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Introduction 
 
The purpose of this document is to ensure that the Shavington Academy - Multi-Academy Trust 
(MAT) maintains and develops systems of financial control which conform to the requirements both 
of propriety and of good financial management for public funds and School Fund.  It is essential that 
these systems operate properly to meet the requirements of the funding agreement with the 
Education Funding Agency (EFA). 
 
Each academy within the Shavington Academy MAT must comply with the principles of financial 
control outlined in the guidance published by the EFA in the Academy Funding Agreement and the 
Academies Financial Handbook.  This manual expands on those and provides detailed information on 
the accounting procedures and these financial regulations must be read by all staff involved with 
financial systems and copies made available as necessary.  It also provides a standardised approach 
to all finance related tasks within the Trust and its academies. 
 
As the sole academy within the MAT at present, this document relates to Shavington Academy and 
any contravention of procedures must be brought to the attention, in the first instance, of the 
Headteacher (Accounting Officer). 
 
The MAT has delegated authority to the Shavington Academy Governing Body’s Finance and Premises 
Committee to review all controls and the robustness of financial systems.  This responsibility is 
supported by reports from the Appointed Auditor and Responsible Officer following periodical tests 
of financial systems and controls.    
 
All staff are aware of the school’s whistleblowing policy and to whom they should report any 
concerns regarding malpractice and wrongdoing.  All instances of fraud or theft committed against 
the Trust, whether by employees or governors or third parties, above £5,000 must be reported by the 
Trust to the EFA.  Any unusual or systematic fraud, regardless of value, must also be reported. 
 

1. Organisation 
Shavington Academy MAT is a company limited by guarantee with charitable status and is governed 
by the Trust Members and Board of Directors.  The Governing Body has delegated authority to 
oversee the management and operations of each academy within the MAT. 
 
Shavington Academy’s Trust Board and Governing Body operate within written terms of reference.  
The school’s Headteacher is the appointed Accounting Officer and is supported in this role by the 
Business Manager and Finance Team.  This document ensures appropriate segregation of duties, 
regularity, propriety, value for money and management of risk. 
 
1.1 Discharge of powers  
The Chairman, or if not available, the Vice-Chairman, has the power to discharge any of the 
Governing Body’s responsibilities in circumstances where delay would be seriously detrimental to the 
school, pupil, parent or member of staff.  Such action will be reported to the next meeting of the 
Governing Body. 
During periods of absence or acting-up arrangements, the following staff will assume responsibility: 

 Deputy Headteacher will act on behalf of the Headteacher.  

 Deputy Headteacher will act on behalf of the Business Manager unless acting on behalf of the 
Headteacher – in this instance, the Finance Manager will act on behalf of the Business Manager. 
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 Finance Officer will act on behalf of the Finance Assistants. 

 Nominated team member will act on behalf of Departmental Budget Holder. 
 
All tasks assigned to specific postholders may be deputised with appropriate arrangements in place 
to ensure segregation of duties and accountability are maintained. 
 
1.2 Pecuniary interests 
All Trustees, Governors and staff are required to complete and sign a declaration of pecuniary and 
non-pecuniary interests. This must be completed even if it is a ‘nil’ return.  Completed returns are 
retained in the school’s Register of Interests file held in the administrative office. The file is updated 
annually and the register is shared with the Trust Board.  All Trustees and Governors are required to 
declare any interest at the start of each meeting. 
 
1.3 Liabilities and write-offs 
Named persons as detailed in the scheme of delegation, may write off debts and losses up to their 

delegated limits 

In relation to these limits, the amounts for write offs are before any successful claims from an insurer 
and total income is defined as grant income as disclosed in the Trust’s last set of audited accounts. 
Beyond these limits the Trust must seek and obtain explicit and prior approval of the Secretary of 
State (through the EFA) to the transaction. 
 
