is at the discretion of the Trust. 
‘At cost’ requirements

[bookmark: bookmark=id.1pxezwc]The Trust will not pay more than ‘cost’ for goods or services provided by the following:
· Any member or Trustee of the Trust 
· Any individual or organisation related to a member or Trustee of the Trust, namely:
· A relative of a member or Trustee: defined as a close member of the family, or member of the same household, who may be expected to influence, or be influenced by, the person. This includes, but is not limited to, a child, parent, spouse or civil partner.
· An individual or organisation conducting business in partnership with the member, Trustee or a relative of the member or Trustee.
· A company in which a member or the relative of a member (taken separately or together), and/or a Trustee or the relative of a Trustee (taken separately or together), holds more than 20 percent of the share capital or is entitled to exercise more than 20 percent of the voting power at any general meeting of that company.
· An organisation which is controlled by a member or the relative of a member (acting separately or together), and/or a Trustee or the relative of a Trustee (acting separately or together) – an organisation is controlled by an individual or organisation if that individual or organisation is able to secure that the affairs of the body are conducted in accordance with the individual’s or organisation’s wishes.
· Any individual or organisation given the right under the Trust’s articles of association to appoint a member or Trustee of the academy Trust, or any body connected to the individual or organisation.
· Any individual or organisation recognised by the Secretary of State as a sponsor of the Trust, or any body connected to the individual or organisation.
[bookmark: bookmark=id.49x2ik5]A body is connected to an individual or organisation if it is controlled by the individual or organisation, controls the organisation, or is under common control with the individual or organisation, namely any of the following:
· Holding a greater than 20 percent capital share or equivalent interest
· Having the equivalent right to control management decisions of the body
· Having the right to appoint or remove a majority of the Board or governing Board
‘At cost’ requirements do not apply to the Trust’s employees unless they are employed by one of the parties outlined in 17.24. 
‘At cost’ requirements apply to contracts for goods and services from a related party agreed on or after 7 November 2013.
‘At cost’ requirements apply to contracts for goods and services from a related party exceeding £2,500, cumulatively, in any one financial year. Where a contract takes the Trust’s cumulative annual total with the related party beyond £2,500, the element above £2,500 must be at no more than cost.
If any of the parties outlined in 17.24 are based in, or work from, the Trust’s premises, the Trust will agree an appropriate sum to be paid to the Trust for use of the premises, unless the party is conducting work on behalf of the Trust. 
‘At cost’ requirements apply to legal advice or audit services when the organisation’s partner directly managing the service is a member or Trustee of the Trust, but not in other cases. 
The Trust will ensure that any agreement with an individual or organisation referred to in 17.25 is procured through an open and fair process and is:
· Supported by a statement of assurance from the individual or organisation to the Trust confirming their charges do not exceed the cost of the goods or services.
· On the basis of an open book agreement including a requirement for the supplier to demonstrate clearly, if requested, that their charges do not exceed the cost of supply.
The cost will be the full cost of all the resources used in supplying the goods or services and will not include any profit. Full cost includes:
· All direct costs – the costs of any materials and labour used directly in producing the goods or services.
· Indirect costs – a proportionate and reasonable share of fixed and variable overheads.
Reporting

The Trust will report all related party transactions taking place on or after 1 April 2019 to the DFE in advance of the transaction taking place, using the DFE’s online form.
[bookmark: _heading=h.2p2csry]Setting executive pay
The Trust ensures that its decisions about levels of executive pay (including salary and any other benefits) follow a robust evidence-based process and are a reasonable and defensible reflection of the individual’s role and responsibilities. 
No individual is involved in deciding their own remuneration.
The Trust discharges its responsibilities effectively, ensuring its approach to pay and benefits is transparent, proportionate and justifiable, including:
· Process – the procedure for determining executive pay and benefits, and keeping them proportionate, is agreed by the Trust in advance and documented.
· Independence – decisions about executive pay and benefits reflect independent and objective scrutiny by the Trust, and demonstrate that conflicts of interest are avoided.
· Robust decision-making – factors in determining pay and benefits are clear, including whether educational and financial performance considerations, and the degree of challenge in the role, have been considered.
· Proportionality – pay and benefits represent good value for money and are defensible relative to the public sector market.
· Commercial interests – the Trust ensures it is sighted on broader business interests held by senior executives, and is satisfied that any payments made by the Trust to executives in relation to such interests do not undermine the transparency requirements for disclosing pay in accordance with the Academies Accounts Direction.
· Documentation – the rationale behind the decision-making process, including whether the level of pay and benefits reflects value for money, is recorded and retained.
· A basic presumption that executive pay and benefits should not increase at a faster rate than that of teachers, both annually and in the longer term.
· Understanding that inappropriate pay and benefits can be challenged by the DFE, particularly in instances of poor financial management of the Trust.
Tax arrangements for senior employees

