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POLICY No F1 ACCOUNTING POLICY 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY Board of Trustees 

RATIFIED BY  19 October 2021 

REVIEW  September 2022 

 

 
 
Basis of preparation - The financial statements will be prepared under the historical cost convention 
in accordance with applicable United Kingdom Accounting Standards, the Charity Commission 
‘Statement of Recommended Practice: Accounting and Reporting by Charities’ (‘SORP 2005’), the 
Academies Accounts Direction and the Companies Act 2006. A summary of the principal accounting 
policies, which will be applied consistently, except where noted, is set out below. 
Going Concern  
 
The Academies Accounts Direction requires academy trustees to produce a statement on the academy 
trust's ability to continue to operate as a going concern, including disclosure of any financial 
uncertainties facing it. The requirement derives from Financial Reporting Council's Guidance on Going 
Concern which states what should happen when a business does not prepare accounts on a going 
concern basis or when there are material uncertainties casting significant doubt upon its ability to 
continue to adopt the going concern basis of accounting. Provided this is the case, it is not necessary 
for assets to be valued on an impaired basis (because it is thought that the business is going to be 
wound up). By making this judgement, the academy trust justifies deferring recognition of certain 
expenses (such as payments required to pay down a pension deficit) until a later period when the 
academy trust will, presumably, still be operational. The threshold for departing from the going 
concern basis of accounting is very high, as there are often alternatives to winding up. However, it 
should be emphasised that the decision as to whether the accounts should be prepared on a going 
concern basis is a matter for the academy trustees. They prepare the accounts and then present them 
to the auditors who may, or may not, concur. 
 
Recognition of incoming resources - These will be on a receivable basis.  

• Grants Receivable will be included in the Statement of Financial Activities (SOFA) on a 
receivable basis. The balance of income received for specific purposes but not expended during 
the period will be shown in the relevant funds on the balance sheet. Where income is received 
in advance of entitlement of receipt its recognition will be deferred and included in creditors as 

https://www.frc.org.uk/news/april-2016/guidance-on-the-going-concern-basis-of-accounting
https://www.frc.org.uk/news/april-2016/guidance-on-the-going-concern-basis-of-accounting
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deferred income. Where entitlement occurs before income is received, the income will be 
accrued. 

• Donations are recognised on a receivable basis where there is certainty of receipt and the 
amount can be reliably measured. 

• Sponsorship income provided to the Trust/School which amounts to a donation will be 
recognised in the SOFA in the period in which it is receivable. Any sponsorship money received 
with no restriction on its use will be credited to the unrestricted fund in the SOFA. 

• Donated services and gifts in kind - The value of donated services and gifts in kind will be 
recognised at their open market value in the period in which they are receivable as incoming 
resources, where the benefit to the School can be reliably measured. An equivalent amount will 
be included as expenditure under the relevant heading in the SOFA, except where the gift in 
kind is a fixed asset in which case the amount will be included in the appropriate fixed asset 
category and depreciated over the useful economic life in accordance with the depreciation 
policies below. 

• Other income will be recognised in the period it is receivable. 
  

All expenditure will be recognised in the period in which a liability is incurred and will be classified 
under headings that aggregate all costs related to that category. Where costs cannot be directly 
attributed to particular headings they will be allocated on a basis consistent with the use of resources, 
with central staff costs allocated on the basis of time spent, and depreciation charges allocated on the 
portion of the asset’s use. Other support costs will be allocated based on the spread of staff costs. 
 

• Costs of generating funds - These will be costs incurred in attracting voluntary income, and 
those incurred in trading activities that raise funds. 

• Charitable activities – These will be costs incurred on the Trust/School’s educational operations. 

• Governance Costs will include the costs attributable to compliance with constitutional and 
statutory requirements, including audit, Trustee and Governors’ meetings and reimbursed 
expenses. 

• Resources will be recorded net of VAT, with the exception of business costs where VAT is 
irrecoverable. They will be classified under headings that aggregate all costs relating to that 
activity. 

 
Accounting for fixed assets -  
Assets or groups of assets costing £5,000 or more will be capitalised as tangible fixed assets and will 
be carried at cost, net of depreciation and any provision for impairment. Where tangible fixed assets 
are acquired with the aid of specific grants, either from the government or from the private sector, 
they will be included in the Balance Sheet at cost and depreciated over their expected useful economic 
life. The related grants will be credited to a restricted fixed asset fund in the SOFA and carried forward 
in the Balance Sheet. Depreciation on such assets will be charged to the restricted fixed asset fund in 
the SOFA so as to reduce the fund over the useful economic life of the related asset on a basis 
consistent with the depreciation policies (see below). 
 
Depreciation 
Depreciation will be provided on all tangible fixed assets other than freehold land, at rates calculated 
to write off the cost of each asset on a straight-line basis over its expected useful lives, as follows: 
Freehold buildings 2%  
Land 0% 
Fixtures, fittings and equipment 25%  
ICT equipment (except servers) 33% 
Servers 10% 
Motor Vehicles 10% 
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Longer life fixtures and fittings 10% 
Assets in the course of construction will be included at cost. Depreciation on these assets will not be 
charged until they are brought into use. 
A review for impairment of a fixed asset will be carried out if events or changes in circumstances 
indicate that the carrying value of any fixed asset may not be recoverable. Shortfalls between the 
carrying value of fixed assets and their recoverable amounts are recognised as impairments. 
Impairment losses are recognised in the Statement of Financial Activities. 
 
Leased Assets 
Rentals under operating leases will be charged on a straight-line basis over the lease term. 
 
Investments  
See Reserves and Investment Policy 
 
Stock 
Stocks will be valued at cost. 
 
Taxation 
The Academy Trust is considered to pass the tests set out in Paragraph 1 Schedule 6 of the 
Finance Act 2010 and therefore it meets the definition of a charitable company for UK corporation tax 
purposes. Accordingly, the Academy Trust is potentially exempt from taxation in respect of income or 
capital gains received within categories covered by Chapter 3 Part 11 of the Corporation Tax Act 2010 
or Section 256 of the Taxation of Chargeable Gains Act 1992, to the extent that such income or gains 
are applied exclusively to charitable purposes. 
 
Pensions Benefits 

Retirement benefits to employees of the Academy Trust are provided by the Teachers’ Pension 

Scheme (‘TPS’) and the Local Government Pension Scheme (‘LGPS’). These are defined benefit 

schemes, are contracted out of the State Earnings-Related Pension Scheme (‘SERPS’), and the assets 

are held separately from those of the Academy Trust. 

 
The TPS is an unfunded scheme and contributions are calculated so as to spread the cost of 
pensions over employees’ working lives with the Academy Trust in such a way that the pension 
cost is a substantially level percentage of current and future pensionable payroll. The contributions 
are determined by the Government Actuary on the basis of quinquennial valuations using a 
prospective benefit method. As stated in Note 27, the TPS is a multi-employer scheme and the 
Academy Trust is unable to identify its share of the underlying assets and liabilities of the scheme on 
a consistent and reasonable basis. The TPS is therefore treated as a defined contribution scheme and 
the contributions recognised as they are paid each year. 
 
The LGPS is a funded scheme and the assets are held separately from those of the Academy Trust in 
separate trustee administered funds. Pension scheme assets are measured at fair value and liabilities 
are measured on an actuarial basis using the projected unit method and discounted at a rate 
equivalent to the current rate of return on a high-quality corporate bond of equivalent term and 
currency to the liabilities. The actuarial valuations will be obtained at least triennially and will be 
updated at each balance sheet date. The amounts charged to operating surplus will be the current 
service costs and gains and losses on settlements and curtailments. They will be included as part of 
staff costs. Past service costs are recognised immediately in the SOFA if the benefits have vested. If 
the benefits have not vested immediately, the costs are recognised over the period until vesting 
occurs. The expected return on assets and the interest cost will be shown as a net finance amount of 
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other finance costs or credits adjacent to interest. Actuarial gains and losses will be recognised 
immediately in other gains and losses. 
 
Fund Accounting 
 
Unrestricted income funds represent those resources which may be used towards meeting any of the 
charitable objects of the Academy Trust at the discretion of the Trustees. 
 
Restricted fixed asset funds are resources which are to be applied to specific capital purposes imposed 
by the Education Funding Agency or other Funders where the asset acquired or created is held for a 
specific purpose. 
 