1.4 Severance payments 
If the MAT 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 MAT 

successfully defending the case at tribunal. If the legal assessment suggests a better than even 

chance of winning, there is no rationale for settling the case. But where the case will be lost, 

there is a justifiable rationale for the settlement. 

 if the settlement is justified, the MAT would then need to consider the level of settlement. This 

must be less than the legal assessment of what the relevant body (e.g. 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 MAT 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 MAT 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 
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HM Treasury, via the EFA, before any such payment can be made. The Trust in this situation should 
speak to their EFA contact at the earliest opportunity to discuss. 
 
1.5 Leases and tenancy agreements 
Academy Trusts must seek and obtain prior written approval from the Secretary of State, via the EFA, 
for the following leasing transactions: 

 taking up a finance lease on any class of asset for any duration from another party, as this 

would represent borrowing. 

 taking up a leasehold or tenancy agreement on land or buildings from another party for a 

lease term of more than five years. 

 granting a leasehold or tenancy agreement on land or buildings to another party for a lease 

term of more than five years. 

Academy Trusts may take out and grant other types of lease (i.e. other than finance leases, 
leaseholds and tenancy agreements as described above), without the Secretary of State’s approval. 
For the avoidance of doubt this means that operating leases on assets that are not land and buildings 
do not require the Secretary of State’s approval. Leases should be disclosed in Academy Trusts’ 
annual accounts in accordance with the Academies Accounts Direction. 
 

2. Financial planning 
 
The MAT and each Academy Trust prepare medium-term financial projections and annual budget 
plans. The medium term financial plan is prepared as part of the strategic planning process.  The 
School Development Plan (SDP) indicates how educational and other objectives are going to be 
achieved within the expected level of resources over the next three years. 
 
2.1  Annual budget 
The budgetary planning process will incorporate the following elements: 

 forecasts of the likely number of pupils to estimate the amount of EFA grant receivable 

 review of other income sources available to assess likely level of receipts 

 review of past individual performance against budgets and any known factors that will affect 
future projections of costs 

 identification of potential efficiency savings 

 review of the main expenditure headings in light of the SDP objectives and the expected 
variations in cost, e.g. pay increases, inflation and other anticipated changes 

 liaising with external agencies including major suppliers to ensure that the Trust’s best financial 
interests are met 

 review of historical year-end surpluses or deficits and associated plans 
 
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 SDP projects until more funding is available.    
 
If a potential surplus is identified at an individual academy within the MAT, this may be held back as a 
contingency or alternatively carried forward to invest in future years’ priorities for the pupils that the 
academy serves. 
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It will be the responsibility of each Governing Body’s Finance Committee to recommend to the Full 
Governing Body of their respective academy an annual budget for submission to the MAT Board. 
Such approval should be clearly minuted in sufficient time to allow prompt submission of aggregated 
plans to the EFA and should be accompanied by a statement of assumptions and explanations behind 
the plan so that if circumstances change, it is easier for all concerned to take remedial action. In the 
case of Shavington Academy the Trust Board will recommend the MAT aggregated budget for 
approval by the members. 
 
The approved aggregated budget must be submitted to the Education Funding Agency (EFA) by 31 
July each year or at a date specified by the ESFA and the Business Manager is responsible for 
establishing a timetable which allows sufficient time for the approval process and ensures that the 
submission date is met. 
 
Annual budget plans should be seen as a working document which may need revising throughout the 
year as circumstances change.  Changes will be reported to the Trust Board with significant variations 
approved and reported to the Members. 

 
2.2  Monitoring, review and reporting arrangements 
Monthly budget monitoring reports are distributed in which variances are highlighted for discussion 
and action as appropriate: 

 Budget holder reports 

 Management account report for the Business Manager and Headteacher 
 
Any potential overspend against budget must, in the first instance, be discussed and agreed with the 
Business Manager. 
 
Each Academy Trust will present budget monitoring reports to their Trust Board/Finance Committee 
at least three times a year, and, after approval from this body, the reports will be recommended to 
the Governing Body, or for Shavington Academy directly to the members.  Aggregated budget reports 
will be prepared for the MAT members at least three times a year. 
 

