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LiFE MAT Finance Policy

This document has been adopted by Life Multi Academy Trust (the MAT)’s Board of Directors, as the basis for the
administration and management of the Trusts finances. The aim of the policy is to create a framework within
which, individual members of staff, Directors and other interested parties, can exercise financial management,
probity and stewardship in an efficient and effective way.

This policy ensures that the Board of Directors retains responsibility for the management of the Trusts budgets,
whilst providing a framework within which the CEO can manage the budgets on a day-to-day basis. It is essential
that all parties are aware of their roles in the financial management of the MAT.

Introduction

The LiFE Multi Academy Trust was formed in October 2016. It is a company limited by guarantee incorporated in
England & Wales under company number 07992438. The trust is also a registered charity (charity number
XT36606)

The trust also operates a subsidiary company called LiFE MAT Services Ltd under company number 8166524 which
runs any activity outside the main purpose of the schools i.e. nursery, lettings, swimming, Professional services etc.

This policy has been written with reference to the Academies Financial Handbook (AFH) (updated 1/9/20) and
covers the duties and obligations of the academy trust arising from the Master Funding Agreement.

The Chief Executive Officer (CEO) is designated as the Accounting Officer (AO) and takes personal responsibility for
assuring the Directors that there is compliance with the AFH and all relevant aspects of company and charitable
law.

The Trust Board of Directors have a collective responsibility for the overall direction of the Trust and its strategic
leadership and have a responsibility not only to be effective but to be seen to be effective.

The Board will manage and administer its affairs in accordance with high standards of Public Sector administration,
based on a distinct set of  values, the fundamental principles of which are:

● Behave with integrity, demonstrating strong commitment to ethical values, and respecting the rule of
law

● Ensuring openness and comprehensive stakeholder engagement
● Defining outcomes in terms of sustainable economic, social and environmental benefits
● Developing the MAT’s capacity, including the capability of its leadership and the individuals within it
● Managing risks and performance through robust internal control and strong public financial

management
● Implementing good practices in transparency, reporting and audit, to deliver effective accountability
● Adhering to the ‘seven principles of public life’:

❖ Selflessness
❖ Integrity
❖ Objectivity
❖ Accountability
❖ Openness
❖ Honesty
❖ Leadership

1. Roles & Responsibilities
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1.1 Trust Finance, Audit and Infrastructure Committee
The Board delegates the regular monitoring of the Trust financial activity to the Trust Finance, Audit &
Infrastructure Committee. This body will ensure that the Board is kept fully informed about financial issues
through the presentation of minutes and briefing at the Directors meetings.

The Trust Finance, Audit and Infrastructure Committee is a sub committee of the Board. The role of this
committee is to:

● Review and recommend to the Board the budget strategy for the coming year
● Monitor the Trusts performance against budget and alert the Board to any significant variances
● Consider and respond to the recommendations from external and internal audit (RO) reports and ensure

that any required action is implemented promptly
● Act as a ‘Critical Friend’ to the CEO by providing advice, challenge and support
● Keep the bank mandate and banking provision under review
● Maintain the stability of the Trusts financial position by monitoring cash flow and ensuring the

effectiveness of financial controls
● Developing the Trusts strategies for procurement and value for money
● Developing and recommending to the Board, the Trusts strategy for the management of assets
● Overseeing the Trusts investment policy
● Overseeing the capital programme for the Trust
● Obtain approval from the Board for borrowing, including operating leases of any duration
● Seek approval from the Board for writing off debts and losses and entering into guarantees, indemnities

and letters of comfort beyond limits as specified in the AFH
● Refer any novel or contentious transactions to the Board for prior authorisation, these will relate to

situations in which the Trust has no experience or are outside the range of normal business and which in
turn might give rise to criticism of the Trust by the public and media

● Ensure that the range of financial competencies of Directors and staff involved in financial management is
such that the Trust is not over-reliant on one individual

● Consider the annual insurance premiums for risk and ensure they are appropriate and adequate.

The process for independent checking of financial controls, systems, transactions and risk is undertaken by the
Audit Team at Leicestershire County Council who act as the trusts Responsible Officer.

