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POLICY FINANCE PROCEDURES AND POLICIES 

 

STATUS/DATE OF THIS VERSION Reviewed September 2021  

APPROVED BY Trust Board Oct 2021 

RATIFIED BY  Trustees Oct 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 
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1. Introduction  

  

1.1 The purpose of this policy is to ensure that Unity Education Trust (UET) maintains and 

develops systems of financial control which conform to the requirements both of 

propriety and of good financial management. It is essential that these systems operate 

properly to meet the requirements of UET’s funding agreement and the Education 

Funding Agency (ESFA) Academy Trust Handbook.  

 

1.2 UET must comply with the principles of financial control outlined in the ESFA Academy 

Trust Handbook published by the DfE. This policy expands on that and provides detailed 

information on UET’s accounting systems and procedures and should be read by all staff 

involved with finance.  

 

1.3 Other related polices and statements are listed on page 2. 

 

1.4 This policy relates to all schools and academies within UET. Adherence to the principles 

and procedures contained in this policy is mandatory for all staff.  

  

1.5 This policy is designed to be consistent with:  

• ESFA Academy Trust Handbook   

• UET Articles of Association / Constitution   

• Master and Supplemental Funding Agreements   

• HM Treasury’s “Regularity, Propriety and Value for Money”.  

  

1.6 This Policy also contains the following appendices:   

• Appendix A Financial Authorisation Limits   

   

2. Organisation  

  

2.1. UET has defined the responsibilities of each person involved in the administration of 

academy finances to avoid the duplication or omission of functions and to provide a 

framework of accountability for Trustees and staff. The financial reporting structure is 

illustrated below:  

  

The Board of Trustees, Finance and Audit Committee 

2.2. The Board of Trustees and the Finance and Audit Committee have overall responsibility 

for the administration of its academies' finances and the effectiveness of internal controls. 

The main responsibilities of the Board are prescribed in UET’s Articles of Association, its 
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Scheme of Delegation and in the Funding Agreement between UET and each of its academies 

with the Department for Education (DfE).   

  

These responsibilities in relation to financial matters include:   

  

UET Board of Trustees    

2.3. The Board is responsible for ensuring that high standards of corporate governance are 

maintained, addressing such matters as:   

• ensuring that the Trust’s vision and values underpin the way in which the Trust and its 

schools work;   

• ensuring that financial plans are prepared and monitored, satisfying itself that the Trust 

remains a going concern and financially sustainable; 

• approving the Trust’s annual budget and keeping it under regular review by receiving 

reports from the Trust’s Finance and Audit Committee who receive monthly 

management accounts, which should normally be issued on the 10th working day of the 

following month, and are discussed at each meeting; approving and reviewing each the 

Trust and each School’s annual budgets, keeping these under review and approving any 

significant changes;   

• agreeing a scheme of financial delegation (Finance Policy) to Trust academies and 

reviewing this annually; 

• receiving an annual report from the Trust’s auditors and taking appropriate actions; 

• assessing and managing risk, (including the preparation of a statement on risk 

management, for its annual report and accounts);   

• challenging and supporting the CEO, Trust officers and academy leaders to achieve best 

value in terms of impact, outcomes, quality and cost (academy leaders = Headteachers, 

Executive Headteachers, Heads of School: the term “Headteacher” will be used 

throughout this policy) 

• ensuring all Trustees and Local Governors undertake a relevant and thorough induction 

programme. 

 

The Finance and Audit Committee   

2.4 The Committee is responsible for the detailed consideration of the best means of fulfilling 

UET’s responsibility to ensure sound management of UET and Academy finances and 

resources, including proper planning, monitoring and probity.  

 

2.5 The committee’s responsibilities are to:   

• develop a financial strategy for the Trust and consider policies, procedures or plans 
required to realise such strategy through the implementation of an annual work plan 
driven by the Development Plans of the Trust and individual schools, and priorities set by the 
DfE; 

• consider the Trust's indicative funding, once notified by the ESFA, and to assess its 
implications for the Trust, in consultation with the CEO and the Chief Finance Officer, in 
advance of the financial year, drawing any matters of significance or concern to the 
attention of the Trustees  

• Consider and recommend broad budget headings and areas of expenditure to be adopted 
each year, including the level and use of any contingency fund or balances, ensuring the 
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compatibility of all such proposals with the development priorities set out in the Trust and 
School Development Plans and recommendations from the Standards Committee  

