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1. Introduction
This policy has been approved by the Audit & Risk Committee and will reviewed annually by the
Finance & Estates committee to report back to the Board that it is still relevant and up to date.
This policy should be read by all staff involved with financial management and those who operate the
financial systems, it should be read in conjunction with:
•
•
•
•
•

Academy Trust Handbook
The trust’s Scheme of Delegation
Approved Delegated Authority documentation
PSF User guides.
Employee Code of Conduct

1.1 Purpose
The purpose of this Finance Policy is to document the trust’s internal requirements, limits and
thresholds in financial matters; and to document the structures and systems with regards to financial
management and control, which must:
i.
ii.

iii.
iv.

Conform to the requirements both of propriety and of good financial management.
Operate effectively to meet the requirements of Futura Learning Partnership’s
funding agreement with the Secretary of State for Education, through the Education
and Skills Funding Agency (ESFA).
Comply with the principles of financial control outlined in the Academies Financial
Handbook.
Ensure that its accounting is in line with FRS102 and Charities SORP.

2. Financial Management – Organisational Structure
The Department for Education (DfE) has ultimate responsibility and accountability for the
effectiveness of the financial system for academies. The DfE is responsible for ensuring there is an
adequate framework in place to provide assurance that all resources are managed in an effective and
proper manner and that value for money is secured, this is set out in the Academies Financial
Handbook.
The trust is accountable to the DfE and must demonstrate good financial management and robust
financial controls in line with Academies Financial Handbook. The financial control structure of the
trust is as follows:
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Board of Trustees
Audit & Risk Committee

Finance & Estates Committee

Accounting Officer (Chief Executive)

Chief Financial Officer (COO)
Director of Finance

Directors of Primary & Secondary

Finance Officers

Principals/Headteachers
Delegated Budget Holders

3. Financial Management - Assurance
3.1 Financial Risk Management
A trust risk register will be held to report and manage wider organisational risks including financial
risks and the financial viability of the continuing operations of the trust as a whole. This will be
managed by the Chief Operating Officer for scrutiny by the Audit & Risk committee.

3.2 Business Continuity
A business continuity plan needs to be in place both at school level and for the central support services.
This needs to be reviewed on a periodic basis to ensure it is still relevant to the school or location.

3.3 Register of Business Interests
A register of the personal and business interests of each trustee, governor and key management
personnel is held with the Clerk to the Board and is available for inspection at each meeting of the
Academy Governance Committees. It is the responsibility of each trustee, governor and member of
staff with significant financial responsibility to declare any personal and business interests they have
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which require inclusion in the register. Any trustee, governor or member of staff who has an interest
in a business tendering for a contract, will not form part of the committee awarding the contract.

3.4 Fraud
The trust does not tolerate fraud. Where instances of fraud are suspected or found the Accounting
Officer will take quick and decisive action in line with the Anti-Fraud Policy.
In all instances of fraud or suspected fraud, the Chairs of the Audit and Risk Committee and the Finance
& Estates Committee will be informed.

3.5 External Review of the Trusts Financial Management
The trustees have two external mechanisms for review and feed-back relating to financial control
within the trust.
Firstly, this will be via the external audit process which takes place during the Autumn term, this will
give the following assurances to the Trust Board via the Audit & Risk Committee:
The trust must produce fully audited company accounts as at the 31 August each year. These will be
audited by an external audit firm to validate that the statutory accounts present a true and fair view
of the trust’s financial position for the previous academic year.
External Audit also report to the trustees on regularity issues; this is a review of key processes to
establish the effectiveness of financial controls and compliance to external regulation and internal
policies.
The second external review is through an internal function instructed by the Audit & Risk committee.
The trust procure the services of an external provider to perform this function for the trustees.
An annual programme is agreed and implemented to cover an internal audit function over the
academic year; there will also be the opportunity to flex this if key areas of concern are raised,
Reports giving the findings from both of the above parties will be reported back through to the Audit
& Risk Committee.
The Director of Finance is responsible for managing the audit processes, by liaising with the auditors,
arranging the timetable for accounts preparation and audit completion.

