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1. Introduction  

The purpose of this manual is to ensure that the Academy maintains and develops systems 

of financial control which conform to the requirements both of propriety and of good financial 

management. It is essential that these systems operate properly to meet the requirements 

of our funding agreement with the Department for Education (DFE).  

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

guidance published by the DFE. This manual expands on that and provides detailed 

information on the Academy' accounting procedures and this manual should be read by all 

staff involved with financial systems.  

2. Organisation  

The Academy has defined the 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. The financial reporting structure is 

illustrated below:  

The Governing Body  

The governing body has overall responsibility for the administration of the Academy's 

finances. The main responsibilities of the governing body are prescribed in the Funding 

Agreement between the Academy and the DFE and in the Academy's terms of reference. 

The main responsibilities include:  

 ensuring that the grant from the EFA is used only for the purposes intended;  

 ensuring that funding received from elsewhere is used only for the purposes intended;  

 approval of the annual budget;  

 appointment of the Head Teacher and  

 appointment of the Business Manager, in conjunction with the Head Teacher.  

 

The Resources Committee  

The Resources Committee meets at least five times annually but more frequent meetings 

can be arranged if necessary.  

The main responsibilities of the Resources Committee are detailed in written terms of 

reference which have been authorised by the governing body. The main responsibilities 

include:  

 To consider the Academy's indicative funding notified annual by the EFA and to assess 

its  implications for the Academy in consultation with the Head Teacher in advance of the 

financial  year, drawing any matters of significance or concern to the attention of the Full 

Governing  Body  

 To consider the Academy's draft annual budget prior to its submission  

 To contribute to the formulation of the Academy's development plan, through the 

consideration of financial priorities and proposals, in consultation with the Head 
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Teacher, with the stated and agreed aims and objectives of the School.    

 To receive and make recommendations on the broad budget headings and areas of 

 expenditure to be adopted each year, including the level and use of any contingency 

fund or  balances, ensuring the compatibility of all such proposals with the 

development priorities set  out         in the development plan.  

 To liaise with and receive reports from other committees as appropriate and to make 

 recommendations to those committees about the financial aspects of matters being 

 considered by them  

 To monitor and review expenditure and income against budget on a regular basis (at 

least three times a year) and ensure compliance with the overall financial plan for the 

Academy and with the financial requirements of the EFA , drawing any matters of 

concern to the attention of the governing body  

 To prepare the financial statement to form part of the annual report of the governing 

body  and for filing in accordance with Companies Act and Charity Commission 

requirements;  

 To receive auditors reports and to recommend to the Full governing body action as 

appropriate in response to audit findings:  

 To recommend the appointment or reappointment of the auditors of the Academy  

 To analyse and report on Tenders for Contract Services  

 To authorise orders and the award of contracts over £10,000 

 To approve budget virement over £10,000  

 Approval of procedures for competitive tendering decisions on expenditure items 

above £30,000  

 Acceptance of tenders for goods, services or works above the value of £30,000  

 To keep in-school financial procedures under review  

 To benchmark school financial performance against similar schools and report to the 

governing body  

 To analyse and recommend the annual Statement on Regularity and present to the 

full governing body  

 To ensure that all spending provides 'Value for money' in terms of raising standards 

in education and to include a Value for Money statement in the Trustees’ Report  

 To ensure adequate levels of buildings insurance and personal liability  

 To monitor the implementation of the school buildings strategy  

 To monitor the Health & Safety Policy  

 To engage in strategic planning  

 To evaluate and recommend the annual budget to FGB  

 To annually review and approve the Charging and Remissions policy  

 To review and approve the Pay Policy  

 To determine the staff complement in consultation with the head teacher and 

recommend to the full governing body  

 To review and approve the Pay Policy  
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 To make pay decisions in line with Pay Policy for all staff other than senior leaders  

 To determine dismissal payments/early retirement  

 The school will adhere to current GDPR and Data Protection legislation 

 
 

 

 

Audit Team 

 

The Governing Body has also appointed an Audit Team, currently UHY Hacker Young, to 

ensure that there is in place a process for the independent checking of financial controls, 

transactions and risks. 

 

The Audit team is an advisory body without executive powers. It has authority to investigate 

any activity that is deemed relevant to its inquiries and to seek any information from its staff 

that it requires. It is responsible for reviewing the risks to internal financial control at the 

Academy and agreeing a programme of work that will address these risks, inform the 

statement of internal control and. so far as is possible provide assurance to the external 

auditors. 

 

The Academy may manage this programme of risk review either: 

 through the work of an internal audit service (either in house or bought in).  

 through the performance of a supplementary programme of work by the Academy's 

external auditors  

 through the work of a responsible officer - an individual who is a non- employed 

governor with an appropriate level or qualification and or experience and who neither 

charges nor is paid by the Academy for their work  

 through completing the work by peer review ( i.e. work performed by the finance 

manager of another Academy) 

 

 

The specific duties of the Audit Team are:  

 To review the Academy's internal and external financial statements and reports to 

ensure that they reflect best practice.  

 To consider all reports by the external auditor including reports on the Academy 

accounts, achievement of value for money and the response to any management 

letters  

 To review the effectiveness of the Academy's internal control system to ensure that the 

aims, objectives, and key performance targets of the Academy are achieved in the 

most economic, effective and environmentally preferable manner  

 To ensure that the Academy's internal audit service meets the standards specified in 

the HM Treasury Internal Audit Customer Handbook            

 To consider and advise the FGB on the annual and long term audit programme  
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 To consider the internal audit reports, including value for money reports and the 

 arrangements for their implementation  

 To review the operation of the governors' code of practice and the code of practice for 

staff  

 

 

All committees including the Audit Team will report back to the full governing body on a 

regular basis.  

 

The Head Teacher & Accounting Officer 

Within the framework of the Academy development plan as approved by the governing body 

the Head Teacher has overall executive responsibility for the Academy's activities including 

financial activities. Much of the financial responsibility has been delegated to the Business 

Manager but the Head Teacher still retains overall responsibility for:  

 approving new staff appointments within the authorised establishment, except for any 

senior  staff posts which the governing body have agreed should be approved by them;  

 Budget virement of £10,000 or less;  

 authorising orders and contracts between £3,000 and £10,000 in conjunction with the 

finance team 

                                  

 signing cheques and BACs payments in conjunction with the Business Manager or 

other  authorised signatories.  