 

• consider and recommend acceptance/non-acceptance of the Trust's and individual 
Schools’ budgets to the Trustees 

• monitor any variances from the budget and ensure the ESFA is notified as required via the 
ESFA contact form  

• Receive and review monthly management accounts from the CFO bringing any concerns 
to the Trust Board 

• monitor and review procedures for ensuring the effective implementation and operation 
of financial procedures, on a regular basis, including the implementation of bank account 
arrangements and, where appropriate to make recommendations for improvement – this 
monitoring to take place through the CEO reports, internal audit reports and monitoring 
visits to the central finance office by the Chair of the Finance and Audit Committee 

• prepare the financial statement to form part of the Annual Report  

• ensure the Trust's commercial and fundraising activities are carried out effectively 
through regular monitoring of the management accounts and review of the self-
generated income and associated expenses across the Trust 

• examine and review new initiatives for financial development, including fundraising 
proposed by the CEO 

• oversee significant investment and capital financing decisions  

• approve the submission of any bids for capital funding or proposed capital projects including 
bids relating to mergers with other Multi Academy Trusts and new schools jointing UET 

oversee arrangements for monitoring Trust/school premises to ensure they are fit 
for purpose and provide an environment in which pupils and staff feel safe through 
the review of information provided by Academy Review Committees, Link Trustees  
and the Trust’s Estates Lead staff member 

• approve and keep under review the Trust's investment policy 

• approve and keep under review the Trust's reserves policy 

• to scrutinise and review Trust policies for recommendation to the Trust Board 

• promptly notify the Trust Board of all financial matters of which the Committee has 
knowledge and which may materially affect the current or future position of the Trust, 
including the Trust’s ability to continue to operate as a going concern 

• advise generally on the provision of resources and services to the Trust 

• as the Trust’s Audit Committee: 
o to produce an annual report of the committee’ s conclusions and findings to advise 

the Board and Members, including recommendations on the appointment or 
dismissal or retendering of the external auditor, and their renumeration having 
regard to the requirements in the Academy Trust Handbook (2021 edition para 4.5 
to 4.17) 

o to approve the terms of engagement and renumeration for the external auditors, 
and review the external auditor’s plan each year 

o to review the annual reports and accounts 
o to receive the external auditors’ findings and the actions taken by the Trust’s 

managers in response to those findings, and to recommend to the Trust Board 
action in response to audit findings 
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o to ensure the provision of effective internal audits within the Trust and each of its 
schools; to receive reports based on these audits; to ensure findings are shared 
with appropriate Trustees, Local Governors and staff; to ensure that risks are being 
addressed through internal audit and scrutiny; and to review governance and 
management responses to findings 

o to focus audit work on providing assurances to the Trust Board: 
▪ that all risks are being adequately identified and managed with particular 

regard to reviewing the risks to financial control at the Trust and its 
constituent academies, and agreeing a programme of work to address, and 
provide assurance on, those risks 

▪ that information submitted to the DfE and ESFA that affects funding, 
including pupil number returns, and funding claims completed by the Trust 
and its constituent academies, is accurate and in compliance with funding 
criteria 

▪ that any other internal scrutiny functions recommended for audit 
committees in the Academy Trust Handbook are addressed. 

 

The Chief Executive Officer  

2.6 The Chief Executive Officer (CEO) is the Accounting Officer with responsibilities as 

described in HM Treasury’s “Regularity, Propriety and Value for Money”. The Accounting 

Officer has personal responsibility for the propriety and regularity of the public finances for 

which he is answerable. It must be ensured that, in considering proposals relating to the 

expenditure or income for which they have responsibilities, all relevant financial 

considerations are taken into account and full regard is had to any issues of propriety or 

regularity.   

  

2.7 The main responsibilities of the CEO include:   

• the development of the annual budget;   

• the development of medium and long -term financial planning;  

• managing a wide range of services; 

• the regular monitoring of actual expenditure and income against budget;   

• maintaining and reporting on effective financial control, securing value for money and 

managing budgets in accordance with those agreed by the MAT’s Board of Trustees. 

• maximising the Trust’s resources by seeking additional funds from external sources. 

