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Section 1: LEADERSHIP AND GOVERNANCE 
 
 
1.1 Roles, Responsibilities and Accountabilities 
 
Relationship between the Governing Board, the Headteacher and the Senior Leadership 
Team 

 

• The Governors have a responsibility to establish the strategic framework of the school 
within the context of national legislation. 

 

• The Headteacher and the Senior Leadership Team are responsible for the day to day 
running of the school. 

 

• The Headteacher will meet with the Chair of Governors on a regular basis.  Actions taken 
as a result of these meetings will be reported to the Governing Board. 

 

• The Headteacher will produce a written report on significant aspects of the school’s work at 
each meeting of the full Governing Board. 

 

• The Business Manager will produce budget reports for the Leadership & Management       
(L & M) Committee when required. 

 

• The Business Manager is responsible for the management of the budget. 
 

• The Chair of Governors, or, if not available, the Vice-Chair, has the power to discharge any 
of the Governing Board’s functions that can be delegated to an individual, in circumstances 
where delay would be seriously detrimental to the school, any pupil at the school, or his/her 
parent, or a person who works at the school. 

 
The members of the Senior Leadership Team (SLT) are: 
 

• The Headteacher, 
 

• The Deputy Headteacher, 
 

•  The Assistant Headteachers  
 

• The Business Manager 
 
 
The roles of the Headteacher, Business Manager & Admin staff are defined in Appendices 1.1a to 
1.1c. 
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1.2 Financial Delegation 
 
In financial matters, the Governing Board, its Committees and the staff of the school will abide by 
the LA’s Financial Regulations. Financial responsibilities will be discharged in accordance with the 
school’s Scheme of Financial Delegation which is at Appendix 1.2a. 
 
In a matter of great urgency, the Headteacher may refer to the Chair of the Governing Board or 
Chair of finance for approval dependant on the Scheme of Delegation.  The Chairs are 
empowered to act on behalf of the Governing Board.  Any urgent action taken by the Chairs must 
be reported back to the next meeting of the full Governing Board. 
 
 
1.3 Governance Arrangements 
 
The Governing Board is collectively responsible for the overall direction of the school and its 
strategic management.  This involves determining the guiding principles within which the school 
operates and then making decisions about how to spend the budget.  The Governing Board is also 
responsible for ensuring it meets all its statutory obligations and through the Headteacher and 
Business Manager complies with the LA’s financial guidance. 
 
The financial responsibilities of the Governing Board, its committees, the Headteacher and other 
staff are defined in this financial manual.  This should allow the Governing Board to ensure that 
adequate systems of financial control are in place and that it receives the information it needs to 
carry out its role. 
 
The school is bound by the financial accountability framework set by the Education Funding 
Agency (EFA). These schemes are subject to review on a biennial basis taking into account new 
legislation and directives. 
 
These can be found at the following links: 
 
https://www.gov.uk/government/collections/academies-funding-payments-and-compliance 
 
https://www.gov.uk/guidance/academies-financial-assurance 
 
 
For Governing Body responsibilities see Appendix 1.3a 
  
The Headteacher will: 
 

• Ensure that sound systems of internal control are in place. 

• Be responsible for day-to-day financial management. 

• Compile draft budgets with advice from the Business Manager. 

• Supply the Governors with regular budget monitoring information. 
 
See Appendix 1.1a for the role of the Headteacher 
 
The school will: 
 

• Comply with the EFA’s Financial Regulations 

• Be responsible for any budget delegated to them either from the EFA or Cheshire East 
Council (CEC)  through sensible use of the resources allocated to them  

 

https://www.gov.uk/government/collections/academies-funding-payments-and-compliance
https://www.gov.uk/guidance/academies-financial-assurance
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See Appendix 1.1b and 1.1c for the roles of the Business Manager and Admin Staff. 
 
 
1.4 The Governing Board and its Committees 
 

• The Governing Board’s statutory responsibilities are defined within Section 21 of the Education 
Act 2002 and Section 38 of the Education and Inspections Act 2006. 

 

• Meetings of the Governing Board must be held at least three times a year.  Additional meetings 
may be called by the Chair of Governors or held at the request of three members of the 
Governing Board.  Governors require seven days notice of all meetings, except where they are 
deemed to be urgent by the Chair. 

 

• A list of Governors is held and updated regularly. See the Governor’s Handbook.  
 

• At least half of the Governing Board must be present if the meeting is to be quorate (this 
excludes vacancies and should be rounded up the nearest whole number).  Each Governing 
Board determines what constitutes a quorum for its committees, but this must be at least three 
governors, which may include the Headteacher if s/he is a governor. 

 

• Decisions of the Governing Board are taken by the majority of the members present and voting 
on the matter in front of them.  In the event of there being equal votes for and against, the 
Chair of the meeting has a casting vote, other than in a few specified circumstances. 

 

• Minutes of the Governing Board are recorded and kept in the meetings file in the Heateachers 
office.  The Chair signs the minutes as a correct record of the proceedings at the following 
meeting. 

 

• Governors are required not to be involved in a decision of the Governing Board where they 
have a direct pecuniary interest or a personal interest which conflicts with that of the school. 
This means that their interest must be declared and the Governor concerned must withdraw 
from the meeting and take no part in the discussion nor vote in the matter. 

 

• At the beginning of each Governor’s meeting the Chair should ask if any member has any 
interest to declare on any items of discussion, this should then be recorded in the minutes of 
the meeting. 

 

• No decision is taken without a meeting of the Governing Board, except where decision-making 
powers have been delegated to a committee, an individual governor or the Headteacher, and 
clearly minuted.  In situations where the matter is extremely urgent the Chair of Governors or 
vice-chair can take action as outlined in Section 1.1.  The level to which decisions can be 
delegated is shown in The Governing Board Decision Planner held in the SFVS file by the 
Business Manager. 

 
Roles and responsibilities of the Governing Board and its Committees and the limits of their 
delegated responsibility are shown at Appendices 1.3a and 1.3b.  
 
Management arrangements in the absence of the Chair of Governors or the Headteacher 
 
The Vice Chair of Governors is empowered to act on behalf of the Governing Board, in the role of 
Chair, in the event of the Chair's absence.  In the event of the absence of the Chair of a 
Committee, the members will elect a Chair for the meeting. 
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In the event of the absence of the Headteacher, the Deputy Headteacher shall act in his place. In 
this instance the Deputy Headteacher has the Headteacher’s powers of financial delegation but 
only with the agreement of the Leadership & Management Committee. In the event that both the 
Headteacher and the Deputy Head are absent, the Headteacher shall ask the most senior 
member of the teaching staff to act in his place. 
 
Frequency of Governing Board and Committee Meetings 
 
The full Governing Board shall meet three times a year.  Committees will also meet three times a 
year. 
 
Clerk to the Governors 

 

Meetings of the Governing Board will be clerked by an external appointed appointed clerk 
Meetings of Committees will also be clerked by an external appointed clerk  
An outline of the role of the Clerk to the Governing Board is attached as Appendix 1.3c.  
 
1.5 Financial Integrity 
 
The school has many systems for processing and recording financial transactions.  These extend 
from the petty cash account to purchasing, through payroll and contracting services to income 
collection systems.  By building internal financial controls into systems, Governors and staff can be 
confident that transactions will be properly processed and that any errors or fraud will be detected 
quickly. 
 
Examples of internal controls are: 
 

• Internal checks – one person checking another person’s work 

• Separation of duties – distributing the work so that key tasks are assigned to separate 
members of staff 

• Systems manuals – clear, readable descriptions of how systems work and who does what; 

• A system of authorisations – each transaction is authorised before passing on to the next 
stage of the process. 

• A clear audit trail covering all stages of a transaction, for example from copy order to 
invoice, to accounts, to cheque, to delivery note etc. 

• Spot checks by the Headteacher on the completeness and accuracy of records. 
 
Recording Systems and Procedures – Manual of Internal Financial Procedures 
 
The Business Manager is responsible for ensuring the school has a written description of all 
financial systems and procedures.  This is to be known as the Manual of Internal Financial 
Procedures. The Manual of Internal Financial Procedures should be reviewed, updated as 
necessary, and approved by the full Governing Board annually.  The Manual of Internal Financial 
Procedures is to be comprehensive, relevant and available to all staff and Governors.  
 
Financial control during absences 
 
In the absence of the school Bursar, Admin Officer & Business Manager, appropriate measures 
should be taken to ensure that essential duties continue.  This is outlined in greater detail in the 
Business Continuity Plan.  This is found in the policies section on Staff Share, on USB drives and 
on hard copy in the Headteachers & Business Manager’s office. 
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Segregation of Duties 
 
The Headteacher must ensure that duties related to financial administration are distributed so that 
at least two people are involved where this is possible.  The work of one should act as a check on 
the work of the other and all checks will be documented. Where it is not possible to divide work 
between two people, the Headteacher will ensure that periodic checks of the records are 
undertaken to protect against error and fraud. Such checks might include e.g. reconciliation of the 
petty cash account. 
 
 
Retention of Documents 
 
The school must maintain proper accounting records and retain all documents relating to financial 
transactions for the period recommended by the EFA.  The academy must retain all records 
necessary to verify the provision delivered by it, or its sub-contractors, in relation to the EFA 
handbook and its funding agreement, at least six years after the end of the period to which funding 
relates. 
 
Further information can be found at: 
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/469495/Academies
_Financial_Handbook2015.pdfhttps://www.gov.uk/government/uploads/system/uploads/attachmen
t_data/file/469495/Academies_Financial_Handbook2015.pdf 
 
 
Security of Accounting Records 
 
All accounting records must be securely retained and kept in a locked filing cabinet when not in 
use, with access restricted to authorised personnel. 
 
Alteration of Documents 
 
Any alterations to original documents such as cheques, invoices and orders must be clearly made 
in ink and initialed. Under no circumstances will any form of correction fluid be used to amend 
information recorded on accounting records. 
 
 
1.6 Statement of Internal Control (procedure) 
 
The Headteacher, Chair of Governors and Chair of the Governors’ L & M Committee are required 
to formulate and sign a “Statement of Internal Control” for the previous financial year, which 
acknowledges their responsibility for financial management within the school and their confidence 
in the adequacy of the internal control framework for the period it covers.  Also, it provides an 
opportunity to declare any inadequacies within the internal controls and the steps to be taken 
during the following year to address them.  The current year’s statement plus previous year’s 
statements are held by the Business Manager. 
 
  
  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/469495/Academies_Financial_Handbook2015.pdfhttps:/www.gov.uk/government/uploads/system/uploads/attachment_data/file/469495/Academies_Financial_Handbook2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/469495/Academies_Financial_Handbook2015.pdfhttps:/www.gov.uk/government/uploads/system/uploads/attachment_data/file/469495/Academies_Financial_Handbook2015.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/469495/Academies_Financial_Handbook2015.pdfhttps:/www.gov.uk/government/uploads/system/uploads/attachment_data/file/469495/Academies_Financial_Handbook2015.pdf
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1.7 Conflicts of interest 
 
The Business Manager is responsible for the maintenance of a register of potential conflict of 
interest.  All Governors and staff are required to sign a declaration of pecuniary interest each year 
and blank forms will be issued in September of each year.  The current file is held by the Business 
Manager.  
 
