
 
  

  

 

     

  

                                              Woodland Academy Trust 

Finance Manual of Guidance
 

 
 

  

Contents: 

  

1. Introduction   

2. Roles and responsibilities  

3. Related Party Relationships 

4. Register of interests 

5. Accounting system processes and security 

6. Financial planning 

7. Payroll 

8. Purchasing   

9. Requisitions, orders and invoice processing 

10. School charge cards and cash cards 

11. Online accounts 

12. Expenses 

13. Income 

14. Bank accounts 

15. VAT submittals  

16. Audit 

17. Fixed assets and depreciation 

 
  

Document Control  
 

Owned by:  Trust Business Associate 
Date of review 
completed: 

Autumn 2019 

Date of next review  Autumn 2022 



 
  

  
  

 
1. Introduction   
  
To enable our Trust to meet the requirements of the Academy Financial Handbook and ensure that 
we are always effective in financial management and achieving best value, it is essential that there are 
clear policies and guidelines on processes and procedures involving budgets, procurement, payroll, 
income and expenditure. 

 
All staff who have any level of financial responsibility must familiarise themselves and understand the 
parameters that we operate within. There are a range of finance policies that explain the controls and 
processes to be followed and the financial thresholds that have been agreed – especially related to 
procurement. The following key policies are available on the website: 

• Accounting Policy  
• Competitive Tendering Policy 
• Gifts and Hospitality 
• Charging and Remissions 

 
To complement the above policies, this finance manual explains in more detail the processes and 
procedures set out in the above policies and aims to support staff in ensuring our schools get the most 
from our resources in the most efficient and secure way. 
 
2. Roles and responsibilities  
 
Our finance model is school based, with each school operating a bank account and financial 
management system, procuring goods, paying invoices and reconciling systems monthly.  
 
The SBM with their Head is responsible for ensuring that expenditure is kept within budgets, that the 
financial regulations and policies are adhered to and that best value is achieved at all times. 
 
The Trust also operates a bank account from which it is responsible for ensuring that all expenditure 
incurred on behalf of the schools and funded from the annual top slice of the school General Annual 
Grant and/or pooled reserves is in line with the financial regulations and policies and that best value 
is achieved at all times. 
 
The annual budget setting is led by the Chief Finance Officer and Accounting Officer and supported by 
the Trust Executive Team. Preliminary work in developing the budgets will involve the SBMs and the 
Heads. Trustees have the final say on the annual budget and must approve the budget before it is 
submitted to the Education and Skills Funding Agency in late July each year. 
 
3. Related Party Relationships  
  
All relationships with related parties must be even-handed by ensuring that:  

• Trustees avoid conflicts of interest, not to accept benefits from third parties, and to declare 
interest in proposed transactions or arrangements. 

• All members, trustees, local governors and senior employees have completed the register of 
interests. 

• No member, trustee, local governor, employee or related individual or organisation uses their 
connection to the trust for personal gain, including payment under terms that are preferential 



 
  

to those that would be offered to an individual or organisation with no connection to the 
Trust. 

• There are no payments to any trustee by the trust unless permitted by the articles, or by 
authority from the Charity Commission, and comply with any relevant agreement with the 
Secretary of State.  

• Trusts must obtain ESFA’s prior approval, using ESFA’s on-line form, for contracts for the 
supply of goods or services to the trust by a related party agreed on or after 1 April 2019 
where any of the following limits arise:  
• A contract exceeding £20,000; 
• A contract of any value that would take the total value of contracts with the related party 

beyond £20,000 in the same financial year ending 31 August; 
• A contract of any value if there have been contracts exceeding £20,000 individually or 

cumulatively with the related party in the same financial year ending 31 August. 
 

For the purposes of reporting to, and approval by, ESFA, transactions with related parties do not 
include salaries and other payments made by the Trust to a person under a contract of employment 
through the Trust’s payroll.   
 
4. Register of interests  
 
The Academy Trust’s register of interests must capture relevant business and pecuniary interests of 
members, trustees, local governors of academies within a MAT and senior employees, including: 

• Directorships, partnerships and employments with businesses. 
• Trusteeships and governorships at other educational institutions and charities. 
• For each interest:  
- The name of the business. 
- The nature of the business. 
- The nature of the interest. 
- The date the interest began. 

 
The register must identify any relevant material interests from close family relationships between the 
Academy Trust’s members, trustees or local governors. It must also identify relevant material interests 
arising from close family relationships between those individuals and employees.  
 
Trusts must publish on their websites relevant business and pecuniary interests of members, trustees, 
local governors and accounting officers. Trusts have discretion over the publication of interests of any 
other individual named on the register.  
 
Staff will be asked annually in early September to complete a business interest declaration which will 
then be collated by the governance lead. Members of governance will be asked to declare any business 
interests at the start of each meeting. 
 
5. Accounting system  
  
All the financial transactions of the Trust must be recorded on the approved accounting system 
(currently SIMS Financial Management System). The system is operated by the SBM and consists of:   

• Income  
• Expenditure   
• General Ledger  
• VAT control  
• Payroll control  



 
  

• GAG fund  
• Restricted Fund  
• Unrestricted Fund  
• Capital Fund  
• Fixed Asset Fund  
• FRS17 Fund  

  
Entry to the accounting system is via a secure hosted solution with access restricted to essential users 
and password controlled at two entry levels. 
  
The CFO and/or SBM are responsible for setting appropriate access levels for all members of staff 
using the system.   
 
5.1 Back-up Procedures  
  
The accounting system is hosted on a cloud base solution. 
  
The risk of loss of accounting facilities or financial data will be assessed on the Risk Register. The CFO 
will be responsible for ensuring that adequate systems have been put in place to mitigate those risks.   
  