• managing and regularly reviewing the use of available resources, including human 

resources, so as to improve students’ learning and achievement 

• ensuring the annual accounts are produced in accordance with the requirements of the 

Companies Act 1985 and the DfE guidance issued to academies;   

• ensuring that the regular reports provided to the Board are timely and accurate;   

• authorising orders and the award of contracts within the approval limits shown in Appendix 

A;   

• authorising payments within the approval limits shown in Appendix A   

• authorising changes to the UET personnel establishment.   
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The UET Headteachers/Heads of Academies 

2.8 Within the framework of the UET’s Scheme of Delegation and any specific financial 

controls determined by the Trustees (see 4.16 below), the Headteacher of each Academy has 

overall executive responsibility for the academy’s activities including:   

• approving new staff appointments within the authorised budget/personnel establishment, 

except for any senior staff posts which the Board of Trustees have agreed should be 

approved by them, the CEO or by a School Oversight Committee;   

• authorising orders and the award of contracts within the approval limits shown in Appendix 

A;   

• authorising payments within the approval limits shown in Appendix A;   

• ensuring the delivery of the academy annual budget as approved by UET;   

• monitoring regular budget reports with the Chief Finance Officer/Finance Officers and 

acting on overspends or risk.   

  

The Chief Finance Officer   

2.9. The Trust employs a Chief Financial Officer to whom responsibility for the Trust’s 

detailed financial procedure is delegated.  The CFO prepares financial reports for the Board 

and the Finance and Audit Committee, including monthly management accounts which 

should normally be issued by the 10th working day following the month to which they relate.  

 

Central Finance Team 

2.10 The central finance team undertakes the processing of all financial transactions and 

monthly monitoring reports for the academies.  They are supported by staff in schools 

whose responsibilities are: 

• To place purchase orders with suppliers on behalf of the school 

• To bank all monies received by the school 

• To maintain receipts and accurate logs of credit card expenditure 

• To advise the central finance team of any sales invoices that are to be raised 

• Maintaining the school inventory 

 

Internal Audit   

2.11. The Board, on the recommendation of the Finance and Audit Committee, will agree an 

annual internal audit/internal scrutiny programme for delivery by independent advisers or 

auditors other than the external auditor. 

The internal scrutiny programme will provide independent assurance to the Board that its 

financial and non-financial controls are operating effectively and will therefore focus on: 

• evaluating the suitability of, as compliance with, financial and non-financial controls;  

• offering advice and insight to the Board; 

• ensuring all categories of risk are being adequately identified, reported and managed. 

And assuring the Board that: 

• the financial responsibilities of the Board are being properly discharged;   

• resources are being managed in an efficient, economical and effective 
manner;   

• sound systems of internal financial control are being maintained and   
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• financial considerations are fully taken into account in reaching decisions.  

  

2.12. A report of the findings from each visit will be provided to the Finance and Audit 

Committee for review.   

  

Other Staff   

2.13 Other members of staff will have some financial responsibilities and these are detailed 

in the following sections of this policy.   

  

2.14 All staff are responsible for the security of academy property, for avoiding loss or  

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

the requirements of the academy’s financial procedures.   

  

Register of Interests  

2.15 It is important for anyone involved in spending public money to demonstrate that they 

do not benefit personally from the decisions they make. To avoid any misunderstanding that 

might arise all UET Members, Trustees, local governors and senior staff are required to 

declare any financial interests they have in companies or individuals from which the UET may 

purchase goods or services. The register is open to public inspection.   

  

2.16 The register should include governance roles in other education institutions all 

business interests such as directorships, shareholdings or other appointments of influence 

within a business or organisation which may have dealings with the UET. The disclosures 

should also include business interests of relatives such as a parent or spouse or business 

partner where influence could be exerted over a trustee or a member of staff by that 

person.  

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

members, trustees, governors and staff to declare interests whenever they are relevant to 

matters being discussed by the Board or a committee. Where an interest has been declared, 

that persons should withdraw from decision making in accordance with the provisions set out 

in UET’s Conflicts of Interest policy.  

   

3 Accounting system   

3.1 UET uses Star Academy within all its academies. All financial transactions of UET must be 

recorded on this system.   

  

System Access   
 

3.2 Entry to the Star Academy accounting system is password restricted and the CFO is  

responsible for implementing a system which ensures that passwords are changed in line with 

the data protection policy.  