 

 

 

 

The Business Manager 

 

The Business Manager works in close collaboration with the Head Teacher through whom 

he or she is responsible to the governors. The Business Manager also has direct access 

to the governors via the Resources Committee. The main responsibilities of the Business 

Manager are:  

 the day to day management of financial issues including the establishment and 

operation of a suitable accounting system;  

 the management of the Academy financial position at a strategic and operational level 

within  the framework for financial control determined by the governing body and Head 

Teacher;  

 the maintenance of effective systems of internal control;  

 ensuring that the annual accounts are properly presented and adequately supported 

by the  underlying books and records of the Academy;  

 the preparation of monthly management accounts;  
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 signing cheques and BACs payments in conjunction with the Head Teacher or other  

authorised signatories    

 ensuring forms and returns are sent to the DFE in line with the timetable in the DFE 

guidance. 

.  

 

Other Staff  

Other members of staff, the Finance Assistant and Senior Leadership staff, will have some 

financial responsibilities and these are detailed in the following sections of this manual. All 

staff are responsible for the security of Academy property, for avoiding loss or damage, for 

ensuring economy and efficiency in the use of resources and for conformity with the 

requirements of the Academy's financial procedures.  

Register of Business 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 governors and staff with significant financial or spending powers are 

required to declare any financial interests they have in companies or individuals from which 

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 governor 

or a member of staff by that person.  

 
The existence of a register of business interests does not, of course, detract from the duties 

of governors and staff to declare interests whenever they are relevant to matters being 

discussed by the governing body or a committee. Where an interest has been declared, 

governors and staff should not attend that part of any committee or other meeting.  

 

3. Accounting system  

All the financial transactions of the Academy must be recorded on the SIMS FMS accounting 

system.  

System Access  

Entry to SIMS is password restricted and the Business Manager is responsible for 

implementing a system which ensures that passwords are changed on a regular basis. Access 

to the component parts of SIMS can also be restricted and the Business Manager will set 

access levels for all members of staff using the system.  

Back-up Procedures  

The Business Manager is responsible for ensuring that there are effective back up 

procedures for the finance system. The school has in place an offsite daily back up 
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procedure.  

A hard copy of the audit trail should be printed each month to a pdf file and should be 

stored separately from the accounting system.  

The Business Manager should also prepare a disaster recovery plan in the event of loss of 

accounting facilities or financial data. (The school subscribes to a recovery service via EIS) 

This should link in with the annual assessment made by governors of the major risks to 

which the Academy is exposed and the systems that have been put in place to mitigate 

those risks.  

Transaction Processing  

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

procedures specified in this manual. The detailed procedures for the operation of the 

payroll, the purchase ledger and the sales ledger are included in the following sections of 

the manual.  

Financial transactions input by the Finance Assistant should be checked and 

reconciled by the Business Manager whilst carrying out the monthly reconciliation.  

Detailed information on the operation of SIMS can be found in the user manuals held in the 

Finance Office.  

Transaction Reports  

The Business Manager will obtain and review system reports to ensure that all 

transactions are posted correctly to the accounting system. The reports reviewed will 

include:  

 Management accounts summarising expenditure and income against budget.  

 Reconciliations  

 

The Business Manager is responsible for ensuring the following reconciliations are 

performed each month and that any reconciling or balancing amounts are cleared: 

 sales ledger control account;  

 purchase ledger control account and  

 Bank balances per the cash book to the bank statements.  

 

Any unusual or long outstanding reconciling items will be reviewed and signed as evidence of 

review. 

 

4. Financial planning  

The Academy prepares both medium term and short-term financial plans.  

The medium term financial plan is prepared as part of the development planning process. 

The development plan indicates how the Academy's educational and other objectives are 
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going to be achieved within the expected level of resources over the next three years.  

The development plan provides the framework for the annual budget. The budget is a 

detailed statement of the expected resources available to the Academy and the planned 

use of those resources for the following year.  

The development planning process and the budgetary process are described in more detail 

below.  

Development Plan  

The development plan is concerned with the future aims and objectives of the Academy and 

how they are to be achieved; that includes matching the Academy' objectives and targets to 

the resources expected to be available. Plans should be kept relatively simple and flexible. 

They are the "big picture" within which more detailed plans may be integrated.  

The form and content of the development plan are matters for the Academy to decide but 

due regard should be given to the matters included within the guidance to Academies and 

any annual guidance issued by the DFE.  

The completed development plan will include detailed objectives for the coming academic year 

and outline objectives for the following two years. The plan should also include the estimated 

resource costs, both capital and revenue, associated with each objective and success criteria 

against which achievement can be measured.  

 

For each objective the lead responsibility for ensuring progress is made towards the objective 

will be assigned to an Academy manager. The responsible manager should monitor 

performance against the defined success criteria throughout the year and report to the senior 

management team on a quarterly basis. The senior management team will report to the 

governing body if there is a significant divergence from the agreed plan and will recommend 

an appropriate course of action. 

 

Annual Budget  

The Business Manager is responsible for preparing and obtaining approval for the annual 

budget. The budget must be approved by the Head Teacher, reviewed and agreed by the 

Resources Committee, and finally presented to the Full Governing Body.  

 

The approved budget must be submitted to the DFE by 31 July each year and the Business 

Manager is responsible for establishing a timetable which allows sufficient time for the 

approval process and ensures that the submission date is met.  

The annual budget will reflect the best estimate of the resources available to the Academy 

for the forthcoming year and will detail how those resources are to be utilised. There should 

be a clear link between the development plan objectives and the budgeted utilisation of 

resources.  

The budgetary planning process will incorporate the following elements:  
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 forecasts of the likely number of pupils to estimate the amount of DFE grant receivable;  

 review of other income sources available to the Academy to assess likely level of 

receipts;  

 review of past performance against budgets to promote an understanding of the 

Academy cost  base;  

 identification of potential efficiency savings and  

 review of the main expenditure headings in light of the development plan objectives 

and the  expected variations in cost e.g. pay increases, inflation and other anticipated 

changes.  

 

 

Balancing the Budget  

Comparison of estimated income and expenditure will identify any potential surplus or 

shortfall in funding. If shortfalls are identified, opportunities to increase income should be 

explored and expenditure headings will need to be reviewed for areas where cuts can be 

made. This may entail prioritising tasks and deferring projects until more funding is available. 

Plans and budgets will need to be revised until income and expenditure are in balance. If a 

potential surplus is identified, this may be held back as a contingency or alternatively 

allocated to areas of need.  

Finalising the Budget  

Once the different options and scenarios have been considered, a draft budget should be 

prepared by the Business Manager for approval by the Head Teacher, and the Resources 

committee. Later, a final budget should be approved in the same way. The final budget should 

be communicated to all staff with responsibility for budget headings so that everyone is aware 

of the overall budgetary constraints. The budget should be seen as a working document 

which may need revising throughout the year as circumstances change.  