Restricted general funds comprise all other restricted funds received and include grants from the 
Education and Skills Funding Agency. 
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POLICY No F2 ANTI-FRAUD, CORRUPTION, GIFTS AND HOSPITALITY 

POLICY 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

1. INTRODUCTION 

1.1 This policy and procedure defines the expected conduct of all staff engaged at the Trust, whether 

in paid or voluntary employment, in relation to deterring and/or detecting fraud and corruption, 

and who to report it to. 

 

1.2 It includes clear guidelines on what is acceptable in terms of gifts and hospitality and how these 

matters are declared. 

 

1.3 UET is committed to ensuring that it acts with integrity and has high standards of personal 

conduct.  Everyone involved with the Trust has a responsibility in respect of preventing and 

detecting fraud.  All staff, Trustees and Governors have a role to play.  The Trust also recognises 

the role of others in alerting them to areas where there is suspicion of fraud. 

 
1.3 Recognising a potential fraud and being able to report it is just as important as the measures to 

prevent and detect.   
 

1.4 It is the duty of all employees, Trustees and Governors to take reasonable steps to limit the 
possibility of corrupt practices, and it is the responsibility of the Auditors to review the adequacy 
of the measures taken by the School to test compliance and to draw attention to any weaknesses 
or omissions. 

 

1.5 Any investigation carried out in relation to alleged irregularities is linked to the Trust’s Disciplinary 
& Dismissals procedure.   

 

2. DEFINITIONS 

2.1  Fraud 

Fraud is a general term covering theft, deliberate misuse or misappropriation of assets or anything 

that leads to a financial advantage to the perpetrator or others upon whose behalf he or she acts, 
even if these “others” are in ignorance of the fraud.  Fraud is in fact intentional deceit and for this 

reason it cannot include negligence. Fraud incorporates theft, larceny, embezzlement, fraudulent 

conversion, false pretences, forgery, corrupt practices and falsification of accounts. 

2.2  Corruption 

The term ‘corrupt practices’ is defined for the purpose of this code as the offering, giving, soliciting or 

acceptance of an inducement or reward which may influence the actions taken by the Trust, schools, 
staff, Trustees or Governors. 

2.3 Gifts and Hospitality 

Any gifts, rewards and benefits that are disproportionately generous or that could be seen as an 

inducement to affect a business decision should be declared. 

The acceptance of gifts and hospitality is a sensitive area where actions can easily be misconstrued. 

Therefore, employees’ actions should be such that they would not be embarrassed to explain them 



 

6 

 

to anyone. 

2.4 Irregularities fall within the following broad categories, the first three of which are criminal 
offences – 

• Theft - the dishonest taking of property belonging to another person with the intention of 
depriving the owner permanently of its possession; 

• Fraud - the intentional distortion of financial statements or other records by persons internal 

and external to the Trust/School, which is carried out to conceal the misappropriation of 

assets or otherwise for gain; 

• Bribery and corruption (Gifts & Hospitality – see section 4 below.)- involves the offering or 
the acceptance of a reward, for performing an act, or for failing to perform an act, which leads 

to gain for the person offering the inducement; 

• Failure to observe, or breaches of, Scheme of Delegation and Financial Regulations; 
Trust/School Procedures which in some circumstances can constitute an irregularity, with 

potentially significant financial consequences. 

 

2.5 Examples of what could constitute fraud and corruption are - 

• Theft of cash; 

• Non-receipt of income 

• Substitution of personal cheques for cash; 

• Travelling and subsistence claims for non-existent journeys/events; 

• Travelling and subsistence claims inflated; 

• Manipulating documentation to increase salaries/wages received, e.g. False overtime 
claims; 

• Payment of invoices for goods received by an individual rather than the Trust/school; 

• Failure to observe, or breaches of, regulations and/or other associated legislation laid 
down by the academy; 

• Unauthorised borrowing of equipment; 

• Breaches of confidentiality regarding information; 

• Failure to declare a direct pecuniary or otherwise conflicting interest; 

• Concealing a generous gift or reward; 

• Unfairly influencing the award of a contract; 

• Deception; 

• Using position for personal reward. 
 

2.6 The above list is not exhaustive and fraud and corruption can take many different paths. If in any 

doubt about whether a matter is an irregularity or not, clarification must be sought from the Chief 

Financial Officer.  

Similarly, if there is concern or doubt about any aspect of a matter which involves an irregularity, or 
an ongoing investigation into a suspected irregularity, the best approach is to seek advice from the 
Headteacher or Trust CEO 
 

3. POLICY STATEMENT 

3.1.  This policy and procedure defines Anti-Fraud & Corruption and Gifts & Hospitality and offers 

guidance for all staff. 

3.2  The Trust aims to be an honest and ethical institution.  As such, it is opposed to fraud and 
seeks to eliminate fraud by the way it conducts business.  This document sets out the policy 

and procedures for dealing with the risk of significant fraud or corruption.  In order to minimise 

the risk and impact of fraud, the Trust’s objectives are, firstly, to create a culture which deters 
fraudulent activity, encourages its prevention and promotes its detection and reporting and, 

secondly, to identify and document its response to cases of fraud and corrupt practices. 
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3.3 This policy, in line with the Trust’s values of integrity, consistency, impartiality, fairness and 

best practice, provides both staff and management with mutually understood guidelines for 
the administration of this procedure. 

3.4 The scope of this procedure extends to all employees, permanent, voluntary and fixed term.  

3.5  Time limits specified in this document may be extended by mutual agreement. 

3.6 If requested, employees may be accompanied by a recognised trade union representative or 

work colleague, not involved in any part of the process, at any interviews.  

 

4.  GIFTS AND HOSPITALITY 

4.1 These guidelines will help you to judge what sort of gift, and what level of hospitality is 

acceptable. 

4.2 The following general rules apply and must guide decisions on receipt of gifts and hospitality 

as an employee of the Trust: 

 

• To accept gifts should be the exception. You may accept small ‘thank you’ gifts of token 
value, such as a diary, a coffee mug or bunch of flowers, not over £25 in value. You should 
notify the Chief Financial Officer of any gift or hospitality over this value for entry in the 
Register of Business Interests.  

• Always say “no” if you think the giver has an ulterior motive. Be sensitive to the possibility 
that the giver may think that even small gifts or simple hospitality will elicit a prompter 
service or preferential treatment. 

• Never accept a gift or hospitality from anyone who is, or may be in the foreseeable future, 
tendering for any contract with the Trust/school, seeking employment with the Trust or 
is in dispute with the Trust/school, even if you are not directly involved in that service 
area. 

• Where items purchased for the Trust/school include a ‘free gift’, such a gift should either 
be used for Trust/school business or handed to the CEO/School Business Manger to be 
used for charity raffles etc. 

• If you are in doubt about the acceptability of any gift or offer of hospitality it is your 
responsibility to consult the Chief Financial Officer or CEO or Headteacher or Head of 
Services. 

 

4.3 A gauge of what is acceptable in terms of hospitality is whether this Trust/school would offer 
a similar level of hospitality in similar circumstances. 

• Occasional working lunches with customers, providers or partners are generally 
acceptable as a way of doing business provided they are not to an unreasonable level 
or cost. 

• Invitations to corporate hospitality events must each be judged on their merit. 
Provided the general rules have been considered, it may be acceptable to join other 
company/organisation guests at: 

o sponsored cultural and sporting events, or other public 
performances, as a representative of the Trust/school; special events or 

celebrations. 

But, consider the number of these events, and always take into consideration what 

public perception is likely to be if they knew you were attending. 

• Acceptability depends on the appropriateness of the invitations, in terms of the level 

of hospitality, the frequency and the status of the invited employee. In all such cases 

the CEO/Headteacher must be consulted. 

• Paid holidays or concessionary travel rates are not acceptable. Neither are offers of 
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hotel accommodation nor the use of company villas/apartments. 

• If you are visiting a company to view equipment that the Trust/school is considering 

buying, you should ensure that expenses of the trip are paid by the Trust/school. 

Acceptance of refreshments and/or a working lunch may be acceptable, but care 

must be taken to ensure that the Trust/school’s purchasing and/or tender procedures 

are not compromised. 