5.2 Transaction Processing and reports 
  
All transactions input to the accounting system must be authorised in accordance with the procedures 
specified in this manual.   
  
The CFO will obtain and review system reports to ensure that only regular transactions are posted to 
the accounting system.  
  
5.3 Reconciliations   
  
The Trust Operations Office is responsible for ensuring the following reconciliations are performed in 
the first week of each month either at centre or school level and that any reconciling or balancing 
amounts are cleared.  
 
Each school will reconcile monthly: 

• Bank   
• Payroll control 
• Aged debtors and creditors  

 
The Trust Business Associate (TBA) will reconcile monthly: 

• Trust Bank accounts 
• VAT control account per school 

 
Any unusual or long outstanding reconciling items must be brought to the attention of the CFO.  
 
School level monthly reconciliations will be reviewed and signed by the CFO or TBA. Trust level 
reconciliations will be reviewed and signed by the CFO or Chief Executive Officer (CEO).  School level 
monthly bank reconciliations will be signed by the HoS.  Trust level reconciliations will be signed by 
the CEO. 
  



 
  

 
 
6. Financial planning   
  
The Trust prepares an annual budget plus a forecast for the following two years in line with the 
requirements of the Academies Financial Handbook (AFH).  
    
6.1 Annual Budget   
  
The CFO is responsible for preparing and obtaining approval for the annual budget. The budget must 
be approved by the CEO and the Trustees. 
  
 The deadlines for submitting budget returns to the ESFA are as follows: 

• A budget forecast return outturn by 21 May. 
• A 3-year budget forecast return by 30 July. 

 
The CFO is responsible for establishing a timetable which allows sufficient time for the approval 
process and ensures that the submission date is met.   
  
The annual budget will reflect the best estimate of the resources available to the Trust for the 
forthcoming year and will detail how those resources are to be utilised. There shall be a clear link 
between the development plan objectives and the budgeted utilisation of resources. The CFO will 
work in partnership with the Heads and Executive Head Teachers within the Trust.  
  
 The budgetary planning process will incorporate the following elements:   
  

• Forecasts of the likely number of pupils to estimate the amount of DfE grant receivable where 
funding is driven by anticipated numbers.   

• Review of other income sources available to the Trust to assess likely level of receipts. 
• Review of past performance against budgets to promote an understanding of the Trust. 
• 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.   

  
6.2 Balancing the Budget   
  
Comparison of estimated income and expenditure will identify any potential surplus or shortfall in 
funding.   
  
If shortfalls are identified, opportunities to increase income shall be explored and expenditure 
headings will need to be reviewed for areas where savings can be made. This may entail prioritising 
tasks and deferring projects until more funding is available. Plans and budgets will need to be revised 
until income and expenditure are in balance.  
  
If a potential surplus is identified, this may be held back as a contingency or alternatively allocated to 
areas of need.   
 
The board will notify the ESFA within 14 days of its meeting if it is proposing to set a deficit revenue 
budget for current financial year, which it cannot address after unspent funds from the previous year 
are taken into account. 



 
  

  
6.3 Revenue Balances  
  
It is the policy of the Trust to carry forward a prudent level of resources designed to meet the long-
term cyclical needs of asset development and renewal.  
  
The annual budget will make provision for unforeseen contingencies of up to 8% of the annual GAG 
grant.  
  
In year surplus balances in excess of 8% of the annual GAG grant will finance strategic long term aims 
and developments including IT strategy and to support devolved capital funding for the replacement 
and improvement of buildings and infrastructure.  
 
6.4 Finalising the Budget   
  
Once the different options and scenarios have been considered, a draft budget shall be prepared by 
the CFO for approval by the CEO and the Trustees. The budget shall be communicated to all staff with 
responsibility for budget headings so that everyone is aware of the overall budgetary constraints.   
  
The budget shall be accompanied by a statement of assumptions. The budget shall be seen as a 
working document which may need revising throughout the year as circumstances change.   
  
6.5 Monitoring and Review   
    
Monthly management accounts will be prepared by the CFO setting out the financial performance and 
position, comparing budget variances reports and cash flow forecasts with sufficient information to 
manage cash, debtors and creditors. 
 
The management accounts will be shared with the Chair of Trustees every month and with all Trustees 
six times a year. The board will consider these when it meets and review budget variances in excess 
of £5,000 and the associated corrective actions. 
 
The Business Manager will provide their Head and budget holders with monthly reports from the FMS 
system giving details of expenditure and commitments against the approved budget. 
 
The Business Managers will review expenditure with the Head every month to ensure the budget does 
not overspend.  
 
No orders may be approved which would cause the budget to overspend without prior approval of 
the CFO. 
 
Any potential overspend against the budget must in the first instance be discussed with the CFO. If a 
budget overspend is forecast it may be appropriate to vire from another budget or from the 
contingency.   
  
Budget virements may be agreed by the CEO in conjunction with the CFO if there is no change to the 
overall position of the budget.   
 
7. Payroll   
 
  The main elements of the payroll system are:   



 
  

• Staff appointments.   
• Payroll administration.  
• Payments.   
  
7.1 Staff Appointments      
  
The CEO has authority to appoint staff within the authorised establishments up to Deputy Head 
Teacher level.  
 
The appointment for Heads, Executive Head Teachers and the CEO is the responsibility of the Board 
of Trustees.   
 
The SBM maintains HR files for all members of staff which include contracts of employment under the 
guidance of the CEO with access strictly limited to authorised officials only and separately on the SIMS 
computer system, for which relevant registration under the 1988 Data Protection Act is held. 
 
The CEO is responsible for ensuring that the Trust’s pay policy is implemented. 
 
The CEO is responsible for ensuring that the statutory obligations around the safer recruitment policy 
and procedures are administered and school staff will be responsible for maintaining accurate records 
of all staff employed at their school in a single central record. 
 