3. Accounting system 
 
All the financial transactions of the MAT must be recorded on the FMS accounting system and 
appropriate School Fund arrangements operated by the Finance Departments in each Academy Trust. 
 
Each Academy Trust is registered annually under the 1988 Data Protection Act.  The named Data 
Controller in the Trust will be the Accounting Officer. Financial records are required to be kept for at 
least six years.  This is a requirement laid down by Her Majesty’s Revenue and Customs (HMRC). 

 
3.1  System access and protection 
Accounting software and on-line banking is protected by access permissions to authorised staff.  
Access permissions are strictly controlled and individual log-ins and passwords should not be 
compromised.  The MAT delegates responsibility for determining the access levels for all members of 
staff using the system to the Accounting Officer. 
 
All leavers with previous access to accounting software and on-line banking must have their access 
permissions formally removed promptly. 
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The Accounting Officer is responsible for ensuring that there are effective regular back-up procedures 
for the system. 
 
The school’s IT Team have operational procedures and safeguards in place to protect against data 
loss/corruption and to restore recovered data.  Their approach is outlined in the academy disaster 
recovery plan.  This will inform the annual assessment made by Trustees/Governors of the major risks 
to which the Academy Trust is exposed and the systems that have been put in place to mitigate those 
risks. 
 

4. Internal financial controls 
 
The Business Manager is responsible for the operation of financial processes within the Academy 
Trust; ensuring adequate operational and internal controls are in place. The principles of separation 
of duties will be upheld at all times. 
 
4.1 Bank mandate 
Two approved signatories are required for all debit transactions and must include the Headteacher 
when any single transaction exceeds £20,000.  Two approved signatories are required when adding 
and removing signatories from the bank mandate.   
 
4.2 Verifying suppliers’ bank details 
The Finance Team telephones/writes to new suppliers to request written confirmation of bank details 
and an email address for sending BACS remittance advice notes.  When correspondence is received 
from an existing supplier detailing changes to bank details, the Finance Team will telephone using 
details held by the school (not those shown on the correspondence) to verify the validity of the 
change. 
 
 
4.3 Overview of transaction processing and reporting 
All transactions input to the accounting system must be authorised in accordance with the 
procedures specified in this document.  Detailed procedures for the processing of payroll, purchase 
ledger, sales ledger, cash book, nominal ledger journals, petty cash and School Fund are included in 
following sections of this document.   
 
The Business Manager will review system controls on a monthly basis to include: 

 payroll reports 

 bank statement reconciliations 

 VAT returns 

 trial balances 

 management accounts summarising expenditure and income against budget at budget holder 
level 

 
System control checks are also performed by the appointed Responsible Officer on a termly basis and 
by the appointed Auditor at least once annually (based on their risk assessment).  All findings are 
reported to the Headteacher and Board of Trustees. 
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4.4 Scheme of delegation   See Page 3 of this document for Discharge of Powers. 
 

 Purchasing 
Authority Limit 

Authority to 
Vire Budget 

Bank Signatory Authority to 
write-off debt 
& disposal of 

assets  

Authority to 
appoint & 

remunerate 
staff 

Board 
of Trustees 

No limit No limit No Up to EFA limit Yes 

Headteacher 
 

£10,000 £50,000 Yes £5,000 Yes 

Deputy  
Headteacher  

£10,000 £20,000 Yes £1,000 No 

Business 
Manager 

£10,000 £20,000 Yes £1,000 No 

Assistant 
Headteachers 

No No Yes No No 

Finance 
Officer 

£1,000 No No No No 

Departmental 
Budget 
Holders / Trip 
Organisers 

Up to budget 
value (£4,999 

max single 
transaction) 

No No No No 

 
4.5 Signatory control 
Budget holder responsibility is assigned to individual staff by the Senior Leadership Team and 
overseen by the Finance Team.  Purchase requisitions and invoices are signed as approved by budget 
holders – either in ink or via password-secured electronic methods (e.g. web-based or email 
generated from a school account).    
 