Monitoring and Review  

Monthly reports will be prepared by the Business Manager. The reports will detail actual 

income and expenditure against budget both for budget holders and at a summary level for 

the Head Teacher and the Resources Committee. 

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

the Head Teacher & the Business Manager.   

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

so that differences can be investigated and action taken where appropriate.  

 

Budget virement of £10,000 or less may be authorised by the Head Teacher and reported to 

the Resources Committee. Budget virement over £10,000 must be agreed by the Resources 

Committee.  
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5. Payroll  

Staff Appointments  

The governing body has approved Schools’ Personnel Service as a personnel establishment 

for the Academy. Changes can be made to this establishment with the approval in the first 

instance of the Resources and Welfare provided that adequate budgetary provision exists for 

any establishment changes.  

The Head Teacher has authority to appoint staff except the Business Manager whose 

appointment must follow consultation with the governors. The Head Teacher maintains 

personnel files for all members of staff which include contracts of employment. All personnel 

changes must be notified, to the Business Manager.  

Payroll Administration  

The monthly Academy payroll is administered by our contractor UHY Hacker Young and 

payroll transactions are entered/imported to FMS. Access to the system is password 

controlled.  

New staff can only be added to the payroll with the express approval of the Head Teacher and 

should be notified to the Business Manager who will inform payroll at UHY. New staff must 

complete all relevant payroll documents issued by the Business Manager. Failure to do this 

may result in non-payment of salary. In these circumstances, the salary payment may not be 

made until the next payroll run in the following month.  

Salary amendments can only be made with the approval of the Head Teacher, and where 

applicable, and in accordance with the Pay Policy, approved with the Pay Committee and 

are notified to UHY by the Personnel Manager.  

Staff can only be terminated from the payroll with the express approval of the Head 

Teacher and are notified to payroll at UHY by the Personnel Manager.  

Payment for sickness or maternity must be authorised by the Business Manager in line 

with the employment contract for the individual.  

Where leave of absence is discretionary, payment can only be made with the express 

approval of the Head Teacher and notified to the Business Manager.  

 

Staff who are paid on submission of a time-sheet must complete and obtain approval for 

their timesheet from their Line Manager and handed to the school office by the last Friday of 

each month. Failure to do this may result in non-payment of salary by the Academy. In these 

circumstances, the salary payment may not be paid until the next payroll run in the following 

month. 

 

The Head Teacher or Deputy Head Teacher must then check and authorise the time-

sheet and return it to the Finance Office for action.  

Payments  

All Salary payments are made by BACS from UHY unless a cheque payment has been 
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authorised by the Head Teacher with notification made to UHY.  

Payslips are available online the week before salary payment is made to bank/building 

society accounts.  

The Academy Business Manager will reconcile the statement provided by UHY to the salary 

calculator for that month. All staff salary payments are checked against the budget allocated 

and actual generated by the Budget Planning Software (BPS).  

The UHY payroll system automatically calculates the deductions due from payroll to comply 

with current legislation. The major deductions are for tax, national insurance contributions and 

pensions. These should be checked  

After the payroll has been processed the Business Manager will update the nominal 

ledger with the payroll costs for the month. These should be posted gross and use a 

payroll control account. 

On an annual basis the Business Manager must check for each member of staff that the gross 

pay per the payroll system agrees to the contract of employment held on the personnel file of 

the individual. 

Any payments made to staff in reimbursement of expenses must be authorised by the Head 

Teacher or Deputy Head and must be backed up by a Travel Expenses Claim form or valid 

receipt.  Any items purchased for staff to use at home must be authorised by the Head 

Teacher or, if the Head Teacher is the receiver of such items, by the Chair of Governors. Items 

on loan must be returned to the School if the recipient leaves employment.  Items which are 

deemed ‘benefits in kind’ must be reported to the Auditors (UHY). 

Any Salary Sacrifice schemes must be reclaimed through payroll and follow an approved 

salary sacrifice agreement and reported to the Governors.  

 6. Purchasing  

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

they want to get what they need in the correct quality, quantity and time at the best price 

possible. A large proportion of their purchases will be paid for with public funds and they 

need to maintain the integrity of these funds by following the general principles of:  

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

in the contractual relationships of the Academy;  

Accountability, the Academy is publicly accountable for its expenditure and the conduct of 

its affairs;  

Fairness, that all those dealt with by the Academy are dealt with on a fair and equitable basis.  

Routine Purchasing of £10,000 or less  

Budget holders will be informed of the budget available to them at least one month before 

the start of the academic year. It is the responsibility of the budget holder to manage the 

budget and to ensure that the funds available are not overspent. A print detailing actual 



13 

 

expenditure against budget will be supplied to each budget holder each month and budget 

holders must keep their own records of orders placed but not paid for.  

 

A quote or price for any expenditure must always be obtained before any order for an 

individual item over £500 is placed. All budget holders should either choose a supplier from 

the list of approved suppliers maintained by the Finance office or if they consider that better 

value can be obtained elsewhere, discuss and agree this with the Business Manager. 

Budget holders and the Finance office should ensure that the lowest cost price is achieved 

 

All orders must be prepared using a signed official order form. Signed orders must be sent to 

the Finance office for authorisation by the Head or Deputy Head Teacher. Orders will only be 

processed if there is adequate budget provision for the department. The Business Manager 

has delegation to authorise individual orders up to the value of £50.  

Orders are recorded in the commitment report, allocated a reference number and dispatched 

to the supplier by the Finance department.  

The finance team must make appropriate arrangements for the delivery of goods to the 

Academy. On receipt the finance team must undertake a detailed check of the goods received 

against the goods delivery note and make a record of any discrepancies between the goods 

delivered and the delivery note.  All checked goods are then passed to the budget holder.  

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

of substandard quality the finance office will record this.  

All invoices should be sent to the Finance office. The Invoice will be recorded by the 

Finance Assistant or Business Manager in the purchase ledger and the Finance 

Assistant or Business Manager will evidence the following: 

 invoice arithmetically correct  

 invoice received as order  

 prices correct including VAT  

 

The invoice is then authorised for payment by the Head Teacher or Deputy Head Teacher. 

The Finance Assistant or director will then generate the cheques (or BACS payment) which 

needs to be signed by two of the nominated bank signatories.  

If a budget holder is pursuing a query with a supplier the Finance Department must be 

informed of the query and periodically kept up to date with progress.  

Non-order purchases must have the prior approval of the Business Manager. Non order 

purchases must be kept to a minimum and should only take place when it will affect the smooth 

running of the budget department.  