3.6 Whistleblowing
The trust is committed to the highest standards of openness, integrity and accountability and
encourages any employees who have concerns about any aspect of the trust’s work to come forward
and voice those concerns.
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The Concern at Work Policy and procedure is about the ways in which concerns about malpractice or
wrongdoing may properly be raised within the trust schools and if necessary outside of the trust. This
includes reporting breaches of financial regulations, fraud or corruption including unauthorised or
inappropriate use of public funds.

4. Financial Management – Systems and Controls
4.1 Segregation of Duties
Key to the financial controls within the trust is that the systems and processes are set up in such a way
to ensure that any single transaction that ultimately leads to payment requires at least two people to
enable it to be actioned.
Segregation within the Finance Team is primarily through system defined roles (see Appendix C) for
both the Finance System (PSF) and the banking software. With a basic principle of the administrator
role inputting the transaction and the budget holder role authorising the transaction for payment.
The banking software and cheques requires two signatories to enable release of any payment.
However, due to the nature of schools having small numbers of support staff, certain segregation of
duties may not always be possible at a local level e.g. the receipt of goods by the same person who
originated the order.

4.2 Budgetary Controls
4.2.1 Budget Setting
Three -year income and expenditure budgets are compiled for all schools and trust wide revenue
budgets on an annual basis.
The Director of Finance will produce the following on an annual basis:
•
•

Budget cycle calendar
Budget guidelines.

These will be reviewed and approved by the Finance & Estates Committee and will be issued to each
Principal/Headteacher for the forthcoming year.
School budgets are to be prepared by the Principal/Headteacher in line with the above
documentation, they will be supported by their allocated Finance Officer. Any department budgets
need to form part of the whole school budget and agreed with the Principal/Headteacher.
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 should be a clear link
between the trust objectives and the budgeted utilisation of resources.
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To support the above an important aspect of the budget setting process includes the opportunity for
the Director of Finance to review the individual budgets with Principal/Headteacher and the trust’s
Executive Leadership Group ( Phase Director, COO and CE) before budgets are finalised and presented
to the Finance & Estates Committee, for recommendation of approval by the Trust Board.
4.2.2 Budget Monitoring
Day-to-day responsibility for monitoring and control of budgets lies with budget holders. The monthly
review undertaken by the Finance Team as part of the monthly management accounts process will
incorporate the following elements:
•
•
•
•

Full reconciliation of Payroll data
Review of past and current performance against budget indicating any movements
Identification of commitments and potential efficiency savings
Communication with the budget holder

Comparison of estimated income and expenditure will identify any potential surplus or shortfall in
funding. If shortfalls are identified, opportunities to increase income should be explored and
expenditure headings will need to be reviewed for areas where savings can be made; this may entail:
•
•
•

Prioritising tasks
Freezing expenditure 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 in accordance with the Trust Development Plan.
Consolidated management accounts will be issued monthly to the Finance & Estates Committee and
senior leadership within the trust for review.
Monthly detailed management accounts will be issued to the Headteacher/Principal of each school.
4.2.3 Expenditure outside of Approved Budget
All budget holders are approved to authorise expenditure within their overall budgets in line with the
approval matrix limits (Appendix A).
There are instances whereby a budget holder can spend outside of the approved individual budgets.
For example, if the budget holder receives additional income or achieves cost savings, the budget
holder may want to commit additional expenditure.
If the management accounts report a forecast which is an improved position compared to the original
approved budget (subject to the approval limits in appendix A and the procurement requirements),
the budget holder has the authority to commit additional expenditure if it is met with increased
income or additional cost savings and does not have a detrimental effect on the budget for that
financial year or future financial years. The Finance Department must be made aware of the plans, to
ensure the forecast is adjusted for these cost neutral changes.
If the individual budget forecast has worsened since the original approved budget, the budget holder
needs to contact their Finance Officer and Phase Director before any additional income or cost savings
are committed, as a full budgetary impact will be required before authorisation can be considered
fully.
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4.2.4 Staff Changes - Recruitment or Changes to Staff Hours
Whether within or outside of budget, all staff changes need to go through the Request for Recruitment
(RfR) and Amendment to Contract processes.
These forms need to be completed by the budget holder and sent to their allocated Finance Officer to
update and attach a 3-year budget forecast, both of which should be presented to the Phase Director
for approval.