1.2 Chief Executive Officer (CEO)
The CEO also known as The Accounting Officer is responsible:

● To the Board for the financial management of the Trust

1.3 Executive Heads/Principals/Headteachers/Heads of School (Lead person in an
individual school)
The lead person(s) in each school are responsible for:

● For the management of their school’s financial position at a strategic and operational level
● For the management of effective systems of internal control within their school

1.4 Chief Finance Officer (CFO)
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The CFO is responsible:

● To the CEO for the financial management of the Trust

1.5 School Business Hub Leaders (SBHL)
The SBHL’s are responsible for:

● Monitoring the financial performance of their Hub throughout the year

● Providing the CFO with monthly budget updates

● Providing the CFO with monthly cashflow forecasts

● To notify the Lead person in each school and CFO of any significant budgetary variances

● To prepare draft annual budgets for all schools/services and share with the CFO

● Assist the CFO with statutory returns to the ESFA (ie BFRO, BFR, AAR etc)

● Ensuring compliance with the Trust Finance Policy and the Academies Financial Handbook

● Working with Heads of School/Headteachers/Support Service Leaders with budget setting for the short,

medium and long term

● Ensure that budget holders are aware of their financial responsibilities and offer support when needed

● Ensure that budget holders receive monthly budget reports, and that actions are taken if budgets indicate

that an overspend is likely

● Ensure that budget holders have access to the Academies Financial Handbook and Trust Finance Policy

● Ensure that new budget holders are provided with an induction in budget management

● Investigating, recommending and implementing changes to systems and procedures, to improve financial

performance and satisfy the value for money criteria

● Ensuring that payroll for your hub is checked on a monthly basis and that all payroll changes are actioned

and claims for overtime etc are actioned in a timely manner

● Ensuring that all end of the month budget procedures are adhered to

● Liaising with the Responsible Officer to enable them to undertake their duties (internal audit)

● For providing support with the Teachers Pension audit

● Providing support and information to the external auditor during the annual audit and throughout the year

as necessary

● Ensuring that the Ill Health Liability Insurers are provided with the necessary information in a timely

manner

● Ensuring that the academy public liability insurers are provided with renewal information as and when

requested

● Ensuring that the Hub has sufficient/appropriate insurance for:

○ Trips and visits (in conjunction with the relevant EVC)

○ Minibuses

○ Ill Health Liability Insurance (LGPS Pension)

● For ensuring that each school/service within the hub had a maintained inventory

● For monitoring bad debts and pursuing non payment

● For the Hubs cashless catering provision and to ensure that there is a contact in each school who can

provide new users with access to the system

● Ensure that Hub bank/credit card statements are reconciled on a monthly basis and any anomalies are

investigated immediately

● For ensuring that goods received notes are processed appropriately
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● For ensuring that trust funds (Post 16 Bursary, LAC additional funding etc) are administered correctly and in

accordance with the terms of the grant

● For ensuring that requests for payments are actioned in line with the terms and conditions of the provider

● For ensuring that all monies received are receipted and that these funds are paid into the bank on a weekly

basis

1.6 Business & Governance Compliance Manager (s)
The BCGM (s) are responsible for:

● Assist the CFO with statutory returns to the ESFA (ie BFRO, BFR, AAR etc)l

● Ensuring compliance with the Trust Finance Policy and the Academies Financial Handbook

● Development and updating of the following policies:

○ Trust Finance Policy

○ Anti-Fraud, Corruption, Bribery & Related Party Transaction Policy

● Investigating, recommending and implementing changes to systems and procedures, to improve financial

performance and satisfy the value for money criteria

● Ensuring that the central payroll charges are posted to the correct school/service

● Ensuring that all control accounts are balanced monthly

● Oversight of the trust bank/credit accounts

● Oversight and management of trust deposit accounts

● Support the Hub Business Managers, to ensure that the trust payroll is effectively administered

● Ensuring that any supplementary funding claims are submitted for the trust in a timely manner

● Ensuring that the trust operates an accruals based accounting system and to manage the trusts chart of

accounts

● Completion of the VAT returns

● Manage and keep the trust asset register updated

● Liaise with the Hub Business Managers to ensure that adequate and cost effective insurance is in place for:

○ Public Liability

○ Building and Contents

○ Governance

○ Trips & Visits

○ Minibus

○ Employee business travel where appropriate

● Ensuring that all monthly financial procedures have been completed in a timely manner

● Liaising and being the principal point of contact for the Trust appointed auditor, to enable them to

undertake their duties (external audit)

● Liaising and being the principal point of contact for the trust’s Responsible Officer, to enable them to

undertake their duties (internal audit)

● Overseeing the completion of the annual Teachers Pension audit

● Management of the Local Government Pension Scheme at Trust level

● Ensuring that any grant income is recorded correctly and that the funds are administered in line with the

terms of the award

6



LiFE MAT Finance Policy

1.7 Finance Team Leader/Senior Finance Officer
The Finance Team Leaders are responsible for:

● Supporting the Central Finance team in the management of Trust finances and to ensure that the ESFA

Financial Handbook and the Trust Finance Policy are complied with.