7.2 Payroll Administration   
  
The Trust payroll is administered by an external payroll provider, Baxter & Co.  
 
The Trust employs an in-house HR service supported with an external HR quick-call service. 
 
The CEO and/or Head are responsible for authorising new starters, contract variations and temporary 
payments. 
 
Overtime is recorded by the employee on Breathe HR system and reviewed/authorised by the CFO 
(for Trust staff) or Head (for their school staff). 
 
The SBM is responsible for instructing the payroll provider re new starters, leavers, contract variations 
and temporary payments at school level and checking the payroll reports for accuracy.   
 
The Trust Business Associate (TBA) is responsible for instructing the payroll provider re new starters, 
leavers, contract variations and temporary payments for all Trust central staff and checking the payroll 
reports for accuracy. 
 
Adjustments to payroll data, e.g. appointments, resignations, pay changes and overtime, are made via 
School Business Manager on the relevant form or template, authorised by the Head at each school or 
the Trust Operations Services in respect of trust appointments and uploaded to the Baxter on-line 
secure system.  Baxter & Co. then action these adjustments. 
 
The school level monthly payroll reports will be checked and validated by the SBM by comparing the 
payslip report to the previous month and paying particular attention to: 
• New starter and leavers 
• Overtime and absence deductions 
• Maternity and sickness pay 



 
  

• Contract variations 
• Changes to tax codes (alerting the employee) 
 
The Trust monthly payroll reports will be checked and validated by the TBA by comparing the payslip 
report to the previous month and paying particular attention to: 
• New starter and leavers 
• Overtime and absence deductions 
• Maternity and sickness pay 
• Contract variations 
• Changes to tax codes (alerting the employee) 
 
When checks are complete, the Business Manager will: 
• Email the TBA and/or CFO confirmation that the payroll is accurate. 
• Evidence their payroll checks by ensuring the payslip report has been ticked against every 

employee. 
• Print and sign the top page of the payroll report to confirm that all necessary checks have been 

undertaken. 
• Scan and email the signed sheet to the TBA and CFO. 
 
When checks are complete, the TBA or CFO will: 
• Check all salary figures against the salary control record for all schools 
• Email the payroll provider to release the Trust and school payroll for processing. 
• Evidence their Trust payroll checks by ensuring the Trust payslip report has been ticked against 

every employee. 
• Print and sign the top page of the Trust payroll report to confirm that all necessary checks have 

been undertaken. 
• Arrange for the CFO or TBA to countersign the front page of the final payroll reports. 
• File the signed pages for all schools and Trust for audit inspection. 
• Download and retain the final monthly payroll reports. 
 
7.3 Salary Payments   
  
All salary payments are made by BACS.   
  
After the payroll has been processed and final salary reports issued, the SIMS FMS will be updated by 
the Business manager. Postings will be made both to the payroll control account and to ledger codes. 
The Business Manager shall reconcile the payroll control account each month to the payroll reports.  

  
The CFO or TBA will update salary costings with actual salary costs on a monthly basis and will 
complete monthly checks to ensure that payroll has been reconciled.   

 
The CFO or TBA will action all AWAC reports received from the BACS service by forwarding to the 
payroll provider and updating BACS details for individual staff. 
 
On an annual basis, the Trust Services Team will produce pay statements for all teaching and support 
staff as at 1 September. 

 
The Trust has a responsibility for ensuring that all payments to individuals are subject to tax and 
national insurance deductions where appropriate.  In order to achieve this, the following guidelines 
should be followed: 



 
  

• An assessment must be made as to whether the individual is providing a contract of service (i.e. 
employed) or a contract for services (i.e. self-employed). 

• If considered to be a contract of service, the individual shall be set up as an employee of the school 
before receiving payment through the payroll. 

• Where an individual seeks payment from the school for a contract for services, this must be in the 
form of an invoice. 

Careful attention should be paid to repetitive payments to individuals. 
 
Any payments made to a person/company which does not hold a valid Limited Company registration 
number must be subject to IR35 approval by the CFO. 
 
7.4 Severance Payments 

 
If the Trust is considering making a staff severance payment above the contractual entitlement, it must 
consider the following issues: 
• Whether such a payment is justified, based on a legal assessment of the chances of the Trust 

successfully defending the case at tribunal.  If the legal assessment suggests a better than even 
chance of winning, there is no rationale for setting the case.  But where the case will be lost, there 
is a justifiable rationale for the settlement. 

• If the settlement is justified, the Trust would then need to consider the level of settlement. This 
must be less than the legal assessment of what the relevant body (i.e. an Employment Tribunal) is 
likely to award in the circumstances. 

Special severance payments should not be made where they could be seen as a reward for failure, 
such as dismissal for gross misconduct or poor performance. The only acceptable rationale in the 
former case would be where the claimant will win an Employment Tribunal claim because of 
employment law procedural errors. In the latter, an acceptable comparison would be the time and 
cost of taking someone through performance management and improvement procedures. 
 
If the Trust is considering making a compensation payment it must consider whether the proposed 
payment is based on a careful appraisal of the facts, including legal advice and that value for money 
will be achieved.  It is also good practice to consider routinely whether particular cases reveal concerns 
about the soundness of the control systems; and whether they have been respected as expected.  It 
is also important to take any necessary steps to put failings right. 
 
Where the Trust is considering making a special staff severance payment or compensation payment 
above the contractual entitlement of £50,000 or more, prior approval will need to be sought from HM 
Treasury, via the ESFA, before any such payment can be made.  The Trust in this situation should speak 
to their ESFA contact at the earliest opportunity to discuss. 
 