 
Newly recruited staff and Governors will be asked to sign a statement on taking up their duties. A 
completed register or if practical, copies of individual declarations, will be submitted to the 
Governing Board who will decide what action to take, if appropriate, in respect of any potential 
conflicts of interest that have been declared. A copy of the format of the register is within the 
pecuniary interest file. 
 
 
 
1.8 Confidential Reporting Procedure (Whistle Blowing Procedure) 
 
The school has created a Whistle Blowing procedure. This includes procedures to be followed by 
persons working at school or a school Governor who wish to complain about financial 
management or financial propriety as well as general conduct relating to school and how the 
complaints will be dealt with.  
 
The Whistle Blowing Policy is shown at Appendix 1.8a and can also be accessed from the school 
website and staff share folder.  
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Appendix 1.1a 
 

The Role of the Headteacher 
 
The Headteacher provides vision, leadership and direction for the school and ensures that it is 
managed and organised to meet its aims and targets, which are established by the Governing 
Board.  The Headteacher: 

• Is responsible for the internal organisation, management and control of the school. 
Staffing structure to be reasonable, given the size and nature of the school, and 
reviewed at least biennially. 

• Advises on, and implements the Governing Board’s strategic framework. 

• Will ensure that the Scheme of Delegation is available within the school. 

• Formulates aims and objectives, policies and targets for the Governing Board to 
consider adopting. 

• Reports on progress to the Governing Board at least once a year 

• Formulates and implements policies for leading the school towards its targets. 

• Provides the Governing Board with sufficient evidence and information to enable it to 
determine the extent to which delegated responsibilities have been met. 

• Is, along with the other professional staff, accountable to the Governing Board for the 
school’s performance. 

• Draws up and submits to the Governing Board an annual budget plan for the School and 
any proposals for revisions to the budget plan as required by the EFA. 

• Ensures that updates on new developments in the financial environment in which the 
school operates have been provided to Governors, e.g. through annual financial up to 

date training, regular newsletters/bulletins (Director's Termly Report), annual information 
packs or ad hoc briefings. 

• Provides adequate funds for Governor and staff training where appropriate. 
 

The Headteacher has delegated responsibility for: 
 

• Leading and managing the creation of a school development plan (SDP) which identifies 
priorities and targets for ensuring that pupils achieve high standards and make 
progress, increasing teachers’ effectiveness and securing school improvement 

• Ensuring that the relevant DFE requirements are implemented. 

• Establishing sound internal financial controls which are managed on a daily basis by the 
Headteacher and the Business Manager. 

• Checking the funds delegated by the EFA are correct. 

• Producing regular reconciled budget/financial reports to the Governing Board as 
appropriate. 

• Obtaining Governor approval for any budget expenditure over £20000 

• Ensuring the adequacy of the schools insurance arrangements. 

• Setting appropriate priorities for expenditure, allocating funds and ensuring effective 
administrative control. 

 
In the event of the Headteacher being unavailable to discharge their duties, the Deputy 
Headteacher will assume these duties as stated in the Scheme of Delegation. 
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Appendix 1.1b  
 
The Role of the Business manager 
 
This position has areas of responsibility in relation to financial management and including 
budget setting and analysis, providing financial advice, accountancy and managing support 
staff. The Business Manager will be a member of the Senior Leadership Team or will attend 
SLT meetings as appropriate when financial matters are being discussed. 
 
Finance – working with the Headteacher the Business Manager will prepare an annual budget 
and monthly reports for the school and these are submitted to the Governing Board.   
 
Human Resources – the Business Manager’s role includes the administration of the 
recruitment of teaching and support staff, recruitment contracts, arranging staff training, health 
and safety monitoring and obtaining appropriate legal advice. 
 
Premises – the Business Manager has responsibility for the management and maintenance of 
the buildings, facilities, grounds, fabric and furnishings of the school, security, maintenance 
contracts, ensuring efficient use of accommodation. 
 
Marketing – the Business Manager is involved in the promotion of the school and improving 
the schools relations with parents, employers and the local community. 
 
Information Communication Technology – the Business Manager has responsibility for the 
MIS computer system and for staff acquiring competence in ICT. 
 
Pupil Service – the Business Manager has responsibility for ensuring pupils are provided with 
the resources they require to help them learn effectively.  To be responsible for travel, trips, 
admissions and general administration. 
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Appendix 1.1c 
 
Role of the Admin Staff 
 
 
Bursar 
The Bursar operates the school’s financial procedures as outlined in this manual on a daily 
basis, under the supervision of the Business Manager or Headteacher. The bursar also 
administers HR requirements such as setting up new employees, contractual changes and any 
additional pay claims/expenses following endorsement by the Business Manager.  The Bursar 
also administers the School Fund with periodic checks done by the Business Manager and 
Headteacher. 
 
 
Admin Officer 
The Admin Officer operates the school’s pupil database and is responsible for the DBS 
administration, including the Single Central Register after agreement with the Business 
Manager.  The Admin Officer also records staff absence/overtime and relays the information to 
the Bursar, Business Manager and Headteacher on a daily basis. 
 
 
 
 
Staff are familiar with the contents of the manual and must not deviate from the procedures 
specified within it unless directly instructed to do so by the Headteacher who will refer the 
matter to the Governing Board. See section 5.4  
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Appendix 1.2a   
 
 

Scheme of Financial Delegation 

 
 
*Deputy Headteacher may authorise in the absence of the Headteacher. 
 
 

 
Authority to 
Purchase 
Limit Up To 

Authorised 
Certifying 
Officer 
Limit 

Authority To Vire 
Budget 

Cheque 
Signatory 

School Fund 
Cheque 
Signatory 

Authorisation 
for Bad Debt 
Write-Off Limit 

Authorisation  
for write off 
and disposal of 
assets 

Governing  
Board 
 

No limit No No Limit No No No Limit 
 
No Limit 

Leadership & 
Management 
Committee 
 

 
£30,000  
 
(£20,000 to 
£30,000 to 
obtain whole 
committee 
approval) 

No No No No No Limit 

 
 
 
No Limit 

Headteacher 
 

 
£20,000  
 
(£10,000 to 
£20,000 with 
chair of govs 
approval)  

 
 
 
No Limit £20,000 Yes Yes £2000 

 
 
 
£5000 

Deputy  
Headteacher 
* 

Limit as 
headteacher 
if acting. 

 
No Limit 

Limit as 
headteacher 
if acting. 

Yes Yes £1000 

 
 
£2000 

        

Business 
Manager 

£10000 N/A Yes Yes 
 
Yes 
 

£1000 
 
£2000 

Departmental 
Budget 
Holders 

Up to the 
value of their 
annual 
budget 

N/A N/A No No N/A 

 
 
No 
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Appendix 1.3a 
 
Governing Board 
 
The full Governing Board retains full powers with regard to: 
 

• Appointing community governors to the Governing Board and associate members to any of 
its committees; 

• Electing a Chair and Vice-Chair; 

• Considering the LA’s Curriculum Policy; 

• Ensuring the National Curriculum is implemented; 

• Deciding the policy on charging and remissions; 

• Agreeing the general principles for discipline; 

• Taking actions, as required or permitted by law, on matters relating to admissions; 

• Deciding any changes in the time of school sessions; 

• Appointing the Headteacher and Deputy Head. 
 

Financial duties consist of: 
 

• Setting financial priorities through the School Development Plan (SDP), the medium-term 
financial plan and the annual budget. 

• Deciding on how the school’s delegated budget should be spent, in accordance with the 
SDP and the statutory curriculum requirements laid down by the Government. 

• Approving and monitoring the annual budget. 

• Ensuring the budget is managed effectively. 

• Ensuring the school meets all its statutory obligations, and through the Headteacher 
complies with the Local Authority’s regulations / standing orders. 

• Determining virement and expenditure thresholds. 

• Evaluating the effectiveness of spending decisions. 
 

Additional responsibilities: 
 

• Ensuring that there is a Systems Manual containing information and a description of 
administration, human resource and financial systems and procedures for all staff with 
financial management responsibility. 

• Establishing formal procedures and a timetable for budget planning. 

• Ensuring that only a balanced sound budget is approved. 

• Ensuring that financial records are maintained that can provide auditors and inspectors with 
explanations they consider necessary. 

• Responding promptly to recommendations made by auditors or inspectors. 

• Monitoring the budget and implementing virements when appropriate. 

• Ensuring that the school obtains best value for money when purchasing goods and 
services. 

• Establishing a charging policy for the supply of goods and services. 

• Establishing and maintaining a register of pecuniary interests of Governors and staff who 
influence financial decisions.  This should be open to examination by Governors, staff, 
parents and the Local Authority. 

• Ensuring that financial duties of staff are clearly described to avoid potential conflicts and 
that person specifications and appropriate procedures are provided during the recruitment 
process. Performance management targets and annual appraisals to be set for staff with 
financial management responsibilities. 

• Ensuring, in conjunction with the Headteacher that: 
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▪ Salary payments are only made to school employees 
▪ Salary payments are made in accordance with appropriate conditions of employment 
▪ Salary payments are only made for services provided to the school 
▪ Appropriate statutory deductions are made (i.e. Tax and NI) 
▪ Payroll changes are accurately recorded and promptly processed. 

• Deciding, after careful consideration, whether or not to insure risks not covered by the Risk 
Protection Arrangement  (RPA). 

• Authorising the disposal or write-off of stock.  

• Ensuring the provision of an induction pack for new Governors containing appropriate 
financial information.   

• Reviewing and signing the Statement of Internal Controls on an annual basis. 

• Establishing effective clerking arrangements for the Governing Body and the L & M 
Committee and ensuring that the Clerk has appropriate skills to undertake the role. 

• Ensuring that the full set of competencies is available at the school with regard to the 
Governing Board and staff with financial management responsibility and to check that there 
is no over reliance on particular individuals in either of these two bodies.   

 
Only a small number of Governing Board committees are now required by law.  These are: 

• Pupil Discipline 

• Appeals 

• Admissions (where the Governing Board is the admissions authority) 

• Staff Dismissal 

• Dismissal Appeals 
 
However, it is a sensible approach for Governing Boards to delegate many of their functions to 
working committees.  The responsibilities which cannot be delegated are listed below.  Any 
delegated powers exercised by a committee must be reported back to the next meeting of the full 
Governing Board.  The full Governing Board can withdraw delegation at any time. 
 
The terms of reference for the Leadership & Management (L & M) committee can be found in 
appendix 1.3b.  Further advice around committee terms of reference is available from the school 
governance team. 
 