  

3.3 Access to the component parts of the system can also be restricted and the CFO in liaison  

with the CEO is responsible for setting access levels for all members of staff using the system.  
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Back-up Procedures  

 3.4 The Star Accounting system is cloud based and back-ups are managed by the software 

provider. 

Transaction Processing  

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

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

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

the policy.  

  

Transaction Reports  

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

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

payroll, the purchase ledger and the sales ledger are identified in the associated operational 

system procedures.  

 

Reconciliations of Balance Sheet Accounts  

3.7 The central finance team are responsible for ensuring the following reconciliations are 

performed routinely, and that any reconciling or balancing amounts are cleared:   

• sales ledger control account monthly   

• purchase ledger control account monthly   

• payroll control account monthly   

• all suspense accounts (none) monthly    

•bank balance per the nominal ledger monthly within 5 working days to the bank statement.   
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4. Financial Planning  
  

 

4.1 UET’s Strategic Development Plan sets out the Trust’s long and medium-term objectives. 

It represents the “big picture” within which more detailed plans are developed. 

 

4.2 UET and each academy prepare, medium and short-term financial plans. 

 

4.3 The medium-term financial plan covers a period of three years in the form of Trust and 

academy budgets agreed for the first year and forecast for the following two years based 

realistic projections of student numbers, grant funding, expenditure and other relevant 

factors.  All years of the three-year plan are to include detailed budget information line by 

line. 

 

4.4 The first-year plan and budget is prepared in the second half of the preceding year. The 

process includes integrated curriculum and financial planning, pupil: staff ratios, 

benchmarking, reflections on past aims and objectives (e.g. “did we achieve those, are they 

still relevant”) as well as consideration of objectives in the Trust’s Development Plan and the 

School Improvement and Development Plans.  It also takes account of guidance to 

academies from the DfE, ESFA and other agencies as well as the status of commissioned 

services from local education authorities and others. 

 

4.5 Lead responsibility for each objective in the Trust Development Plan and School 

Improvement and Development Plans will be assigned to a named person or group who 

should monitor performance against the defined success criteria throughout the year and 

report back.  

  

4.6 Although the process described above will focus primarily on the first year of the plan it 

will also take account of actions which are expected to continue beyond year one as well as 

new objectives for the following two years. These continuing and new outline objectives 

should be noted at the end of the current Trust Development Plan and School Improvement 

and Development Plans ready to be brought forward for final decisions and incorporation 

into the next appropriate first year plan and budget. Estimated resource costs, both capital 

and revenue, associated with each objective should be included along with success criteria 

against which each can be measured.  

 

4.7 A timetable for the planning cycle described above is determined by the CEO who will 

assign lead responsibility for the completion of each stage fitting within the Finance and 

Audit Committee’s work plan. 

 

Annual Budget  

4.2 The CEO and CFO are responsible for preparing and obtaining approval for the 

annual budget. The budget must be approved by the CEO, Finance and Audit Committee 

and finally the Board of Trustees.  
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4.3 The budget forecast must be submitted to the ESFA by the specified date each year 

and the CFO is responsible for establishing a timetable which allows sufficient time for the 

approval process and ensures that the submission date is met.  

  

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

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

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

resources.  

  

4.5 The budgetary planning process will incorporate the following elements:  

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

• review of other income sources available to the academy to assess likely level of 

receipts;  

• review of past performance against budgets to promote an understanding of the 
academy cost base;  

• identification of potential efficiency savings and  

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

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

other anticipated changes.  

  

Balancing the Budget  

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

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

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

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

available. Plans and budgets will need to be revised until income and expenditure are in 

balance for the Trust as a whole and for each individual academy unless, in respect of the 

latter, the Board approves a deficit budget.  If a potential surplus is identified, this may be 

held back as a contingency or alternatively allocated to areas of need. 

  

Finalising the Budget 

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

should be prepared by the CFO for approval by the CEO, the Finance and Audit Committee 

and the Board of Trustees. The budget should be communicated to all staff with 

responsibility for budget headings so that everyone is aware of the overall budgetary 

constraints, including any specific financial controls agreed by the Trustees such as those 

detailed in the Reserves and Investment policy. 

  

4.17 The budget should be seen as a working document which may need revising 

throughout the year as circumstances change.  
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Monitoring, Reporting and Review  

4.18 Monthly Management Accounts (including an income and expenditure account, 

variation to budget report, cash flows and balance sheet) will be prepared by the central 

finance team for the:  

• Headteachers 

• CEO  

• Chair of Trustees and Chair of Finance and Audit Committee  

Copies of the reports will be made available to the Trust Board for review at each of its 

meetings. 