• Acceptance of sponsored hospitality that is built into the official programme of 

conferences and seminars related to your work are acceptable. 

• Offers to speak at corporate dinners and social gatherings, or events organised by, 

for example, a professional body, where there is a genuine need to impart 

information or represent the Trust/school must be agreed in advance with the 

CEO/Headteacher. Where your spouse or partner is included in the invitation, and 

approval has been given for you to attend, it will be acceptable for your spouse or 

partner to attend as well, but if expenses are incurred, these will be met personally. 

• Any invitation you accept should be made to you in your professional/working 

capacity as a representative of the Trust/school. 

 

5.  ROLES AND RESPONSIBILITIES 

5.1 Staff, Members, Trustees and Governors 

UET has adopted the following measures to demonstrate its commitment to anti-fraud and 

corruption: 

• Finance and Audit Committee meets regularly; 

• A requirement for all staff, Members and Trustees/governors to declare prejudicial 
interests and not contribute to business related to that interest; 

• A requirement for staff, Members and Trustees/ governors to disclose personal 
interests; 

• All staff and Trustees/governors are made aware of the understanding on the 
acceptance of gifts and hospitality; 

• Clear recruitment policies and procedures. 
 

Staff, Members and Trustees/governors also have a duty to report another member of staff, 

Member or Trustee/governor whose conduct is reasonably believed to represent a failure to 
comply with the above. 

 

5.2 Chief Financial Officer 

The Chief Financial Officer has a responsibility for ensuring that effective systems of internal 

controls are maintained and will safeguard the resources of the Trust and its member 

academies. 

In respect of fraud it is therefore the responsibility of the Chief Financial Officer to ensure 

internal controls prevent and detect any frauds promptly.  This includes: 

 

• Proper procedures and financial systems; 

• Effective management of financial records; 

• Management of the Trust’s financial position. 
 

5.3 External Audit 

The Trust’s Annual Report and Financial Statements include an Independent Auditors’ 

Report.  This report includes a view as to whether the financial statements give a true and fair 
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view and whether proper accounting records have been kept by the Trust throughout the 

financial year.  In addition, it reports on compliance with the accounting requirements of the 
relevant Companies Act and confirms compliance with the financial reporting and annual 

accounting requirements issued by the Dept of Education. 

 

6. REPORTING A SUSPECTED FRAUD 
 

6.1 All allegations of suspected fraud and irregularities are to be brought to the attention of the 

Chief Financial Officer and also referred to the CEO/Headteacher, unless this individual is 
involved in the irregularity in which case the Chair of Trustees should be informed.  

Please also refer to the Trust’s Whistleblowing Policy. 

 

7. RESPONSE TO ALLEGATIONS 
 

7.1 The CEO will have initial responsibility for coordinating the initial response. In doing this 

he/she will consult with the Human Resource advisors regarding potential employment issues. 
The CEO will also seek legal advice as necessary. 

7.2 The Chief Financial Officer and CEO will ascertain whether or not the suspicions aroused have 

substance. In every case, and as soon as possible after the initial investigation, they will pass 

the matter on to the Chair of the Finance and Audit Committee. Even if there is no evidence 

to support the allegation, the matter must be reported.  

7.3  The Finance and Audit Committee will undertake the management of the investigation. 

• They will, if appropriate, conduct a preliminary investigation to gather factual 
information and reach an initial view as to whether further action is required. 

• They will determine whether the findings, conclusions and any recommendations 
arising from the preliminary investigation should be reported to the Chair of Trustees.   

• If further investigations are required, they will determine which outside agencies 
should be involved (police, auditors). 
 

7.4 The CEO is required to notify the Board of Trustees of any serious financial irregularities. This 

action will be taken at the first opportunity following the completion of the initial 

investigations and will involve keeping the Chair of the Board fully informed between Trust 
meetings of any developments relating to serious control weaknesses, fraud or major 

accounting breakdowns. 

7.5 If evidence of fraud is forthcoming then the Board of Trustees will inform the ESFA as required 

by the Funding Agreement and Academy Trust Handbook (2021 Edition, para 6.21)  and will 

consider whether or not to refer the matter to the police. 

 

8. CONFIDENTIALITY AND SAFEGUARDS 
 

8.1 UET recognises that the decision to report a concern can be a difficult one to make, not least 
because of the fear of reprisal from those responsible for the alleged malpractice. The Trust 

will not tolerate harassment or victimisation and will do what it lawfully can to protect an 

individual when a concern is raised in good faith. 

8.2 This does not mean that if the person raising the concern is already the subject of a 

disciplinary, redundancy or other procedure, that those procedures will be halted as a result 

of the concern being reported. 

8.3 There is a need to ensure that the process is not misused.  For further guidance refer to the 

Trust’s Disciplinary, Grievance and Capability policies. 
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9. LINKS WITH OTHER POLICIES: 
 

9.1 The Board of Trustees is committed to preventing fraud and corruption. To help achieve this 
objective there is a clear network of systems and procedures in place for the prevention, 

detection and investigation of fraud and corruption. This Anti-Fraud and Anti-Corruption 

policy attempts to consolidate those in one document and should be read in conjunction with 
the following policies: 

• Whistle-Blowing Policy  

• Finance Policy and Procedures 

• Disciplinary Policy  

• Equal Opportunities Policy 
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POLICY No F3 BAD DEBT POLICY 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

 

1. Wherever possible, income due will be collected before or at the time the relevant sale or 
service is provided. Where this is not possible, an invoice will be raised for immediate payment. 

2. All debts will be recorded and non-payment will be followed up by issuing reminders as outlined 
below. Where a service is being provided, this will cease immediately and the debtor will be 
informed of this in writing. The service will not be reinstated until the debt is cleared and 
payment of future services is made in advance.  
 

• 3 weeks from date of invoice - 1st reminder  
• 6 weeks from date of invoice - 2nd reminder  
• 9 weeks from date of invoice - final reminder  

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

3. After 14 days, where a debt is still outstanding, legal action will be considered and the debtor 
will be informed of this in writing. The debt may be referred to the Trust’s Solicitors or an 
independent debt collection recovery agency where appropriate. 

 

4. Legal action will not be taken for debts under £100 

 

5. If, after every effort has been made to collect the debt and legal action is considered impractical 
or has been unsuccessful, individual bad (irrecoverable) debts may be written off in accordance 
with the following procedures:  

• those up to the value of £1,000 to be approved by the Chief Financial Officer and Head 
of Academies.  

• those exceeding £1,000 and up to the limit at which prior approval from the ESFA is 
required, to be approved by the Chief Executive Officer with a report annually to the 
Trust Finance and Audit Committee (the CEO may wish to refer individual decisions to 
the Finance and Audit Committee)  

• those exceeding the delegated limits set out in the Academy Trust Handbook to be 
referred to the ESFA for prior approval. 
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6. The VAT element of any debt must not be written off as this contravenes HM Customs and 
Excise statutory requirements. 
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NOTE CHARGING AND REMISSION IS A STATUTORY POLICY AND MUST APPEAR ON WEBSITES  

 

POLICY No F4 CHARGING AND REMISSIONS 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

This policy is operated by all the schools in Unity Education Trust. There may be sections that are 

specific to one school and these will be added by the school either as an annex or in place of yellow 

highlighted sections below. 

 

1. INTRODUCTION 

Additional activities at UET schools make a valuable contribution towards the all-round educational 

experience of children and their personal and social development. This charging and remissions policy 

describes how we will do our best to ensure a good range of visits and activities is offered and, at the 

same time, try to minimise the financial barriers which may prevent some pupils taking full advantage 

of the opportunities. We are committed to adhering to legal requirements regarding charging for 

school activities, and meeting all statutory guidance provided by the Department for Education.  

Legislation allows schools to charge for certain activities which take place both inside, and outside, 
school hours. The charging policy adopted by the Board of Trustees of UET is as follows. 

2. CHARGES FOR SCHOOL ACTIVITIES 

2.1 You will be charged with the following activities: 

• Music tuition: individual tuition in playing a musical instrument, which is neither part of the 
syllabus for an approved public examination, nor part of the National Curriculum (including 
teaching provided under first stage access to Key Stage 2 instrumental and vocal tuition 
programme). Schools may charge for instrumental or vocal tuition provided individually or to 
groups provided the tuition is at the request of the pupil’s parents. 