5. Income
5.1 Grant Funding
All income should be recognised on the trust’s financial system in accordance with the Statutory
Accounting Policies in section 21 of this policy.
Revenue and Capital Income will be recorded so that they can be monitored and reported separately.
The majority of Revenue income is the main GAG funding and other ESFA grants, these are received
on a school by school basis by the trust; and in the majority of circumstances will be distributed in the
same allocation that it has been received.
Trust wide SCA capital funding will be allocated based on an assessment of the condition of the Estate
and prioritisation of need; this is based on a work plan approved by the Finance & Estates Committee,
following recommendation from the COO.
Devolved Formula Capital Grant income is received and distributed on a school by school basis.
All grants will be spent in accordance with their condition of funding.

5.2 Other Income
All other charges and income will be entered into the finance system and reconciled back to the
source payment system.
For other pupil charges refer to the Charging and Remissions Policy.

6 Purchase to Payment for the Supply of Goods and Services
6.1 Procurement Policy
The trust has a procurement policy which defines the process required for the purchase of all goods
and services dependant on the value being procured (see Appendix D). This ranges from requiring a
full tender process through being able to use new or established suppliers without the need for
quotations, if they are considered reputable.
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All procurement should adhere to the following principles:
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 academy are dealt with on a fair and equitable basis
No expenditure should be incurred or commitment entered into by unauthorised personnel,
employees are required to act within their allocated approval limits as per the approval matrix in
Appendix A.
Expenditure also needs to consider any restrictions as stated in the Academy Trust Handbook.
In line with this the purchase of alcohol for consumption is not permitted under any circumstance,
this includes but is not restricted to:




Gifts for staff or staff events
Purchases of alcohol for onward sale at events
Purchases through school funds that are subsequently reimbursed by staff i.e. leaving
collections

6.2 Leasing
No lease/purchase agreements will be entered into without the prior approval of the Chief Operating
Officer.
Finance leases represent borrowing and are not allowed under the Academies Financial Handbook,
unless they are pre-approved by the DfE.

6.3 Tender and Quotation Procedure
In securing best value for money (VFM) it is essential to have robust and transparent policy and
procedures around the procurement process.
In line with this the Trust Board have deemed the limits within Appendix D, to ensure that appropriate
controls are in place by specifying the use of reputable suppliers at a competitive price.
To ensure transparency for any tenders/quotations received, all documentation including covering
emails etc. should be reviewed and signed off by at least two parties. This would be the instigator and
line manager.
Additionally, a summary of the reasoning behind each choice should be detailed and attached to the
relevant quotations. This pack should be available for audit review purposes.
When considering VFM it is deemed that it is not just about the price but also about the delivery of
the right service to the organisation.
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6.4 Authorisation of Expenditure
All controllable expenditure should go through a purchase order (PO) process, with the commitment
being approved by the relevant budget holder in line with the approval matrix in Appendix A, this
should be obtained before the goods or services are ordered.
Currently the trust operates a manual approval process, hence the delegated signatory needs to
approve both the purchase order to order the goods/services and then the invoice to agree to
payment; this needs to be signed off in line with the approval matrix (Appendix A).
NB The authorisation of an invoice is an explicit instruction that payment is agreed on the basis that
the goods or services have been received in full.

6.5 Non-Order Invoices
For any expenditure that is not controllable a purchase order is not required, this includes the
following types of expenditure:
•
•
•
•
•
•
•
•

Rates
Rent
Utilities
Lease agreements
Contracts that are charged per month/term where the original contract was awarded and
subject to the procurement requirements included in this policy
Telephone/ICT usage charges
Staff expenses
Some consultancy/legal/professional services especially when it is difficult to define the
chargeable hours up front.

6.6 Automated Invoice Authorisation
As budgets migrate to electronic authorisation through workflow on the Finance System (PSF),
authorisation by the relevant budget holder will only be required at purchase order stage.
Once the goods or services have been received the goods will be receipted on PSF by an administrator,
enabling all invoices relating to purchase orders that have been goods receipted to be paid without
further authorisation.
Any invoices relating to purchase orders that have not been goods receipted cannot be processed until
the goods receipt has been updated on the web portal.
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6.7 Payment Authorisation
All payments made will involve a minimum of three people in the transaction, one to instigate the
payment and two to authorise.
For all payments, the control is deemed to be at the front end of the process, via the raising and proper
authorisation of the purchase order along with the subsequent goods receipting or invoice
authorisation to confirm that the goods/services have been delivered to a satisfactory standard.
Only invoices that have been signed/approved via workflow in accordance with the Authority Matrix
will be passed for payment.
The trust’s preferred method of payment is by BACs. Supplier payment runs will be generated weekly
by the Finance Team to include all payments due up to the next planned payment date.
The payment authorisation and transmission is controlled via user profile access restrictions to the
BACs and online Banking software.