4.6 Alteration to documents and financial system transactions 
All alterations must be documented and initialled/dated in ink by the individual making the change 
and one other member of the Finance Team. Alterations to cheques must be initialled by the two 
signatories. The use of correcting fluid or erasure of information is forbidden.  Cancelled cheques 
must be clearly marked as cancelled and retained in the appropriate cheque book / file for audit 
purpose. 
 
4.7 Trace from document to accounts 
Each financial record is referenced so that it is possible to trace each transaction from source (e.g. 
invoice) to final outcome (e.g. cheque).  Retrieval of source documents will be predominantly via 
electronic storage, in PDF format or paper documents held and retained on file.        
 

5. Payroll 
 
5.1  Staff appointments and remuneration            
The Headteacher has authority to appoint and remunerate staff in accordance with the approved 
organisational structure and pay policy for the Academy. Trustees/Governors are often involved in 
the selection process. Any variation to the organisational structure incurring additional costs will 
require the approval of the Trust Board. The Directors of the MAT will determine arrangements for 
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Headteachers including their appointment process, performance management and discretionary pay 
awards.  
 
The Headteacher is responsible for ensuring that statutory obligations concerning safer recruitment 
pre-employment checks are administered and accurate records are maintained in the Single Central 
Record. Each Academy in the MAT maintains confidential personnel files for all members of staff 
which include signed contracts of employment.  The Business Manager has delegated authority to 
issue contractual documents on behalf of the MAT in accordance with the Headteacher’s 
instructions.  All appointments and contractual changes must be administered and notified to the 
payroll provider and MAT Finance Team promptly. 
 
The MAT 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. 

5.2  Payroll administration            
The MAT payroll is administered by Cheshire Payroll in accordance with an agreed Service Level 
Agreement.  The Finance Officer or Business Manager is responsible for notifying sickness absence 
and amendments to payroll, e.g. new starters, resignations, maternity leave and contractual changes.  
All claims for casual hours worked, overtime and travel expenses are checked then authorised by the 
appropriate budget holder prior to submission to the MAT Finance Team for processing.  The 
Business Manager notifies the MAT Finance Team when pay deductions are to be processed, e.g. 
leave without pay.  Payroll claims and deductions are processed via secure user / password access to 
an on-line database.  Each page of entries is printed with supporting claim documentation attached 
for checking by another member of the Finance Team (initialled and dated by the person inputting 
the data and the person checking the accuracy of entries).  Any errors identified are deleted from the 
on-line database and re-entered correctly.   
 
5.3  Payroll validation and reconciliation            
Cheshire Payroll provide reports via secure user / password access with an agreed deadline for clients 
to raise queries prior to each month’s payroll being finalised.  The Finance Officer downloads the 
Gross Pay and Pay Validation reports to check against individual contractual salary figures and 
monthly adjustments.  Any queries are emailed to Cheshire Payroll and reports are downloaded 
when corrections have been applied and checked.  The approved pre-validation Gross Pay report is 
retained for comparison to the post-validation version (any difference between the reports is 
investigated and noted). 
 
When each month’s payroll has been finalised, the Finance Officer downloads Net Pay, Gross Pay and 
summary reports for retention.  These reports are used to calculate the monthly payroll to cost 
centres and preparation of the accounts journal for posting ahead of BACs transactions.  Monthly 
figures are entered on a spreadsheet required by the Appointed Accountant in support of the annual 
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statutory accounts.  The Business Manager reviews each month’s payroll with a random selection of 
employee salaries and pay adjustments checked for accuracy and supporting documentation.      
 

6. Procurement 
 
The MAT applies the principles of best value, integrity and accountability.  The Finance Team advise 
budget holders on achieving best value based on reliability of suppliers, market testing and any 
available discounts.  Regardless of the purchasing route, the Finance Team ensure that budget 
holders confirm all receipts and invoices processed relate to goods or services received and that they 
are correctly recorded in the accounting system.   
  