• The school will not charge for a pupil who is looked after by a local authority and will seek to 
subsidise lessons where parents are in receipt of qualifying benefits or the pupil is eligible for 
free school meals as well as students who have opted to do a GCSE in music. 

• Ingredients and materials: ingredients and materials for practical subjects where parents 
have indicated in advance that they wish to receive the finished articles. 

• Travel: the cost of travel when a pupil makes use of transport not provided by the authority 
or school, to travel direct from home to an activity approved of, but not provided by, the 
authority or school. 

• Board and lodging: board and lodging will be charged in all cases where a school activity 
involves pupils in nights away from home. 
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2.2 Voluntary Contributions 
We may also organise activities during school time that are voluntary and collective and can only 
take place provided sufficient voluntary contributions are received by a particular date.  In this case, 
there will be no discrimination against those who have not made a voluntary contribution. 
 

3. ACTIVITIES OUTSIDE SCHOOL HOURS 

3.1 A charge will be made for all non-residential activities, which take place wholly, or more than 
50% outside school hours, where the child’s participation has been agreed in advance by the 
parents. The charge will include the cost of travel, entrance fees, insurance, books, equipment and 
any staff (teaching or non-teaching) engaged for or to enable the activity. 
 
3.2 Residential trips outside school hours - a residential trip is deemed to take place outside school 
hours if the number of ‘missed’ school sessions is less than half of the number of half days taken up 
by the trip. Charges will be made as described above. 
 
3.3 Public Examinations - charges are made for the entry of a pupil for a prescribed examination for 
which he/she has not been prepared by the school, or where the pupil entered for examinations in 
the same subject with two examination boards. 
 
4. REMISSION OF CHARGES 

4.1 The school has limited funds to enable families in financial difficulties to send their children on 
visits/activities. There can be no guarantee that all requests can be met and if the full cost of the 
trip/activity cannot be met through assistance funding and voluntary contributions, the trip/activity 
will be cancelled. 
 4.2 The school will consider the remission of charges to parents or carers who receive the following 

support payments: 

• Income Support 

• Income based Job-seekers Allowance 

• Child Tax Credit (where the person is not receiving Working Tax Credit as well and have an 

annual gross income of no more than £16,190) 

• Support under part VI of the Immigration and Asylum Act 1999 

• Guaranteed Element of Pension Credit 

• Working Tax Credit run-on 

• Income related Employment and Support Allowance 

• Universal Credit 

Children of families who receive these payments are also entitled to free school meals. Parents who 

are eligible for the remission of charges will be dealt with confidentially.  

The headteacher and chair of governors will authorise the remission of charges. 

The school may choose to subsidise part or all of the payment of some charges for certain activities 

and pupils, and this will be determined by the governing body and headteacher. 
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4.3 Parents who have difficulty meeting any charges should discuss the matter in confidence with 

the Headteacher/Head of School. 
 

 
5. BROKEN EQUIPMENT (REPLACEMENT) 

5.1 The Trustees will allow pupils and/or their parents to be asked for a contribution towards the cost 

of replacement items where these were damaged or broken as a direct result of misconduct. In the 
event of deliberate vandalism the contribution may equate to the full cost.  

 
6. REFUNDS POLICY 
6.1 The full contribution to an activity will be refunded if a child is absent due to illness. 
 
6.2 If a trip has to be cancelled parental contributions will be refunded. 
 
6.3 If contributions to an activity exceed the total cost a refund will be given if the excess per child is 
over £5 or 1% of the contribution whichever is the greater.  
 
6.4 Excess income less than the above amounts per child will be retained within school funds. 
 
6.5 Excess of expenditure will be funded from school funds 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

16 

 

POLICY No F5 DISPOSAL OF ASSETS/REDUNDANT EQUIPMENT 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

1. The Board of Trustees has the authority to declare equipment, furniture or any other assets or 
stores surplus to requirements and to arrange for their sale or write off, provided the items 
concerned were purchased in full or in part from its delegated budget. Land, buildings and 
heritage assets are always excluded from this authority as their disposal requires the prior 
written approval of the Education and Skills Funding Agency. 

 

2. Where the estimated disposal value of surplus or redundant assets (equipment) or stores and 
the sale is to be by public auction or competitive tendering, authority for disposal can be given 
as follows: 

 

• Up to £1,000 by the Headteacher (Head of Academy) and Chief Finance Officer  

• £1,001-£5,000 by the Headteacher (Head of Academy) and the Chief Executive Officer 
 

3. The prior approval of the UET Finance and Audit Committee will be required where: 
 

• The estimated disposal value is in excess of £5,000, up to any limit at which prior 
approval from the Education and Skills Funding Agency is required. 

• The sale is not to be by public auction or competitive tendering 
 

4. A list of equipment disposed of will be prepared and be available on request by Trustees. This list 
will show, so far as may be known, the item, department, date of manufacture or purchase, 
values when new and when made redundant (estimated where necessary) and disposal value. 
The list will also confirm that IT equipment has been properly wiped of all personal data.  

 

5. The Trust/School’s asset register will be amended to show disposals. 
 

 
6. For items capitalised in the Trust/School’s accounts, if at the time of disposal/sale the item has 

not reached its full depreciation term, the remaining value (actual sale value) will be written 
back/adjusted in the Balance Sheet. 

 

7. The net income (i.e. excluding VAT) from the sale of surplus or redundant assets or stores 
purchased from the School budget will be credited back to the School budget. 
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POLICY No F6 LETTINGS POLICY 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

 

This policy is operated by all the schools in Unity Education Trust. There may be sections that are 

specific to one school and these will be added by the school either as an annex or in place of yellow 

highlighted sections below. 

 

Key points and summary 

1. The Board of Trustees of UET regards the buildings and grounds of its academies community assets 

and will make every reasonable effort to enable them to be used as much as possible. However, the 
overriding aim of the Trust is to support schools in providing the best possible education for their 

students, and any lettings of the premises to outside organisations will be considered with this in 

mind. The Trust’s delegated budget (which is provided for the education of its students) cannot be 

used to subsidise any lettings by community or commercial organisations. A charge will be levied to 

meet the additional costs incurred by the Trust/school in respect of any lettings of the premises. As a 

minimum, the actual cost to the Trust/school of any use of the premises by an outside organisation 

must be reimbursed to the school’s budget. 

 

2. This policy aims: 

• To ensure that lettings are not in conflict with the fundamental purpose of the Trust/schools. 

• To support community involvement in the life of the Trust/schools. 

• To support the community in sporting, cultural and educational pursuits. 

• To be consistent with the Trust’s equal opportunities policy. 

• To maximize the commercial opportunity for lettings. 

• To ensure costs are fully calculated and covered. 

• To provide a professional service to users of the Trust’s/school’s premises and ensure good   

customer care. 

• To monitor the maintenance of the high standards of the premises and grounds. 

 

3. Each of UET’s schools will manage its own lettings in accordance with the points set out above. 

 

The detailed arrangements for each school - refer to school policy 
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NOTE EXPENSES IS A STATUTORY POLICY AND MUST APPEAR ON WEBSITES  

 

 

POLICY No F7 PAYMENT OF EXPENSES/ALLOWANCES TO TRUSTEES AND 

GOVERNORS 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 
UET has the discretion to pay allowances to Trustees and Governors for certain expenses which they 
incur in carrying out their duties. The Board of Trustees believes paying such allowances, in specific 
categories as set out below, is important in ensuring equality of opportunity to serve as Trustees and 
governors for all members of the community and so is an appropriate use of Trust/school funds.  
Trustees and Governors may not claim for attendance at meetings or for actual or potential loss of 
earnings. 
 
Eligible Expenses 

1. Childcare or baby-sitting allowances (excluding payments to a current/former spouse or 
partner or relative). 

2. Cost of care arrangements for an elderly or dependent relative (excluding payments to a 
current/former spouse or partner or relative). 

3. The extra costs Trustees/Governors incur in performing their duties either because they have 
special needs or because English is not their first language.   

4. The cost of travel to governor training sessions and other approved meetings held at venues 
other than the Trust offices (for Trustees) or School (for Governors). (Travel to venues outside 
Norfolk must be approved in advance by the Chair of Trustees (for UET Trustees) or the Chair 
of the Academy Review Committee (for local governors) or the Chair of the Finance and Audit 
Committee. 