At least three written quotations, evidenced telephone quotes or printed online comparisons 

should be obtained for all orders over £10,000 and up to £30,000, to identify the best source 

of the goods/services. Written details of quotations obtained should be prepared by budget 

holders and attached to orders passed to the Finance Department. This is for audit purposes. 
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Orders over £8000 must be approved by the Resources Committee.  

Orders over £30,000  

All goods/services ordered with a value over £30,000 must be subject to formal tendering 

procedures. Competitive tendering can be considered below this figure in the interests of best 

value. The Academies Financial Handbook 2020 gives guidance on purchases which may fall 

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

Union. Ordering goods which may potentially be over £30,000 must be discussed with 

Business Manager prior to any communication with suppliers. This is to ensure correct 

procedures are followed from the outset.  

Forms of Tenders 
 

There are three forms of tender procedure: open, restricted and negotiated and the 

guidance for circumstances in which each procedure should be used are described below.  

Open Tender: This is where all potential suppliers are invited to tender. The budget holder 

must discuss and agree with the Business Manager how best to advertise for suppliers e.g. 

general press, trade journals or to identify all potential suppliers and contact directly if 

practical. This is the preferred method of tendering, as it is most conducive to competition 

and the propriety of public funds.  

Restricted Tender: This is where suppliers are specifically invited to tender.  

Restricted tenders may be appropriate where:  

 there is a need to maintain a balance between the contract value and administrative 

costs,  

 a large number of suppliers would come forward or because the nature of the goods 

are such that only specific suppliers can be expected to supply the Academy' 

requirements,  

 the costs of publicity and advertising are likely to outweigh the potential benefits of 

open  tendering.  

 

Negotiated Tender: The terms of the contract may be negotiated with one or more 

chosen suppliers. This may be appropriate in specific circumstances:  

 the above methods have resulted in either no or unacceptable tenders, only one or 

very few suppliers are available,  

 extreme urgency exists,  

 additional deliveries by the existing supplier are justified.  

 

Preparation for Tender  

Full consideration may be given to:  

 objective of project  

 overall requirements  
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 technical skills required  

 after sales service requirements form of contract.  

 

It may be useful after all requirements have been established to rank requirements (e.g. 

mandatory, desirable and additional) and award marks to suppliers on fulfilment of these 

requirements to help reach an overall decision.  

 

Invitation to Tender 
 

If a restricted tender is to be used then an invitation to tender should 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 may include the following:  

 introduction/background to the project;  

 scope and objectives of the project;  

 technical requirements;  

 implementation of the project;  

 terms and conditions of tender and  

 form of response.  

 

Aspects to Consider  

Financial  

 like should be compared with like and if a lower price means a reduced service or lower 

 quality this   must be borne in mind when reaching a decision.  

 Care should be taken to ensure that the tender price is the total price and that there 

are no  hidden or extra costs.  

 Is there scope for negotiation?  

 

Technical/Suitability  

 Qualifications of the contractor  

 Relevant experience of the contractor  

 Descriptions of technical and service facilities  

 Certificates of quality/conformity with standards  

 Quality control procedures  

 Details of previous sales and references from past customers.  

 

Other Considerations  

 Pre sales demonstrations  

 After sales service  



16 

 

 Financial status of supplier. Suppliers in financial difficulty may have problems 

completing  contracts and in the provision of after sales service. It may be 

appropriate to have an  accountant or similarly qualified person examine audited 

accounts etc.  

 

Tender Acceptance Procedures  

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

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

envelopes clearly marked to indicate they contain tender documents. The envelopes should 

be time and date stamped on receipt and stored in a secure place prior to tender opening. 

Tenders received after the submission deadline should not normally be accepted and any 

reason for accepting them should be recorded.  

 

Tender Opening Procedures 
 

All tenders submitted should be opened at the same time and the tender details should be 

recorded. Two persons should be present for the opening of tenders, either the Business 

Manager or the Head Teacher plus a member of the Resources committee. 

A separate record should be established to record the names of the firms submitting tenders 

and the amount tendered. This record must be signed by both people present at the tender 

opening.  

Tendering Procedures  

The evaluation process should involve at least two people. Those involved should 

disclose all interests, business and otherwise, that might impact upon their objectivity. If 

there is a potential conflict of interest then that person must withdraw from the tendering 

process.  

Those involved in making a decision must take care not to accept gifts or hospitality from 

potential suppliers that could compromise or be seen to compromise their independence.  

Full records should be kept of all criteria used for evaluation of contracts over £30,000 and 

a report should be prepared for the Finance & Personnel Committee highlighting the relevant 

issues and recommending a decision.  

Where required by the conditions attached to a specific grant from the DFE, the 

department's approval must be obtained before the acceptance of a tender.  

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

Academy. All parties should then be informed of the decision.  

 

7. Income  

The main sources of income for the Academy are the grants from the EFA and from local 

government. The receipt of these sums is monitored directly by the Business Manager who is 

responsible for ensuring that all grants due to the Academy are collected.  
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The Academy also obtains income from:  

Parents mainly as donations towards educational visits  

The public for occasional lettings.  

Custody  

All cash and cheques must be kept in a safe prior to banking. Moneys collected must be 

banked in their entirety in the appropriate bank account. The Finance Office is responsible for 

preparing reconciliations between the sums collected, the sums deposited at the bank and the 

sums posted to the accounting system. Banking should take place every week or when takings 

total £500.00 or more.  

8. Cash 

Management  

 

 

Bank Accounts  

 

The opening of accounts must be authorised by the Governing Body who must set out in a 

formal memorandum the arrangements for the operation of accounts including transfers 

between accounts and cheque signing (or BACS approval) agreements 

 

The Academy has a deposit account and two current accounts.  

 

The account signatories are: 

 

Neil Tucker -Head Teacher – Main Account and Fixed Term 

Dawn Craven- Deputy Head Teacher - Main Account  

Holly Jewell -Finance – Main Account and Fixed Term 

Julie Cunningham – Main Account and Fixed Term  
 

Deposits  

 

Particulars of any deposit must be entered on the SIMS system and accompanied by 

appropriate documentation. The details should include: the amount of the deposit and a 

reference, such as the number of the receipt or the name of the debtor.  

 

Payments and withdrawals  

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

bear the signatures of two authorised signatories. At least one of the signatories must be either 

the Head Teacher or the Business Manager.  

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

governing body of the Academy.  
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Administration  

The Business Manager must ensure bank statements are received regularly and that 

reconciliations are performed at least on a monthly basis. Reconciliation procedures must 

ensure that:  

 all bank accounts are reconciled to the Academy' cash book;  

 reconciliations are prepared by the Business Manager;  

 all unreconciled items should be reviewed on a monthly basis 

 reconciliations are subject to a monthly review carried out by the Head Teacher and 

adjustments arising are dealt with promptly.  