● To operate the trusts finance package (currently SAGE 200), along with undertaking a varied range of

financial duties.  Team duties include:

○ Invoice processing

○ Purchase order processing

○ Processing payments

○ Bank reconciliation

○ Chasing debts

○ Banking

○ Telephone queries

○ Assisting with audit preparation

1.8 Finance Assistant
The Finance Assistant team are responsible:

● For processing all official order requests
● For processing all invoices (purchase and sales)
● For chasing bad debts
● For reconciling the trusts bank statements to the bank account
● For processing trust credit card transactions
● For maintaining the trust inventory

1.9 Separation of Duties
In order to reduce the risk of error or intentional manipulation, the Board and the CEO will ensure the separation
of those responsible or duties which would, if combined, enable one individual to record and process a complete
transaction.

Wherever possible the following duties will be separated:
● Authorisation – of a transaction such as a purchase order or payment
● Execution – the placing of an order, receiving of goods and services
● Custody – the holding of goods and services
● Recording – the completion of accounting records

SEPARATION OF DUTIES MATRIX
Orders raised Budget holder
Orders processed Central Finance Team
Orders authorised Finance Team Leader/SBHL
Goods and services checked in Budget holder/school staff
Payments processed or returns made Central Finance Team
Payments authorised Budget holder
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2. Financial Planning and Monitoring

2.1 School Finance Meetings
The Lead Person in each school will meet with the SBHL at least quarterly to review the schools budget and
monitor expenditure.

The Trust Finance, Audit and Infrastructure Committee will sit at least termly to review the trusts consolidated
financial position and individual school financial performance.

2.2 Budget Planning
The Lead Person and SHBL each school are responsible for setting the annual school budget, for submission to the
Directors for approval. The SHBL will issue a detailed budget plan and approval route each year but in principle this
is as follows:

● Lead person in each school and the SHBL agree the draft budget
● Draft budgets will be presented to the Finance, Audit and Infrastructure Committee
● Budgets will be presented and approved by the Board
● Budgets will be submitted to the ESFA by the required deadline by the Hub Business Leaders and the CFO

Each school in the Trust must develop a three year budget plan to identify trends in income and expenditure, this
plan should be reviewed annually by the Lead Person and SHBL in each school.

2.3 Monitoring at school level
The process of monitoring actual expenditure against the budget is continuous. Day to day responsibility for
monitoring and control lies with the budget holders. The Finance Assistants in each hub will issue a monthly report
to each budget holder detailing committed and actual expenditure. SHBL provides monthly monitoring reports to
each school leader, directors, the CEO and CFO.

Schools are asked to undertake a Integrated Curriculum Financial Plan (ICFP) review annually to ensure that key
performance indicators are met:

● % of staffing spent on staffing in a Primary school should be 76.5% of total income
● % of staffing spent on staffing in a Secondary school should be 74.5% of total income

Schools should also complete a School Resource Management Self Assessment during the Autumn and Spring
term.

2.4 Audit
The trust must produce fully audited company accounts as at the 31st August each year. The members must
appoint a Statutory Auditor, which is registered under the requirements of the Companies Act, to conduct an audit
in line with the Company Accounts requirements, SORP for charities and certify the accounts are ‘true and fair’.

Final accounts must be published in accordance with the current regulations and ESFA guidelines.

Interim audit reviews of financial and procedural matters are carried out by the Responsible Officer (Internal Audit)
annually.

2.5 Virements
Virements are subject to the following authorisation:
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● Up to £10,000 – CFO (if no impact on overall budget)
● Up to £50,000 – CEO and CFO and reported to the Finance, Audit and Infrastructure Committee
● Over £50,000 –  the Trust Board of Directors

All virements must be recorded in the appropriate committee minutes.

2.6 Reporting
The following reports will be produced by the SHBL for the CFO:

● Monthly management accounts with forecasted year end outturn
● Monthly interim SAGE/Orovia extract reports showing actual spend against budget
● Cashflow forecasts

2.7 Scheme of Delegation
The board recognises the importance of clearly defining the roles and responsibilities of its committees, the CEO
and other staff.  The terms of reference for the Board and its committees are laid out in a separate document.