Duties which the GB cannot delegate to committees 
 

• Drawing up the instrument of government; 

• Appointing (and removing) the chair and vice-chair; 

• Appointing and dismissing the clerk to the Governors; 

• Holding a full Governing Board meeting at Least three times in a school year or a meeting 
of the temporary Governing Board as often may require; 

• Appointing and removing community or sponsor Governors; 

• Setting up a Register of Governors’ Business Interests; 

• Considering whether or not to exercise delegation of functions to individuals or committees 

• Considering forming a federation or joining an existing federation 

• Deciding to offer additional extended services activities and to form these should take  

• Ensuring that the National Curriculum is implemented. 

• Deciding sex education policy. 

• Agreeing general principles for pupil discipline. 

• Taking action as required or permitted by law on matters relating to admissions. 

• Deciding any changes in the times of school sessions. 

• The appointment of a Headteacher or Deputy Headteacher. 

• Ensuring that daily collective worship and religious education are provided. 
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• Deciding the policy on charging and remission of charges. 

• Approval of the school budget and School Development Plan (SDP) 
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Appendix 1.3b 
 
Leadership & Management Committee 

 
Membership 
 
The Leadership & Management (L & M) committee will have a membership of at least three 
governors. 
 
The Business manager has the right to attend L & M committee meetings to bring reports and 
advise the governors. 
 
The committee will elect a Chair from amongst its number on an annual basis. 
 
Quorum for the committee will be three governors (n.b. the GB may decide that quorum is more 
than 3 governors but 3 is the statutory minimum). 
 
Areas of Responsibility 

• The Budget  

• Buildings and Maintenance (in relation to any financial implications) 

• Health and Safety (in relation to any financial implications) 

• Financial Control 
 
Terms of Reference 
 
Finance 
 

• To provide guidance and assistance to the Headteacher and the Governing Board in all 
matters relating to budgeting and finance. 

• To consider and recommend the annual budget to the Governing Board, which is targeted 
at delivering the School Development Plan. 

• To consider the impact of pupil number forecasts on the school’s future funding. 

• To monitor the income and expenditure of all official funds (i.e. fully delegated and 
earmarked funds) and report the financial situation to the Governing Board each term. 

• To ensure compliance with the EFA’s financial regulations and financial procedures. 

• To consider recommendations from other committees, which have financial implications 
and to provide advice to the Governing Board accordingly. 

• To evaluate the effectiveness of financial decisions. 

• To ensure the adequacy of the internal financial control framework within the school and to 
appraise any proposed changes to financial systems, procedures and limits of delegated 
authority on behalf of the Governing Board. 

• To ensure that the same high standards of stewardship afforded to the official funds are 
applied in relation to the school’s unofficial funds. 

• To receive and appraise, on behalf of the Governing Board, the termly financial reports on 
transactions and balances within the Unofficial Fund and the end of year accounts and 
Auditor’s certificate. 

• To review annually the school’s charging policy and the adequacy of the school’s insurance 
and make recommendations to the Governing Board accordingly. 

• To monitor all financial information provided by the Local Authority and the EFA  and to 
report, as appropriate, to the Governing Board. 

• To consider all spending plans and to advise the Governing Board. 
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• To agree the level of delegation to the Headteacher of day to day financial management of 
the school. 

• To ensure that the requirement for non-public funds to be audited is carried out annually. 

• To draft a whole school pay policy for the approval of the Governing Board and apply the 
approved policy. 

• To apply the whole school pay policy 

• To determine the use of the school premises outside school sessions, including advice to 
the Governing Board on the charging policy (setting charge cannot be delegated to a 
Committee by law). 

• To review the salary of the Head annually. 

• To assess teachers’ salaries annually as required by the Pay and Conditions Document 
and make arrangements to inform staff of the outcome. 

• To draft a whole school pay policy for the approval of the Governing Board and apply the 
approved policy. 

 
School Premises 
 
While delegating day to day management to the Headteacher and Business Manager the 
committee will nevertheless ensure that at all times the grounds and environment form a positive, 
attractive, safe and clean environment for all users. 
 
The Business Manager will have day to day management responsibility for preparing budget 
forecasts for administering expenditure in accordance with the budget and for presenting reviews 
to the Behaviour & Safety (B & S) Committee. The B & S Committee will report and make 
recommendations to the Governing Board on: 
 

• future building programs 

• the premises development plan 

• the ICT development plan 

• the Asset Management Plan 
 
Lettings 
 
The committee will oversee and advise on other uses of the premises.  These fall into 3 
categories: 

• Extended school provision – Breakfast Club & After School Club 

• Community use 

• Income generation 
 
Health and Safety 
 
The committee will receive a Health and Safety report at each of its meetings if any substantial 
financial implications apply.  Serious accidents will be reported to the B & S committee. 
  



18 

 

 

Appendix 1.3c 
 
The Role of Clerk to the Governors 
 
The Governing Board must appoint a clerk.  Governors, associate members of the Governing 
Board and the Headteacher cannot be appointed as clerk to the Governing Board. Governors can 
act as clerk to an individual meeting where the clerk is unable to attend, but it is much better 
practice to ensure that someone who is not a governor or associate member attends to minute the 
meeting in this eventuality.  The Headteacher is not allowed by law to act as clerk to any 
meeting of the Governing Board.  
 
The clerk to the governing Board is accountable to the governing Board, and is responsible for 
advising the governing Board on constitutional matters, duties and powers within the current 
legislative framework.   
 
The role of the clerk would normally include the following: 

• Working with the chair and Headteacher before the Governing Board meeting to prepare a 
purposeful agenda which takes account of DfE, local authority issues and is focused on school 
priorities; 

• Encouraging the Headteacher and others to produce agenda papers prior to the meeting for 
distribution; 

• Producing, collating and distributing the agenda and papers so that recipients receive them at 
least seven clear days, and preferably ten days before the meeting; 

• Recording the attendance of governors at the meeting and take appropriate action re 
absences; 

• Advising the Governing Board on governance legislation and procedural matters where 
necessary before, during and after the meeting, e.g. allowing governors to declare any 
personal interest in the agenda items; 

• Taking notes of the Governing Board meetings to prepare minutes, including indicating who is 
responsible for any agreed action; 

• Recording all decisions accurately and objectively with timescales for actions; 

• Copying and circulating the approved draft to all governors within the timescale agreed with the 
Governing Board; 

• Keeping copies of signed minutes, as an archive; 

• Liaising with the chair, prior to the next meeting to receive an update on progress of actions 
agreed previously by the Governing Board; 

• Chairing that part of the meeting at which the chair is elected, in the absence of a vice chair; 

• Liaising with the school to maintain copies of current terms of reference and membership of 
committee and working parties and nominated governors; 

• Informing the governing Board, local authority and church authority (if appropriate) of any 
changes to its membership; 

• Maintaining governor meeting attendance records and advise the governing Board of non-
attendance of governors; 

• Advising and assisting the school in ensuring that a register of governing Board pecuniary 
interests is maintained, reviewed annually and lodged within the school; 

• Assist the governing Board in providing support to new governors; 

• Ensuring that statutory policies are in place, and that a file is kept in the school of policies and 
other school documents approved by the governing Board; 

• Maintaining records of governing body correspondence. 
 
In addition the clerk may clerk some or all statutory and non statutory governing board committees  
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N.B. Minutes of governing board meetings should be sufficiently detailed to show issues 

raised, questions asked and areas of debate/challenge, without naming individual 
governors or providing a verbatim record of conversations 
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Appendix 1.8a 

 
At Hungerford Primary Academy, we provide equality of opportunity. For us, inclusive education means tailored 
provision to meet the needs of all learners. We believe that quality learning takes place both inside and outside the 
classroom, and at the heart of our thinking is the commitment that all children are actively included and fully 
engaged. Our school is a working, cohesive community that removes barriers to learning and respects diversity in all 
its forms. We value differences in belief and opinion, customs, appearance, ideas and ability, and we always 
endeavour to be an inclusive school family. 

Whistleblowing Policy 

Introduction 
The Academy operates within legal requirements and regulations and expects all employees to co-operate in this by 
adhering to all laws, regulations, policies and procedures. Any employee becoming aware of another employee 
acting inappropriately is obliged and encouraged to report this activity.  
 
The Academy is committed to the values of accountability, but the determined perpetrator may find a way round 
systems and procedures.  It is therefore necessary for all managers and staff to be aware of what is required in the 
event of suspicions. This document sets out the procedure for employees who wish to notify any suspicions and also 
how the Academy should respond. 
 

Purpose 
• To encourage employees to feel confident in raising serious concerns, to question and act upon their 

concerns about practice 

• To provide them with a method of raising concerns and receive feedback on how this is being followed up 

• To ensure employees receive a response to their concerns and they are aware of how to pursue them if they 

are not satisfied 

• To reassure employees that they will be protected from possible reprisals or victimisation if they have 

reasonable belief that they have made any disclosure in good faith 

 
This policy applies to all employees and applies equally to those designated as casual, temporary, agency authorised 
volunteers or work experience, governors and those contractors working for the Academy or working on Academy 
premises, for example agency staff, builders, drivers.   
The grievance procedure is in place to enable employees to lodge a concern relating to their employment. The 
Whistleblowing Policy is intended to cover major concerns that fall outside the scope of other procedures.  

 
These include: 

• Conduct which is an offence or a breach of law 

• Disclosures related to miscarriages of justice 

• Dangerous procedures or practice risking Health and Safety, including risks to the public as well as other 

employees 
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• Damage to the environment 

• Dangerous Practices 

• The unauthorised use of public funds 

• Fraud or corruption 

• Practice which falls below established standards  

• Action which is contrary to the code of conduct for employees, sexual or physical abuse of pupils or 

others 

• Other unethical conduct 

 

Procedure Description 
The following important principles are contained within this policy: 
 

• It contains the provisions that are required from the Public Interest Disclosure Act 1998 

• The Academy is committed to tackling malpractice and employees should know that any matter 

regarding malpractice and other illegal acts will be dealt with seriously 

• A trade union or employee representative or other representative of their choice may accompany any 

employee involving this procedure 

• If a matter results in any disciplinary action, the Disciplinary Procedure will apply 

 
The Whistleblowing Policy encourages and enables employees to voice their concerns without fear of victimisation, 
subsequent discrimination or disadvantage. The Governing Body will not tolerate any harassment or victimisation 
and will take appropriate action to protect employees when a concern is raised in good faith. 
 

Maintaining Good Practice 
Expected standards of conduct and practice derive from a variety of sources including: 

• Job descriptions 

• Policies, Procedures and Guidelines 

• Professional standards 

• Legal requirements and guidelines 

• Inspection standards and reports 

• Code of Conduct 

 
The above list is not exhaustive, but indicates the framework within which the School deliver its services. Employees 
should ensure that they are aware of the standards expected of them. If they are in any doubt they should discuss 
this with their headteacher. 
The Academy recognises that the decision to report a concern can be a difficult one to make. If what employees are 
saying is true, they should have nothing to fear because they will be doing their duty to their employer and those 
who are providing a service. 
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Promoting Good Practice 
There are several ways of promoting good practice as follows: 

• We lead by example.  