 

Academy Charge Cards  

 

The Academy has 3 charge cards and the card holders are: 

 

Neil Tucker, Holly Jewell and Joanne Rendle 

 

These cards are only to be used when cheque or BACS payments are not possible.  

 

Receipts must be retained and matched to monthly 

statements.  

 

Petty Cash Accounts  

 

The Academy maintains a maximum cash balance of £200 for the Finance Office cash tin. 

The cash is administered by the Business Manager and kept in the Finance Office safe. 

 

 

 

 

Deposits  

The only deposits to petty cash should be from cheques cashed specifically for the purpose. 

The receipt should be recorded in the petty cash system with the date, amount and a reference 

normally the cheque number relating to the payment. All other cash receipts for whatever 

reason should be paid directly into the bank.  

Payments and Withdrawals  

In the interests of security, petty cash payments will normally be limited to £50. Higher 

value payments should be made by cheque or BACS directly from an Academy bank 

account.  

Administration  

The Finance Office is responsible for entering all transactions into the petty cash records on 

a regular basis and regular as well as unannounced cash counts should be undertaken by the 

Finance Officer to ensure that the cash balance reconciles to supporting documentation. The 
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Head Teacher will sign off all petty cash expenditure on a monthly basis.  

Cash Flow Forecasts  

The Business Manager is responsible for preparing cash flow forecasts to ensure that the 

Academy has sufficient funds available to pay for day to day operations. These should be 

prepared annually and revised quarterly as required  

9. Fixed assets  

Asset register  

All items purchased with a value over the Academy's capitalisation limit of £1000 must be 

entered in an asset register. The asset register should include the following information:  

 asset description  

 asset number  

 serial number (if available)  

 date of acquisition  

 asset cost  

 source of funding (% of original cost funded from DFE grant and % funded from other 

sources)  

 expected useful economic life  

 depreciation  

 current book value  

 location  

 name of member of staff responsible for the asset  

 

A copy of the asset register is backed up off site with all other school financial records. 

 

The Asset Register helps:  

 ensure that staff take responsibility for the safe custody of assets;  

 enable independent checks on the safe custody of assets, as a deterrent against theft 

or misuse;  

 to manage the effective utilisation of assets and to plan for their replacement;  

 help the external auditors to draw conclusions on the annual accounts and the 

Academy's financial system and  

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

 

Depreciation  

Depreciation on assets is as follows: 

Freehold Buildings 2% straight line  
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Motor Vehicles 25% straight line  

Plant & Machinery 15% straight line  

Furniture & Equipment 25% straight line  

Computer Equipment & Software 33.333% straight line  

No depreciation is provided on freehold land. Depreciation on assets in the course of 

construction is not charged until they are brought into use.  

Security of assets  

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

As far as reasonably possible, the items in the register should be permanently and visibly 

marked as the Academy's property and there should be a regular (at least annual) count by 

someone other than the person maintaining the register. Discrepancies between the physical 

count and the amount recorded in the register should be investigated promptly and, where 

significant, reported to the Finance and Personnel Committee.  

 

Inventories of Academy property should be kept up to date and reviewed regularly.  

Where items are used by the Academy but do not belong to it this should be noted.  

Disposals  

Asset items which are to be disposed of by sale or destruction must be authorised for disposal 

by the Resource committee and, where significant, should be sold following competitive 

tender. The Academy must seek the approval of the DFE in writing if it proposes to dispose of 

an asset for which capital grant in excess of £20,000 was paid. If disposals within one financial 

year (September-August) collectively originally attracted grant of more than £20,000 then the 

Academy must inform the DFE.  

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

the Academy obtained value for money in any sale or scrapping of equipment. In addition, 

there are complications with the disposal of computer equipment, as the Academy would 

need to ensure licences for software programmes have been legally transferred to a new 

owner.  

The Academy is expected to reinvest the proceeds from all asset sales for which capital grant 

was paid in other Academy assets. If the sale proceeds are not reinvested then the Academy 

must repay to the DFE a proportion of the sale proceeds.  

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

Loan of Assets  
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Items of Academy property must not be removed from Academy premises without the 

authority of the Head Teacher. A record of the loan must be recorded on a loan of equipment 

form and booked back into the Academy when it is returned.  

The Business Manager will be asked for a copy of a loan of equipment form, should 

an item of equipment be missing when a fixed asset audit is undertaken.  

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

the situation may give rise to a 'benefit-in-kind' for taxation purposes. Loans should therefore 

be kept under review and any potential benefits discussed with the Academy' auditors.  

10. Tax  

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

£77,000 per annum  

VAT claims are made to HMRC every month. Claims will be made only for invoices in the 

name of the school. The amount of the VAT 126 claim should be reconciled back to the VAT 

control account each time a claim is made, and must be run as soon as each period is closed 

down. 

Any payments to contractors and subcontractors are made in accordance with the 

Construction Industry Scheme.  

11. Audit  

The Academy must have an auditor in place at least six months prior to the first year end. 

12. Insurance  

The Academy reviews all risks annually to ensure the cover available and the sums 

insured are adequate.  

The Academy will notify the insurers of any new risk or any other alterations affecting existing 

insurance  

The Academy will not give any indemnity to a third party  

The Academy will immediately advise the insurers of any incident loss or other incident 

which may give rise to an insurance claim.  

13. Bad debts  

The procedures for debt recovery and for the write off of any debt which is deemed 

to be irrecoverable will follow this guidance  

Wherever possible, income due will be collected before or at the time the relevant sale or 

service is provided. If this is not possible an invoice will be issued.  

All debts will be recorded and non-payment will be followed up by issuing 3 reminders at 3 

weekly intervals. The final reminder is sent by recorded delivery and threatens legal action if 
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the account is not settled within 14 days.  

After 9 weeks from the date of account, where the debt is still outstanding, legal action may 

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 impractical or has been unsuccessful, individual 

bad debts may be written off in accordance with the following procedures:  

The Head Teacher on behalf of the Academy must provide 30 days’ notice to the Secretary of 

State for Education of its intention to write off any debts owed to it as set out in Section 77 of 

the School's Funding Agreement. This notice is required whether or not the circumstances 

require the Secretary of State's approval.  

Those debts below the value set out in the Annual Letter of Funding can then be 

approved and written off by the Resources Committee reported to the next meeting of 

the FGB.  

Any proposed write off of debts above the value set out in the Annual Letter of Funding 

require the prior written consent of the Secretary of State for Education in accordance with 

section 76 of the School's Funding Agreement  

To ensure sound internal control, staff who raise invoices will not have the authority to write 

off debts. The VAT element of any debt must not be written off (not applicable as not VAT 

registered)  

The school will retain a bad debt write off summary.  