The board members, subject to their terms of reference, will decide how to spend the individual GAG budget
allocated by the ESFA subject to:

● Any conditions in the DfE/Master Funding Agreement to protect its legal duties
● The budget only being spent for the purposes of the MAT
● Specific grant funding only being spent to meet the conditions appertaining to that grant

A copy of the schemes of delegation for each school are available on the trust website.

3. Risk Management
The Trust’s system of internal financial control is based on a framework of regular management information and
administrative procedures including the segregation of duties and a system of delegation and accountability. In
particular, it includes:

● comprehensive budgeting and monitoring systems with an annual budget and periodic financial reports
which are reviewed and agreed by the board of Trustees;

● regular reviews by the Finance, Audit and Infrastructure Committee of reports which indicate financial
performance against the forecasts and of major purchase plans, capital works and expenditure
programmes;

● setting targets to measure financial and other performance;
● clearly defined purchasing (asset purchase or capital investment) guidelines
● delegation of authority and segregation of duties; and
● identification and management of risks.

Each school within the Trust is responsible for ensuring that there is an up to date Business Continuity Plan in place
and that it is reviewed annually.
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4. Financial Administration

4.1 Accounting Systems
The Trust  uses Sage for Education accounting software and Orovia budgeting software.

Access to Sage is restricted to the finance staff of the Trust, with individual access rights set according to job role.
The Finance Director has restricted access to both software packages. Accountants / Auditors are given a view only
access.

4.2 Accounting Records
Only authorised staff are permitted access to the accounting records which are securely retained when not in use.

Alterations to any original documents such as cheques, invoices, orders and other vouchers are made clearly in ink
and initialled by an authorised person (CFO and SHBL).

All accounting records are retained as hard copies for six years, plus the current year, in a secure area.

4.3 Bank
The Trust operates a single central bank account for all schools, and a single bank account for Life MAT Services Ltd
with Lloyds bank;

LLoyds Bank 3260 - Commercial Client Servicing Team
2 Bankhead Crossway North
Edinburgh
EH11 4DT

The central bank account is used for all expenditure transactions and for the Trust GAG income. In addition to the
central account each school has a separate collections account, which is used for adhoc school specific income,
which enables the Trust to identify the source of such payments.

Signatories on the above accounts are the CEO, CFO, SBHL, Business and Governance Compliance Managers.

The board shall authorise the opening and closing of all bank accounts (collections accounts within the main Lloyds
bank account can be opened by the Business Governance & Compliance Team as deemed necessary). All cheque
stationary must be kept in a secure unit in an alarmed room.

Cash is routinely collected by a security organisation to be deposited at Lloyds Bank. Bank paying in slips must be
completed in full.  Cash will not be left on site for more than 4 weeks  before banking.

The Trust does not allow the encashment of personal cheques or income collections to be used for other
payments.

Bank statements are received monthly and reconciled with the Sage system within 4 weeks of receipt in the school.
Any discrepancies should be immediately investigated and corrections made.

All bank reconciliations should be signed by the person performing the reconciliation. The bank statements should
also be reviewed and countersigned periodically by SHBL / Governance and Compliance Managers.
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Staff responsible for undertaking bank reconciliations should not be solely responsible for the processing of
receipts or payments.

All funds surplus to immediate requirements should be invested to optimal effect in accordance with the
investment section of this policy.

Individuals should not use their private bank accounts for any payment or receipt related to the school’s budget.
However, the school recognises that on occasion the only way to purchase items is by paying by card, wherever
possible, the academy’s commercial charge card should be used. Any member of staff wishing to be reimbursed
for a purchase must produce a valid receipt.

The Trust’s bankers should be advised that Trust should not be allowed to go overdrawn or negotiate overdraft
facilities.

The Trust must obtain approval from the board before entering into any operational lease agreements over £1,000
per month.  Finance leases are not permitted.

Budgeted expenditure, regardless of value, does not require prior approval. Purchase orders should be raised and
invoices authorised by the relevant budget holder.

In the event of an invoice being received that is in excess of £10,000, without a matching purchase order, approval
should be sought from the Chair of Finance, Audit and Infrastructure Committee before payment is made, along
with an explanation as to why this expenditure had been incurred without prior authorisation (this could result in
disciplinary action being taken).

All BACS payments must bear the signatures of two signatories approved by the Board. If the cheque is over the
value of £10,000 one signatory must be the Chair of the Board.