• We should know what the School’s policies and procedures expect of us and inform others who do not 

• We should ask questions. If a colleague does something strange we should question it. There is no need 

for aggression but by asking why something is done in a certain way and how it will improve the service 

will ensure standards are maintained and learn from the practice of others. 

• We should keep up to date – CPD is important 

• We need to talk to fellow professionals to learn from best practice 

• Cooperate as fully as possible with any investigation into work practices arising from complaints from a 

service user and share any knowledge or concerns 

• Know what is happening in the department – read I mails, shared network, etc. 

 

Concerns 
All concerns will be treated in confidence and every effort will be made not to reveal employees’ identities if that is 
their wish. However, this cannot be guaranteed, if the matter is considered by an external body, outside of the 
Academy’s control, e.g. legal proceedings. See Confidentiality Policy. 
 

 
How to raise a concern 
When an employee feels concerned about bad practice he or she will need to identify the issues carefully. An 
employee must be clear about the standards against which he or she is judging practice: 

• Is it illegal? 

• Does it contravene professional codes of practice? 

• Is it against government guidelines? 

• Is it against the Academy’s guidelines? 

• Is it about one individual’s behaviour or is it about general working practices? 

• Does it contradict what the employee has been taught? 

• Has the employee witnessed the incident? If so he or she should write it down 

• Did anyone else witness the incident at the same time? If so they should write it down. 

 
 Who an employee should raise concerns with, depends upon on the seriousness and sensitivity of the issue involved 

and who is suspected of the malpractice. For example, there may be exceptional occasions when they are concerned 
about poor, or bad care practice by colleagues at work or where they are aware of a colleague acting in a way that is 
illegal, immoral, or unethical.  

 
As a first step, an employee should normally raise concerns with their head of department.  However, if their 
concern is about their manager they should contact their Headteacher. 
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If an employee’s concern is about the Headteacher, he or she should contact the Chair of Governors. 
 
Once an employee is certain that bad practice exists the following action should be considered: 

• Concerns may be raised verbally or in writing. Employees who wish to make a written report should give 

the background and history of the concern and the reason why they are particularly concerned about 

the situation. The earlier concerns are expressed the easier it is to take action 

• If the employee wishes he or she may ask for a private confidential meeting with the person to whom he 

or she wishes to make the complaint 

• An employee may take another person with them as a witness or for support 

• The employee should take to the meeting – if possible - dated and signed written supporting statements 

from anyone who can confirm the allegations. 

• When making the complaint verbally, the employee should write down any relevant information and 

date it. Keep copies of all correspondence and relevant information. 

• The employee should ask the person to whom he or she is making the complaint what the next steps will 

be and if anything more is expected of them. 

• Ask to be informed of the outcome of the investigation into the complaint.  

 
Although employees are not expected to prove beyond doubt the truth of an allegation, they will need to 
demonstrate to the person contacted that there are reasonable grounds for their concern. 

 
Employees may ask their trade union or professional association representative to advise them, or be present during 
any meetings or interviews in connection with the concerns they have raised. 
 
Employees will not be victimised, disciplined or disadvantaged in any way for raising genuine concerns. All 
employees have legal protection under the Public Interest Disclosure Act 1998. This Act protects employees from 
victimisation by their employer as a result of raising genuine concerns both inside or outside their organisation. 
However, this does not apply where allegations are found to be malicious or deliberately false. Such behaviour will 
be dealt with under the Disciplinary Procedure,  
 

Anonymous Allegations 
This policy encourages employees to put their name to any allegation whenever possible. Concerns expressed 
anonymously are much less powerful but will be considered at the discretion of the School. 
In exercising its discretion the factors to be taken into account would include: 
 

• The seriousness of the issues raised 

• The credibility of the concern 

• The likelihood of confirming the allegation from attributable sources. 

 

How the Academy Will Respond 
The individual manager hearing the concern is encouraged to take advice from Human Resources at the LA..   
Where appropriate, the matters raised may: 

• Be investigated by management, internal audit, or in conjunction with Human Resources through the 

disciplinary procedure 
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• Be referred to the police 

• Be referred to the external auditor 

• Form the subject of an independent inquiry 

 
In order to protect individuals and those accused of misdeeds or possible malpractice, initial enquiries will be made 
to decide whether an investigation is appropriate and if so what form it should take. The overriding principle the 
Academy will have in mind is the public interest.  Concerns or allegations, which fall within the scope of specific 
procedures (for example, child protection or discrimination issues), will normally be referred for consideration under 
those procedures. 
 
Some concerns may be resolved by agreed action without the need for investigation. If urgent action is required this 
will be taken before any investigation is conducted. 
 
Within ten working days of a concern being raised, the manager hearing the concern will write to the employee, and: 

• Acknowledge the concern has been received 

• Indicate how the matter will be dealt with and who will be involved 

• Where possible, give an estimate of how long it will take to provide a response 

• Tell the employee whether any initial enquiries have been made 

• Check whether he or she needs any personal support  

• Tell the employee whether further investigations will take place and if not why not. 

 
The Academy accepts that individuals need to be assured that the matter has been addressed. Thus, subject to legal 
constraints and the bounds of confidentiality, we will inform them of the outcome of any investigation, and the 
action that is to be taken against those whose action caused the concern.  Also, if appropriate, what changes are to 
be made to monitor procedures to ensure that a similar concern is not raised in the future. 
 

Untrue Allegations 
If employees make an allegation in good faith, but it is not confirmed by the investigation no action will be taken 
against them.  If however, they make an allegation frivolously, maliciously or for personal gain, disciplinary action 
may be taken against them.  In such cases, the Disciplinary Procedure will apply. 
 

How Matters Can be Taken Further 
If the employee is not satisfied with the outcome, they may take the matter to the Chair of Governors if they have 
not already been involved.  Within ten days the Chair of Governors will write to the employee to acknowledge the 
concern has been received and indicate the steps that will be taken. The Chair of Governors may choose to refer to 
the appeals governor and disciplinary committee to investigate. The Chair of Governors will then inform the 
employee of the outcome. 
 
If employees take their concerns outside of the Academy, this policy does not apply. They should take advice about 
their rights and responsibilities.  Employees should also make sure that as far as possible the matter is raised without 
personal information relating to other employees being disclosed. 
 
Any employee who unreasonably and without justification raises such issues on a wider basis, such as with the press, 
without following the steps and advice in this procedure may be liable to disciplinary action. 
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SECTION 2:  PEOPLE MANAGEMENT 
 
2.1 Governor competencies 
 
The Governing Board will endeavour to ensure that as a group it is made up of people who can 
address the full range of financial responsibilities with which it is charged.  To facilitate this 
Governors will measure the competence of the group every 12 months or more often if there are 
significant changes.  A competence matrix is completed and signed off on each occasion.  These 
matrices are held in a Governors & Staff Information file by the Business Manager.  If the 
governors feel that there is a gap in their collective knowledge or skills this will be addressed by 
attendance at appropriate training courses.  In allocating responsibilities to individual Governors, 
the Governing Board will try to ensure that it does not place over reliance on any one individual 
member. 
 
 
2.2 Governor induction 
 
Newly appointed Governors will be provided with an appropriate induction.  This will include 
Hungerford Primary Academy’s induction pack for school governors.  The school will encourage all 
new governors to attend the County’s induction course for new governors.  Appropriate 
information will be provided to new governors to enable them to take on their financial 
responsibilities within the school.  This will include access to any courses on financial 
management offered for Governors. 
 
 
2.3 Governor training 
 
Governor’s training needs will be assessed by the Governing Board annually.  Where needs are 
identified Governors will be encouraged to attend appropriate training courses and workshops 
which will be arranged in liaison with the LA’s School Governance Team.  Costs will be factored in 
to the budget.   
 
 
2.4 Staffing structure 
 
The school’s staffing structure will be reviewed every two years. In particular the L & M 
Committee/Governing Board will ensure that staff resources are adequate to ensure that the 
financial procedures in this manual can be complied with. A copy of the school’s staffing structure 
is at Appendix 2.4a  
 
 
2.5 Staff competencies 
 
The Headteacher will ensure that the staff with financial management responsibilities have the 
necessary knowledge and skills to enable the school’s financial procedures to operate in 
accordance with those specified in this manual.  In addition to the normal procedures for 
appraising development needs of individuals, annual assessments of financial competence are 
completed and documented.  This information is held in the Governors & Staff Information file by 
the Business Manager. 
 
 



26 

 

 
2.6 Over reliance 
 
The school recognises that great reliance is placed on the Headteacher and on the Business 
Manager for ensuring the continued operation of the school’s financial procedures and that their 
absence for any reason could cause difficulties. The school will seek to minimise the impact of 
such absences by having available, a manual of administration procedures and also ensuring that: 
 
 
• this Manual of Internal Financial Procedures reflects the actual procedures in the school            

and that these have been approved by the Governing Board       
 
• this Manual of Internal Financial Procedures is kept up to date 
 
• all relevant staff have access to this manual and are familiar with its contents 
 
• all Governors with financial management responsibilities have access to this manual and 

are familiar with its contents 
 
• where possible, deputies have been trained who can cover key posts in the event of   
     absence 
 
 
  
2.7   Person specifications 
 
In the event of the need arising to recruit staff to key posts that carry financial management 
responsibilities, the school will draw on the job specifications available from County H.R.  These 
specifications will include key financial management responsibilities.  When staff are being 
recruited to these posts their financial management competencies will be evaluated by scrutiny of 
their written application form and at interview. 
 
 
2.8  Performance Management 
 
Within the School’s overall arrangements for performance management, staff with financial 
management responsibilities will be allocated targets/key tasks that reflect their financial 
responsibilities as appropriate.  
 
 
2.9  Staff Training 
 
Staff with financial management responsibilities will be offered the opportunity to attend relevant 
training when the need has been identified through the performance management or competence 
measuring framework.  Staff will be responsible for ensuring that their training and development 
needs are identified, recorded and addressed.  Those conducting performance management will 
ensure that training needs are met and reviewed during subsequent performance management 
cycles. 
 
 
 
 
 



27 

 

 
 
 
 
Appendix 2.4 a Staff Structure Chart 
 
 

 
 
 
 
 

 

   Staffing Structure 2017 
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SECTION 3: POLICY, STRATEGY AND FINANCIAL PLANNING 
 
 
3.1 School Development Plan 
 
The Headteacher, in consultation with the staff, will prepare annually, a SDP, which will give the 
curriculum, management and budgetary targets for the next year and will be consistent with the 
school’s three year budget plan which must in turn take into account future years’ funding 
allocations likely to be made available by DfE.  The plan will be prepared in the spring term each 
year and will be submitted to the summer term meeting of the Governing Board, together with the 
annual budget for approval.  
 
The SDP will: 
 
• include a statement of the school’s educational goals to guide the planning process 
• Outline, for at least three years, the school's educational priorities and budget priorities 
• Link the use of resources to the achievement of the school's aims 
• Provide sufficient detail relating to the school's educational priorities to provide the basis  

for constructing budget plans for the next financial year 
• Reflect that initiatives been subject to a full appraisal of their costs and benefits and that   

reports documenting the findings have been presented to and approved by the Governing  
Board prior to the policy being adopted. 