 

 
14  Anti-Fraud Policy 
 
Policy Statement  

 
Christ Church is committed to the prevention of fraud and the promotion of an anti-fraud 
culture. 
 
Christ Church operates a zero-tolerance attitude to fraud and requires all staff, governors 
and volunteers to act honestly and with integrity at all times, and to report all reasonable 
suspicions of fraud.  
 
Christ Church will investigate all instances of actual, attempted or suspected fraud and will 
seek to recover any losses and pursue appropriate sanctions against the perpetrators. This 
may include criminal prosecution, disciplinary action, legal proceedings and professional 
sanctions.  
 
This policy applies to all staff (full time, part time, temporary and casual), consultants, 
volunteers and the school’s Governing Body.   
 
Definition of Fraud  
 
The term ‘fraud’ is often used to describe complex financial offences such as false 
accounting. However, in its simplest form, fraud is lying. Some people will lie, or withhold 
information, or generally abuse their position to try to trick someone else into believing 
something that isn’t true. Examples might include: 
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 Sending fake invoices for goods and services that weren’t ordered or received. 

 Use of the school’s purchase card to make personal purchases. 

 Intercepting a school cheque and amending the name of the payee and/or the 
amount.   

 Submitting false claims for sickness or expenses.  

 
Individuals caught committing fraud can be prosecuted under the Fraud Act 2006 if they 
make a false representation, fail to disclose information or abuse their position.   
 
Further examples of the types of fraud that KCC are currently aware of are available on 
pages 6 & 7.   
 
Key Responsibilities 
 
The Head Teacher is responsible for: 

 

 Developing, implementing and maintaining adequate systems of internal control that 
prevent and detect fraud.  

 Testing the system of internal control and seeking independent assurance when 
appropriate.  

 Regularly reviewing the school’s anti-fraud policy and compliance with it to ensure it 
remains effective and relevant to the needs of the school. 

 Reporting compliance with the policy on at least an annual basis to the Governing 
Body.  

 Reporting allegations of actual, attempted or suspected fraud to the Full Governing 
Body and the ESFA. 

 Ensuring all allegations of fraud are investigated appropriately, in compliance with 
relevant policies, procedures and legislation and commencing disciplinary and/or 
legal action where appropriate. 

 
The Governing Body are responsible for:  
 

 Overseeing the financial performance of the school, including its assets, making sure 
the school’s money is well spent and measures are in place to prevent losses or 
misuse, including arrangements for preventing and detecting fraud. 

 
Staff are responsible for: 
 

 Familiarising themselves with the types of fraud that might affect the school. 

 Ensuing they adhere to the agreed policies and procedures, thereby protecting the 
school’s reputation and assets from fraud. 

 Reporting allegations of actual, attempted or suspected fraud to the Head Teacher, 
and/or the Governing Body and/or ESFA. 

 Assisting in the investigation of suspected fraud when requested to do so, for 
example by providing witness statements.  

http://www.legislation.gov.uk/ukpga/2006/35/section/1
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Reporting Suspicions 

 
The Governing Body and staff are an important element the school’s stance on fraud and 
are required to raise any concerns that they may have. The Head Teacher and Governors 
will deal with any financial irregularities robustly. 
 
Staff should immediately report any concerns about actual, attempted or suspected fraud to 
the Head Teacher. However, if the concerns relate to the Head Teacher, staff should report 
their concerns to the Chair of Governors.  
 
Under no circumstances should staff investigate the matter themselves.  
 
Should a member of staff, including the Head Teacher and/or Governors wish to seek advice 
about how to deal with an allegation of fraud, or want to report the matter anonymously, they 
should contact the school’s auditors, UHY or go direct to the ESFA. 
 
The Public Interest Disclosure Act 1998 protects employees who raise concerns about 
certain matters of public interest in good faith. Staff can obtain free independent advice from 
the charity Public Concern at Work via TEL:02031172520 and find other helpful information 
at http://www.pcaw.org.uk/.  
 
A copy of the school’s Whistleblowing Policy is available from the School Office. 
 
 
Section 6 ESFA Academies Financial Handbook  
 
Fraud, theft and irregularity  
6.9 Academy trusts must be aware of the risk of fraud, theft and irregularity and address it by 
putting in place proportionate controls. Trusts must take appropriate action where fraud, theft 
or irregularity is suspected or identified.  
6.10 The board of trustees must notify ESFA, as soon as possible, of any instances of fraud, 
theft and/or irregularity exceeding £5,000 individually, or £5,000 cumulatively in any financial 
year. Unusual or systematic fraud, regardless of value, must also be reported. The following 
information is required: • full details of the event(s) with dates • the financial value of the loss 
• measures taken to prevent recurrence • whether it was referred to the police (and if not 
why) • whether insurance or the RPA have offset any loss  
6.11 ESFA may conduct or commission investigations into actual or potential fraud, theft or 
irregularity in any academy trust, either because of a notification from the trust itself or from 
other information received. ESFA may involve other authorities, including the police. 51  
6.12 ESFA will publish reports about its investigations and about financial management and 
governance reviews at academy trusts.  
6.13 ESFA also publishes guidance on reducing fraud. Trusts should refer to this and to the 
findings from ESFA’s investigation reports, as part of its risk management approach.  
Find out more about managing the risk of fraud and reporting it to ESFA 
https://www.gov.uk/guidance/academies-guide-to-reducing-any-risk-of-financial-irregularities 

Reporting fraud 
 
The Academies Financial Handbook confirms trusts must notify ESFA of any instances of 
fraud, theft and/or irregularity exceeding £5,000 individually, or £5,000 cumulatively in an 
academy’s financial year. Any unusual or systematic fraud (eg regular occurrences of low 

tel:02031172520
http://www.pcaw.org.uk/
https://www.gov.uk/guidance/academies-guide-to-reducing-any-risk-of-financial-irregularities


25 

 

value theft), regardless of value, must also be reported. As set out in paragraph 4.8.2 of the 
Handbook you will need to notify ESFA using the online enquiry form providing: 
 full details of the event(s) with dates 

 the financial value of the loss 

 measures taken by the trust to prevent recurrence 

 whether the matter was referred to the police (and if not, why) 

 whether insurance cover or the risk protection arrangement has offset any loss 

ESFA does not tolerate fraud and takes quick and decisive action where it is uncovered. 
This includes commissioning an investigation or, in certain instances, referring cases directly 
to the police. 

