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1. Introduction 
 

1.1 The purpose of this policy is to ensure that academies of the Trust maintain and develop 
systems of financial control which conform to the requirements of both propriety and of good 
financial management.  It is essential that these systems operate properly to meet the 
requirements of our funding agreement with the Department for Education (DfE). 
 

1.2 The academy must comply with the principles of financial control outlined in the ‘Academies 
Financial Handbook’ published by the DfE.  This policy expands on that and provides detailed 
information on the academy’s accounting procedures and systems and should be read by all 
staff involved with financial systems. 

 
1.3 Systems and processes outlined in this manual extend to the treatment of Public/Private funds. 

 
1.4 This policy provides detailed procedural guidance for all financial procedures and processes 

in place at a Primary Academy within the Trust. 
 

2. Organisational Structure 
 

2.1  The governance structure for Elston Hall Multi Academy Trust (EHMAT) consists of: 
 

 Board of Trustees 

 Finance, General Purposes & Audit Committee 

 Local Governing Body for each academy 

 Senior Leadership Team (SLT) – Chief Executive Officer (CEO), Associate Headteacher, 
Heads of School, Trust Business Manager 

 
The management structure is set as such to devolve responsibility, encourage involvement in 
decision-making at all levels and maximise opportunities for succession planning. 
 

2.2  The EHMAT currently consists;  
 

 Elston Hall Primary School (October 2015) 

 Palmers Cross Primary School (April 2016) 

 Edward the Elder Primary School (December 2016) 

 Goldthorn Park Primary School (November 2017) 
 

2.3 A Finance, General Purposes & Audit Committee (FGP&A) is in place consisting of Trustees 
who, in line with the Local Governing Body (LGB), are responsible for adopting the School 
Improvement Plan; approving the annual budget; monitor school performance and, upon 
advice, make decisions in relation to the Trust’s strategic direction, capital expenditure and 
senior staff appointments.   
 

2.4 The Heads of each Primary School report directly to the CEO/Associate Headteacher and the 
Local Governing Body in relation to the school improvement plan and curriculum related 
decisions.  Financial decisions are referred to the Trust’s Finance, General Purposes & Audit 
Committee, as appropriate. 

 

3. Financial Responsibilities 
 

3.1 The CEO / Associate Headteacher (or Heads of School in their absence) will: 
 

 Ensure the efficient, economical and effective management of their school resources and 
expenditure, including funds, capital assets and equipment and staff; 

 Ensure that financial considerations are taken fully into account in reaching decisions and in 
their execution; 
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 Approve new staff appointments following consultation with the  CEO; 

 Approve all expenditure as stipulated within the Scheme of Delegation; 

 Effectively manage and control systems and processes to reduce financial risk. 
 

3.2 The Trust Business Manager will: 
 

 Co-ordinate the budget setting process for all schools within the Trust; 

 Ensure the maintenance of sound financial controls and standardise financial procedures 
within schools across the Trust; 

 Monitor and review management accounts, bank accounts and cashflow positions for all 
schools; 

 Review and negotiate Trust wide contracts to ensure value for money and economies of 
scale; 

 Report the financial position of the Trust against approved budgets to the CEO / 
Associate Headteacher / FGP&A / LGB; 
 

3.3 The Finance Manager will, in liaison with the Trust Business Manager: 
 

 Manage income and expenditure within the approved annual budget plan; 

 Routinely monitor and report upon budget expenditure; 

 Proactively manage and inform the CEO / Associate Headteacher / Head of School / 
Business Manager of in year and future budget pressures; 

 Advise and monitor efficiency of ordering and invoicing functions in accordance with 
procedures undertaken by Office Managers; 

 Deal with all financial aspects within the school, in liaison with the Business Manager. 
 