 

Allowance rates 

1. Care arrangements: actual costs incurred but not exceeding the National Minimum Wage 
hourly rate. 

2. Special needs: actual costs incurred. 
3. Travel: for public transport, actual costs incurred; for mileage, current LA casual user rate. 

 

Criteria for claims 

1. This scheme (and revisions to it) will come into effect immediately after approval by the Board 
of Trustees.  

2. All claims must be submitted on the official claim form, available from the school offices, 
within one month of the expenditure being incurred. 

3. Receipts must be submitted to support claims for reimbursement eg bus ticket. 
4. The normal systems for authorising and processing payments will apply to claims made under 

this scheme. 
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Monitoring and review 

1. Expenses claimed by Trustees will be recorded in the Trust’s Annual Report and Financial 
Statements and those claimed by local governors in Academy Review Committees in their 
annual report to the Trust Board.  

2. The Scheme will be reviewed by the Board of Trustees and Academy Review Committees 
which may request the Trust Board to approve variations to apply to their governing body. All 
members of the Trust Board and local governing bodies may vote on the nature and rates of 
allowances, irrespective of direct or indirect financial interest.  
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POLICY No F8 PROCUREMENT AND TENDERING  

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

1. INTRODUCTION 

UET wants to achieve the best value for money from all our purchases. This means getting goods and 

services in the correct quality, quantity and time, at the best price possible. A large proportion of 

purchases will be paid for with public funds and UET needs to maintain the integrity of these funds by 
following the general principles of:  

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

contractual relationships of the Academy/Trust;  

• Accountability, the Academy/Trust is publicly accountable for its expenditure and the conduct 

of its affairs;  

• Fairness, that all those dealt with by the Academy/Trust are dealt with on a fair and equitable 

basis.  

• Value for Money, the Academy/Trust shall aim for:  

o Economy, minimizing the cost having regard to appropriate quality;  

o Efficiency, an appropriate relationship between outputs and costs; 

o Effectiveness, the achievement of the intended outputs.  

 

2. ROUTINE PURCHASING, RECEIPT AND PAYMENT 

Routine purchases can be requested and are authorised as per the financial authorisation levels 
detailed in UET’s Finance Policy and Procedures. A quote or price must always be obtained before any 

order is placed. The Finance Office have a list of regularly used suppliers, however, if the purchaser 

considers that better value for money can be obtained by ordering from a supplier not regularly used 
by the Academy/Trust then this must be discussed and agreed with the Finance Office.  

All orders must be made, or exceptionally confirmed, in writing using an official order form, stocks of 

which are held in the Finance Office. Orders must bear the signature of the member of staff requesting 
the order and must be countersigned by the budget holder as required. The signature of the budget 

holder confirms that there is sufficient budgetary provision. 

Official forms are used for all services except utilities, rent, rates petty cash and any payments due 

under a loan/lease agreement. Urgent verbal orders must be confirmed by a written order. 

Individuals must not use official orders to obtain goods for themselves. 

Each order must entered on the financial system as a commitment. 

On receipt goods must be checked against the delivery note and the delivery note checked against the 

invoice. The invoice must also be checked against the order. Evidence of these checks and the initials 

of the person who carried them out must be added to the invoice. Wherever possible checks are not 

done by the person who signed the order.  
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Payment is made within agreed time limits after certification by an approved signatory. 

Wherever possible an invoice is not authorised for payment by the person who signed the order nor 

by the person who checked the receipt of goods/services. Payment is only made against the supplier’s 
VAT invoice and not on a Statement. 

 

3. TENDERING 

FORMS OF TENDERS  

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

which each procedure should be used are described below. 

Open Tender: 

This is where all potential suppliers are invited to tender. The school must discuss and agree how best 

to advertise for suppliers, e.g. general press, trade journals or to identify all potential suppliers and 

contact directly if practical. 

This is the preferred method of tendering, as it is most conducive to competition and the propriety of 

public funds.  

Restricted Tender: 

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

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

• a large number of suppliers would come forward or because the nature of the goods are 
such that only specific suppliers can be expected to supply the school’s requirements,  

• the costs of publicity and advertising are likely to outweigh the potential benefits of open 
tendering.  
 

Negotiated Tender: 

The terms of the contract may be negotiated with one or more chosen suppliers. This is appropriate 

where:  

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

• only one or very few suppliers are available,  

• extreme urgency exists,  

• repeat services or additional deliveries by the existing supplier are justified.  
 

4. QUOTATION AND TENDERING  

Except in the case negotiated tenders, the minimum required numbers of tenders or quotations from 
appropriate contractors for a given estimated value of contract are:  

• Above £2,000 and up to £5,000 two oral quotations; (The member of staff to whom the 
quotations are given should make a written note of the amounts of the quotes, the name of 
the person giving the quote and the date of the quote. The written note should be given to the 
Chief Financial Officer for filing).  

 

• Above £5,000 and up to £10,000, three written quotations;  
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• Above £10,000 and up to £50,000, three formal quotations to be submitted in writing by a 
specified date and time and based on a written specification and evaluation criteria;  

 

• Above £50,000 and up to the ‘Find a Tender’ thresholds, four tenders;  
 

  

For goods, services and works over the ‘Find a Tender’ thresholds the DfE recommend that 
Trusts obtain legal advice or support from an approved procurement specialist. Thresholds are 

currently as follows: 

• goods – £189,330 

• works – £4,733,252 

• most services – £189,330 

Some services for education, health and care are covered by the ‘light touch regime’. The threshold 
for these is £663,540 – details of the light touch regime can be found within The Public Contract 
Regulations 2015.  Examples of light touch services include catering,  

  

5. PROCEDURES 

All purchases with a value greater than £50,000 must be put out to formal tender.  The following 

procedures must be followed in such circumstances: 

1. A specification will be prepared, authorised by the chair of the relevant committee/CEO/Academy 
Head and sent to at least three suppliers. It is anticipated that for any major building works the 
services of an architects would be engaged to deal with the handling of specifications and 
suitability to tender. 
 

2. Where appropriate, the suppliers invited to tender should be drawn from an approved list or from 
those agreed with the architect.  Otherwise, invitations to submit tenders will be advertised in 
local newspapers and trade journals if appropriate.  The invitations to tender will include: 
(a) an introduction/background to the project; 
(b) the scope and objectives of the project; 
(c) any technical requirements; 
(d) implementation details for the project; 
(e) the terms and conditions of the tender; and 
(f) the form and date of response to the academy, or in the case of building works, to the 

architect or quantity surveyor. 
 
3. The invitation to tender should state the date and time by which the completed tender document 

should be received by the academy. Tenders should be submitted in plain envelopes clearly 
marked to indicate they contain tender documents. The envelopes should be time and date 
stamped on receipt and stored in a secure place prior to tender opening. Tenders received after 
the submission deadline should not normally be accepted.  
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4. All tenders submitted should be opened at the same time and the tender details should be 
recorded. The people that should be present for the opening of tenders are as follows:  

i. For contracts up to £25,000 - the CEO or Head of Academy, the CFO; plus a Trustee (ideally 

member of the UET Finance Committee)  

ii. For contracts over £25,000 - the Chief Executive Officer, the CFO; plus at least two Trustees  

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

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

 

5. For purchases up to £50,000, provided the expenditure is included in the budget, the decision as 

to which tender to accept will be taken by the CEO, in consultation with the chair of UET Finance 

and Audit Committee and the Academy Head (where relevant). 

 

6. For purchases exceeding £50,000, provided the expenditure has been budgeted for, a decision as 
to which tender to accept will be taken by the UET Finance and Audit Committee.  

 

7. Where expenditure is not included in the budget or anticipated expenditure exceeds the budget 
allocation, the decision as to which tender to accept will be taken by the UET Finance Committee, 
in line with their terms of reference and then ratified by the Board of Trustees; and 

 

8. The reasons for accepting a particular tender must be documented, especially if it is decided to 
accept other than the lowest tender.  All decisions must be reported to the full Board of Trustees. 

 
 

6. ACCEPTANCE OF TENDER 

 

The following points will be considered when deciding which tender to accept: 

1. The overall price and the individual items or services which make up that price. 
 

2. Whether there are any ‘hidden ‘costs; that is additional costs which the Trust/academy will have 
to incur to obtain a satisfactory product. 