All cheques drawn on the account(s) are crossed ‘account payee only’ to avoid the possibility of improper
negotiation cheques. Manuscript signatures only are used - cheques should not be pre-signed. The SHBL have
designated responsibility to ensure that cheques awaiting use should be locked in a secure unit in an alarmed
room. Cheques should not be signed unless the cheque is attached to a certified invoice.

The Business & Governance Compliance Manager(s) have delegated responsibility to maintain a list of all bank and
building society accounts held and the signatories for each.

4.4 Online Banking
The Trust’s preferred method of payment for all invoices is BACs. The BACs file is prepared by the Finance Team,

then checked by senior staff (either SHBL /Business and Governance Compliance Managers) before payment is

made. Once checked and authorised the file is uploaded to the bank by a member of the Finance Team, the file is

then authorised online by a SHBL / Business and Governance Compliance Manager.

On-line access is restricted to the Finance Team

All on-line payments are processed under dual control.

Finance Assistants:  Can upload a BACs file

Senior Finance Staff:  Can either upload a BACs file or Authorise it but cannot do both.

11



LiFE MAT Finance Policy

The authorisation limit for one Senior Finance person is set at £250,000

A payment exceeding £250,000 would also require on-line authorisation by The SHBL

The total limit for any payment is £500,000.

Administration of online banking set up is also operated under dual control, with two Senior Finance Staff required

to make any alteration to the set up, or access rights for staff.

In certain circumstances it is deemed appropriate to make a ‘faster payment’ directly through LLoyds Banking
online service. These transactions must be recorded with supported documentation and authorised at the
appropriate level in accordance with the Scheme of Delegation.

5. Purchasing

5.1 General
The Trust must ensure that spending decisions represent value for money and are justified as such. An important
value for money consideration is also the cost of the internal effort involved in managing the purchasing process.
Significant service contracts will demand a major effort in terms of preparing specifications, drafting contracts and
evaluating tenders. This effort can be greatly increased where OJEU considerations apply. Therefore, in the
interests of managing the Trust’s own effort and costs, it is good practice to use multi-year contracts wherever the
service requirement is enduring. There are also potential advantages whereby the supplier would be prepared to
invest in order to make the service provision more efficient, if guaranteed a long-term contract. It is not possible to
provide universal guidance on what would constitute an option period of contract. For example, market conditions
can change and, during the latter period of the contract, the Trust may feel that it is paying more than necessary or
conversely the supplier may feel it is no longer able to cover their costs. Neither situation is comfortable; hence,
where the market is more subject to change, the period should be shorter than for more stable situations. The
precise period should be agreed with the CFO as early as possible. A practical default position for large, high value
contracts such as grounds maintenance is to aim for a maximum three year contract.

A large proportion of the Trust’s purchases will be paid for with public funds and they need to maintain the
integrity of these funds by following the general principles of:

● Probity, it must be demonstrable that there is no corruption or private gain involved in the contractual
relationships of the trust (including the Board)

● 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

Three written quotes should normally be obtained for all goods and services in excess of £10,000, unless no other
equivalent goods or services are available, or where the board have previously committed themselves to a
particular service/supplier, brand/type of goods.

For building works expected to cost in excess of £25,000,  three tenders will normally be obtained.

Where tenders have been obtained a tender form will be completed showing those invited to tender, those
tendering, the successful tender and the reasons for accepting the tender (in those circumstances where the
cheapest tender is not accepted).
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5.2 Routine purchasing
Budget holders are authorised to commit expenditure in line with their departmental improvement plans and
agreed budget allocations. Requisition orders must be completed and signed by the budget holder for processing
and entering on the school financial management system. Requests for purchases using the credit card must also
be submitted on an official order form and signed by the relevant budget holder. Where urgency requires a verbal
order to be made, this should be confirmed by an official order as soon as possible.

For routine catering and cleaning, purchases can be made without a purchase order, up to a value of £750.

The Trust’s funds must not be used to purchase alcohol for consumption. Where schools have bar facilities for
lettings, alcohol must be purchased through the subsidiary company.

5.3 Financial limits of delegated authority
CFO/SHBL Up to £10 000 (approval required above this amount)
Budget holders Up to £1 000

6. Accounting systems

6.1 Accounting
The academy has chosen to use SAGE for Education financial management software as an accounting system across
the Trust. The system is password protected with restricted access. The system is backed up daily as per the
Disaster Recovery Plan.