3.4 Delegated Authorisation Levels: 

 
Expenditure Limits 
Head of School/Deputy Headteacher   £  5,000 (if within approved budget) 
Trust Business Manager     £10,000 
CEO / Associate Headteacher    £25,000 
Finance, General Purposes & Audit Committee  £25,000+ 
 
Virement Limits (between expense categories) 
Trust Business Manager     £10,000 
CEO / Associate Headteacher    £25,000 
Finance, General Purposes & Audit Committee  £25,000+ 
 
Writing off bad debts 
Trust Business Manager     £  1,000 
CEO / Associate Headteacher    £10,000 
Finance, General Purposes & Audit Committee  £25,000 
Board of Directors     £45,000 
Secretary of State (EFA)     £45,000+ 
 
Disposal of Surplus Stock, Stores & Assets 
Trust Business Manager     £  1,000 
CEOr / Associate Headteacher    £10,000 
Finance, General Purposes & Audit Committee  £10,000+ 
 
Ordering Procedures 
Three Quotes – evidence required   £  5,000+ 
Tendering procedure      £50,000+ 
OJEU – current European limits will apply 
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4. Accounting system 
 

4.1 All the financial transactions of the school must be recorded on the FMS financial accounting 
system.  The system consists of: 
 

Journals 
  

General Ledger 
  

Bank Transactions 

  

  
        

  

 
 

  
 

 

    
 

 

Purchases Ledger 
 

 

Sales Ledger 
 

        

 Nominal Ledger   Nominal Ledger  

 

System Access 

4.2 Entry to the FMS system is password restricted and the ICTS provider should be instructed to 
ensure that regular password changes are implemented.   
 

4.3 Access to component parts of the FMS system can also be restricted and the Trust Business 
Manager is responsible for setting access levels for all members of staff using the system. 

 

 Back-up Procedures  

4.4 Clarification should be sought from the Trust’s ICTS provider to ensure that there are effective 
and adequate back up procedures in place for the system.   
 

Transaction Processing 

4.5 All transactions input to the accounting system must be authorised in accordance with the 
procedures specified in this policy.  Bank transactions should be input by the Finance 
Manager/Business Manager and authorised by the CEO/Associate Headteacher, as 
appropriate.   
 

Transaction Reports 

4.6 The Trust Business Manager will obtain and review system reports to ensure that only regular 
transactions are posted to the accounting system.  The reports obtained and reviewed will 
include: 

 

 Adhoc audit trail reports; 

 Trial Balance  

 Management accounts summarising expenditure and income against budget at  
Cost Centre and Ledger Code level. 

 

Reconciliations 

4.7 Reconciliation of the bank account to the FMS accounting system should be undertaken by the 
Finance Manager, including identification and explanation of all variances.  This will be subject 
to review by the Trust Business Manager on a regular basis. 
 

 
 
 



4 

 

5. Budgetary Planning & Control 
 

5.1 Budget Planning & Approval 
 

5.1.1 The annual budget will reflect the best estimate of the resources available to the school for the 
forthcoming year and will detail how those resources are to be utilised.  There should be a 
clear link between the improvement plan objectives and the budgeted utilisation of resources. 
 

5.1.2 As part of the budget planning process, the Trust Business Manager & Finance Manager will 
explore the following for each school: 

 

 Forecasts of the likely number of pupils to estimate the amount of DfE grant receivable; 

 Review other income sources potentially available to the academy to assess likely level of 
receipts; 

 Review past performance against budgets to understand the school cost base; 

 Identify any potential efficiency savings; 

 Review the main expenditure areas in light of the development/improvement plan 
objectives and expected variations in cost, e.g. pay increases, inflation and other 
anticipated changes. 

 
5.1.3 Each school’s funding from the ESFA will be subject to a ‘top slice’ approach whereby an 

agreed percentage will be utilised to cover central Trust costs (currently, salaries of Trust 
posts). 
  

5.1.4 The Finance Manager will discuss all operational budgetary requirements with the Head of 
School, as appropriate. 
 

5.1.5 Following discussions, a draft annual and three year budget plan will be established by the 
Trust Business Manager and agreed with the CEO / Associate Headteacher. 
 