 

3. Whether there is scope for negotiation, while being fair to all tenderers. 
 

4. The qualifications and experience of the supplier, including membership of professional 
associations. 

 

5. Compliance with the technical requirements laid down by the Trust/school. 
 

6. Whether it is possible to obtain certificates of quantity. 
 

7. The supplier’s own quality control procedure; pre-sales demonstrations, after sales service and, 
for building works, a six-month defects period and insurance guarantees 
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8. The financial status of the supplier. 
 

9. References from other establishments. 
 

10. Understanding & compliance with Health & safety, CDM regulations and Child Protection issues 
related to working on a school site. In the case of building works, where the tendering process is 
being carried out by the architect or quantity surveyor, they will be responsible for checking the 
documents of the lowest tender before making a recommendation to the academy. 

 

Once a tender is accepted an order should be issued immediately to the supplier in the normal way. 

 

The successful contractor should be informed that UET and its academies are NON-SMOKING sites. 
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POLICY F9 RESERVES AND INVESTMENT 

 

STATUS/DATE OF THIS VERSION Reviewed by Finance & Audit Committee 8 July 2021 

APPROVED BY Board of Trustees July 2021 

RATIFIED BY  Board of Trustees July 2021 

REVIEW  July 2022 

 

RESERVES 

Academies are expected to create reserves from their General Annual Grant (GAG). Currently the ESFA 
does not set a limit to the amount of the GAG that may be carried forward from one year to the next. 

However, charity law requires Trustees to be able to justify the holding of income as reserves. 

It is the policy of UET to have levels of reserves which are neither so high that they tie up money which 
should be spend on current Trust/school activities nor so low that they put future activities of the 

Trust/schools at risk. 

The levels of reserves will be reviewed and set on an annual basis as part of the budget setting process. 
The Finance and Audit Committee may recommend to the Board of Trustees a single figure or separate 

figures for each school or different kinds of reserves and, in doing so, will have regard to factors 

including: 

• the risks of unforeseen emergencies or other unexpected needs for funds; 

• unforeseen day-to-day operational costs, such as the need to employ temporary staff to 
cover for long-term sickness; 

• a fall in a source of income, during the year (e.g. lettings); 

• planned commitments that cannot be met from future income alone, including funds set 
aside for major capital projects and the possibility of match-funding being required for 
projects supported by separate capital grants or donations; 

• the need to fund temporary cash-flow deficits, to meet expenditure required before a 
funding grant is received.  
 

The Finance and Audit Committee will determine who has authority to draw on reserves and will 
regularly review: 

• the level of reserves held compared with the level(s) set at the beginning of the year; 

• the reasons for any shortfall or excess in reserves; 

• any actions taken or planned to restore the level of reserves. 
 

The reserves policy will be monitored regularly for any changes in legislation or directions from the 

DfE and evaluated in the light of comments made by the ESFA, auditors and other interested parties.  

 

INVESTMENTS 

UET will invest its reserves and any surplus cash funds to optimise returns whilst always ensuring that 

security takes precedence over revenue maximisation. 

This will normally mean that monies are deposited in instant access or short-term notice accounts up 

to amounts covered by the Financial Services Compensation Scheme. 

The opening of accounts in accordance with the above principles and the arrangements for depositing 
and withdrawing funds is delegated to: 
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Finance and Audit Committee up to £25,000. 

Board of Trustees above this amount 

The Finance and Audit Committee will review the performance of investments on a regular basis and, 
in any event, not less than once a year and report to the Board of Trustees.  

 

 

RESERVE LEVELS – UET’S OBJECTIVES 2020-21 

The Trust’s objective is to hold reserves available for general educational use equivalent to 7.5% of 

GAG i.e. approximately 4 weeks share of GAG. Included in this aggregate figure will be balances held 

by individual academies and by the Trust centrally. The aggregate figure may include funds designated 

for specific purposes, unless the nature or size of any designated fund is such that the Board decides 

that it should not be included in the 7.5% target. 

 

Review 2020-21 

At the beginning of the 2020-21 financial year, UET comprised four mainstream primary/infant schools 
(Beeston, Garvestone, Kings Park and Grove House), one mainstream secondary school (Northgate 

including Dereham Sixth Form College and Dereham Education and Soccer Academy), the specialist 

and alternative provision schools which together are the Short Stay School for Norfolk (SSSfN) and the 

Pinetree School. 7.5% of the annual grants for these schools was approximately £825,000. 

 

Within this aggregate target figure, it was accepted that the balances held by each academy could vary 

with some being above 7.5%, some below and few might have deficits as reflected in their approved 

budgets for the year area. The aggregate figure also included reserves held centrally from any balances 

unspent from the management contributions (top slice) and for one academy (Northgate) the balance 

included a designated fund to provide for the replacement of the Astro Turf on the school’s multi-use 

games area (MUGA). 

 

It is the Trust’s policy to prepare its budgets based on known figures at the time of preparation and to 

make worst case estimates where figures remain uncertain.  Consequently, in-year budget revisions 

may improve the bottom line. This, together with careful management of all budget lines during 2020-

21, resulted in the reserves held by the UET schools listed above and the central budget well in excess 

of the £825,000 target figure even after allowing for the possibility that some of the reserves held by 

SSSfN may be needed for restructuring costs if a future re-commissioning of some service provision 

leads to a reduction in NCC commissioned places.   

 

On 1 June 2021 seven schools which were formerly part of KWEST multi-academy trust joined UET and 

on 1 July 2021 Great Dunham Primary School converted to an academy and joined UET. KWEST had 

been subject to a Financial Notice to Improve and some of its academies brought deficits with them. 

 

Policy decisions 2021-22 

 

The Trust’s objective continues to hold reserves available for general educational use equivalent to 

7.5% of GAG which, for the enlarged Trust, is approximately £1.35m.  
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The Board’s budget plan for 2021-22 has reserve levels above £2m both at the start and the end of 
the year for the Trust as a whole. However, there are significant variations from school-to-school.  

Each academy continues to own its own deficit or surplus and those with deficits work to budget plans 

designed to reduce and eventually eliminate their deficits. All schools carrying forward a deficit from 
2020-21 into 2021-22 have a budget plan which reduces their deficit by the end of the 2021-22 
financial year. 

 

In view of continuing uncertainty about future funding levels the Trust will continue to implement the 
following controls in 2021-22: 

 

(a) No staff posts which fall vacant will be filled without the written approval of the CEO 
(b) The Trust may apply restrictions on expenditure from other budget headings to apply from 

the start of the year or at any point during the year. These controls which will be notified 
in writing to the Headteacher/Head of School and recorded in Trust Board or Trust Finance 

and Audit Committee minutes, may include a requirement for prior approval from the CEO 
or CFO for some kinds or levels of expenditure. 

(c) Restrictions and decisions taken in accordance with (a) and (b) above will have regard not 
only to the school’s budget and expenditure in 2021-22 but also forecasts for the following 
two years. 

 

Additionally, the Trust will designate funds within reserves which are held or may be needed for 
specific purposes. For 2021-22 these will be as follows: 

 

• Northgate MUGA --- £43,865 

• SSSfN – potential restructuring costs --- £500,000 

• Premises Emergency fund - £100,000 

• MAT growth and new services – £40,000 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

28 

 

POLICY No F10 RETENTION OF FINANCIAL RECORDS 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

Record Description Retention Period  Action at the end of life of the record 

Annual Accounts Current + 6 years Review to see whether a further 

retention period is required 

Loans and Grants Date of last 
payment + 12 

years 

Review to see whether a further 
retention period is required 

Contracts under seal  Contract 
Completion date 

+ 12 years 

Secure Disposal 

Contracts under signature Contract 
Completion date 

+ 6 years 

Secure Disposal 

Unsuccessful tenders 3 years Unsuccessful tenders are the property 

of the tenderer. If they require return of 

the paperwork it may be necessary to do 
so. 