4.19 The monitoring process should be effective and timely in highlighting variances in 

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

If a budget overspend is forecast it may be appropriate to vire money from another 

budget or from the contingency. All budget virements must be authorised as shown in 

Appendix A. The Board may impose additional controls at the start of the year or at any 

point during the year. 

   

5. Payroll  

5.1. The main elements of the payroll system are:  

• staff appointments;  

• organisational changes   

• payroll administration and 

•  payments.  

  

Staff Appointments  

5.2 As part of the annual budget process, the Board will approve a staffing structure  

(establishment) for UET and academies. Substantial changes (e.g. the addition of permanent 

full-time posts) can only be made to this establishment with the express approval in the first 

instance of the CEO who must ensure that adequate budgetary provision exists for any 

establishment changes.   

  

5.3 Where changes are in line with agreed budgets and in line with the approved Academy  

Improvement and Development Plan, Headteachers have authority to change the FTE size or 

scope of posts within their Academy. 

  

5.4 The CEO and Headteachers have authority to appoint staff within the authorised  

establishment. Headteachers will be appointed by the Trustees: Selection Committees to 

include CEO, Trustees and ARC representatives. The Trustees and CEO will approve all 

appointments to the leadership team of UET. 

  

Payroll Administration and Payments   

5.5 Payroll is currently outsourced and the approval of the Finance and Audit Committee 

is needed to change any such arrangements.   

  

5.6 UET has a Pay Policy and all changes to pay must be consistent with this. Any 

variations to this must be raised with the CEO.   
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5.7 The monthly payroll must be approved by the CEO prior to payments being made.   

  

5.8 Overall responsibility for the operation of the Payroll Provider rests with the CEO and 

staff with delegated authority from him, who, in partnership with each school, will also 

ensure that the Payroll Provider is informed of any relevant changes in order to ensure 

accurate payment of salaries.; i.e. new starters and leavers, change of personal details, 

change of terms and conditions to employment, tax code changes and any absence or 

sickness.  

  

5.9 All severance payments must be approved by the CEO (Accounting Officer) and the Trust 

Board and may also require ESFA approval (see delegations Appendix A) 

  

  

Payments  

5.10 All salary payments to staff are made by BACS by the Payroll Provider.  

  

5.11 The calculation of gross to net pay is delegated to the Payroll Provider; the CFO will 

carry monthly checks to ensure that the payroll system is operating correctly.  

  

5.12 After the payroll has been processed the nominal ledger will be updated. Postings 

will be made to the payroll control account and to individual cost centres and ledger codes 

in the accounting system. The CFO should review the payroll control accounts each month 

to ensure they have been reconciled.  

  

Expenses  

5.13 Claims will be processed in accordance with the staff expenses policy and  

Trustees/Governors Expenses policy. 

     

6. Purchasing  

6.1 UET wants to achieve the best value for money from all our purchases. This means we 

want to get what is needed in the correct quality, quantity and time at the best price 

possible. A large proportion of the Trust and all its academies’ purchases will be paid for 

with public funds and the Trust and its academies’ need to maintain the integrity of these 

funds by following the general principles of:  

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

contractual relationships of the Trust and its academies;  

Accountability, the Trust and its academies are publicly accountable for their expenditure 

and the conduct of their affairs and needs to ensure that spending has been for the purpose 

intended, that spending decisions represent value for money and that other requirements in 

the Academy Trust Handbook relating to procurement are followed;  

Fairness, that all those dealt with by the Trust and its academies are dealt with on a fair and 

equitable basis.  

Risk, that the suppliers with whom the Trust deals are reputable, financially stable and have 

the resources required to fulfil our requirements. 



 

14 

 

  

Routine Purchasing 

  

6.1 Budget holders will be informed of the budget available to them at the start of the 

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

with the Finance team, and to ensure that any expenditure is consistent with the objectives 

of the academy. The trust’s funds must not be used to purchase alcohol for consumption. 

  

6.2 Appropriate authorisation limits are reviewed annually and approved by the Board (see  

Appendix A).   

  

6.3 It is necessary to take the principles of best value into account at all times although this 

is not necessarily the lowest cost. An explanation will need to be provided when the lowest 

cost quotation or tender is not accepted.  