5.1.6 The final agreed budget plan (and three year budget plan) will be agreed by the Local 
Governing Body with initial approval by the Finance, General Purposes & Audit Committee, 
prior to formal approval by the Board of Trustees.  
   

5.2 Budget Setting 
 
5.2.1 Following formal approval, the budget plan should be input onto FMS and fixed by the Trust 

Business Manager.   
 

5.3 Budget Monitoring 
 
5.3.1 The budget plan should be subject to monitoring on a monthly basis.  The Finance Manager / 

Trust Business Manager should produce regular (preferably monthly but at least termly) 
management accounts to provide an up to date position of the budget for the CEO / Associate 
Headteacher and Heads of School. 
 

5.3.2 The budget monitoring report should be supported by the relevant FMS report with all 
balances agreed and any variances suitably explained. 
 

5.3.3 The budget monitoring report should represent a realistic position of the budget and forecast 
expenditure up to the end of the financial year which will be utilised to monitor whether 
expenditure is likely to be within budget or overspent.  Appropriate pro-active action can 
therefore be taken to ensure any likely overspends are at a minimum or where it may be 
necessary to raise extra funds to meet expected shortfalls.   

 
5.3.4 The budget monitoring report will be presented to the Finance & General Purposes Committee 

and Local Governing Body by the Trust Business Manager on a termly basis. 
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6. Personnel & Payroll 
 

6.1 All staff are paid monthly through the approved payroll method.  Individual records for each 
employee are created and retained by the Office Manager of each school and will include 
the following: 

 

 Employment contract 

 Salary / Grade 

 Personal and Bank account details 

 Any other deductions / allowances payable 

 
6.2 The Office Manager at each school is responsible for notifying both HR and payroll providers 

of all new appointments, leavers and contract changes for existing employees.  All of which 
should be authorised by the Head of School / CEO/ Associate Headteacher.  Changes to the 
Headteachers terms/conditions/salary should be subject to formal authorisation by the Chair 
of Governors. 

 
6.3 The Finance Manager should be copied in to all correspondence issued to HR and Payroll to 

ensure salary forecast records are up to date for budget monitoring and payroll checking 
purposes. 

 
6.4 Monthly payroll adjustments (i.e. overtime, unpaid leave, mileage claims etc) should be 

authorised by the Head of School and submitted to the payroll provider by the Office 
Manager – copies of all claims submitted should be authorised by the Head of School and 
retained in school. 
 

6.5 Payroll reporting and monitoring will be dependent upon the payroll provider for each school. 
 

6.6 Interim payroll reports will be received from payroll (approx. 2 weeks prior to payday) for 
checking by the Finance Manager.  Payroll data is reconciled against the expected monthly 
salary figures and any significant variances will be investigated with the payroll provider and 
corrected prior to the final payroll run. 

 
6.7 The Finance Manager should email the payroll provider to confirm agreement of the interim 

payroll report to be processed as the final run.  Following the final payroll run, payroll 
reconciliation records should be updated with the actual payroll figures, including forecast 
costs (these will be utilised to update the budget monitoring report) by the Finance Manager. 
 

6.8 The monthly payroll costs are posted to the relevant expenditure payroll codes in FMS via a 
‘normal’ journal as soon as practicable following the final pay run and within the posting 
period in which the costs were incurred. 

 
6.9 The treatment of 3rd party payroll deductions will be dependent upon the arrangements in 

place with the payroll provider.   
 
 
Mileage Allowances 
 

6.10 Where appropriate, prior approval should be obtained from the Head of School to ensure the 
most cost effective method of travel is agreed. 

 
6.11 Mileage claims will be considered on a case by case basis by the Head of School / Trust 

Business Manager and paid on the nationally agreed rate by HMRC. 
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7. Income 

 

7.1 Sources of income at each school will typically include: 

 

 EFA and LA funding – remittances must be retained for audit purposes; 

 DfE/other grants – remittances and records of grant income and expenditure must be 

retained for audit purposes; 

 Dinner money – must be recorded and receipted via the FMS dinner money module; 

 Extended school services (breakfast / after school club) – receipts should be issued for 

monies received where requested; 

 Educational Visits / trips – individual records must be kept to support income and 

expenditure and charges made to pupils; 

 

7.2 All income received must be receipted through the relevant school’s FMS system and 

 coded to the most appropriate ledger code. 