6.8 Payment in Advance
As a rule payment in advance of goods or services being received are not allowed. There may be
exceptional circumstances where an advance payment is required, these require all of the following
criteria to be met:
i.
ii.
iii.
iv.

Authorised by the Director of Finance
Maximum limit of £10,000
Purchased with the trust credit card to give additional insurance in case of non-receipt
For any value over £1,000 references obtained and validated

7 Other Methods of Procurement and Payment
7.1 Credit Card
Other than in exceptional and agreed circumstances all credit cards are to be held by the Finance
Team.
Purchases paid for by credit card should be the exception, the majority of purchases can be made via
an order and this method of purchase should always be followed in the first instance.
All credit card statements will be reconciled monthly by the Finance team, ensuring that all purchases
are validated and promptly recorded on the Finance System.
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7.2 Petty Cash
Where a location has petty cash facilities, this can be up to a maximum of £500.
The school is responsible for the security distribution and record keeping to track both income and
expenditure.
Any distribution of petty cash should be authorised by the budget holder, and signed as received by
the recipient. Payments are made on production of a valid till receipt or other proof of payment.
Petty cash should be used for incidental expenses up to the maximum value of £50, for times such as:




Refreshments for the staff such as tea, coffee etc.
Postage
Miscellaneous items of stationery

A monthly return should be completed on the finance system to detail and cost the activity against
the petty cash book, which should then be checked and countersigned by the Budget Holder.
The finance system at the end of the month should include all transactions and reflect the cash
balance.

8.

Expenses

8.1 Staff Expenses
Staff expenses will be reimbursed through the monthly payroll, in line with the Travel and Personal
Expenses Policy.

8.2 Governor/Trustee Expenses
Governors’/trustees’ expenses will be reimbursed through weekly BACs payment runs, in line with
Governors’ and Directors’ Allowances Policy.

9.

Other Purchasing Considerations

9.1 Trading with Related and Connected Parties
It is the trust’s policy to avoid related or connected party transactions wherever possible.
This is in relation to goods or services provided by individuals or organisations connected to the trust.
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If these transactions do take place they must be compliant with the current guidance in the Academies
Financial Handbook which requires them to be at cost.
For a detailed list of person who may fall under this category see the Academies Financial Handbook
‘at cost requirements’

9.2 Gifts
No trustee, governor or member of staff involved in awarding, managing and supervising a contract
will accept gifts or hospitality from current or potential suppliers without prior authorisation of the
CE.
In other circumstances, small ‘thank you’ gifts of token value (not over £25 in value) may be accepted.
In order to protect the individual, any gifts in excess of £25, rewards and benefits that are
disproportionately generous or that could be seen as an inducement to affect a business decision,
should be declared to the Clerk to the Board for entry in the gifts and hospitality register which is
reported to the Finance & Estates Committee annually.
Where items purchased for the trust include a ‘free gift’, such a gift should be used for trust business.

9.3 Goods and services for Private Use
No goods are ordered or services provided are to include any elements of private use by trustees,
governors or staff.

10 Staff and other Non-Supplier Related Payments
10.1 Salary Advances
The trust does not allow salary advances.

10.2 Non-statutory/Non-contractual Payments
10.2.1 Settlement Agreements and Payments
Before any communication is initiated regarding a possible settlement this should be discussed with
the relevant phase Director of Education or Chief Operating Officer for central staff, who will consult
the Chief Executive and Head of HR.
In accordance with Academies Financial Handbook, academy trusts have delegated authority to
approve individual staff severance payments provided any non-statutory/non-contractual element is
under £50,000 gross (i.e. before income tax or other deductions). Where the trust is considering a
Finance Policy October 2020 v2
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non-statutory/non-contractual payment of £50,000 or more, (gross, before deductions), ESFA’s prior
approval must be obtained before the trust makes any binding settlement offer to staff.