● Orders are prepared by the finance team following authorisation from the budget holder.
● Goods received will be noted by the admin team in each school and dispatched to the relevant

department.  Order discrepancies should be reported to the finance team for them to follow up.
● Invoices are checked against the original order by the finance team and prepared for payment. All invoices

must be approved and authorised by the budget holder before payment can be processed
● Payments should only be made on receipt of a VAT invoice

6.2  Commercial Charge Cards
Following the transfer of the Trusts Bank Accounts to Lloyds Banks, the Trust has an on-line card management
programme currently with a Trust limit of £50,000. The Senior Finance staff have control over the cards and who
they can be issued to and the limit on each card.

Each SHBL will be issued with a card with a limit appropriate to the Hub.

Nominated persons within each school can also be issued with a card with a limit not exceeding £1000, for
purchases which can not be made centrally.

The preferred method of payment for all purchases is through the purchase order and invoice process, however,
card purchases are permitted where this is not possible or to secure best value.

Each card purchase must be authorised by the budget holder, and the SHBL.

The finance team processes the transactions ensuring that goods have been received. The balance on the
commercial charge card is paid in full each month and the statement is reconciled monthly to SAGE. Each card
holder is responsible for the security of their card, and must ensure that invoices / receipts are submitted to the
Finance Team along with the card statement each month.
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6.3 Income
Income received is recorded on SAGE by the finance team and receipts produced. Cash and cheques are paid into
the relevant bank account.  Bank statements are reconciled on a monthly basis.

The Trusts cashless machines are emptied on a daily basis. All income is banked and reconciled to the catering
software and entered onto the SAGE accounting system.

The school may retain income received from the sale of assets purchased with non-delegated funds. The sale of
assets purchased with delegated funds must be decided by the ESFA.

6.4 Tax
The CFO should ensure that all relevant finance and administrative staff are aware of VAT Income Tax and the EIS
regulations.

When appointing consultants, advisors, trainers, instructors or other individuals who supply services to the Trust ,
the employment status of the person must be determined before commissioning the work.

If the person works for a company, and can provide a company invoice on headed paper then terms of engagement
should be agreed in writing.  Payment will be made to the company.

If the person states that they are self-employed – an Employment Status Indicator (ESI) reference must be obtained
from HMRC.  Guidance can be found on line using the following link:
https://www.gov.uk/guidance/check-employment-status-for-tax

Only valid VAT invoices will be paid, as the Trust will not be reimbursed in the absence of such documentation. A
valid VAT invoice is the only basis on which VAT can be reclaimed. It contains the following elements:

● The supplier's name, address and VAT registration number
● The date goods/services were supplied
● The name and address of the supplier
● The goods or services supplied
● Amount payable excluding VAT
● Amount of VAT
● VAT rate
● Declaration stating that ‘I am registered as self-employed and submit a schedule D tax return’
● Tax reference number and tax district

If the total invoice cost, inclusive of VAT, is less than £100, less detail is required.

6.5 Reserves and Investments
The trust aims to invest surplus cash funds to optimise returns, but ensuring the investments are such that there is
no risk to the loss of these cash funds. See G:\Policies\Academy policies\Investments and Reserves\Investment and
Reserves Policy (June 2016).docx

6.6 Donations
The Trust will accept a monetary donation made in good faith. However, any restriction or condition attached to
the donation must be in line with Trust priorities otherwise the donation will be returned or paid to a charitable
cause as agreed by the board.
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6.7 Contracts & Leases
The academy has the following operational leasing agreements:

● Photocopiers and Printers
● IT Lease Scheme
● Site Improvements to Energy Efficiency Systems (Leics. C.C. / Bougues)
● Buildings
● Franking Machine
● Vehicles (minibus)

7. Assets

7.1 Assets, Depreciation and Inventory
The Trust benefits from an annual Devolved Formula Capital grant and a School Capital Funding grant from the
ESFA. This in the main will be used to enhance the premises, and where necessary with the landlord’s permission
will be sought prior to commencement of any work. All capital expenditure will be approved as part of the Trust’s
budgeting process and approved by the Board.

Depreciation will be calculated as follows:

Buildings & modifications: 2% Straight line (Freehold)
0.8 Straight line (Leasehold)

Vehicles: 20% Straight line
Furniture & fittings: 10% Straight line
Computer equipment: 25% Straight line

The PAT testing inventory forms the basis of the schools list of assets. All items will be security marked upon
purchase.  All capital purchases over £1000 will be added to the fixed asset register.

The fixed asset register is updated as purchases are made. All discrepancies should be investigated and any over
the value of £1000 reported to the Finance, Audit and Infrastructure Committee.