 

7.3 Refer to individual procedure notes for guidance on the adequacy of records for the above 

 sources of income. 

 

 

8. Order Processing 

 

8.1 As a general rule, purchase orders should be raised for all goods and services, prior to the 

actual placement or request for goods and services with suppliers. 

 

8.2 A requisition form should be completed by the requesting member of staff / budget holder.  

Where goods/services costs exceed £5,000, 3 quotes should be obtained to demonstrate 

value for money.  Where the cheapest option is not selected, reasons should be documented 

for the basis of the purchase with the selected supplier. 

 

8.3 Dialogue may be necessary with the Trust Business Manager / Finance Manager at this stage 

to ensure that sufficient funds are available in the budget for the purchase required. 

 

8.4 The requisition form (and quotes where applicable) should be presented to the Head of School. 

 

8.5 The authorised requisition form is then referred to the Office Manager for an official order to 

be raised in FMS and sent to the supplier. 

 

8.6 Where an authorised requisition form by the Head of School is in place, the official order may 

be signed by the Office Manager.  In the absence of an authorised requisition form, the 

official order should be certified by the Head of School / Trust Business Manager.  

 

8.7 The value of the purchase order is committed against the relevant budget code within FMS and 

reduces the budget availability.  This assists in the budget monitoring process to ensure that 

individual budgets are not overspent. 
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9. Goods Received / Deliveries 

 

9.1 Goods are usually received by reception.  All deliveries must be checked for quantity to the 

delivery note, where applicable, and signed at the point of delivery.  It is acknowledged at 

this stage that the officer receiving the goods is not likely to be the officer that ordered the 

goods.  The delivery should, therefore, be further checked by the ordering officer to ensure the 

correct goods (in terms of quantity and quality) have been received.  The delivery note should 

then be certified by the ordering officer and forwarded to the Office Manager for completion 

of records. 

 

9.2 Any rejected / returned goods should be notified to the Office Manager in order to update 

the order accordingly. 

 

 

10. Invoice Processing 

 

10.1 All invoices received should be passed to the Office Manager for registration onto FMS 

against the relevant purchase order.  The invoice can then be processed for payment without 

further verification checks providing that: 

 

 The invoice description and value agrees to the authorised purchase order; 

 A certified delivery note is in place for the goods received. 

 

10.2 In the absence of any one of the above, the invoice will be referred to the requesting officer 

for checking that the items invoiced agree to the original order and that the required goods 

have been received.  The invoice should be certified to this effect (date and initials). 

 

10.3 Where non order invoices are received, these will be referred directly to the Head of School / 

Trust Business Manager for approval / certification of goods / services received. 

 

10.4 All invoices entered onto FMS ready for payment are given to the Head of School for 

authorisation. 

 

10.5 Any items over the value of £1500 should be entered onto the fixed register at this point by 

the Office Manager. 

 

11. Payments - Cheques 

 

11.1 Payments by cheque will be considered on an exceptional basis only and will be approved 

following normal invoice approval procedures.  

 

11.2 The cheques should be certified by two of the designated bank account signatories at each 

school and a copy held on file. 
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12. Payments - BACS 

 

12.1 BACS payments will be processed on a weekly / fortnightly basis by the Office Manager 

(subject to workloads and priorities) for all authorised invoices. 

 

12.2 A BACS file is created on FMS by the Office Manager.  This is uploaded to the Lloyds 

Commercial online banking system by the Trust Business Manager / Finance Manager.   

 

12.3 The BACS Payment batch will be approved by the Trust Business Manager within the online 

banking system by way of secure card and pin. 