 
 
Contact Details 
 
a.hickie@uhy-uk.com 
Phone: 01795 475363 

 
 
ESFA Enquiry Form 
https://form.education.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-
f9f4f5a1-936f-448b-bbeb-9dcdd595f468/AF-Stage-8aa41278-3cdd-45a3-ad87-
80cbffb8b992/definition.json&redirectlink=%2Fen&cancelRedirectLink=%2Fen 
 
References  
 
Academy Trust Guide to Reducing Fraud  
https://www.gov.uk/guidance/academies-guide-to-reducing-any-risk-of-financial-irregularities 
 
 

Other resources 
ESFA and the Institute of Schools Business Leadership (ISBL) have developed 
the ESFA academies library of policy documents, templates and other resources. This 
includes a factsheet on fraud with a number of case studies for useful reference. 
 
 
 
Fraud Response Plan 
 
Christ Church has established guidelines for senior staff and the Governing Body on the 
immediate actions to be taken in the event of a fraud being discovered or suspected. It 
covers how and when to seek professional advice, securing evidence and preventing further 
losses (see Appendix 1).  
 
 

 

https://form.education.gov.uk/fillform.php?self=1&form_id=HR41uA2F8Dh&type=form&ShowMsg=1&form_name=Knowledge+centre+enquiry+form&noRegister=false&ret=%2Fmodule%2Fservices&noLoginPrompt=1
mailto:a.hickie@uhy-uk.com
https://form.education.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-f9f4f5a1-936f-448b-bbeb-9dcdd595f468/AF-Stage-8aa41278-3cdd-45a3-ad87-80cbffb8b992/definition.json&redirectlink=%2Fen&cancelRedirectLink=%2Fen
https://form.education.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-f9f4f5a1-936f-448b-bbeb-9dcdd595f468/AF-Stage-8aa41278-3cdd-45a3-ad87-80cbffb8b992/definition.json&redirectlink=%2Fen&cancelRedirectLink=%2Fen
https://form.education.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-f9f4f5a1-936f-448b-bbeb-9dcdd595f468/AF-Stage-8aa41278-3cdd-45a3-ad87-80cbffb8b992/definition.json&redirectlink=%2Fen&cancelRedirectLink=%2Fen
https://www.gov.uk/guidance/academies-guide-to-reducing-any-risk-of-financial-irregularities
https://isbl.org.uk/GoodPracticeLibrary.aspx
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Fraud Response Plan 
 
It is important that allegations of actual, attempted and suspected fraud aren’t ignored. Even 
seemingly insignificant concerns may later reveal a larger, previously unknown problem.     
 
Securing Evidence 
 
Ensure that any concerns are recorded fully. Whenever possible keep written notes that 
cover: 
 

 Names, addresses and dates of birth. 

 Descriptions (height, build, hair colour, ethnicity, clothing, distinctive features) 

 Dates and times of key events. 

 Vehicle registration numbers and descriptions. 

 Details of any conversations had or overheard. 

 Details of any actions or incidents that were observed. 

 Telephone numbers 

 Company and/or business details 
 
Secure any physical evidence such as original invoices, receipts, letters, cheques and 
application forms. Try to minimise how many people and how often evidence is handled. 
Fingerprint evidence can very quickly be destroyed.  
 
If any of the evidence is on a computer, immediately unplug the computer from its power 
source. Don’t attempt to shut the computer down through its operating system as this can 
alter or destroy key files and documents.  
 
Whilst initially securing the evidence it is important not to be tempted to begin a more 
substantial investigation, or accuse individuals directly, without seeking professional advice 
(see ‘Seeking Advice’ below).   
 
If an investigation is undertaken without following the appropriate policies, procedures and 
legislation, or if individuals are accused without sufficient evidence, it may lead to the 
perpetrators avoiding a disciplinary, criminal or civil sanction.  
 
Preventing Further Losses 
 
It is important to minimise any additional losses. For example, if the allegations concern the 
theft or loss or banking passwords, PIN’s or similar credentials notify the bank immediately.  
 
Equally, if the losses relate to a weak process, for example cash is routinely kept unsecured 
in a drawer, ensure that the process is changed, at least temporarily, until more permanent 
and improved processes can be implemented.  
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Support for Witnesses  
 
Members of staff, Governors and the public may be feeling vulnerable before, during and after they have 
brought an allegation of fraud to the attention of the school.  
 
Reassure witnesses that they have acted appropriately by raising their concerns. Members of staff should 
be provided with a copy of the Whistleblowing Policy and reminded that the school does not tolerate 
reprisals, victimisation or harassment and will take all reasonable action to protect them.  
 
In addition, the school will take steps to minimise any difficulties members of staff may experience as a 
result of raising a concern. For instance, if they are required to give evidence in criminal or disciplinary 
proceedings, the school will advise or arrange for them to receive advice and support about the process 
being followed. 
 
 
Examples of Fraud  
 
Below are some examples of the types of fraud that have affected KCC and schools across Kent.  
 
Leases 
 
Schools are often offered leases and rental or hire agreements for equipment such as photocopiers, phones 
and computers. Whilst technically schools have the freedom to sign operating leases, finance leases are 
not allowed (see section 3  
‘Financing Major Purchases, KCC Loans, Salix Loans and Leases’ of the Financial Controls guidance on 
KELSI). Some of the deals look too be good to be true with low or zero upfront costs, although they often 
entail high life time costs and severe exit penalties. These penalties can cost the same amount as the total 
amount of the lease. One school fell victim to sharp sales tactics and ended up committing the school to 14 
financial agreements for 12 photocopiers which resulted in expenditure of almost £900,000. 
 
Recruitment 
 
Issues can arise if a senior member of staff recruits a family member or friend. By doing this a number of 
conflicts of interest can arise such as the senior member of staff signing off additional hours of work that 
have not been completed by a family member. There is also the possibility of the candidate not being the 
best person for the role. 
 
If there is a potential conflict of interest, for example a family member has applied for a post within the 
school, the member of staff concerned must disclose the potential conflict to the Head Teacher or the Chair 
of Governors immediately. The Head Teacher or Chair of Governors should ensure that appropriate 
controls are put in place to manage the potential conflict in an open and transparent manner and the risk of 
impropriety is minimised.  
 
 
Cheque Fraud  
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School cheque fraud has become an increasing problem within Kent, 10% of all cases referred to Internal 
Audit from April 2014 to January 2015 were a result of cheques being amended and forged.  There have 
been instances where cheques have been stolen from the cheque books and cashed or legitimate cheques 
have been intercepted and amended. Additionally, cheque amounts have been changed by the payee.  
 
Some staff fail to line off after the payee’s name on the cheque, which has resulted in the payee inserting 
an additional hundred before the actual amount. Cheque books should be regularly checked and reconciled 
with payments that have been taken out of the schools account.  
 