The trust should demonstrate value for money by applying the same level of scrutiny to a payment
under £50,000 as if it were over the £50,000 delegation and have a business case justifying the level
of settlement reached. Futura Learning Partnership therefore require the ‘ESFA settlement agreement
authorisation / business case form’ to be completed prior to the agreement of any settlement
payment. Forms should be completed by the Chief Executive in conjunction with a trust HR Advisor
and trust Chief Operating Officer.
The form can be found at:
https://www.gov.uk/government/publications/academies-severance-payments-form
Settlement Agreements are subject to the following authorisation, irrespective of the value of the
settlement, save that all settlements of £50,000 or above must also be authorised by the ESFA:

Principals/Headteachers/Senior
Leaders and any settlement of
£50,000 or more

CE, Trust Board Chair, Chair of Finance & Estates
Committee (or their nominated representatives) If a
person occupies a dual post, this would go to the chair of
Audit & Risk.

All other school based and
central staff

CE, Trust Board Chair and Chair of HR Committee (or
their nominated representatives)

CE

Trust Board

For information on settlement agreement terms see Appendix E.

10.2.2 Compensation Payments
Compensation payments are made to provide redress for loss or injury, for example: personal injuries;
traffic accidents; or damage to property. If the trust is considering making a compensation payment,
it must base its decision on a careful appraisal of the facts, including legal advice where relevant, and
ensure that value for money will be achieved.
The trust has delegated authority to approve individual compensation payments provided any nonstatutory/non-contractual element is under £50,000. Where the trust is considering a nonstatutory/non-contractual payment of £50,000 or more, ESFA’s prior approval must be obtained. ESFA
will also need to refer such transactions to HM Treasury and so allow sufficient time for proposals to
be considered. All such settlements of whatever value must be reported to the Finance & Estates
Committee at the next meeting.
The trust should routinely consider whether particular cases reveal concerns about the effectiveness
of internal control systems, and take any necessary steps to put failings right.
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10.2.3 Ex gratia Payments
Ex gratia payments are another type of transaction that go beyond statutory or contractual cover, or
administrative rules. Annex 4.13 of HM Treasury’s Managing Public Money provides examples, which
include payments to meet hardship caused by official failure or delay, and payments to avoid legal
action on the grounds of official inadequacy.
Ex gratia payments are separate to other classes of special payment such as staff severance payments
and compensation payments. Statutory and contractual payments, made to trust staff in accordance
with the trust’s pay and conditions policy, would not be ex gratia.
Ex gratia transactions must always be referred to ESFA for prior authorisation. HM Treasury approval
may also be needed dependent on the nature of the transaction so allow sufficient time for proposals
to be considered.

11. Debt Recovery
The trust will take all reasonable measures to collect debts. A debt will be written off only after all
reasonable measures have been taken to recover it.
The trustees consider that appropriate recovery action will depend upon the level of and nature of
the debt and those procedures will vary depending upon the income source as follows:
Pupil related – e.g. school meals, trips and activities and
Employee related - e.g. salary overpayment
Commercial – e.g. supply of services and lettings
A record of all actions taken in the recovery of debt must be maintained and provided to the Director
of Finance, this will be in the form of a debt recovery record.

11.1 Debt Write-Off
The trust will pursue recovery of amounts owed to it, overpayments, or payments made in error,
irrespective of how they came to be made. In practice, however, there will be both practical and
legal limits to how cases should be handled.
All write offs need to be in line within the restrictions and recommendations as stated in the
Academy Trust Handbook. Any amounts for write off will be submitted for approval as follows:
Write off Value
A single transaction up to £1000

Authorisation Required
COO

Cumulative transactions up to £5,000 in any one financial year per
category of transaction
A single transaction between £1000 - £5000

CE

Cumulative transactions up to £10,000 in any one financial year per
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category of transaction
A single transaction over £5,000
Cumulative transactions above £10,000 in any one financial year per
category of transaction
A single transaction over £45,000

Finance & Estates
Committee

ESFA

The submission needs to include the amount to be written off and the reason for the write off,
supported by the actions taken to attempt to recover the amount.
Write offs should only take place after careful appraisal of the facts, including whether all reasonable
action has been taken to affect the recovery from the debtor (see Appendix F)

11.2 Reporting of outstanding debt levels
The Chief Operating Officer will ensure that the level of outstanding debt is regularly monitored. The
Finance & Estates Committee will review the level of outstanding debts annually to determine
whether this level is acceptable and whether action to recover debts is effective.