6.1  Routine purchasing            
Route 1 Orders up to £4,999 exc VAT  (Route 2 when individual item value exceeds £500) 
The budget holder submits an authorised requisition form to the Finance Team for processing.  A 
Purchase Order is issued to the supplier or the transaction is completed using a school credit card 
with the school as the delivery address.  Each commitment is recorded on the system to ensure an 
accurate record of unspent balances is maintained.  Goods In are distributed to the relevant budget 
holder for checking and, when provided, delivery notes are signed and returned to the Finance Team 
with any damage and/or shortage reported to the supplier at the earliest opportunity.  Invoices are 
checked with any variation to the order either accepted or challenged.  Approved invoices are 
authorised for payment by the budget holder and processed by the Finance Team.  Queried invoices 
are held by the finance office until issues are resolved.      
 
Route 2 Orders between £5,000 and £74,999 exc VAT  
At least three written quotations need to accompany the authorised requisition form with the reason 
noted as to why the supplier was chosen.  When three quotations haven’t been obtained, the reason 
is to be noted and approved by the Business Manager. New suppliers to the school may be subject to 
verification checks as determine by the Business Manager (ranging from recommendation by another 
school to credit checks).  The requisition requires additional authorisation in accordance with the 
Scheme of Delegation (page 8) prior to processing as outlined in Route 1.     
   
Route 3 Orders over £75,000  
The Business Manager will be involved in negotiations and give consideration to the requirement for 
professional advice and/or a tendering process.  The Business Manager will make recommendations 
to the Headteacher for further consideration by either the Trust Board in accordance with the 
Scheme of Delegation (page 8).  All formal documentation between the school and the supplier will 
require the Headteacher’s or Business Manager’s signature with the delegated authority of the Trust 
Board.    
 
There are three forms of tender procedure: open, restricted and negotiated.  The circumstances in 
which each procedure should be used are described below: 
 
Open Tender 
This is where all potential suppliers are invited to tender.  The Business Manager will determine how 
best to advertise for suppliers, e.g. general press, trade journals or to identify all potential suppliers 
and contact directly if practical.  This is the preferred method of tendering, as it is most conducive to 
competition and the propriety of public funds 
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Restricted Tender  
This is where suppliers are specifically invited to tender.  Restricted tenders are appropriate where: 

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

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

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

 
Negotiated Tender or Contract Extension 
The terms of the contract may be negotiated with one or more chosen suppliers.  This is appropriate 
in specific circumstances: 

 the above methods have resulted in either no or unacceptable tenders 

 only one or very few suppliers are available 

 extreme urgency exists 

 additional deliveries by the existing supplier are justified 

6.2  Non-order purchases    
Subject to budget holder authorisation and the Scheme of Delegation (page 8), invoices without a 
corresponding purchase order will be processed for payment for goods and services received by the 
school.  This situation typically arises when timing of invoices and costs cannot be accurately 
predicted, e.g. examination entry fees, annual renewal of licences/subscriptions, emergency repairs 
and cyclical maintenance visits.  Budget holders will be reminded of the requirement to raise a 
requisition by the Finance Team when expenditure can be anticipated.    
 
Receipts submitted by staff for ad-hoc purchases as authorised by the budget holder will be 
reimbursed with Petty Cash up to £250. Except for postage stamps, which will be to the limit of £600. 
Individuals will be reminded that the school has credit card facilities for on-line purchases and that 
Petty Cash is typically limited to low value local purchases.  Random checks of Petty Cash transactions 
and balances of cash and receipts held are undertaken by the Finance Officer.   
         
6.3  Payments to suppliers            
The MAT endorses prompt payment within agreed supplier terms and any notified delay is 
investigated by the Finance Team.  Payment terms may be affected by the availability of signatories 
during school closure periods but every effort is made to manage this proactively.   
 
BACs  
Approved invoices with due payment dates generate a batch for authorisation by the Business 
Manager with a random selection of transactions selected for further verification.  The batch is 
submitted to the bank electronically and two signatories separately access the secure site to 
complete the approval process (one of whom must be the Headteacher when the batch value 
exceeds £100,000).  BACs remittance advice notes are emailed to suppliers.    
 