Copy Orders Current + 2 years Secure Disposal 

Budget Reports Current + 6 years Secure Disposal 

Invoices and Receipts Current + 6 years Secure Disposal 

Annual Budget and 
background papers 

Current + 6 years Secure Disposal 

Delivery Documentation Current + 6 years Secure Disposal 

Debtors Records Current + 6 years  Secure Disposal 

Cheque Books Current + 3 years Secure Disposal 

Paying in books Current + 6 years Review to see whether a further 

retention period is required 
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Banking Sheet Summary 

Reports 

Current + 6 years Secure Disposal 

Bank Statements Current + 6 years Review to see whether a further 
retention period is required 

Free School Meal Reports Current + 6 years Secure Disposal 

Petty cash Paperwork Current + 6 years Secure Disposal 

School Plans Permanent Retain in school whilst operational 

Maintenance and 

contractors 

Current + 6 years Secure Disposal 

Leases Expiry of lease + 6 
years 

Secure Disposal 

Lettings Current + 3 years Secure Disposal 

Burglary, theft and 

vandalism report forms 

Current year + 6 

years 

Secure Disposal 

Maintenance Log Books Current year + 6 
years 

Secure Disposal 

Contractors’ Report Current year + 6 

years 

Secure Disposal 

Educational Visit Activity 

Accounts 

Current year + 3 

years 

Secure Disposal 

Inventory Records Current + 2 years Secure Disposal 

Nominal Code Lists Current + 1 year Shred 
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POLICY F11 STAFF EXPENSES POLICY 

 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

1. INTRODUCTION 

Staff may claim reimbursement for reasonable expenses incurred wholly, necessarily and exclusively 

in the course of Trust/School business. These may arise from attending meetings, training or 
conferences, or purchases made on behalf of the Trust/school. Any purchase made on behalf of the 

Trust/School must be approved by the budget holder prior to purchase.  

It is essential that Inland Revenue regulations are met and therefore this policy must be adhered to 
when making an expense claim. 

 
2. CLAIMING EXPENSES 

2.1 Payments for the personal expenditure of staff must be made using a Staff Expenses Claim Form.  

2.2 The purchase of classroom equipment and items must be completed using the purchase ordering 

system and paid for directly by the school. A Staff Expenses Claim Form may not be used for 

reclaiming the cost of such purchases. 

2.3 Staff should make reasonable efforts to get the best value possible when purchasing items, food 

or travel tickets.  Staff may not claim reimbursement for the purchase of alcohol for consumption 

unless such a purchase was pre-agreed for a religious purpose.  

 

2.4 Supporting documents required as evidence, such as receipts and bills, must be attached to the 

Staff Re-imbursement Claim Form. 

2.5 Claim forms must be approved and signed by the budget holder. 

2.6 Claims must be authorised as follows: 

• School staff by Headteacher/Head of School 

• Headteacher by Chief Executive Officer 

• Central Trust staff by Chief Executive Officer 

• Chief Executive Officer by Chair of Trustees 

2.7 Claims which do not meet approval will not be processed and will be returned.  

2.8 A copy of a completed claim will be recorded and stored. The original, with any supporting 

documents, will sent to the Finance Office for payment.  

2.9 The submission of false claims will be treated as a serious matter and may lead to disciplinary 

action.  

 

3. TAX CONSIDERATIONS 
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3.1 Claims adhering to the procedures in this Policy will be paid without the deduction of income tax. 

However, it is the claimant’s responsibility to ensure payment for any due tax is made. 

3.2 Other expenses will be paid via payroll. These will be treated as benefits-in-kind and taxed 

accordingly.  

 

4. TRAVEL EXPENSES 

4.1 Payment for mileage will be paid at the Norfolk Local Authority rate (currently 45p per mile). The 

rate is paid irrespective of the fuel type or capacity of the car. 

4.2 Staff are encouraged to use the Trust pool cars or to car pool where possible. 

4.3 Mileage claims must have attached a VAT receipt for fuel used. The claimant is responsible for 

attaching the receipt and the Finance Team is responsible for checking the receipt is valid prior to 

payment.  

4.4 An appropriate receipt must: 

• Be dated before the date of the journey claimed for. 

• Show the amount of fuel purchased in litres. 

• Show the name of the fuel supplier and their VAT registration number. 

• Account for at least 25% of the total amount of the mileage claim.  

4.5 If several low mileage claims are submitted, a single receipt showing fuel purchased to cover all 

the miles claimed is sufficient.  

4.6 If a member of staff starts/ends their journey at their home, and the distance travelled is less than 

the distance that would have been travelled had they started/ended at the Trust/school, the lesser 

distance will be paid.  

4.7 The date of, reason for, starting point and destination of the journey should all be shown on the 

Staff Expenses Claim Form.  

4.8 Claims submitted over a month after the expense incurred may not be paid.  

4.9 Parking or speeding fines will never be reimbursed.  

 

5 VEHICLE INSURANCE 

5.1 The Trust does not provide car insurance for staff using their own vehicles. Staff members are 

responsible for ensuring they are appropriately insured prior to travel. 

5.2 Staff must also ensure that the car is safe and legal to drive. 

 

6 USE OF PUBLIC TRANSPORT 

6.1 The use of public transport for eligible journeys will be reimbursed upon receipt, provided the 

expenses are reasonable.  

6.2 Staff should use the most economical class of travel. Generally, standard or economy class. 

6.3 The Trust will not pay for the travel of any accompanying person, unless their attendance is 

required as a representative of the school or the staff member requires assistance by means of 

reasonable adjustments.  
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7 SUBSISTENCE ALLOWANCES 

7.1 Subsistence allowances may be claimed for meals purchased by staff required to work at a location 

five miles or more away from their home or the Trust school or schools at which they are required 

to work. No reimbursement will be made for an activity or visit where the staff member would 

normally have provided their own lunch e.g. school trips and residential visits.  

7.2 Daily Subsistence Rates 

• An absence of more than five hours permits an allowance of up to £4.50 when supported 

by receipts 

• An absence of more than ten hours permits an allowance of up to £9.50 when supported 

by receipts 

7.3 Overnight Subsistence Rates 

• Reasonable expenses for the cost of accommodation, food and drink will be reimbursed 

when supported by receipts.  

• Only the cost of accommodation required for business purposes will be reimbursed by the 

Trust. It will not meet the cost of additional parties or accommodation provided to a 

spouse or other family members. 

• Personal items, such as alcoholic drinks, mini-bars etc. will not be reimbursed and their 

total should be deducted from any bills submitted for expenses purposes.  

7.4 “Staying with Friends” Allowance 

• If an employee chooses to stay with friends or relative instead of a hotel, an allowance of £25 

per night may be claimed.  

 

8 TELEPHONE AND MOBILE CHARGES 

8.1 Business calls made from a home telephone may be reimbursed subject to provision of an itemised 

telephone bill and their inclusion on the Staff Expenses Claim Form. 

8.2 Calls from personal mobile phones made for business purposes may be reimbursed subject to 

provision of evidence of the calls attached to the Staff Expenses Claim Form. 

8.3 Line or equipment rental will not be reimbursed. 

8.4 The Trust only provides mobile phones for operational purposes. Such phones are only to be used 

in emergencies and the individual will be required to reimburse the school for any personal use.  

9 ADVANCES 

9.1 In special circumstances, advances may be made for expenses over £100 but less than £1000. Any 

advance must be cleared by producing an expenses claim form as soon as reasonably practicable 

after the expense has been incurred and no more than one month after the advance was given.  

10 ENQUIRIES 

10.1 All enquiries should be addressed to Chief Financial Officer.
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POLICY F12 PURCHASING CARD POLICY 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY  

RATIFIED BY   

REVIEW  September 2022 

 

 

 

Objectives 

• To allow Academy personnel access to efficient and alternative means of payment for 

approved expenses, while maintaining the necessary controls over the use of academy or 

Trust funds.  

• To improve efficiency and reduce costs of payables processing.  

• To reduce the need for petty cash.  

 

Procedures 

• Wherever possible, all academy purchases should be made via a purchase order from the 

academy and paid through the BACS system on receipt of an invoice.  Where online 

purchases via purchasing card are deemed necessary a requisition should be raised and 

approved according to the Trust Scheme of Delegation before any payment is made.  

• Purchasing cards and their limits are issued to academies at the discretion of the Trust 

Board. 

•  The day to day operation and control of the institution’s purchasing cards are the 

responsibility of the Chief Financial Officer. 