12. Cash Management
12.1 Cash flow forecasting and reporting
Cash flow monitoring and forecasting will be maintained and updated on a monthly basis, alongside
the monthly bank reconciliation process.

12.2 Bank Accounts
All Bank accounts are to be monitored and reconciled monthly by the Finance Team, they should be:
i.
ii.

reconciled to the trust’s finance system
subject to an independent monthly review by a senior Finance Team member

In accordance with the trust’s Treasury Management Policy, the opening of any new bank accounts
need to be approved by the Trust Board.
In line with the Academies Financial Handbook, the trust cannot hold any loan arrangements, this
includes an overdraft facility on their bank accounts; the trust must notify the bank of this provision
when opening any bank accounts.
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Individual school held bank accounts are to be closed and funds transferred to the trust’s main bank
account; this includes holding separate school/governor funds in accounts outside of the trust’s main
bank account.

12.3 Cash Handling
The trust is committed to removing as much cash as possible from being dealt with in schools, as part
of this we promote the use of software that enables parents to make payments on-line, and enables
the Finance Team to effectively monitor payments.
In situations where cash is used there is a requirement that a clear process is documented and
followed by those involved.

13. Investments
Investments are made in accordance with the trust’s Treasury Management Policy.

14. Balance Sheet Controls and Reconciliations
In accordance with the Academies Financial Handbook requirement a monthly balance sheet will be
produced and issued to the Finance & Estates Committee.
The Director of Finance is responsible for ensuring that the balance sheet is fully reconciled to support
the production of an accurate forecast for the academic year in the monthly management accounts.

15. VAT
The trust has set itself up as a VAT Group with a quarterly return frequency.
The Director of Finance is responsible for ensuring that the quarterly VAT claims are submitted, and
that they are accurate and timely, using information from the finance system.
Professional advice will be sought to ensure the trust is HMRC compliant.
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16. Asset Management
16.1 Asset Register
All items purchased with a value over the academy’s capitalisation limit of £5,000 must be entered on
the fixed asset register.
The asset register is not an inventory of assets, it is a register of expenditure on assets that meet the
capitalisation criteria; these assets can be purchased from both Revenue and Capital Funds.
The appropriate asset will be created on the finance system and depreciation run against this in line
with the Statutory Accounting policies.
A sample of these assets will be audited on a periodic basis, to validate their existence.
See 21.9 for details of the thresholds for capitalisation.

16.2 Security of Physical Assets
All physical assets of the trust where practical, even those that are not recorded on the Asset Register
should be permanently and visibly marked as the trust’s property.
Equipment is, where possible, stored securely when not in use.
All losses are reported to the COO, who will notify the police and act in accordance to the Anti -Fraud
Policy where relevant; if the loss is a result of burglary or theft, the insurance company is informed at
the same time. Action is to be taken immediately to prevent further loss.

16.3 Disposal of Assets
Disposal of assets, where applicable, are made in-line with the Academies Financial Handbook and
must be authorised by the COO.
Other than when acquiring or disposing of Freehold Land & Buildings or if disposing of heritage assets
the trust does not need to seek approval from the ESFA ; but it must look to achieve the best price
that can be reasonably obtained.
Significant items which are to be disposed of should be sold following competitive tender.

16.4 Loan of Assets
Assets should not be loaned to members of the public for private use.
Loans of assets to pupils and staff are entirely at the discretion of the appropriate members of the
Executive Leadership Team.
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17. Reserves
Reserves will be administered as per the trust’s Reserves Policy.

18. Insurance
It is the responsibility of the Chief Operating Officer to ensure that the arrangements for insurance or
risk protection are reviewed and reported to the Audit and Risk Committee on an annual basis.
Current trust policy is to use the DfE Risk Protection Arrangement and supplement with additional
policies where necessary, e.g. motor vehicle.
Details of all insurance policies held by the trust are kept in the Finance Department under the control
of the Chief Operating Officer who is responsible for ensuring that:.
The insurers are informed of all new risks or any other alteration affecting existing insurance.
The trust will not give any indemnity to a third party without written consent of their insurers.
The trust immediately informs its insurers of all accidents, losses and other incidents which may give
rise to an insurance claim. Claims under an insurance policy must be authorised by the Chief Operating
Officer before submission to the insurance company.
An annual return of all insurance claims is submitted to the Audit and Risk Committee at the end of
each financial year.