• Include intended expenditure on continuing commitments and commentary on significant  
changes from the previous year. 

 
The Headteacher is responsible for monitoring and reporting progress of the SDP to the 
Governing Board as part of the Headteacher’s Termly Report.  This report will show clearly the 
links between progress against the SDP and expenditure against the budget. 
 
 
3.2 Budget and long term planning 
 
The L & M Committee together with the Headteacher and Business Manager will ensure the 
effective allocation of the resources to appropriate budget holders for all areas of income and 
expenditure including staffing, premises, administration, curriculum resources and student 
services. 
 
The annual budget will be prepared by the Headteacher and Business Manager in consultation 
with the Chair of the L & M Committee.  The following points will be considered when constructing 
the budget: 
 
• it will reflect the financial implications arising from the SDP 
• It will be consistent with longer term financial plans of the school which will in turn reflect 

projected DfE funding. 
 
The reports will be presented to the L & M Committee and then the Governing Board for approval. 
Any over or underspends will be discussed and explanations for variances given. Comprehensive 
minutes will be taken as an accurate record of items discussed. 
 
Timetable for budget preparation 
 
In May or June each year the Headteacher, Business Manager and Chair of the L & M  Committee 
will make an initial calculation of the major budget accounts, using provisional figures where 
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necessary, and will construct a draft budget to be approved by the L & M Committee. See 
timetable at Appendix 3.2a  
 
The final budget will be submitted to the SLT and Leadership & Management Committee as soon 
as possible and to the full Governing Board in the autumn term for formal approval. The GB will 
agree the planned level of balances to be reflected in the budget  
 
Where necessary the budget will be profiled to assist in monitoring and in cash flow management. 
This is done by the Business Manager. 
 
 
3.3 Benchmarking 
 
The L & M Committee and Headteacher will ensure that an area of expenditure is reviewed by 
benchmarking against fair and reasonable comparator schools every year.  
 
Responsibility for providing the comparison data and analysis will be assigned to the Business 
Manager by the Headteacher. Comparative data will be obtained from the DfE Benchmarking 
website. If this proves unsuitable an alternative will be used and a report will be made to the 
Governing Board explaining the reasons why and this will be minuted.   
 
Reasonable conclusions from the benchmarking together with an action plan where appropriate 
will be reported to the Governing Board for their approval.  
 
Access to the DfE comparison site (Academies financial Benchmarking) is via 
http://www.education.gov.uk/afb/login.aspx 
 
 
 
 

http://www.education.gov.uk/afb/login.aspx
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Appendix 3.2a  
 
SDP and Budget Planning Timetable  
 
 

Timetable SDP Budget 

Spring Term 

Review progress in 
meeting existing SDP 
plans 

Estimate costs of 
continuing existing 
commitments for each 
year over planning period 

Select targets for coming 
year 

 

 
Cost options for meeting 
new SDP targets 

Prioritise selected targets 
Estimate preliminary 
budget share for each 
year 

Summer Term 

 

Select affordable 
options/make changes to 
existing commitments 
and approve draft plan 

Revise SDP targets 
Receive notification of 
actual budget share for 
year 1 

 
Revise/agree draft 
budget 

Autumn Term 

Revise SDP targets to 
reflect final budget 
decisions for year 1 

 

Produce new SDP 

Agree final budget  
Adjust future years’ 
figures in the light of 
actual budget for year 1 
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SECTION 4: PARTNERSHIPS AND RESOURCES 
 
 
4.1 Funding Allocation 
 
Various funding allocation packs and information booklets are prepared and made available online 
by the EFA.  This information contains all necessary information for academy funding.  The 
funding packs outline the various sources of funding and their mechanisms/formulae. Any new 
changes are highlighted and acronyms defined.  A regular bulletin from the EFA is also available 
at:   https://www.gov.uk/government/collections/efa-e-bulletin 
 
Funding allocation packs, A to Z guides and general information on Academies revenue funding 
allocations is at:  
file:///C:/Users/scb8752211.HUNGERFORD/Documents/ACADEMY%20BUDGET%202015-
16/Academies%20revenue%20funding%20allocations%20-%20Detailed%20guidance%20-
%20GOV_UK.htm 
 
 
 
4.2 Financial Regulations 
 
The school continues to abide by the LA’s Financial guidelines.  In accordance with these 
guidelines, quotations and tenders will be obtained when goods or services are being procured.  
See Scheme of Delegation at Appendix 1.2a. In considering quotations and tenders the school will 
consider both the quantitative and qualitative merits of bids.  
 
 
4.3 Value for Money 
 
The school will comply with its Purchasing policies and procedures (See Section 7) to ensure that 
VFM is achieved in the procurement of goods and services.  A copy of the Best Value Statement 
is within the policies section on the pc & USB and a hard copy is held by the Business Manager. 
 
 
4.4 Contracting 
 
When approving new contracts or the continuation or cessation of existing contracts the options 
available will be discussed by the Governing Board or an appropriate Committee.  
 
  

https://www.gov.uk/government/collections/efa-e-bulletin
file:///C:/Users/scb8752211.HUNGERFORD/Documents/ACADEMY%20BUDGET%202015-16/Academies%20revenue%20funding%20allocations%20-%20Detailed%20guidance%20-%20GOV_UK.htm
file:///C:/Users/scb8752211.HUNGERFORD/Documents/ACADEMY%20BUDGET%202015-16/Academies%20revenue%20funding%20allocations%20-%20Detailed%20guidance%20-%20GOV_UK.htm
file:///C:/Users/scb8752211.HUNGERFORD/Documents/ACADEMY%20BUDGET%202015-16/Academies%20revenue%20funding%20allocations%20-%20Detailed%20guidance%20-%20GOV_UK.htm
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SECTION 5: PROCESSES 
 
(Also covered at a higher level in section 3) 
 
5.1 Financial Reports for Governors and budget holders 
 
The Headteacher and Business Manager will provide financial information for Governors and 
delegated budget holders that is: 
 
• relevant to their role and responsibilities  
• clearly presented and understandable 
• produced regularly and promptly 
• accurate 
• clear in identifying earmarked and similar funds (and brings to attention any relevant terms 

and conditions) 
 
Around the first week of each month, a set of budget papers is prepared and emailed to members 
of the L & M committee, the Headteacher, Deputy Head and Assistant Heads.  This also provides 
KS1 & KS2 budget holders of the situation within their specific budgets. 
 
 
  
5.2 Reporting to the EFA. 
 
The school will provide the EFA with information requested in accordance with any specified 
deadlines. The information will be derived from the school’s financial records and will be consistent 
with that which has been reported to and approved by the Governing Board, as 5.1 above. 
 
 
 
5.3 Academy Financial Assurance Rules 
 
The school has adopted the Academy Financial Assurance Rules. The rules may be found at: 
 https://www.gov.uk/guidance/academies-financial-assurance 
 
Within this document is the Academies Financial Handbook in which is listed Roles & 
Responsibilities, Governance, Delegation, Audit Requirements and especially The Schedule of 
Requirements. 
 
The financial Assurance Rules are interpreted so that they are applied in principle within the 
structure and requirements of the school.  
  
  
5.4 Financial Procedures 
 
The Governing Board has reviewed and approved the contents of this Manual of Internal Financial 
Procedures and satisfied themselves that the procedures are appropriate to the school and are 
sufficiently comprehensive.  This approval is conducted on a yearly basis.  All staff and Governors 
will familiarise themselves to an appropriate extent with the procedures in this manual.  Any 
temporary deviations from or permanent changes to the procedures will only be made with the 
approval of the Governing Board.  The procedures will be regularly reviewed and updated with 
Governing Board approval when necessary.  
 

https://www.gov.uk/guidance/academies-financial-assurance
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5.5 Accounting records 
 
The school will ensure that all accounting records are kept up to date.  Primary documents will be 
signed and dated to provide evidence that they have been properly authorised and processed and 
have not been amended.  Records will be stored and retained in accordance with DfE 
requirements.  They will be held in a safe place and retained for the current year plus 6 more. 
 
 
5.6 Internal Controls 
 
The Headteacher and Governors will ensure that appropriate action is taken to address any need 
to improve financial controls as a result of control self assessment (see Section 1.4) or as a result 
of an audit carried out by the academy’s accountants, Afford Bond Ltd. or as a result of any 
significant change in the school’s financial procedures since the last self-assessment or internal 
audit.  Statements of internal control can be found in the Governor & Staff Information file held by 
the Business Manager. 
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SECTION 6: BUDGET MONITORING 
 
6.1. Responsibility for maintaining budgetary control records 
 
The Business Manager will produce monthly budget monitoring reports for income and 
expenditure, including sums committed but not yet paid and outturn forecasts, against the 
approved budget.  These reports will be reconciled with the school’s bank statements and 
accounting records.   
 
 
6.2. Content of budgetary control records 
 
The Business Manager will provide budget monitoring reports to the Leadership & Management 
Committee once per month. Reports to this Committee will show original and revised budgets 
against actual expenditure. 
 
Budgetary control records maintained by the Business Manager will contain a record of the budget 
allocated and all items spent under each account code, together with the budget remaining and 
any variances.  These will have explanatory notes and, where necessary, remedial action plans 
including virements. These will be processed to transfer funds from one account code to another 
(see Scheme of Delegation for virement policy). This will occur once a month.  
 
 
6.3.  Monitoring against the School Development Plan 
 
The Headteacher will monitor expenditure on the initiatives set out in the school development plan 
on a termly basis. 
 
 
6.4. Devolved budgets 
 
If budget elements have been devolved, departmental budget holders will receive and review 
monthly reports comparing the amount spent or committed to date against their budgets. The 
Business Manager & Headteacher will monitor these reports at least once a term and take action 
where necessary. 
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SECTION 7: PURCHASING 
 
The School will achieve value for money when purchasing goods or services.  It is essential to 
get the best quality at the best available price and through the most efficient process.  In 
addition to the initial purchase costs, on going costs may be taken into consideration. 
 
 
7.1 Approval for purchasing 
 
Prior approval from the Governing Board will be obtained for all expenditure above a 
predetermined limit. (See Scheme of Delegation Appendix 1.2a) 
 
 
7.2. Procedures for obtaining written quotes  
 
Three written quotations will be obtained for all expenditure above a predetermined limit (see 
Scheme of Delegation for approval limits) unless it is impracticable to do so. In such 
circumstances, the reasons for not doing so will be reported to the Governing Board. 
 
Purchases up to £1000 
 
No competitive process is required for purchases below £1000, although the Budget holder 
should endeavour to achieve value for money even for purchases of a relatively low value.   
 
Purchases between £1000 and £10000 
 
At least three competitive written quotations will be obtained for purchases between £1000 and 
£10000 in value.   
 
All quotations will be compared and the decision to accept one over another fully documented.  
Where quotations other than the lowest in financial terms are accepted the reasons will be 
reported to the L & M Committee. 
 