Purchase Cards 
 
There are usage agreements that are in place to prevent the misuse of purchase cards. However, there 
have been instances where members of staff have used the card for their own personal purchases. A 
recent investigation, examined the use of a purchase card that had been used for petrol, electrical goods, 
food, holidays and DIY. It transpired that both the Head Teacher and Office Manager had been extensively 
using the purchase card for their own personal use.  
 
BACS 

BACS payments are not immune to fraud. There are a number of scams such as ‘phishing’ and ‘vishing’ 
which is where fraudsters attempt to obtain log in details by pretending to call from genuine high street 
banks. They often sound very professional and the fraudsters will sometimes ask staff to call them back on 
authentic sounding telephone numbers (such as 0845 223344) which the fraudsters have purchased to help 
them commit the fraud.  Equally, it is important to ensure that BACS log in credentials are stored securely 
and not shared, and when members of staff leave their log in credentials must be deleted.  
 
Invoices 
 
There have been instances where fraudulent invoices have been sent to schools for goods that haven’t 
been ordered or received. Sometimes these invoices are for small amounts and sent out in their thousands 
to schools up and down the country. These invoices are often sent during the holidays in the hope that staff 
will be too busy to check each invoice when they return for the start of term.  
 
Income 
 
It is common for schools to rent out their facilities in order to generate income. Fraud can occur when the 
income received, especially if payment is made in cash, is stolen by staff or third parties if not properly 
banked and/or secured.  
 
15.Policy for Staff Expenses 
 
Staff Expenses 
Travel and Subsistence Expenses 
 
 
In accordance with HMRC guidance, all mileage and subsistence expenses should be processed 
through the payroll. 
  
Travel and subsistence claim forms should be checked and certified by an appropriate officer. No member of 
staff should certify their own claim forms or those of a relative. The Deputy Head or a senior teacher should 
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certify the Head Teacher’s claim form.  The school’s payroll provider should be notified of all designated 
certifying officers for authorising claim forms, together with three specimens of their signatures. 
 
A commitment of estimated costs should be made on school budgetary control records for all claim forms 
submitted for payment.  Copies of the claim forms should be held for checking to the payroll report. 
 
All charges for expenses detailed on the school’s payroll provider’s notification should be reconciled to school 
records and adjustments to the school records should be made as necessary.  Any discrepancies identified 
should be taken up with the payroll provider. 
 
 
Staff Purchases for the School 
 
Staff will agree any expenditure for the school with the Head Teacher prior to purchase.  Reimbursement 
can only be made after authorisation by the Head Teacher, or deputy senior teacher. Petty Cash held in 
school is limited and reimbursement may be made by cheque.  Items purchased that incur VAT can only be 
reimbursed when the correct receipt is submitted. This will include a VAT registration number and address 
of the business. Reimbursements cannot be made without proof of purchase.  Expenses under £500 
claimed by the Head Teacher can be authorised by a deputy senior teacher.   Expenses over £500 should 
be counter-signed by the Chair of Governors. All mileage claimed by the Head is authorised by the Chair of 
Governors and paid through payroll. 
 
 
Purchases Made with a School Debit Card 
 
The main issues to understand in relation to Corporate Cards are as follows: 

 The individual Cardholder is responsible for the security of the card (this means that cards can no 
longer be kept locked away where others have access). 

 Only the Cardholder can use the card. Under no circumstances must another person be allowed to 
use the card. 

 The Cardholder accepts that in any case of misappropriation there will be an investigation which 
may result in either disciplinary, civil or criminal action being taken against the cardholder. 

 The Governors/Head Teacher must decide the limit of each card and whether any merchant 
categories need to be blocked. 

  Any subsequent changes must be in writing to Schools Financial Services. 
 Cash withdrawals are blocked for all cards. 
 The School’s Finance Policy must include the names of the cardholders and their limits.  
 Controls for expenditure on the card are the same as those for all school purchases. 
 Personal credit/debit cards must not be used to purchase goods/services for the school. 

A Corporate Card is a facility for use by schools, to allow the purchase of goods, where it is not possible or 
appropriate to use cheques. Examples include internet purchases, purchases by telephone and ‘in person’ 
purchases where a school cheque is unacceptable.  
Purchases should be made in accordance with the School’s finance policy.  
The cardholder may only use the card for business purposes.  
Individual suppliers will be paid by the Bank within 4 working days of the transaction taking place.  
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The school will receive monthly statements from Lloyds Bank, detailing the transactions for each 
cardholder. The School makes one payment per month per card to the Bank by direct debit to cover all card 
transactions. 

CARD MANAGEMENT  
Security of the Card  
The card provided to you is to be used by you only and is not to be lent to anyone else. It is in the name of 
the company and it is your responsibility to ensure that it is retained securely at all times. It is no longer a 
requirement to keep the cards locked in the safe and the card can therefore be kept with the card holder.  
In conjunction with the most advanced banking security available all cardholders will be issued with a PIN. 
Cardholders may be asked to key in their PIN on special keypads, instead of signing a receipt, in certain 
merchant outlets. PIN’s will be sent to the school for the cardholders’ attention. The PIN must not be shared 
with anyone else.  
 
Non Receipt of Cards at Renewal  
Your replacement card should be received approximately 14 days before the renewal date. Non receipt 
should be advised immediately to Schools Financial Services.  
 
Lost/Stolen cards  
If you lose your card or it is stolen, advise Lloyds Bank immediately 
 
 
Cardholders Liability/Credit Status  
Whilst the Corporate Card is embossed with your name, the account and therefore the liability is in the 
name of the School. Consequently there is no impact on your personal credit status. 
 
Amended cards - change of name  
If you need to amend your name on the card (e.g. because of marriage etc) a change of name form is 
required to be completed. The head Teacher needs to confirm that they have seen the original document to 
prove this change and a copy of the proof attached to the form. If the change relates to the Head Teacher 
then this will need to be authorised by the Chair of Governors. The form must be sent to Schools Financial 
Services.  
 
Leaving employment  
An email must be sent to Schools Financial Services from either the card holder or the head Teacher giving 
the card holders name and the last four digits on the card.  
Destruction of the card should be witnessed and completed prior to the card holder leaving their 

employment. Confirmation is required that the card has been cut in half. 
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Fraud Reporting  
 
If you have any concerns about fraud please contact the school external audit company UHY Hacker Young 
a.hickie@uhy-uk.com Stoke House, Church Road, Ashford, TN23 1RD. Phone +44 1233 722 970 

 
 
 
 
 
 
Signed ……………………………………..    Date ………………………… 
 
 
Meeting at which this document was agreed :-      00.00 .2020  Resources Committee 
 

mailto:a.hickie@uhy-uk.com