For the avoidance of doubt, the following examples illustrate where HMT approval would be required: 
• Statutory/contractual payment of £40k + enhancement of £20k = HMT approval not required 
• Statutory/contractual payment of £60k + enhancement of £20k = HMT approval not required 
• Statutory/contractual payment of £60k + enhancement of £50k = HMT approval required for the 

£50k enhancement only. 

8. Purchasing  

8.1 Principles 
 
The Trust adopts the following basic principles when procuring goods and services from public funds:  



 
  

• Probity, it must be demonstrable that there is no corruption or private gain involved in the 
contractual relationships of the Trust.   

• Accountability, the Trust is publicly accountable for its expenditure and the conduct of its affairs.  
• Fairness, that all those dealt with by the Trust are dealt with on a fair and equitable basis. 
• Value for money, the Trust must be able to demonstrate that goods and services are of the correct 

quality, quantity and at the best price.   
 
8.2 Roles and responsibilities 

 
Trustees 
Trustees will ensure that: 
• Spending decisions represent value for money. 
• The Trust’s funds are used in a way that commands broad public support. 
• Relevant professional advice (such as an external auditor) is used, where appropriate. 
• Goods or services provided by individuals or organisations connected to the Trust are provided at 

no more than cost. 
• Nobody connected to the Trust, directly or indirectly, uses their connection to the Trust for 

personal gain. 
• Where any Trustee has a pecuniary interest in a procurement decision, they exclude themselves 

from the process and records (e.g. meeting minutes) show that they had no influence on the 
decision. 

 
Chief Financial Officer 
The CFO is responsible for: 
• Ensuring appropriate financial governance and risk management arrangements are in place. 
• Inspecting the business declaration of interests registers for conflicts in procurement. 
• Overseeing best value in procurement. 
• Overseeing and supporting competitive tendering and framework agreements for high value 

purchases. 
• Managing Trust procurement for schools where best value can be obtained via group purchases. 
 
Head and SBM 
The Head and SBM are responsible for: 
• Ensuring that the purchase thresholds and procurement processes detailed in this policy are 

followed by budget holders. 
• Ensuring that orders are raised on the financial management system where it is appropriate for a 

commitment to be recorded. 
• Ensuring that best value is obtained when procuring goods and services. 
 
8.3 Purchase thresholds 
 
When determining thresholds, the value over the life of the contract or for the full scope of works 
must be used. Where a contractor is required to attend site with less than 48 hours’ notice to deal 
with an urgent health and safety matter, a verbal price for any call out and hourly charges (if 
appropriate) must be agreed between the Premises Manager and the supplier.  
 
Recurrent stock orders for cleaning, paper, curriculum and office supplies should be placed with school 
suppliers where the Trust has agreed ongoing annual discounts. 
 
Goods and services under deminimis level of £1,000 (excluding VAT)  
  



 
  

Purchase orders should be raised for services or goods with a value up to £1,000. These invoices can 
be signed off by the Head, SBM or CFO. 
 
Budget holders must check affordability from delegated budgets before goods are purchased and seek 
advice from their SBM as required. 
 
Annual service contracts should be tested against value for money and quality of service before 
renewing with an alternative quote sought if appropriate. 

 
Prices for equipment/IT hardware, toners and inks should be tested with two suppliers unless of a 
specialist nature. 
 
Annual service contracts should be tested against value for money and quality of service before 
renewing with an alternative quote sought if appropriate. 
 
Low to high-value purchase thresholds 
 
Purchase levels are divided into the following: 

• Low-value purchase: £1,000 - £9,999 

• Medium-value purchase: £10,000 - £40,000 

• High-value purchase: over £40,000, but below the EU threshold 

 
EU procurement threshold 

  
If it is estimated that the cost of a contract is above the EU threshold for procurement spending, the 
Trust will follow EU procurement directives and seek legal advice. The current EU threshold for all 
goods and most services is £164,176. 

  
A ‘light touch regime’, with a higher threshold of £589,148, applies for some services that are 
specifically for education provision. We will seek legal advice to determine if any procurement run by 
the Trust qualifies. 
 
8.4 Framework agreements 

  
Where possible, the Trust will use a framework agreement to contract suppliers. These are 
arrangements that a contracting authority, such as a public sector buying organization makes with 
suppliers. The benefits of frameworks are that they have already been through a competitive tender 
process and they have favourable terms and conditions. In addition, the framework provider may offer 
advice and support. 

  
Depending on the framework chosen, the Trust will either pick the best value supplier from a list or 
run a mini-competition between listed suppliers. In either case, the Trust will follow the DfE guidance 
on procurement to ensure good practice. The reasons for the choice of framework, and for the choice 
of supplier, will be clearly recorded.  

The CFO has been delegated the authority to choose whether to use a framework agreement and 
which framework to use.  

8.4 Procurement procedure 

Low value purchase £1,000 - £9,999 



 
  

At least two written or emailed quotes must be sought by the school unless the work/goods are of a 
specialist nature requiring a bespoke provider. 
  
The decision on the successful supplier/contractor is the responsibility of the Head and/or Business 
Manager who will consider the recommendations of the budget holder taking into account both value 
for money and quality of product/service. 
  
Where it is not possible to obtain alternative quotes due to specialism a record must be kept with the 
order explaining the circumstances.  
 
Medium value purchase £10,000 and £40,000 

  
Approval must be obtained from the Accounting Officer (AO) and/or CFO prior to entering into any 
agreement for services, works or equipment purchases of medium value. 
  
Heads and/or SBM must email proposals for spend falling into this category at the planning stage 
including affordability. 
  
The CFO will be responsible for overseeing Trust wide procurement for works and service contracts 
and service level agreements that fall into this threshold. 
  
Three formal written quotes based on comparative specifications shall be obtained for all construction 
works, services or goods. The Trust will engage with framework agreements where best value can be 
obtained (see section 8.4). 
  