• Holders of cards must use them only for the purposes for which they have been issued and 

within authorised purchase limits.  

• The misuse of such cards shall be grounds for disciplinary action.  

• Cards must not be loaned to another person, nor should they be used for personal or private 

purchases.  

• Cardholders should obtain approval to purchase from the relevant budget holder and should 

ensure that there is sufficient budget available to meet the costs, record of approval to be 

retained.  

• The following purchases are expressly prohibited: Alcoholic beverages/tobacco products, 

recurring expenditure or any service to which the Trust becomes obliged to purchase in 

future and any other items deemed inconsistent with the values of the Trust. 

•  Cash advances on purchasing cards are not allowed under any circumstances. This includes 

the use of any form of cash withdrawal or cash back facility.  

• Cardholders will be required to sign a Cardholder Agreement indicating they accept these 

terms. Individuals who do not adhere to this policy risk revocation of their purchasing card 

privileges and possible disciplinary action.  
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• Monthly purchasing card statements to be printed and receipts to be provided by the card 

user. The Headteacher or Line Manager (or in their absence the CEO)  is to approve and sign 

the Purchasing Card Monthly Statement Cover Sheet (attached), supported by the 

purchasing card statement and receipts.  These are to be submitted to the Finance Officer 

within five working days of the statement date.   

• The CEO’s Statement Cover Sheet is to be signed by the Chair of Trustees.  

• All Academy purchase cards shall be paid in full monthly by the Academy so as not to incur 

interest charges. 

• All card holders are responsible for promptly forwarding relevant paperwork associated with 

any transactions made through their accounts to the Finance Office who will check them 

against the monthly bank statement and enter the details into the Academy’s financial 

system.  
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POLICY F13 LGPS Discretions Policy 

STATUS/DATE OF THIS VERSION September 2021 

APPROVED BY Board of Trustees July 2021 

RATIFIED BY  Board of Trustees July 2021 

REVIEW  September 2022 

 

 

This policy is operated by all the schools in Unity Education Trust (as listed below).  

There may be sections that are specific to one school and these will be added by the school either 
as an annex or in place of yellow highlighted sections below. 

 

 

Any queries about the policy should be directed, in the first instance, to the Headteacher/Head of 
School: 

• Beeston Primary 

• Garvestone Primary  

• Grove House Infant 

• Kings Park Infant 

• Northgate High School and Dereham Sixth Form College 

• The Pinetree School 

• The Short Stay School for Norfolk 

• Churchill Park  

• Greyfriars Primary 

• Highgate Infant School 

• Kings Oak Infant School 

• Wimbotsham and Stow Primary 

• Magdalen Primary 

• St Germans Primary 

• Great Dunham Primary 

 

 

Local Government Pension Scheme – Unity Education Trust discretions policy  
 
Employer’s Policy Statement - Exercise of Discretionary Powers 
The Local Government Pension Scheme regulations provide a number of discretions which 
employers may exercise, which determine how the scheme will be applied to their employees in 
certain circumstances.  The table below sets out how Unity Education Trust (UET) exercises those 
discretions. This applies in schools where UET is the employer.   

 
References to regulations are to the Local Government Pension Scheme regulations 2013 unless 
otherwise indicated 
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UET’s Constitution provides that discretions under the LGPS are exercised jointly by the Chair of the 
Board and the AO. All decisions will be made within relevant legislation including the Restriction of 
Public Sector Exit Payments Regulations 2020.   
 

Additional pension contributions: Regulation 16(2e) and 16(4d) 

The employer can fund in whole or in part Additional Pension Contributions. The payment can be 

made by regular contributions or by a lump sum and the cost of this would fall to the employer. 

 

UET will not normally fund additional pension contributions under this Regulation but may do so in 
wholly exceptional circumstances where other factors outweigh the cost. 

 

Awarding additional pension: Regulation 31 

The employer can award additional pension, up to a maximum annual value of £6500 in some 

circumstances and this amount is subject to an annual increase each April. This cost would fall to 

the employer. 

 

UET will not normally award additional pension under this Regulation but may do so in wholly 

exceptional circumstances where other factors outweigh the cost. 

 

Flexible retirement:  Regulation 30(6) 

With the consent of their employer an employee in the Scheme aged 55 or over may reduce their 

hours or grade and elect to receive immediate pension benefits, actuarially reduced where 
applicable, even where they haven’t left their employment. Any cost would fall on the employer. 

UET will not normally award additional pension under this Regulation but may do so in wholly 

exceptional circumstances. 

Any cost for early payment would fall to the employer 

 

Waiving of actuarial reduction: Regulation 30(8) 

The employer may agree to waive in whole or in part any reduction that would otherwise apply 

where an employee retires between aged 55 and under normal pension age (Regulation 30(5)) or 

takes flexible retirement (Regulation 30(6)). 

 

In the case of early retirements, UET will not waive, in whole or part, the actuarial reduction on 

benefits paid on early retirement except on compassionate grounds where there are exceptional 

personal circumstances. 
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Early payment of pension: Regulation 30 of LGPS (Benefits, Membership and Contributions) 
Regulation 2007 (two decisions to be made) 

1. Where a member is aged 55 to 60 and has a deferred LGPS pension relating to an earlier period 
of employment which ended before 1 April 2014, they can request to receive their benefits 

immediately, with the agreement of their former employer.   

Where there is no financial cost to UET, a request for early release of benefits is unlikely to be 

refused. Where costs are incurred the Accounting Officer will consider the request considering the 
circumstances. 

 

2. Their pension would be reduced actuarially unless the employer agrees to waive the reduction 
(at its own cost). 

UET may determine on compassionate grounds that retirement benefits should not be reduced. 

 

Transitional Regulations 2014: SCHEDULE 2 Regulation 1 (1)(c) 

Where a member aged 55 to 60 requests their benefits and has accrued protection against actuarial 

reduction by virtue of the ’85-year rule’ under earlier regulations, that protection does not apply 
unless their employer agrees.  Where the employer does agree, the cost of the protection by 

operation of the 85-year rule would fall to the employer. 

 

UET will not agree to the application of the ’85-year rule’ in these circumstances except on 

compassionate grounds where there are exceptional personal circumstances. 

  

 

 

Non-Compulsory Items: 

 

Shared cost AVCs: Regulation 17(1) 

An employer may share the cost of an Additional Voluntary Contributions scheme; the cost would 

fall on the employer. 

 

UET will not normally fund additional pension contributions under this Regulation. 

sacrifice shared cost AVC scheme and may be withdrawn or changed at any time 
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Forfeiture of pension rights: Regulations 91, 92 

Recovery or retention of monetary obligations: Regulation 93 

In certain circumstances such as employment-related convictions, or as a result of their own 

criminal, negligent of fraudulent act in connection with their employment, pension rights in full or 

part may be forfeited and/or other measures taken by the employer by paying over pension rights 

to specified dependants of the member in respect of the employee’s pension account. 

 

UET may exercise the discretions provided under these regulations depending on the circumstances 
of the case.  This power is delegated to the AO. 

 

Appointment of adjudicator for member disagreements: Regulation 74(1) 

Each Scheme employer is required to appoint an adjudicator who will consider applications from 

any person whose rights or liabilities under the Scheme are disputed and to make a decision 

regarding such applications. 

 

The Accounting Officer will act on behalf of UET. 

 

Transfers of non-LGPS pension rights: Regulation 100(6) 

A member who has previous pension rights in a non-LGPS scheme may transfer them into the LGPS 
provided they opt to do so within 12 months of joining the LGPS in that employment.  The employer 

has discretion to extend the twelve month limit. 

 

UET will extend the 12 month period only in exceptional circumstances or where the delay was 

beyond the member’s control. 
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Members’ contribution rates:  Regulation 9(3) 

The employer has to decide how frequently it will reassess the pay and contribution levels for staff. 

New starters will be allocated to the appropriate contribution banding on commencement of 

employment with UET, provided they are eligible for the scheme.  

 

UET will reassess the appropriate contribution bandings for employees: 

• when a member receives an increase or decrease in their salary and this involves them 
moving into a new salary grade,  

• where a member’s contractual working hours change by five hours or more per week, 
and 

• on an annual basis, with effect from 1 April each year.  

 

Midyear changes in salary due to pay awards or incremental progression within a grade will not 

trigger reassessment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