Any school IT property taken off site should be entered into the log held by the I Technician team in each school.
The IT Technicians are responsible for ensuring that any items of IT equipment assigned to staff are returned to the
school upon that member of staff leaving.

The board should be advised of all write-offs and disposals of surplus stocks and equipment. This is a standing
agenda item for the Finance, Audit and Infrastructure meetings.

7.2 Insurance
The Trust must ensure that all insurance cover is adequate.

The Trust has an annual contract managed by the Local Authority (LAIS). Insurance for educational visits and the
fleet of minibuses is also insured by Leicestershire County Council. Insurance cover is reviewed annually.

The CFO has delegated authority to ensure that the school complies with all the conditions relevant to the
insurance policies.

The Trust will notify its insurers, or other agents as appropriate of all new risks, property, equipment and vehicles
which require insurance or of any other alteration affecting existing insurance.
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The Trust will not give any indemnity to a third party without the written consent of its insurers, or other agent as
appropriate.

The Trust will immediately inform its insurers, or their agent of all accidents, losses and other incidents that give
rise to an insurance claim.

Before Trust property is taken off the premises, the individual school must have evidence that the items will be
insured on the site the items are taken to, e.g. on the person's home contents insurance. The Trust insurance
policy covers laptops at individuals homes but not if stolen from cars. All staff, when issued with equipment, are
asked to sign a document that states when items are or are not insured. The Trust insurance policy also covers
pupil/students electronic devices that have been acquired through the Government Home Learning Scheme.

7.3 Letting of Trust Premises
The letting of Trust premises or grounds should always be subject to a formal contract, even when the hirer or user
is connected to the Trust.  A detailed lettings policy together with charges is contained in a separate document.

8. Security

8.1 Cash Security
All monies on Trust premises are kept in the fire proof safe. Cash on each school site should not exceed £5,000
outside of normal business hours and £10,000 during normal business hours, except in exceptional circumstances
(i.e. a deadline for payments on a high value trip). Staff and students are advised that cash for trips, purchase of
items, etc should be handed into the designated school office immediately.

Headteachers have the delegated authority to manage access to the school safe. It is the responsibility of the
Headteacher to ensure that access to the safe is restricted to those who handle cash and that the key is securely
stored at all times.

8.2 Data Security
The MAT Network Manager has delegated responsibility to ensure that computer systems used by the Trust should
be protected by password security to ensure that only authorised staff have access. Passwords should be changed
regularly and updated for staff changes.

The MAT Network Manager will be responsible for ensuring that data is backed up daily and that 3 weeks worth of
backups are rotated with the latest week being taken off site and the others being held securely in each school, or
that data is backed up remotely and stored in a secure cloud, or by a third party provider. Each school within the
trust has a disaster recovery plan, which the Hub Business Managers have delegated responsibility to keep
up-to-date and review annually with the MAT Network Manager.

The MAT Network Manager has delegated responsibility to ensure that systems are in place to safeguard Trust
software and data against computer viruses. To prevent viruses being imported, only authorised software should
be used.

The MAT Network Manager has delegated responsibility to register all relevant systems with the Data Protection
Commissioner.

Any GDPR breaches need to be brought to the attention of the person with specific responsibility at the relevant
institution who will then take professional advice from the trusts legal GDPR support - J A Walker Solicitors 03337
729763
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9. Personnel, Payroll & Non contractual severance payments

9.1 Personnel
The board has delegated responsibility to establish procedures for the administration of personnel activities,
including appointments, terminations, promotions and Disclosure and Barring Service (DBS) checks.

The SHBL have responsibility for authorising pay claims, placing adverts (in line with budgetary constraints) and
terminating contracts.

The CEO, DCEO, CFO and Headteachers are the only members of staff authorised to make appointments or make
contractual changes to staff pay.

The HR Manager will ensure that only authorised staff have access to personnel files (CEO, DCEO, CFO,
Headteachers, SHBL and PA to Heads of School) and that arrangements for staff to gain access to their own records
are in place.

The HR Manager will ensure that at least two people are involved in the process of completing, checking and
authorising all documents and claims relating to appointments, terminations of employment and expenses.

9.2 Payroll
Pay claim forms, overtime, casual staff, etc will be authorised and signed by either the HR Manager, Hub Business
Managers (where applicable), Line Managers or the  Strategic Operations Manager.

The payroll provider, who administers the trusts payroll, should be advised of any changes to the names and
specimen signatures of certifying officers.

The Hub Business Managers undertake monthly checks between payroll reports and school documentation to
ensure:

o There are no ghost employees
o Staff are being paid the correct rates and allowances
o Old employees have been removed from the payroll

Payroll transactions will be processed only through the payroll system.