All discussions and decisions will be fully documented in the minutes of the meeting and 
retained for auditing purposes. 
 
In cases of emergency, the Chair of Governors and/or Chair of Finance may make an on the 
spot decision which should be ratified and minuted at a later date by the appropriate 
committee. 
 
 
7.3. Procedures for obtaining tenders  
 
All purchases estimated to exceed £30000 will be put out to tender.  
 
The L & M Committee will invite tenders from suppliers with the technical capability and 
financial standing to deliver the contract.  
 

• The school will agree a date by which all tenders should be submitted by sealed bids 
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• Two Governors will be present when any tenders are opened and should initial and date the 
tenders to indicate their presence. 

• A record of the opening process will be kept and will be certified by at least two of the 
people present as being a true record.  

• Details of all tenders will be presented to the L & M Committee by a person selected by the 
Governing Board. 

• The Governing Board will decide which tender is accepted. This will normally be the lowest 
tender unless circumstances make this undesirable. If this is the case this will be reported 
and minuted to either the L & M Committee or Full Governors dependent on Scheme of 
Delegation. 

 
 
7.4. Contract Specifications 
 
Contract specifications should define the service to be provided in terms of its nature, quality 
standards, information and monitoring requirements and contract review procedures. For the 
elements of a contract specification see Appendix 7.4a   
 
The Governing Board will ensure that a register is maintained. They will also ensure that any 
contractor employed by them will have full insurance cover for any claims made against the 
contractor by a third party, arising from their contract with the Governing Board. 
 
Any costs incurred by a Governing Board as a result of a break in the terms of a contract will 
be charged to the school’s delegated budget. 
 
All contracts will be held within a contracts file and will be reviewed and reported to the 
Governing Board at least once a year to enable best value to be achieved.  
 
The Business Manager is responsible for monitoring the school meals, grounds maintenance 
and all other contracts.  
 
 
7.5 Procedures for the completion of orders 
 
All orders for goods and services except utilities, rents and rates will be made via the FMS 
system. (See Appendix 7.5a for the procurement process and Appendix 1.2a Scheme of 
Delegation for approval limits).  
 
 
7.6 Use of Goods and Services 
 
Orders will only be used for goods and services provided to the school. Individuals will not use 
official orders to obtain goods or services for their private use. 
 
 
7.7 Authorisation of orders 
 
All orders will be approved in line with the procurement process and the Scheme of Delegation. 
(See Appendix 7.5a and Appendix 1.2a)  
 



    

  
37 

 
7.8 Order checking 
 
The Business Manager should be satisfied that the goods or services ordered are appropriate 
and needed, that there is adequate budgetary provision and that quotations or tenders have 
been obtained if necessary. 
 
 
7.9 Recording Commitments 
 
When an order is placed, the estimated cost will be committed against the appropriate budget 
allocation so that it features in subsequent budget monitoring. 
 
 
7.10 Procedures for the receipt of goods in school 
 
The school will check goods and services on receipt to ensure they match the order and the 
order should be marked accordingly. This should not be done by the person who requested the 
order. The admin staff will contact the supplier immediately in the event of any discrepancy 
between the order and the goods received. Only when the delivery is certified as correct will 
arrangements be made for the goods to go to the correct department.  The Bursar will enter the 
goods received on the FMS system.  All delivery / goods received notes must be retained by 
the Bursar. 
 
 
7.11 Payment Checking 
 
The Payments section will ensure that an invoice is paid in line with the supplier’s terms and 
conditions once the school has receipted the goods.  
 
 
7.12 Certification of invoices for payment  
 
Staff authorised to approve orders are included in the Scheme of Delegation see Appendix 
1.2a and have been approved by the Governing Board. 
 
 
7.13 Debit & Credit Cards 
 
The school has applied for various cards associated with the 2 bank accounts.  The main 
account and the School Fund account.  The main account has 4 debit cards attached: 
Rhian Futcher, Chris Jones, Damien Sweeney and Andrea Bean.  6 credit cards (Business 
Charge Cards) are also attached to this account and they are held by: Rhian Futcher & Chris 
Jones - each with £1000 per transaction limit, and Andrea Bean, Damien Sweeney, Drew 
Salmon (Site Manager) & Wendy Shaw (Family Support Worker) – each with £500 per 
transaction limit.   
 
The School Fund Account has 3 debit cards attached held by: Rhian Futcher, Chris Jones and 
Andrea Bean. 
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Authorisation before use is always obtained from either the Headteacher or Business Manager.  
The Business Manager approves the expenditure from other cardholders and the Headteacher 
authorises the Business Manager’s spend.  A debit card or credit card authorisation form is 
completed by the card holder and budget code checked and authorized by the Business 
Manager.  This is then passed to the Bursar to await the VAT receipt/invoice.  Once the Bursar 
has all necessary information, the expenditure is entered onto the FMS system using the 
agreed ledger code for that type of expenditure. 
 
Credit Card transactions are administered in a similar way but before being entered onto the 
FMS system, the Bursar checks all transactions are consistent with the Credit Card 
Statements.  The Business Manager reconciles the transactions and card statements with that 
of the direct debit transaction on the main bank statement and signs the bank statement as 
‘reconciled’. 
 
 
7.14 Leasing Arrangements 
 
The school currently has photocopiers only on a lease arrangement.  The governing Board will 
be consulted should the school wish to enter into any other lease arrangement. 
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Appendix 7.4.a – Contract Specification 
 
A contract specification should contain the following elements: 

• Contract duration 

• Definitions 

• Contract objectives 

• Services to be provided 

• Service quantity  

• Service quality standards 

• Contract value and payment arrangements 

• Information and monitoring requirements 

• Procedure for dealing with disputes 

• Review and evaluation requirements 
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Appendix 7.5a – Procurement Process 
 
Procurement Processes 
 

• Staff request goods via budget holder, then fill out order form which is given to business 
manager to approve and sign. 

• Bursar places order on the FMS system, Business manager is able to approve 
requisition so the order can go ahead. 

• The order is then sent by email to correct supplier with an order number 

• Goods will be delivered to the school with the order number, which can then be checked 
& verified by a member of staff independent to that particular order process 

• Invoices will be sent by the supplier directly to the school for payment  

• Bursar matches invoice with delivery note which can then be signed by the business 
manager for payment  
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SECTION 8: INCOME 
 
Income is a valuable asset and can be vulnerable to fraud.  It is vital that appropriate controls 
are in place to ensure its security.  It is important that cash held does not exceed the limit for 
insurance purposes.  The School is responsible to the Governing Board for accounting for all 
income due and cash collected, and for keeping accurate records. 
 
 
8.1 Income Charging Policy 
 
The Governors have established a charging policy for charging for those school activities 
permitted by law. The Governors will review this charge annually.  All income is to be recorded 
and paid into the school budget.  The Breakfast Club and After School Club policies also 
outline the charges involved.  Monies banked from these clubs are paid into the school budget 
and these extended services are identified using a different ledger code in the school budget 
 
 
8.2 Records  
 
Proper records will be kept by the Business Manager of all income due. 
 
 
8.3 Lettings 
 
The Governors have established a letting policy for charging for the use of the school 
premises.  This includes the use of the school for local and general elections, a school holiday 
club or any extracurricular activities in agreement with the Headteacher and Business 
Manager.  Chargeable lettings are invoiced via the FMS system with the school bank details.  
These amounts are then banked into the main school budget and identified appropriately.  
Again these are checked off against reports on a monthly basis.   
 
All lettings will be authorised by the Headteacher within a framework determined by the 
Governing Board and should be recorded in a diary or register. 
 
 
8.4. Collection and Banking Duties 
 
Any money paid in by pupils is sent in sealed envelopes with all details recorded.  This is sent 
to the Bursar from each class in a sealed container for sorting.  All income is identified and 
counted by the Bursar after reconciliation with teachers.  A record detailing all income is kept.  
This is signed and dated as a correct record. 
 
For educational visits, voluntary contributions are requested although these are limited in 
accordance with legislation.  All monies are categorized and paid into School Fund. The visits 
are paid through the School Fund bank account.  Payment cards are issued to parents for 
residential trips to enable them to pay in installments, details of all money received is recorded 
onto a class list 
 
All income will be banked by the Site Manager into the appropriate accounts on a weekly basis 
or when cash balances exceed £2000 in value.  Money is taken in sealed tamper proof bags.   
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8.5. Prompt issuing of Invoices 
 
The Business Manager prepares any invoices and posts them as soon as possible (In advance 
or within 30 days).  Invoices are dated and numbered sequentially.  As the academy is not VAT 
registered, no VAT is calculated on invoices. 
 
 
8.6. Use of Receipts 
 
The Business Manager will issue receipts upon request.   Receipts are pre-printed, signed, 
numbered and show the amount both in words and numbers.  The admin office issues receipts 
for all money paid to the office. 
 
 
8.7. Security of Cash and Cheques 
 
The Business Manager ensures that all cash and cheques are kept securely in the safe to 
which they and the Headteacher have access. 
 
 
8.8     Reconciliation of Banking 
 
Paying in slips identify the split between cash and cheques and must tally with the bank 
statement. Bank reconciliation takes place on a monthly basis and any discrepancies 
investigated. 
 
 
8.9. Encashment of Personal Cheques 
 
Income collections cannot and are not used for the encashment of personal cheques. 
 
 
8.10 Debts Write-off 
 
Uncollected debts should be referred to the Headteacher and then to the Governing Board in 
accordance with the Scheme of Delegation (see Appendix 1.2a) to determine whether action to 
recover the debts should continue or whether to write them off. 
 
 
8.11 Transfers of Cash between Staff 
 
When members of staff transfer cash or valuables from one to another, both parties have 
adequate documentation to ensure correct transfer and accountability.  If the amount at any 
one time exceeds £100, a statement to this effect will be signed by both parties. 
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8.12    ParentPay Transactions 
 
The school now has an online payment system called ParentPay which enables parents and 
carers pay for school meals and school trips online.  Parents were issued with a username and 
password (which they were allowed to customise) and log on to the ParentPay website using 
these details on a regular basis to pay for their child’s school meal or class trip.  This negates 
the need for child, parent, teacher, admin and bank staff to handle quantities of cash or 
cheques.  
 
ParentPay is attached to the main bank account so any amounts paid in from parents or carers 
are collated and shown as a credit on the bank statement which the Business Manager then 
reconciles. 
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SECTION 9: PAYROLL 
 
Policy for dealing with appointments, terminations, promotions and salaries 
 
All vacancies for teaching and non-teaching staff will be advertised internally or externally, or 
both, (unless it is previously agreed with the L & M Committee that this should not be the 
case).  The Governing Board will determine the Headteacher’s delegated powers to recruit 
staff in line with the 2003 School Staffing Regulations.  Whatever delegation arrangements are 
in place the Headteacher is able to invite members of the Governing Board to participate in the 
interview and appointment process. 
 
Appointments and terminations of appointments shall be made in accordance with the relevant 
LA personnel procedures (Please note that the Governing Board has formally adopted all the 
LA’s personnel policies and procedures). 
 