Where it is not possible to obtain three quotes due to specialism or suppliers declining to quote, a 
record must be kept with the order explaining the circumstances.  
  
Written details of documents obtained shall be prepared and retained by budget holders for audit 
purposes. 
  
High value purchase over £40,000 but below the EU threshold 
  
The Trust will be responsible for the procurement of all construction works and non-construction 
service contracts of over £40,000. 
  
The Trust will make high-value purchases without a framework only in rare circumstances. When this 
does happen, we will use the process below. 
  
• Create a specification – a specification document will set out what suppliers need to understand 

what we are looking to buy, including the quality, quantity and delivery date. 
 
• Assess the market – we will prepare for the tendering process by developing our knowledge of 

the market. We will find out how many suppliers are available and the best way to advertise our 
contract to a range of suppliers. 
 

• Check the school’s position in relation to EU procurement thresholds (see section 8.3). 
 

• Develop a service level agreement (SLA) – an SLA sets out the standards of service expected from 
a supplier. Some suppliers may have their own SLAs, which the Trust will consider using on a case-
by-case basis. 



 
  

 
• Develop a contract – a contract will include terms and conditions, a contract management plan 

and an exit strategy. 
 

• Reduce the number of bids – to reduce the number of bids the Trust needs to evaluate, we will 
either use an expression of interest process to gauge interest in the contract or a pre-qualification 
questionnaire. 
 

• Establish how we will assess quotes – we will set out criteria that will allow us to evaluate which 
of the suppliers’ bids best meets the requirements in our specification, and is the most 
economically advantageous tender that best combines cost and quality. 
 

• Create a timeline for the tender process – this will include the dates of the clarification period, 
the deadline for submitting tenders and the date we expect to award the contract. 
 

• Prepare an invitation to tender – this will include: 
· A covering letter with a timeline for the process 

· Instructions on how suppliers can ask clarification questions and submit their tender 
· The specification 
· A pricing schedule 
· Any SLA requirements 
· The contract’s terms and conditions 
· Contract management requirements 
· Award criteria, including the scoring system and any weightings 
· If appropriate, an invitation for suppliers to give a practical demonstration of their goods, 

works or services. 
 
• Advertise the contract – the contract will be advertised where suppliers are likely to look, such 

as: 
· The Official Journal of the European Union (OJEU) – this is a requirement if the contract is 

over the 
                         EU procurement threshold 

· The government’s Contracts Finder service 
· Local or national newspapers 
· Education publications or websites and trade magazines 
 

• Run the tender process and provide clarifications 
 

• Evaluate tender responses – at least two people will independently score and evaluate each bid, 
and then  
compare notes after completing their evaluations; records of decision making and moderation 
decisions will be kept. 

  
• Awarding the tender: 

• For tenders in excess of £40,000 but under £75,000 the AO and/or CFO have delegated 
authority to award the contract. The award decision and criteria shall be reported to the 
Board of Directors at the next available meeting. 

• For tenders of £75,000 or higher the Chair of Trustees must approve the contract. The decision 
and criteria shall be reported to the next meeting of the Board of Trustees. 

• Notify suppliers and award the contract. 
 



 
  

• Finalise contract (and advertise the award if the contract was advertised in Contracts Finder or 
OJEU) 

  
• Abandoning the tender process – on very rare occasions we may need to halt the tender process.  

Should this occur, we will notify suppliers who are preparing their bids as soon as possible. 
 

 
 

9. Requisitions, orders and invoice processing 
  

The budget holder is responsible for obtaining a quote or price before any order is placed. The number 
of quotes will be determined by the financial value and nature of the goods/service, the higher the 
value the higher the need to prove best value and accountability. 

                  
 Orders must be raised for all purchases with the exception of the following supplies and services: 

• Energy and water services 
•      Telephone and photocopier rental 
•      Bought in services where the actual cost cannot be determined in advance 
•      Services paid for by DD. 

  
All orders must be raised using an official requisition form, stocks of which are held in the School 
Office. Requisitions must clearly identify the supplier, the goods/service, quantity, agreed price and 
whether delivery is urgent. The budget holder must sign the requisition to confirm the expenditure is 
appropriate and affordable. The requisition must be authorised by the Head or Deputy Head Teacher. 
  
The authorised requisition will be passed to the SBM who will be responsible for entering the correct 
details on the finance system and generating an order. The order will be despatched to the supplier 
electronically. 
 
All orders in excess of £10,000 before VAT must be scanned and emailed to the CFO and/or the TBA 
for approval before the order is sent to the supplier. The email approval must be printed and retained 
with the requisition. 
  
The budget holder must make appropriate arrangements for the delivery of goods. No goods are 
allowed to be delivered to home addresses. On receipt, the premises team must undertake a detailed 
check of the goods received against the goods received note (GRN) and make a record of any 
discrepancies between the goods delivered and the GRN. The GRN is then annotated and passed to 
the SBM. Discrepancies shall be discussed with the supplier of the goods without delay by the SBM.  
  
If any goods are rejected or returned to the supplier because they are not as ordered or are of sub-
standard quality, the SBM should be notified.  
  
All invoices shall be sent to the SBM who will match invoices with orders and requisitions where 
appropriate and arrange payment via BACS or cheque. 
  
Invoices will be stamped with a grid against which the following can be evidenced:    

• Order number 
• Confirmation that goods/services received 
• Invoice authorised for payment 
• Ledger code 
• 1st cheque/BACS signature (authorised signature) 
• 2nd cheque/BACS signature (authorised signature) 



 
  

 
The invoice must be signed as ‘confirmation that goods/services have been received’ by the School 
Business Manager on receipt of a delivery note.  The delivery note must be attached to the invoice 
with a signature of a staff member who received and checked the delivery.   
 