Cheques 
On occasions when supplier bank details can’t be obtained or cheque is the required method of 
payment, approved invoices are authorised by the Business Manager for payment.  The cheque is 
signed by two signatories and posted to the supplier with a remittance advice.   
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Credit card 
The Business Manager and Finance Officer have school credit cards that can be used across all cost 
centres.  Other named cardholders are restricted to purchases relating to their cost centres as budget 
holder.  Each cardholder is personally responsible for the safe custody of their card.  The card should 
be held securely at all times and any loss of cards should be reported immediately.  Both the 
cardholder and the budget holder are jointly liable for the integrity of all transactions and proper and 
controlled use of the credit card. Supporting documentation is retained and checked against the 
monthly credit card statement.  Random checks of credit card transactions are undertaken by the 
Finance Manager. 
 
Direct Debit 
The Business Manager approves direct bank mandates for agreed supplies and services.  Payment 
schedules and invoices are checked and processed by the Finance Team in a timely manner for 
verification with corresponding transactions on the school’s current bank account.   
 
6.4  VAT accounting            
The MAT is not VAT registered and the Accounting Officer is responsible for ensuring that the school 
complies with VAT regulations in accordance with advice received from the Appointed Accountant.  
Transactions relating to a School Fund activity may be administered by the MAT if VAT can be 
reclaimed and the net amount settled.  A monthly VAT126 return is prepared by the Finance Team, 
authorised by the Accounting Officer and submitted to HMRC for reimbursement.    
 

7. Income 
 
The main sources of income for the MAT are the grants from the Education Funding Agency (EFA).  
The monthly schedule of funds released by the EFA is closely monitored and reconciled by the 
Finance Officer with any delay or discrepancy reported to the Business Manager.   
 
Sales invoices are issued by the Finance Team when advised that funds are available from an external 
source.  The sales ledger is monitored and overdue accounts are pursued by the Finance Officer to 
ensure that school receives all monies due.   
 
Schools also obtain income from a variety of sources including: 

 student teachers on placement from universities and other institutions 

 hiring of premises and facilities 

 families, mainly for trips and examination resit fees 

Receipts are issued for all cash and cheques received with direct bank credits allocated to the 
customer’s account via the sales ledger.  All monies must be banked, in their entirety, in the 
appropriate bank account.  The Finance Officer is responsible for preparing reconciliations between 
the sums collected, the sums deposited at the bank and the sums posted to the accounting system.  
The reconciliations must be prepared promptly after each bank deposit and must be reviewed and 
certified by the Finance Officer. 
 
Cash and cheques are kept in a locked safe prior to banking. Income is typically banked weekly during 
term-time by the Site Maintenance Officer with no pattern to the time or day of the week. The Site 
Maintenance Officer and Finance Team complete a log to evidence transfer of cash. 
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8. Bank reconciliation 
 
Each bank account is reconciled on a monthly basis with any discrepancy reported to the Business 
Manager.  Internet bank statements are used for expediency and cross-checked to formal bank 
statements on receipt via the postal system.     
 
Pre-reconciliation reports are printed and checked against the accounting system for accuracy and to 
ensure all transactions have been posted.  Each transaction on the bank statement is ticked as 
matching on the accounting system and the corresponding balances confirmed.  Post-reconciliation 
reports are printed and checked against the trial balance.  The reconciliation reports are checked and 
authorised by either the Finance Officer or the Business Manager.   
 

9. Control account reconciliation 
 
The Finance Officer completes a range of accounting system checks each month end and produces a 
set of reports. The trial balance is checked against the bank statements, outstanding VAT 
reimbursement claims and pending payroll deductions.  The aged debtors and aged creditors reports 
are reviewed and any unusual delays noted.  Monthly daybooks are saved in PDF format and the 
accounting system progressed to the next period. The month end reports are reviewed and 
authorised by the Business Manager. 
 
9.1  Budget journals            
Budget journals are approved in accordance with the Scheme of Delegation (page 8) and signed by 
the Business Manager or Headteacher prior to processing. 
 