The Governing Board will review the salaries of all employees annually in the summer term. 
The L & M committee will carry out this function with the Business Manager and Headteacher. 
 
The Headteacher is responsible for performance management arrangements in the school. 
 
 
9.1 Appointments and Payroll Process 
 
The Headteacher ensures all the administrative arrangements for appointments and 
terminations are carried out in line with the LA’s regulations.  The Bursar completes the forms 
online.  These are then sent to the Headteacher for approval and forwarded to the Employee 
Service Centre via the Dashboard System, whereupon the Employee Service Centre (ESC) 
process the payroll on our behalf. 
 
9.2 Documentation 
 
The Headteacher ensures at least two people are involved in the process of completing, 
checking and authorising all documents. The Headteacher informs the Business Manager via 
email or other written instruction, of any impending change to the personnel conditions.  
 
9.3 Payroll Administration 
 
The Bursar enters all details on Eform online and the Business Manager signs the paper copy, 
as proof of checking and authorisation, and keep on file with the completed claim form. 
 
9.4 Security of Documents 
 
The Headteacher and Business Manager have access to personnel files which are maintained 
by the Bursar.  Staff will be permitted to have access to their own personnel file on request. 
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9.5 Processing staff payments 
 
All staff who have worked overtime will complete an overtime claim form and submit to 
Business Manager for authorisation. All payroll transactions to be completed by the Bursar on 
the Eform online before the end of the month, copy to be given to the Business Manager, 
together with supporting documentation, for checking and signing.  Payroll transactions will be 
processed only through the payroll system. 
 
 
9.6 Staff List 
 
The Headteacher will hold a list of all staff employed and it will be updated regularly by the 
Bursar. 
 
 
9.7 Procedures for checking central payroll reports 
 
The Business Manager checks all central payroll reports monthly to eliminate any inaccuracies. 
Any matter of concern will be referred at once to the Employee Service Centre. The Business 
Manager will check payroll reports against over time and travel claim forms.  Print outs to be 
signed by the Business Manager and dated as a correct record. 
 
Net pay, NI, PAYE and pension contributions are identified from the reports and collated into 
various cost centres on a salaries journal in the FMS system.  This then displays the costings 
for the academy’s liabilities against appropriate ledger codes in the budget reports. 
 
 
9.8 Procedures for the payment of supply cover 
 
Where a Supply Teacher is required the Governing Board permits the Headteacher to make 
the necessary appointments. The Headteacher authorises supply cover in advance, wherever 
possible, and enter details into the school diary for processing by the admin staff. 
 
The Bursar will carry out all the procedures required by ESC so that payment of salary may be 
made.  Details to be entered on the Eform online for submission before the end of the month. 
Supporting documentation detailing name of Supply Teacher, rate of pay and hours worked will 
be completed and authorised by the Headteacher or Business Manager and retained with a 
copy of the Eform.  
 
 
9.9 Sickness records 
 
Staff who are absent due to sickness are required to telephone the school before 8.00 a.m.  
The Admin Officer will complete the sickness record and enter the details on the electronic 
absence form.  Part A is completed on the first day of sickness absence and Part B on their 
return, this is then signed by the member of staff absent and also the Headteacher.  Staff will 
contact the school by 2.30 pm to advise the intended date of return. 



    

  
46 

SECTION 10: PETTY CASH 
 
The School has a petty cash facility to the value of £250. This figure has been agreed by the 
Governing Board.  (See Appendix 10.1a)  The petty cash account is used for making small 
purchases by staff.  It is important that proper controls are in place to prevent its abuse or loss.  
 
The school fund also has a petty cash facility of £250.  The same control measures apply to 
this also. 
 
 
10.1 Cash held on the premises 
 
Small petty cash amounts are held on the premises. Petty cash records are held securely in a 
locked cabinet with access restricted to authorised personnel. 
 
 
10.2 Expenditure on Minor Items 
  
A voucher is signed by the member of staff borrowing the money from petty cash and 
authorised by the Business Manager.  Business Manager’s requests are authorised by the 
Headteacher.  Receipts from the purchase and any surplus cash are returned to the Bursar.  
The vouchers and cash are reconciled at the end of each month by the Bursar and the petty 
cash float is replenished to the total amount of £250.   
 
 
10.3 Responsibility for Petty Cash Accounts 
 
The Headteacher will carry out periodic checks of the relevant records. The Headteacher 
should sign and date the records where checks have been performed.  All expenditure from the 
petty cash account must be supported by receipts and requisition vouchers where practicable. 
The Bursar administers the account on a daily basis.   
 
 
10.4 Maintaining proper records 
 
The Bursar will maintain local records to enable the petty cash to be completed and 
reimbursed on a monthly basis. 
 
 
10.5 Personal cheques 
 
Under no circumstances will personal cheques be encashed from the petty cash funds.  
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10.6 Cheque Administration  
 

• The school has two signatories for each cheque. 

• The signatories have been approved by the Governing Board and reviewed on a yearly 
basis. 

• Cheque signatories list will be checked against the bank mandate held for each account. 

• No cheques will be issued without supporting evidence. 

• No cheques will be presigned 

• All signatures will be manuscript. 

• Cheque books are held in the safe. 
 

 
The Business Manager will maintain a list of cheque signatories for each account and a list of 
all bank and building societies accounts 
 
 
Account    
    
Main Account 
 
R. Futcher, D. Sweeney, 
C, Jones, J. Stoneley, 
A. Bean 
 
    
School Fund 
 
R. Futcher, D. Sweeney, 
C. Jones, J. Stoneley,  
A. Bean    
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Appendix 10.1a –Petty Cash Administration 
 

• Amount of petty cash accounts £250 

• Authorised signatories (R. Futcher, D. Sweeney, C. Jones, J. Stoneley, A. Bean) 

• All purchases to be agreed in advance by the Headteacher or Business Manager. 

• No payments will be made by the Bursar without supporting receipts and evidence. 

• All receipts will be signed upon issue of cheques. 

• Claims will be reimbursed on a monthly basis for reimbursement. VAT will be shown 
separately on the claim form. All receipts will be held securely in a locked cabinet or 
safe for 7 years for audit purposes.  
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SECTION 11: TAX 
 
 
11.1 Tax Regulations 
 
The Business Manager is responsible for ensuring that the school complies with Value Added 
Tax (VAT), Income Tax and other tax regulations.  The HMRC’s guidance on VAT will be 
consulted for a detailed interpretation.  
 
The school will consult with the Employee Service Centre when any queries arise in relation to 
employees. 
 
 
11.2 VAT  
 
The school will ensure full adherence to the VAT legislative requirements on all purchases it 
makes and its supply of goods and services. 
 
The school must only process bona fide VAT invoices which include the VAT registered 
number 
 
The academy is not VAT registered however VAT on goods pertaining to educational needs 
and services can be reclaimed using a VAT126 form.  The claim is done by the Business 
Manager on a monthly basis.   
 
See guidance http://www.hmrc.gov.uk/manuals/vatedumanual/vatedu70000.htm 
 
. 
With regard to the petty cash account and the School Fund, where receipts under £250 are 
received and bearing a VAT Registration number the Bursar will calculate the amount of VAT 
that may be claimed and record this on all relevant paperwork.   
 
All staff are reminded that a separate VAT receipt/invoice is required in order to reclaim the 
VAT. 
 
 
 
11.3 Educational Visits. 
 
All money collected from pupils / parents will be given by the member of staff who collected it 
to the Bursar, who will arrange for the money to be banked in line with the banking procedures 
as at 8.4.  The designated member of staff will keep individual accounts for each pupil 
participating in the visit, to ensure that full payment is made. 
 
The Bursar will provide receipts for all cash payments received for such visits when requested 
and will keep separate accounts which may be presented to parents or others as required. 
 
 
 
In order to be able to reclaim VAT on educational visits:- 

http://www.hmrc.gov.uk/manuals/vatedumanual/vatedu70000.htm
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• Foreign visits must not be booked with a firm who are part of the Tour Operators Margin 
Scheme, as they cannot issue VAT invoices.  Trips within the UK can be. 

 

• The visit will serve an educational purpose e.g. be part of the curriculum and be prepared 
for and followed up in school 
 

• The visit will not be of a recreational or sporting nature. 
 

• Pupils will be supervised by suitably qualified staff. 
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SECTION 12: SCHOOL FUND 
 
 
12.1 Control of Funds 
 
The Business Manager  ensures all funds are accounted for in a separate bank account. The 
Headteacher is responsible for the financial management of the school fund. 
 
 
12.2. Business Manager appointed to oversee the fund 
 
The Governing Board has appointed the Business Manager oversee the school fund.  The 
Bursar administers the fund on a day to day basis. The fund must be registered with the 
Charity Commission if its annual donations exceed £5,000. 
 
 
12.3 Appointment of an Auditor 
 
The Governing Board has ensured the school fund is audited by a qualified accountant who will 
provide a statement in the year end accounts to approve transactions in and out of the fund.   
 
 
12.4 Standards 
 
Headteacher will ensure adequate standards of financial control apply to the fund.  
 
The following controls apply: 

• Separation of duties.  See  12.10 Reconciliation of Unofficial fund 

• Maintaining spreadsheets. The spreadsheets will allow sufficient analysis by transaction 
type, enable reconciliation to bank account details, identify cash and bank transactions 
and cross reference the records to prime documents, i.e. invoices/ receipts. 

• Monthly bank reconciliations will be performed by the Bursar, signed and dated on 
completion.  

• Payment authorisation procedures will be adhered to as per the Scheme of Delegation. 

• Invoices and receipts will be held securely to support payments and income 
respectively. 

• Income receipting procedures will ensure all income is banked intact.  

• Income which properly relates to the school’s delegated budget will not be credited to 
the school fund. 

 
 
12.5. Procedures for reporting to the Governing Board 
 
A summary of all school fund income and expenditure activity and balances will be presented 
to the Governing Board.  
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12.6. Audited accounts to Governing Board annually 
 
The Business Manager will present the audited accounts and a written report on the accounts 
to the Governing Board and should be completed no later than three months after the end of 
the financial year.   
 
 
12.7. Audited accounts certificate  
 
The Business Manager will keep a copy of the auditor’s certificate as proof of audit. This will be 
held in the ‘Afford Bond’ file by the Business Manager. 
 
 
12.8. Procedures for payments from and to the school fund 
 
Members of staff requiring payments from unofficial funds for school visits, or for the purchase 
of goods or services must apply to the Business Manager for the necessary funds. The 
purchase will have been authorised by Headteacher prior to expenditure being incurred.  The 
Bursar will write a cheque for which two signatures are required. (See authorised signatories 
within Scheme of Delegation), or give an amount of school fund petty cash, depending on the 
amount required. 
 
A separate pre-printed and numbered receipt book for school funds will be used for all monies 
received upon request. Receipts will be pre-printed, signed, numbered and have the amount 
written in both numbers and words. A signature indicating receipt of cash will be required by 
the Bursar. Invoices and/or receipts will be attached to cheques when presented to the 
Headteacher for signing. 
 