   

6.4 Procurement procedures are outlined in a separate policy.  

  

Forms of Tenders   

6.5. Details of forms of tenders and how to run a tender process are included in a separate 

policy.   

  

 

Purchasing Cards   

6.6 Procedures for the authorisation of expenditure using purchasing cards are identified in 

appendices to this policy. 

  

     

7. Income  

7.1 The main sources of income for Unity Education Trust are the grants from the DfE. 

The receipt of these sums is monitored directly by the CFO who is responsible for ensuring 

that all grants due to the UET are collected.  

  

7.2 UET also obtains grants and income from:  

• Local authorities for Special Education Needs (SEN) and Looked After Children (LAC) 

students;  

• Local authorities and others for commissioned services 

•  

• students, mainly for trips and catering;  

• the public, mainly for hiring of school facilities.  

  

Trips  

7.3 Each academy has a specific procedure on Trips. A designated staff member must be  

appointed for each trip to take responsibility for the collection of sums due.  
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7.4 The designated staff member will be responsible for estimating the costs, ensuring 

the cash is collected, producing a reconciliation etc.  

  

7.5 Students should make payments via the on-line Cashless system, by direct bank transfer 

(or exceptionally by cheque or cash).  

 

Lettings of School Facilities  

7.6 Letting and hire of UET facilities will be conducted in line with the Lettings Policy for 

each academy. 

  

Custody  

7.7. Monies collected should be held securely in the Academy Finance Office Safe and 

should be banked and reconciled promptly. Official, academy receipts should be issued for 

all cash received where no other formal documentation exists.   

     

8.  Charging & Remissions  

8.1 UET will ensure that educational opportunities provided during school hours are 

available to all students regardless of ability to pay and that other activities are charged for 

in a fair and transparent way. No student will be excluded from essential curriculum 

activities because of their parents’ inability to pay.   

  

8.2 The separate Charging and Remission Policy is designed to be consistent with the 

requirements relating to charging laid out in the Funding Agreement.   

  

8.3 Academies may charge for some optional activities which take place wholly or mainly 

outside academy hours. UET may invite voluntary contributions for these from parents. 

Parents who wish to discuss financial matters are able to discuss them in confidence with 

the Headteacher 

 

9. Cash Management  

Bank Accounts  

9.1. The opening of all accounts must be authorised by the CEO who must set out, in a 

formal memorandum, the arrangements covering the operation of accounts, including any 

transfers between accounts and cheque signing arrangements. The operation of systems 

such as Bankers Automatic Clearing System (BACS) and other means of electronic transfer of 

funds must also be subject to the same level of control.  

  

Payments and withdrawals  

9.2 All cheques and other instruments must bear the signatures of two of the following  

authorised signatories as listed in Appendix A.  

  

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

Board of Trustees and is detailed in the UET bank mandate. Authorised signatories must not 

sign a cheque relating to goods or services for which they have also authorised the 

expenditure.  



 

16 

 

  

Administration  

9.4. All bank accounts must be reconciled monthly and checked by the Central Finance 

Team, within five working days of month end. The CFO will periodically review the bank 

reconciliations  

  

Petty Cash Accounts  

9.5 The Trust maintains a maximum cash balance of £250. The cash is administered by the 

Northgate Finance Office and is kept in the Finance Office safe at Northgate in a locked box 

and in the main office at Dereham Sixth Form College in a locked box. 

  

Deposits  

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

purpose. The receipt should be recorded in the petty cash system with the date, amount 

and a reference, normally the cheque number, relating to the payment. All other cash 

receipts for whatever reason should be paid directly into the bank.  

  

Payments and Withdrawals  

9.7. In the interests of security, petty cash payments will be limited to £25. Higher value 

payments should be made by cheque or BAC’s directly from the main bank account as a cash 

book. VAT receipts are required for all claims for payment.  

  

Administration  

 9.8. The Academy Finance Officers are responsible for entering all transactions into the 

petty cash records and accounting system on a monthly basis. Monthly petty cash records 

presented and approved by the Finance Officer at each month end to ensure that the cash 

balance reconciles to supporting documentation.  