 

12.4 The BACS submission / processing report should be certified by the Trust Business Manager 

and a designated bank signatory. 

 

12.5 BACS remittances will be posted to the supplier by the Office Manager and BACS submission 

processing reports will be filed with the respective invoices and retained by the Office 

manager at each school. 

 

 

13. Purchase Cards 

 

 Debit Cards 

 

13.1 Purchases for debit cards must be authorised in the same manner as official purchase orders – 

a requisition form must be completed and authorised by the Head of School/Trust Business 

Manager. 

 

13.2 Upon receipt of an authorised requisition form, the relevant Debit Card holder will purchase 

the required item(s) and retain all receipts. 

 

13.3 A cashbook journal will be completed on a monthly basis, as part of the bank reconciliation 

process, to enter purchases onto the FMS system. 

 

13.4 Debit cards will usually be utilised for internet purchases that are made only where there is a 

clear benefit to the school (for e.g. cheaper price/discount, better delivery time, unique 

product/supplier etc). 

 

Charge Cards 

 

13.5 Any charge cards should be registered in the name of the school and retained by the Office 

Manager (i.e. Carvers, etc). 

 

13.6 Expenditure should be incurred only following permission from the Head of School/Business 

Manager and any receipts returned to the Office Manager to enable verification against 

invoices when received.  Invoices will be subject to normal checking, verification and 

authorisation processes prior to payment on a monthly basis. 
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14. Month End Accounting Procedures 

 

14.1 The schools bank account and FMS accounting system should be subject to reconciliation 

procedures on a monthly basis by the Finance Manager. 

 

14.2 A month end timetable is in place for each financial year and will identify the processes and 

timescales to be followed and adhered to for the closedown of each account period within 

FMS. 

 

14.3 The month end process includes payroll reconciliation, bank reconciliation; review of 

outstanding invoices; aged creditors analysis; outstanding debtor invoices; submission of vat 

claims, analysis of high spend budget areas, income verification and production of 

management accounts. 

 

15. Journals 

 

15.1 All journals will be performed by the Trust Business Manager / Finance Manager within FMS. 

 

15.2 Normal journals occur when re-coding income/expenditure from one general ledger code to 

another within the FMS system.   

 

15.3 Cashbook journals are required to post income/expenditure received directly by the bank into 

the FMS system.   

 

16. Petty Cash 

 

16.1 The school, if required, will have a designated petty cash imprest of £200.  This should be 

retained in the school safe for which the Office Manager is responsible. 

 

16.2 Currently, there are no schools in the Trust that maintain a petty cash imprest. 

 

16.3 Requests for reimbursements by staff are made using a ‘staff reimbursement claim form’ which 

should be authorised by the Head of School with expenditure receipts attached. 

 

16.4 Reimbursements will be entered onto FMS by the Office Manager and will follow the normal 

invoice payment procedure via BACS. 

 

17. VAT 

 

17.1 All suppliers entered onto FMS must have a VAT registration number to enable the reclaim of 

VAT from HM Customs & Excise. 

 

17.2 VAT claims should be submitted for reimbursement on a monthly basis, as part of month end 

procedures by the Trust Business Manager / Finance Manager. 

 

17.3 Reconciliation of the VAT control account must be completed by the Trust Business Manager / 

Finance Mnager for monitoring purposes and to ensure that income due has been received. 

 

17.4 It should be noted that where a valid VAT invoice/receipt is not in place, then these items 

should be excluded from the VAT claim. 



10 

 

 

 

18. Educational Visits 

 

18.1 The Educational School Visits Co-ordinator (EVCo) should be allocated by the Head of School. 

 

18.2 The Teacher arranging the school visit should complete a ‘visits request’ form detailing the trip, 

reasons for the trip, estimated costs and risk assessment for the trip.  This should be forwarded 

to the CEO/Associate Headteacher / Head of School for approval.  A copy should be 

provided to the EVCo and Office Manager. 

 

18.3 Following approval, a list of all pupils to attend the trip will be compiled by the appropriate 

Administration Officer.   