The Trust ensures its senior employees’ payroll arrangements fully meet tax obligations. 
The Trust complies with the HM Treasury’s ‘Review of the tax arrangements of public sector appointees’, which explains that senior managers with significant financial responsibilities should be exclusively on payroll and are therefore subject to Pay As You Earn (PAYE) with income tax and NI contributions deducted at source.


SECTION 6 - PAYMENT OF ACCOUNTS

The only valid method of payment is by an authorised cheque issued on the Trust’s bank account or authorised payment by BACs via Entrust or Chaps via the academy’s banker.

Accounts/Invoices must be rendered by all suppliers.  Payment will not be made unless an account is rendered and should in all cases be a VAT invoice or receipt.  Payment in advance of receipt of goods is allowed exceptionally but only against receipt of a pro-forma account from the supplier.

The School Finance Support Service is responsible for matching invoices received to orders placed and presenting them to the Headteacher or Executive Head in the absence of the Headteacher.  Invoice approval is the responsibility of the Headteacher and Executive Head only, unless otherwise agreed by the Board of Trustees.  The approved signatory must be satisfied that:

· The goods have been received, examined and approved by the requisitioner
· That the expenditure has been properly incurred, is within the agreed budget and has been coded to the correct expenditure code 
· That the account has not been previously paid and is a proper liability of the Trust

Accounts should be paid in accordance with agreed payment terms having due regard to any available discount.  Payment must not be delayed so as to incur penalty.

Payment by way of reimbursement to staff will only be made following completion and approval of the staff expenses form.  Receipts must be attached where possible and staff should be advised if proper VAT receipt is required. Reimbursement of the Executive Head’s expenses to be approved by Chair of Trustees (or in their absence Chair of Risk and Resources Committee).

The Executive Head on behalf of the Board of Trustees is responsible for the submission in the required form all returns with respect to requirements of the VAT authority and any other statutory body as may be required from time to time.

SECTION 7 - LEASING ARRANGEMENTS

Operating lease agreements can only be entered into on behalf of the Trust after consideration and approval of the Resources and Risk Committee who have the responsibility delegated to them by the Board of Trustees.

There are two types of leasing, a financing lease and an operating lease. The financing lease is a form of borrowing and cannot be entered into by the Trust; an operating lease is similar to a rental agreement and could be entered into by the Trust. The Trust needs to be aware of the type of any form of lease that it may be considering entering into before signing an agreement and seek professional advice, if necessary.




Appendix 1	

Appointment of Jo Kelly, Head of Pavilion Study Centre, to provide executive leadership to AP Barnet MAT
The creation of AP Barnet Multi Academy Trust was initially a Local Authority driven project. The aim was to draw together alternative provision and special education provision for secondary aged students under one academy trust.  The Trust was set up on 1st May 2017. 

It was arranged for Ms Joanne Kelly to provide executive leadership whilst the project was in development. Ms Kelly is the Head of Pavilion Study Centre.  This has been an ongoing arrangement since then.  

Ms Kelly had no part in developing this role. This was a decision made by the Trustees in conjunction with local authority officers, and when the post was offered to Ms Kelly on an interim basis, she accepted.

Ms Kelly has extensive experience in the management and leadership of alternative provisions.  She provides executive leadership to the Trust because the MAT has always been planned to enlarge to include the school where she is Head.   

The Board of AP Barnet MAT met on 6th March 2020, reviewed the arrangement, and was satisfied with the performance of Ms Kelly. 

AP Barnet Multi Academy trust pays Pavilion Study Centre £9,950 per annum for her services as Executive Head and the Board are satisfied that this provides good value for money.  Miss Kelly’s remuneration is in line with DFE guidance on setting executive pay. Miss Kelly receives no additional remuneration as a result of this arrangement. 

A process to appoint to the substantive post of Executive Headteacher of AP Barnet will be undertaken as the other schools join the MAT. The delay in academisation of the other schools is linked to other complex issues.

This arrangement is declared to the DFE as a Related Party Transaction in line with the Academies Trust Handbook.
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