The invoice must be signed as ‘authorised for payment’ as below: 
£0 - £9999 – One of: School Business Manager, Trust Business Associate, Head of School 
£10000 - £39999 – One of: Trust Business Associate,  Chief Finance Officer, Accounting Officer 
£40000 + - Chair of Trustees 
 
The only exception to the above thresholds are as follows: 

• Invoices for energy and water services 
•       Invoices for telephone and photocopier rental 
• Invoices for catering bills 
• Condition Improvement Fund Capital invoices  

 
Capital projects financed by the Condition Improvement Fund are signed off by Chair of Trustees prior 
to the project starting.  Any invoices relating to CIF capital projects must be authorised by Trust 
Business Associate or the Chief Finance Officer. 

  
Once the invoice has been authorised, the SBM or Finance Assistant will then input details of payments 
to be made to FMS and then the SBM will approve and generate the BACS/cheque run. The 
BACS/cheque payments and associated paperwork must be authorised by two of the nominated BACS 
approver/cheque signatories who should not be the person who has authorised the invoice.  
 
BACS approvers and cheque signatories may not authorise payments to themselves. 
  
Remittance advices and cheques will be dispatched to suppliers by the Business Manager who will 
then place the invoice and remittance advice in the appropriate finance file.  
  
10. School Charge Cards and Cash Cards 
  
10.1 School Charge Card 
  
The SBMs hold a card for the school to make purchases online.  There is a £1000 limit per month.  The 
limit is for the whole school, so high purchases will not be made via this method. 
  
To make a purchase via the school card, a requisition form will be completed by the member of staff 
and signed by the budget holder and Head. This is then passed to the SBM alongside an email with the 
link of the product.  Items will be ordered within 5 working days and delivered to the school.  On 
receiving the items, the parcel will be checked for discrepancies and the delivery note signed and 
passed to the SBM. 
  
10.2 School Offsite Card 
 
The school offsite card is held by the front office in the safe. This is for offsite purchases for things 
such as postage, refreshments, etc.  
  
To sign the card out, a charge card form is completed with the details of the intended purchase and 
countersigned by the SBM. A signature is obtained from the budget holder to authorise the intended 
purchase and maximum spend.  If it is postage or refreshments, the SBM can approve. 

 



 
  

The card must be returned within 24 hours, therefore the card cannot be taken off site at the end of 
the day Friday or half terms.  It must be returned to the SBM to store in the safe. 
  
On return, a receipt of the goods purchased must be given to the SBM and attached to the Charge 
Card Form. 
 
The card then has to be signed back in by the staff member and SBM on the same form.  

When the PIN number is disclosed to the employee, this is not to be written down and be kept near 
the card.   

  
11. Online Accounts 
  
Each school have an Amazon, Trainline and Ikea account.  

  
A Requisition Form is completed and signed by the budget holder and Head.  This is then passed to 
the SBM alongside an email with the link of the product.  This will be ordered within 5 working days 
and delivered to the school.  On receiving the items, the parcel is checked for any discrepancies, the 
delivery note signed and passed to the SBM.  Only UK items will be ordered.  Delivery charges must 
not exceed the cost of the product and must not exceed £5 overall. 
 
Trainline is used to purchase staff travel.  The TBA organises Trust staff travel and the SBM organises 
school staff travel.  The staff member is then given a reference code to collect the tickets from a 
machine at the station.  The SBM will then pay this travel via invoice.  
  
12. Expenses 

  
All expense claims must be processed on Breathe HR, approved by CFO (Trust staff) or Head (School 
staff) and paid via payroll. The CFO expenses are authorised by CEO. The CEO expenses are authorised 
by Chair of Trustees. 
 
There are different processes for claiming back expenses which depend on the type of expense.   

 
Mileage claims (via payroll) 

 
Mileage allowances will be paid for travel by the employees own car, motor bike or bicycle in 
accordance with the HMRC rates applicable at the time of travel. 
(https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuel-
allowances). 

The rates include an allowance for taking a passenger and staff are encouraged to share journeys 
where it is appropriate to do so.  

A mileage form is completed and authorised by the Head and/or the CFO. This is then sent to payroll 
via the SBM. 

 
Mileage claims should be supported by a map showing the distance of the travel.  This should be taken 
by AA route planner.  The shortest journey on AA route planner is to be used for travel and for 
reimbursement.  For Trust-wide staff the registered office at Northumberland Heath Primary is the 
normal place of work. 
 
Travel claims (via payroll) 

https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuel-allowances
https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuel-allowances


 
  

 
Bus Tickets - Employees are expected to ensure they minimise the cost by using the standard fares 
and where possible by purchasing tickets in advance to obtain the cheapest possible ticket. 
 
Parking-Costs of parking whilst on Trust business will be reimbursed at cost – on presentation of the 
ticket or of a receipt. Staff are encouraged to share cars and therefore to reduce parking costs where 
possible.  
 
Train Tickets – The Trust now has a Trainline account.  Information of the journey is sent to the SBM 
to approve and book the cheapest rate available.  The school will then be invoiced for this journey 
and the employee will not have to incur a cost to themselves.  

 
Accommodation and subsistence (via BACS) 

  
Expenses for overnight accommodations will be payable when employees are staying away overnight 
and accommodation has not otherwise been provided. 

 
The maximum amount to be reimbursed per night, supported by receipts, is up to £85 per 
night.  Where it is not possible to secure accommodation at that price, the CEO may approve a higher 
amount, but only in advance of the expenditure being incurred. 

  
Where a maximum amount to be reimbursed is shown, employees may choose to incur higher 
expenditure but will have only the maximum amount reimbursed.  

 
Expenses for lunch are not payable. 