The HR Manager and Heads of Schools are responsible for ensuring that the school maintains an accurate
database of staff employed. School procedures should ensure that this database is updated promptly to reflect
new starters and leavers.

The Hub Business Managers have delegated responsibility to obtain regular reports on payroll transactions and
check them against the school’s documentation on staffing and pay to ensure that they match.

9.3 Severance and non-contractual payments
Please refer to the Trusts pay policy for guidance (see the Policy team drive for this policy). Reference should also
be made to the AFH.
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10. Travel and Subsistence
Please refer to the Expenses Policy  (see the Policy team drive for this policy)

11. Financial Irregularities
The CEO shall inform the Board of any circumstances where a financial irregularity is suspected, and where
applicable report this to the ESFA

The Board will ensure, through the Trust staff handbook, that all staff are aware of the Trust Whistle blowing Policy
(available on the Trust Website).

12. Gifts and Hospitality
Ordinarily gifts offered to individuals, should be rejected, unless they are of negligible value (e.g. diaries,
calendars).

Any gifts in kind (i.e. reward or credit card points etc) must be declared to the Heads of School or Hub Business
Managers for regular purchases, one off rewards do not need to be declared.

Any gifts or hospitality in excess of £25 should be reported to the Heads of School in order to protect the individual
receiving the gift. This is particularly important where the person receiving the gift is a budget holder, or has the
ability to influence purchasing decisions or regularly receives reimbursement from the school for items other than
travel expenses.

13. Register of Business Interests
A register of business interests is maintained by each academy and a central register is held for Trustees and the
Senior Central Team. This is completed by all Trustees/Directors and those staff with significant financial
responsibilities, e.g. bank account signatories, finance staff and those members of staff with specific budgetary
responsibilities. Declarations made by Directors, Members, and Local Governors will be disclosed on the academy
website.

Entries in the register are kept up-to-date and, in all instances, reviewed and amended (where relevant) on an
annual basis. This annual review can be evidenced simply by staff re-signing and dating existing declaration forms,
making any amendments as necessary.

A copy of the register is held with the MAT clerk.

14. Document Retention
The CFO must ensure that documents are retained for periods in accordance with the requirements of HMRC,
details can be obtained on the IOC website.

15. Debtor Control
The aged debtor report will be monitored on a monthly basis. Any debts that have been outstanding for more than
1 - 2 months will be followed up by a statement and/or phone call.

If after 3 months a settlement date has not been agreed or the debtor is disputing the invoice this must be brought
to the attention of the SBHL, where a course of action will be agreed.

Where all reasonable action has been taken to recover the debt the SBHL has the discretion to write of debts of up
to £250, debts above this level are referred to the Trust Finance, Audit & Infrastrastructure Committee.
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16. Fraud Prevention
Fraud can be committed by theft, deception, corruption or impropriety. Under no circumstances can fraud be
considered acceptable. The prevention of fraud and the protection of each school within the Trust is the
responsibility of every member of staff.

Any losses above £100 must be reported in the first instance to the CFO who will then in turn report the loss to the
Directors Finance, Audit and Infrastructure Committee.

Any suspicions of internal fraud must be reported to the appropriate Heads of School. If the suspicion involves a
Head of School then the Chair of the Board must be informed (contact details for the Chair can be obtained from the
Clerk to the Board) – please refer to the trusts Whistleblowing Policy for more information

If any school within the Trust is asked to change any payment details they should be thoroughly checked before
proceeding.

Checklist
● Always confirm the changes with the supplier by using a trusted phone number sourced either from a

previous invoice or by checking on the internet NEVER USE A PHONE NUMBER PROVIDED FROM AN
UNKNOWN SOURCE

● Never feel under pressure to make an immediate payment – if you have any doubts then report your
suspicions to the SHBL for further investigation

● Never share passwords
● Never share  banking passwords, staff should ensure that their banking device is kept secure at all times.
● The bank will never ask you for security information, if you are at all suspicious then speak to the SHBL as

soon as possible
● All finance PC’s/laptops/devices should have dual authentication enabled to reduce the risk of fraud

17. Petty Cash
The Trust does not operate petty cash across its schools. The Trust accepts that new schools joining the trust may
currently operate a petty cash system but they will be asked to close it within 12 months of joining the Trust.

Any payments for one off goods etc will be reimbursed to staff within 5 working days of receipt of the appropriate
reimbursement paperwork.
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