Should petty cash be required by a member of staff for example for use on a school trip, a 
written request will be given to the Headteacher. This will be authorised and passed to the 
Bursar for payment to be made. A receipt will be issued, signed and dated by both individuals. 
 
 
12.9. Dealing with school fund income 
 
Any school fund income will be paid into the relevant bank account at least once a month or 
when income is received. If income could not be banked on the day it was received then it will 
be held securely in the safe. If any cheques or cash are banked into the school fund 
inappropriately this will be transferred without delay to the correct fund.   
 
 
 
12.10  Reconciliation of the school fund 
 
The Business Manager will ensure that regular reconciliations between the accounting records 
and bank statements are undertaken by the Bursar as appointed by the Governing Board. This 
will be independently reviewed on an ad hoc basis by the Headteacher 
 
 
12.11 Insurance cover for school funds 
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School fund losses are covered by the DfE’s Risk Protection Arrangement. Keys to the safe will 
be held offsite during out of school hours to comply with insurance regulations. 
 
 
12.12  Payment to employees for work completed 
 
Under no circumstances will the fund be used for payments to individuals or employees for 
work completed. Any such payment will be processed through the ESC payroll process. 
 
 
12.13  Personal cheques 
 
 Fund income cannot be used for the encashment of personal cheques. 
 
12.14 School Fund Petty Cash 
 
A maximum of £250 (which is accounted for on a monthly basis) is held in a locked cash box in 
the safe.  The transactions relating to petty cash are recorded on the school fund spreadsheets 
for further analysis by governors.  The replenishment of the cash balance takes place on a 
monthly basis, or whenever funds fall below £10, whichever is sooner.   
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SECTION 13: Assets 

 
The school has attractive, valuable and portable items of material and equipment ranging from 
library books, computers, video recorders and televisions.  These assets are kept secure and 
recorded in the Inventory record that is maintained using Excel Spreadsheets.  All assets are 
marked with Smart Water security by the Site Manager.  
 
 
13.1 Stock Levels 
 
The Headteacher is responsible for ensuring all stock levels are maintained at a reasonable 
level and subject to a physical check at least once a year.  The Bursar has been appointed to 
perform the physical check prior to the placing of a large order.  Suitable documentation is 
retained to show the stocktake has been undertaken and that stocks are maintained at 
adequate levels.   
 
 
13.2. Maintenance of Inventories 
 
The Bursar is responsible for the maintenance of the school’s inventory record and the security 
marking.  Assets are recorded on a spreadsheet. 
 
The format of the record is as follows: 
 

• Date of acquisition 

• Serial numbers 

• Description of item 

• Location  

• Source of Funding (Revenue, capital or leasing)  

• Cost/ Estimated replacement value 

• Date of last inventory check and signature of relevant officer 

• Disposal details – date of / reason for / amount realised 
 
 
All new acquisitions, disposal or write offs are documented by a member of staff and the 
register is updated by the Bursar. 
 
The security of the inventory record relies on the data back up procedures operated in the 
school.  There is a computerised copy on the admin pc and a back-up is taken monthly onto 2 
USB drives.  One is kept in the fire proof safe and one is taken off site by the Business 
Manager. 
 
The Governing Board has taken responsibility for performing an annual check of the inventory 
record against physical items. The Governors are independent of the officer responsible for the 
maintenance of the register.  When the check has been performed the inventory record is 
signed and dated as a correct record. Any inventory discrepancies found on the yearly check 
are reported to the Governing Board (valued over £100). 
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Any discrepancies discovered in the register should immediately be investigated and the 
Headteacher informed. Where discrepancies exceed £100, (see Scheme of Delegation 
Appendix 1.2a) they are reported to the Governing Board.  
 
Depreciation of assets is documented in the year end accounts by Afford Bond Ltd. 
 
 
13.3. Property taken off site 
 
Any equipment taken off site must be authorised by the Headteacher.  This is likely to include 
laptops, tablets and photographic equipment. It is understood that equipment is brought 
immediately back to school when asked to do so.   
 
 
13.4. Authorisation of disposal of surplus stock 

 
Items listed on the Inventory record which are no longer fit for school use will be authorised for 
disposal by the Headteacher /Governing Board. If the item can be sold, the income will be paid 
into the main bank account or school fund account, wherever the original cost originated from. 
 
The Governing Board permits the write-off or disposal of school property valued at under £500 
at the discretion of the Headteacher. All proposed write-offs or disposals above that value will 
be agreed by the L & M Committee.  All items disposed of will be recorded on the asset 
register. 
 
 
13.5. Security of safe and keys 
 
The safe is kept locked and the keys removed and kept in a safe location off the premises.   
The people with key access to the safe are: Business Manager and Headteacher. 
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SECTION 14: INSURANCE 
 
The school is protected against risk via the DfE’s Risk Protection Arrangement.  Such risks 
may include third party public liability, employers liability and property damage.  The 
Headteacher reviews its exposure to such risks on a yearly basis to ensure that cover remains 
adequate.  The RPA is not an insurance scheme as such, but is a mechanism through which 
the cost of risks that materialise will be covered by government funds. 
 
 
14.1 Annual Identification of Risks 
 
The Headteacher as Health and Safety Officer completes a risk audit annually to ensure that 
the RPA covers the needs of the academy adequately. 
 
 
14.2 Risks not Covered 
 
The Governing Board will consider whether any risks identified are to be insured.  The cost will 
be met from the main budget.  
 
 
14.3 Notification of new risk 
 
The Headteacher will notify its insurers, of all new risks, property, equipment and vehicles 
which require insurance or of any other alteration affecting existing insurance. 
 
 
14.4 Third Parties 
 
The school will not give public liability insurance to a third party without prior written consent 
from the DfE. Public Liability insurance certificates from third party users of the school 
premises will be retained by the school where appropriate.  
 
 
14.5 Notification of Accidents/Losses and incidents 
 
The school will follow the guidelines from the DfE regarding the RPA. 
 
14.6 Claiming 
 

The school will immediately inform the DfE, of all accidents, losses and other incidents that 
may give rise to a claim. In the event of an incident the school will follow the Critical Incident 
Management plan which has been approved by the Governors. (See Appendix 14.6a) 
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14.7 Property taken off School Premises 
 
The RPA will cover the use of school property when used off site.  
 
 
14.8 Car Insurance 
 
All staff will ensure their car insurance covers them for business use.  A copy is held by the 
Bursar for retention along with details of their driving license and copy of the MOT if applicable.  
No travel claims will be paid without sight of car insurance documents.  The register for these 
details is held by the Bursar. 
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Appendix 14.6a CRITICAL INCIDENT MANAGEMENT PLAN 

 
Critical incidents by their very nature and definition tend to disorientate and overwhelm those 
involved.  The purpose of this document is to provide a framework to deal with such incidents.  
It would be impossible to provide for every such eventuality but it is hoped that by assigning 
key roles, having checklists and procedures in place and by drawing up and keeping contact 
lists up to date that our response to a crisis will be more assured. 
 
The school follows the LA’s guidelines for critical incident management.  
 
http://centranet.ourcheshire.cccusers.com:81/childrenandfamilies/criticalincidents/Site Documents/Critical Incident 

Response Team Booklet.docx 

 

 
 
 
 
 
 
 

http://centranet.ourcheshire.cccusers.com:81/childrenandfamilies/criticalincidents/Site%20Documents/Critical%20Incident%20Response%20Team%20Booklet.docx
http://centranet.ourcheshire.cccusers.com:81/childrenandfamilies/criticalincidents/Site%20Documents/Critical%20Incident%20Response%20Team%20Booklet.docx
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SECTION 15: DATA SECURITY 
 
The school is reliant on computers to process and record personal, financial and other 
management data.  It is important that management information is properly protected from 
unauthorised access and that it is backed up regularly.  It is important that a recovery plan is in 
place to ensure continuity of financial management in the case of an emergency. 
 
The Data Protection Act 1998 is designed to protect the rights of individuals in relation to the 
personal data that is held about them.  The Act requires governing boards and Headteachers 
to notify the Data Protection Commissioner where the activities they are engaged in are 
covered by this legislation. The Governing Board ensures that the Data Protection 
commissioner is notified in accordance with the data protection act 1998.  The school is 
registered with the Data Protection Commission (Information Commissioner’s Office).  
Certificate number ZA116220. (Date to be renewed 11.05.16). 
 
All data held by the school complies with the requirements of the Data Protection Act 1988 and 
all requests made under the Freedom of Information Act 2004 are dealt with in accordance with 
the guidance. 
 
Individual personnel files are held in the secure cabinet in the admin office.  Staff can view their 
own file upon request to the Headteacher. 
 
 
15.1 Access to Hardware and Software 
 
Management Information Systems are protected by password security.  Access is limited to 
Headteacher, Business Manager, Deputy Head, Admin Officer and Bursar.  Passwords are 
used to prevent unauthorised access to the system and are carefully controlled and updated 
regularly when prompted.  The system enforces regular change of passwords, and they are 
complex (a minimum of eight characters, alphanumeric and using upper and lower case) and 
will not be shared. 
 
 
15.2 Back up Procedures 
 
Daily computer back up is carried out using the LA’s ‘overnight’ system called RBuss.  This 
back-up is checked by the admin staff on a daily basis and the IT helpdesk are informed of any 
back-up errors. Additional to this, the IT support hired by the school, takes a back-up onto a 
disc on a weekly basis. Three disks are used on a rolling programme for the back-up 
procedure, ensuring at any point in time there are 3 weeks worth of back up disks which could 
be used should the system fail. Backup disks for the school admin computer are kept in the 
safe. Once a term the IT support will restore data from the back up disk to ensure that the 
process is working correctly.  
 
 
15.3 Recovery plan for emergency 
  
The Business Manager has established a recovery plan to ensure continuity of financial 
administration in the case of emergency.  (See Business Continuity Plan on the school website 
and staff share folder).  All procedures and financial administration procedures have been 
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backed up on the computer system and a copy of procedures is held in the office instruction 
manual file.  Two USB drives are loaded with all information required, such as: Business 
continuity Plan, Asset Inventory and all policies.  One USB is held in the fireproof safe and the 
other is taken off site by the Business Manager. 
 
 
15.4 Protection against computer viruses 
 
To prevent viruses being imported, only authorised software agreed by the coordinator is used. 
 
The ICT coordinator protects against viruses in two main ways: 

▪ Installing and regularly updating anti-virus software. This will be done automatically 
using Panda Cloud. Should the automatic update not occur for any reason then manual 
updates will be installed and recorded, signed and dated by the Headteacher. 

▪ By blocking the use of unauthorised software. 
 

Each pupil will sign an Acceptable Use Policy form regarding the use of school ICT computers. 
Each member of staff signs an Acceptable Use Policy form regarding the use of school ICT 
computers. 
A copy of the schools acceptable user policy is held in the ICT suite and a copy is kept in the 
policies section on the pc and on the school website. 
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