  
When employees are away from home overnight – and an evening meal is not provided as part of a 
course or conference - expenses for an evening meal will be payable to a maximum amount of £25 
per meal, supported by receipts.  Costs of alcoholic drinks will not be reimbursed.  

  
To claim, Breathe expenses must be completed with expense description and a copy of the receipt.  
This is then approved by CFO (Trust staff) or Head (School staff) and paid via payroll.  

 
Other expenditure claims (via payroll)  
 
In exceptional circumstances, and only with prior approval of both the line manager and budget 
holder, staff may be required to purchase school resources with their own funds, for example to buy 
refreshments needed for meetings. 
 
If resources are to be delivered, they may only be delivered to the school property. No reimbursement 
will be made for resources that are delivered to personal addresses. 
 
Breathe expenses must be completed with expense description and a copy of the receipt.  This is then 
approved by CFO (Trust staff) or Head (School staff) and paid via payroll.  
  
13. Income  

  
The main sources of income for the Trust are restricted funds from the Education and Skills Funding 
Agency and the Local Authority which include: 

•      General Annual Grant 
•      Pupil Premium Grant 



 
  

•      Early Years funding 
•      High Needs funding. 

  
The receipt of these funds is monitored directly by the CFO who is responsible for ensuring that all 
grants and funds due to the Trust are collected. Evidence of receipt of grant income must be 
retained for audit inspection.  

  
13.1 School Trips  

  
A lead teacher must be appointed for each trip to take responsibility for the organisation of the trip 
and costing.  
 
The trip leader must complete Handsam with details of costs, transport arrangements and the amount 
to be requested from parents where appropriate. No profit is allowed to be made. The Educational 
Visit Coordinator must authorise the Handsam request before the trip is booked. For all trips, the 
Business Manager will check and approve the school trip form on Handsam. 
 
The School Office shall maintain an up to date record for each student showing the amount paid and 
the amount outstanding and will assist the lead teacher in chasing the outstanding amounts. 
Parents/carers are expected to make payment via Parent Pay.  The School Office will be responsible 
for reviewing income.  
 
Parent Pay statements will be printed and banked as internet transactions separately to all other 
banking. The banking will be reconciled to the total statement and passed to the SBM to reconcile to 
the bank statement and post to FMS. 
  
The SBM will maintain a School Trip electronic record which will be reconciled each month for 
income and expenditure and uploaded to Handsam when the trip has completed for the Head’s 
review. 
 
13.2 Lettings (refer to the Lettings Policy for the detailed procedures and charging policy) 

  
CFO is responsible for identifying the sums due from each organisation.  
  
The SBM will maintain records of booking facilities, produce an electronic receivables sales invoice 
and oversee the debt collection.  

  
13.3    School Meals 

  
The School Office is responsible for the management of school dinner money due from pupils and 
staff.  
  
Parent Pay must be used to pay dinner money.  All payments will be recorded on the Parent Pay 
module against the relevant pupil/staff account.  
  
Parent Pay statements will be printed and banked as internet transactions. The banking will be 
reconciled by comparing the bank statement against the parent pay statement. This is then posted to 
FMS. 
  
Parents/carers can view regular statements of monies owing on parent pay. 
 



 
  

Monitoring reports on the number of meals provided and monies owing will be provided to the 
Business Manager as required.  
  
13.4   Debts 

 
• The Head has authority to write off debts up to and including £250 after notifying the CFO   
• CEO/CFO have authority to write off debts from £250 to £1000 
• The Board of Trustees has the authority to write off debts between £1001 up to the ESFA 

limit in accordance with the AFH.  
• The Academy Trust must obtain ESFA’s approval for the following transactions beyond the 

delegated limits set out below: 
 

- 1% of total annual income or £45,000 (whichever is smaller) per single transaction.  
- Cumulatively, 2.5% of total annual income in any financial year per category of 

transaction for any trusts that have not submitted timely, unqualified audited 
accounts for the previous two financial years. This category includes new trusts that 
have not had the opportunity to produce two years of audited accounts. 

- Cumulatively, 5% of total annual income in any financial year per category of 
transaction for any trusts that have submitted timely, unqualified audited accounts 
for the previous two financial years. 

 
 In relation to these limits: 

- The Trust will always pursue recovery of amounts owed to it, including overpayments, 
or payments in error where practical. 

- The Trust will only consider writing-off losses after careful appraisal of the facts, 
including whether all reasonable action has been taken to effect recovery from the 
debtor, the Trust’s insurers, or the risk protection arrangement, and should be 
satisfied there is no feasible alternative  

- The amounts for write-offs are before any successful claims from an insurer or the risk 
protection arrangement. 

- Total annual income is defined as grant income as disclosed in the Trust’s last audited 
accounts.  

- Before accepting any liabilities by issuing guarantees, a letter of comfort or indemnity, 
the trust should secure value for money by appraising the proposal through an 
assessment of the costs and benefits of relevant options. 

 
13.5 Cash Management 

 
In respect of the rare occasions where cash is collected, for example; charity collections, all cash and 
cheques must be kept in the School Office safe prior to banking. Banking shall take place at least 
monthly. 

  
Monies collected must be banked in their entirety in the appropriate bank account.  
The SBM is responsible for preparing reconciliations between the sums collected, the sums deposited 
at the bank and the sums posted to FMS.  

   
14. Bank Accounts  

  
The opening of all accounts must be authorised by the Board 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.  



 
  

  
14.1 Income Deposits  

  
 Particulars of any income deposit must be entered on a copy paying-in slip, counterfoil or listed in a 
supporting book. The details shall include:  

•      The amount of the deposit.  
•     A reference, such as the number of the receipt or the name of the debtor.  
  