9.2  Nominal ledger journals            
Corrections to the accounts are administered by the Finance Team, initialled and dated.  The original 
source document should be referenced along with a description of the correction.    
 
9.3  Fund code corrections            
Corrections to the accounts are administered by the Finance Team, initialled and dated.  The original 
source document should be referenced along with a description of the correction.  When a series of 
transactions relate to a fund code other than that originally used, a summary journal correction may 
be applied with supporting documentation held on file.    
 

10. Asset management 
 
The MAT’s most significant assets are its land and buildings.  Provision is made to protect assets in 
terms of control procedures, security and insurance. The Finance Committee is responsible for 
recommending areas of building improvements and maintenance subject to budget constraints. 
  
10.1  Security            
There are a limited number of keys for the school safe with one set stored off-site.  Any significant 
amount of cash is banked as circumstances arise in accordance with insured values (£5,000 in-transit, 
£5,000 during working hours and £1,500 overnight).  Occasions may arise when sums over £1,500 are 
held in the school safe and this uninsured risk is accepted as an operational necessity on an adhoc 
basis.  The safe is used as secure storage for original documents (e.g. passports and blank cheques), 
foreign currency and cash/cheques prior to banking. 
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The immediate responsibility for the safeguarding of equipment lies with the end user departments.  
In support of this, the School provides security measures, including caretaker cover, burglar alarm 
systems, inventories, security marking, maintenance and support agreements where appropriate, 
and insurance cover. 
 
School owned property may be used by staff off-site provided that the ‘Loan of School Equipment’ 
register is completed and approved by the Business Manager.  The register is retained by the Senior 
Receptionist for completion on return of the loaned item.   
 
10.2  Asset Register           
School property which is considered “portable, attractive and/or valuable” is recorded on asset 
register.  The Asset Register was established prior to conversion to Academy status displaying 
opening balances with the ongoing addition of individual items costing over £500 and multiple items 
with a combined cost exceeding £2,000 (e.g. classroom set of furniture).   
 
The Asset Register and annual review of department inventories helps: 

 ensure that staff take responsibility for the safe custody of assets with annual checks acting as 

a deterrent against complacency, misuse and theft. 

 support the external auditors in reaching conclusions on the annual accounts.  

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

The Site Team are responsible for maintaining the register with the support of the Finance Team.  
These inventories are recorded electronically (located on the ‘P’ drive shared area of the school’s IT 
system) and are reviewed at least annually.  The Site Maintenance Officer randomly checks a 
minimum of two departmental inventories per annum.  Discrepancies between the physical count 
and the amount recorded in the register will be investigated promptly and reported in accordance 
with the Scheme of Delegation (page 8).  
 
10.3  Notification of losses / defunct items           
All instances of missing and defunct equipment including items stolen should be reported to the 
Business Manager in order that appropriate action be taken (i.e. an insurance claim or write-off).  The 
Business Manager will sign the disposal form to inform the Site Maintenance Officer when items are 
to be removed from the Asset Register.   
 
 
10.4  Insurance           
The MAT has been advised by a Risk Assessor regarding the level and scope of insurance required.  
This has been benchmarked with similar sized academies in the area and has been viewed as broadly 
in line with expectations by the Appointed Accountant based on their experience of other academy 
clients.     
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10.5  Depreciation          
The MAT has determined appropriate depreciation rates, based on the assessment of the useful 
economic life and expected residual value when the assets are acquired. Depreciation will be charged 
annually on the following basis: 
 

 Buildings     2% straight line 

 Plant and Machinery    20% reducing balance 

 Fixtures, Fittings and equipment  20% reducing balance 

 Computer equipment   33.33% straight line 
 
 
 
Approved at the Trust Finance and Premises Committee  
 
 
Signed:   S. Pyra   (Chair of Trustees) 

   

 

Signed:   C. White  (Headteacher) 

 
 
Dated:    12/07/18  
  
 
Review Date:    Summer 2019 
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