  

Cash Flow Forecasts  

9.9. The CFO is responsible for preparing cash flow forecasts to ensure that the academy has 

sufficient funds available to pay for day to day operations. If significant balances can be 

foreseen, steps should be taken to invest the extra funds. Similarly plans should be made to 

transfer funds from another bank account or to re-profile GAG to cover potential cash 

shortages and reported to the CEO immediately.  

  

Reserves  

9.10 UET will build and maintain a revenue reserve fund to provide flexibility and  

certainty in forward planning.  

   

9.11 All revenue reserves are controlled by the Board including those transferred in upon  

conversion and cannot be spent without the approval of the Board.  

  

9.12 In accordance with ESFA and charity accounting standards, the Board will maintain  

financial records which identify revenue reserves by academy.  
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9.13 The current policy is shown in the Reserves and Investment Policy.  

  

Investments  

9.14 Investments must be made only in accordance with written procedures approved by  

the Board of Trustees and/or Finance and Audit Committee. Investments must be reviewed 

and reported on as set out in the Reserves and Investments policy. 

  

9.15 The current policy is shown in a separate document.  

     

10. Fixed assets  

Asset register  

10.1 All items purchased with a value over the academy’s capitalisation limit must be  

entered in an asset register.  

 

10.2 The Asset Register helps:  

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

• enable independent checks on the safe custody of assets, as a 

deterrent against theft or misuse;  

• to manage the effective utilisation of assets and to plan for their 

replacement;  

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

and the academy’s financial system and  

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

disasters.  

  

10.3 The current policy is shown in a separate document.  

  

Depreciation   

10.4 UET will depreciate fixed assets in line with recognised accounting standards, best 

 practice and DfE guidelines. Depreciation on assets is as follows: -   

  

ICT Equipment        33% straight line   

Other ICT Equipment (Server/s)    10% straight line   

Fixture & Fittings         25% straight line   

Longer life Fixture & Fittings      10% straight line   

Buildings           2% straight line  

Motor vehicles                                                      10% straight line 

Leasehold land and buildings    Straight line over the life of the lease  

  

No depreciation is provided on freehold or leasehold land. Depreciation on assets in the 

course of construction is not charged until they are brought into use.   

 

10.5 The current policy is shown in a separate document.  
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Security of assets  

10.6 All the items in the register should be permanently and visibly marked as the  

academy’s property and there should be a regular (at least annual) count by someone other 

than the person maintaining the register. Discrepancies between the physical count and the 

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

reported to the Finance and Audit Committee. Inventories of academy property should be 

kept up to date and reviewed regularly. Where items are used by the academy but do not 

belong to it this should be noted.  

  

Disposals  

10.7 See Redundant Equipment Policy. 

 

Loan of Assets  

10.8 Items of academy property (excluding staff laptops, IT equipment, text books and  

other paper-based documents) must not be removed from academy premises without the 

authority of the Headteacher. A record of the loan must be recorded in a loan book and 

booked back in academy when it is returned.  

  

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

basis the situation may give rise to a ‘benefit-in-kind’ for taxation purposes. Loans should 

therefore be kept under review and any potential benefits discussed with the academy’s 

auditors.  

 

Leases   

10.10 UET is able to enter into operational leases as outlined in the Academies Financial  

Handbook   

  

10.11 Finance leases are classed as borrowings and can only be entered into with the  

specific authority of the ESFA.   

  

10.12 All leases must be approved by the CEO  

 

 

 11. Monitoring Outcomes & Review   

11.1 Outcomes will be monitored and reviewed by regular internal checks and scrutiny by  

senior management. 

  

11.2 Effectiveness of this policy and any associated procedures will also be monitored by  

the Finance and Audit Committee, supported by External Audit and regular testing by 

Internal Audit which must not be undertaken by the external auditors.   Audit results will be 

presented by written reports to the Finance and Audit Committee. Findings & 

recommendations will be used to revise this policy and associated procedures- this will be 

undertaken by referring any recommendations for changes to the Board of Trustees.  

   

11.3 Key indicators of the success of this policy are:   
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• No inappropriate use of money   

• Adherence to budgets   

• Value for Money being demonstrated   

• Expenditure targeted on key priority areas  

• Surplus cash funds invested to optimise returns whilst always ensuring security takes 

precedence over revenue maximisation 

 • Timely reports to Board, DfE and others   

• Up to date, accurate records 

• Adherence to the relevant financial, audit and accountability ‘musts’ in the Academy Trust 

Handbook. 
 