 

18.4 The Teacher should complete an order requisition for all bookings required for the trip, i.e. 

coach travel, admission costs etc.  This should be authorised by the Head of School and 

forwarded to the Office Manager to raise the order and issue. 

 

18.5 All enquiries regarding the trip with suppliers/orders/costs etc should be dealt with by the 

Lead Teacher only.  Any financial changes to the trip should be reported to the Office 

Manager. 

 

18.6 Pupil contributions should be collected by Teachers/Lead Teacher and given to the Office 

Manager as soon as practicable. 

 

18.7 The Educational Visits Proforma should also be completed once all arrangements are complete 

by the Teacher and signed.  A copy should be provided to the EVCo and Office Manager. 

 

18.8 The Office Manager / Admin Officer will update the pupil collection list with monies received.  

Any outstanding monies will be notified to the Lead Teacher who will chase any outstanding 

contributions. 

 

18.9 The Office Manager / Admin Officer will collect and bank all trip monies. 

 

18.10 The Office Manager / Admin Officer will produce an ‘income and expenditure’ statement for 

each trip and present to the Head of School for information and certification.  This will be 

checked for audit purposes by the Finance Manager. 

 

18.11 All school trip records should be maintained in one file and comprise of the following: 

 

- School visit request – approved by CEO/Associate Headteacher/ Head of School; 

- List of pupils attending trip and contributions paid by each pupil; 

- Risk assessment completed by Lead Teacher and certified by the CEO/Associate 
Headteacher /Head of School; 

- Education Visits proforma – certified by the Lead Teacher; 

- Office Manager / Admin Officer statement detailing all income and expenditure costs 
associated with the trip (also detailing relevant order/invoice numbers and dates income 
banked); 
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19. Fixed Assets / Inventory 
   
19.1 All items purchased with a value over the Trust’s capitalisation limit of £1500 must be entered 

onto the asset register subject to conditions of the Fixed Asset & Depreciation policy.  The asset 
register should include the following information: 
 

 Asset description 

 Date of acquisition and purchase order number, where applicable 

 Asset cost 

 Source of funding 

 Expected useful economic life 

 Depreciation method/% 

 Current book value 
 
19.2 The asset register will be maintained by the Office Manager and subject to physical 

verification on an annual basis by the Finance Manager and another member of staff to 
maintain integrity of the check. 
 

19.3 Any variances between the register and the physical check should be documented and 
investigated, and where significant, reported to the Head of School / Associate Headteacher / 
CEO in the first instance and Governing Body, as required. 

 
19.4 All reasonable measures should be in place to ensure that assets, in particular, ICT assets are 

held securely in school with allocated responsibility to staff members, i.e. ICT Co-ordinator 
should ensure all computer equipment is securely held and ICT asset register is updated 
accordingly following new purchases, disposals, missing items etc. 

 
19.5 All disposals must be conducted by the Office Manager, in liaison with the Head of School / 

Trust Business Manager.  Following identification of surplus assets, a ‘disposal of asset’ form 
should be completed by the Head of School and forwarded to the Finance Manager who will 
identify the net book value in conjunction with the Trust Business Manager.  Disposals are 
individual in nature but all stages must be clearly recorded with any resulting financial 
transactions entered onto FMS. 

 
20. Insurance 
 
20.1 Insurance cover for the primary academies is undertaken via the DfE’s Risk protection 

Arrangements’ (RPA) scheme.  Payment for this is deducted directly from funding by the 
Education Funding Agency (EFA). 
 

 
21. Transport 

 
21.1 Currently, only one school in the Trust holds a minibus lease (Edward the Elder Primary School). 

 
21.2 In the event that the Head of School wishes to procure a vehicle for the school, all aspects of 

this should be discussed with the Trust Business Manager in the first instance and agreed with 
the CEO. 

 
21.3 It is the responsibility of all employees to ensure they have adequate insurance cover for 

business use where their own cars are utilised for school purposes, this includes attendance at 
training courses. 