14.2 Payments and withdrawals  
  

All cheques and other instruments authorising withdrawal from Academy bank accounts must bear 
the signatures of two authorised signatories.  

  
This provision applies to all accounts, public or private, operated by or on behalf of the Board of the 
Trust. Authorised signatories shall not sign a cheque relating to goods or services for which they have 
also authorised the expenditure.  

  
14.3 Reconciliation  

  
The SBM must ensure bank statements are received monthly and that reconciliations are performed 
on a monthly basis.  Reconciliation procedures must ensure that: 

• Reconciliations are prepared by the SBM or TBA. 
• Reconciliations are subject to an independent monthly review carried out by the Head. 
• The Head and TBA/CFO are presented with the following paperwork to review and ensure 

reconciliation is accurate; bank reconciliation from FMS, unreconciled payment listing from 
FMS, top page of bank balance, last page of bank statement and a Trial Balance report 
from FMS to reconcile all figures. 

• Reconciliation must be signed off and dated by SBM and Head/CEO within 5 working days 
of the first of the month. 

 
14.4   Cashflow and Investments  

  
It is the policy of the Woodland Academy Trust to maximise investment opportunities whilst ensuring 
that bank accounts do not become overdrawn.  

 
Lloyds Bank TSB are the current bankers and they provide a facility for High Interest Deposits to be 
made as internal transfers from the Current Account.  
 
Higher interest deposit/fixed rate bonds should be used for any additional surplus of funds over and 
above what is needed to be retained to meet projected commitments plus one months’ typical cash 
expenditure . 

  
Fixed terms for investments should not exceed a one year period and will ideally be fixed for a shorter 
period in most instances. 

  
Cashflow forecasts will be maintained by the CFO to inform the investment process and to ensure 
that there is sufficient cash available to meet commitments. 

  
14.5 BACS submittals  

• The SBM will submit the BACS file from FMS to the Lloyds Banking System. 
• Two BACS approvers must check and approve a BACS run 



 
  

• The BACS approvers will: 
- Check the BACS report against the supporting invoices to ensure they match. 
- Check the BACS account numbers on the invoices match the account numbers on the 

Lloyds Banking System. 
- Approve the BACS on the Lloyds Banking System. 
- Sign the BACs run report and initial each invoice in the payment grid. 

 
15. VAT Submittals  
 
The SBM completes and submits the VAT 126 Submittal monthly to the TBA ensuring all VAT 
numbers are included on the return. 
 
The CEO or CFO will authorise the VAT submittal claim. 

  
The TBA/CFO is responsible for checking that the correct reimbursement is received from HMRC and 
should annotate the VAT remittance that the amount agrees with the claim.  VAT reimbursements are 
paid directly into the Trust Bank Account and then transferred to the relevant schools accounts. 

   
16.   Audit 

 
All finance procedures are subject to robust scrutiny and challenge.  
 
The Trust complete internal audits to compliment the external audit programme and year end 
reporting requirements. 

  
Audit recommendations are reported to the Board of Directors termly. 
  
17. Fixed assets and Depreciation 

  
17.1 Fixed Asset register  
  
The Fixed Asset Register consists of a list of items valued over £5,000 that are considered to have a 
life longer than the financial year in which they were purchased. 
  
The Fixed Asset Register is reconciled annually and reported to the Board of Trustees. 
  
Desirable and portable items of equipment that fall below the capitalisation limit of £5,000 are 
recorded on an inventory at each individual school. The inventories are reconciled by the Premises 
staff and reported to the Directors. 
  
Discrepancies between the physical count and the register are reported to the CFO promptly for 
further investigation. Any discrepancies over the value of £500 are reported to Trustees at the next 
available meeting. 

  
17.2 Disposals  

  
Items which are to be disposed of by sale or destruction must be authorised for disposal by the CFO 
and, where significant, shall be sold following competitive tender.   

  
Disposal of equipment to staff is not encouraged, as it may be more difficult to evidence the Trust 
obtained value for money in any sale or scrapping of equipment. In addition, there are complications 



 
  

with the disposal of computer equipment, as the Trust would need to ensure licences for software 
programmes have been legally transferred to a new owner.  
   
The Trust is expected to reinvest the proceeds from all asset sales for which capital grant was paid in 
other Trust assets. If the sale proceeds are not reinvested then the Trust must repay to the DfE a 
proportion of the sale proceeds.  
 
All disposals of land must be agreed in advance with the Secretary of State.  

  
17.3 Portable assets used off site 
  
Items of Trust property must not be removed from Trust premises without the authority of the 
EP/CEO/CFO. A record of portable equipment approved for offsite or home use must be recorded by 
the IT Associate and booked back in when the member of staff leaves employment.  

 
17.4 Depreciation Policy 

  
Depreciation will be calculated on assets valued in excess of £5,000 an annual basis for preparation of 
the year end accounts. 

  
The Trust has determined the following depreciation rates, asset life and methods: 
 
             Land                                                                             Nil  

Buildings                                50 years straight line 
Plant & Machinery  5 years straight line 
IT & Other Equipment 3 years straight line 
Vehicles                                 5 years straight line 

  
 
If the useful life of the asset is determined to be different to the scales above, this will be recorded for 
the Trustees. 

  
Land is occupied on a freehold basis but there is a legally binding restriction meaning it can only be 
used for the purpose of a state school.  It therefore has no “market value”.  It was given to us at nil 
cost.  The prospect of having to replace the land is remote.  Hence our policy on land is to ascribe a 
purely “peppercorn” value to recognise its existence, e.g., £1.  Land is not depreciated.  Any future 
land purchases will be recognised at cost. 

  
Assets under construction are not depreciated, because depreciation is appropriate only when assets 
are in operational use. 
 
No depreciation will be applied in the first year where the asset is acquired during the academic year. 
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