19. Regulatory and Statutory Returns
Throughout the academic year there are a number of reports that the trust are required to submit to
external bodies, these include:
•
•
•
•
•

ESFA
Other government bodies
Companies House
HMRC
Pension Providers

A register of returns will be held and monitored by the Director of Finance to ensure compliance to
the required deadlines.

20. Document Retention
All documents relating to the finance system, will be retained by the Finance Department in
accordance with the Retention of Records Policy
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21. Accounting Policies for Statutory Accounts Purposes
A summary of the principal accounting policies adopted (which have been applied consistently, except
where noted), judgments and key sources of estimation uncertainty, is set out below.

21.1 Basis of Preparation of Financial Statements
The financial statements of the academy, which is a public benefit entity under FRS 102, have been
prepared under the historic cost convention in accordance with the Financial Reporting Standard
Applicable in the UK and Republic of Ireland (FRS 102), the Accounting and Reporting by Charities:
Statement of Recommended Practice applicable to charities preparing their accounts in accordance
with the Financial Reporting Standard applicable in the UK and Republic of Ireland (FRS 102) (Charities
SORP (FRS 102)), the Academies Accounts Direction 2018 to 2019 issued by ESFA, the Charities Act
2011 and the Companies Act 2006.
The Consolidated Statement of Financial Activities (SOFA) and balance sheet consolidate the financial
statements of the academy and its subsidiary undertaking. The results of the subsidiary are
consolidated on a line by line basis.
The academy has taken advantage of the exemption allowed under section 408 of the Companies Act
2006 and has not presented its own Statement of Financial Activities in these financial statements.

21.2 Going Concern
The trustees assess whether the use of going concern is appropriate i.e. whether there are any
material uncertainties related to events or conditions that may cast significant doubt on the ability of
the academy to continue as a going concern. The trustees make this assessment in respect of a period
of at least one year from the date of authorisation for issue of the financial statements and have
concluded that the academy has adequate resources to continue in operational existence for the
foreseeable future and there are no material uncertainties about the academy's ability to continue as
a going concern, thus they continue to adopt the going concern basis of accounting in preparing the
financial statement

21.3 Income
All incoming resources are recognised when the academy has entitlement to the funds, the receipt is
probable and the amount can be measured reliably.
21.3.1 Grants
Grants are included in the Consolidated Statement of Financial Activities on a receivable basis. The
balance of income received for specific purposes but not expended during the period is shown in the
relevant funds on the balance sheet. Where income is received in advance of meeting any
performance-related conditions there is not unconditional entitlement to the income and its
recognition is deferred and included in creditors as deferred income until the performance-related
conditions are met. Where entitlement occurs before income is received, the income is accrued.
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General Annual Grant is recognised in full in the Consolidated Statement of Financial Activities in the
year for which it is receivable and any abatement in respect of the year is deducted from income and
recognised as a liability.
Capital grants are recognised in full when there is an unconditional entitlement to the grant. Unspent
amounts of capital grants are reflected in the balance sheet in the restricted fixed asset fund. Capital
grants are recognised when there is entitlement and are not deferred over the life of the asset on
which they are expended.
21.3.2 Donations
Donations are recognised on a receivable basis (where there are no performance-related conditions)
where the receipt is probable and the amount can be reliably measured.
21.3.3 Other income
Other income, including the hire of facilities, is recognised in the year it is receivable and to the extent
the academy has provided the goods or services.

21.4 Transfer on conversion
Where assets and liabilities are received by the academy on conversion to an academy, the transferred
assets are measured at fair value and recognized in the balance sheet at the point when the risks and
rewards of ownership pass to the academy. An equal amount of income is recognised as a transfer on
conversion within 'Income from Donations and Capital Grants' to the net assets received.

21.5 Transfer of existing academies into the academy
Where assets and liabilities are received on the transfer of an existing academy into the academy, the
transferred assets are measured at fair value and recognised in the balance sheet at the point when
the risks and rewards of ownership pass to the academy. An equal amount of income is recognised for
the transfer of an existing academy into the academy within 'Income from Donations and Capital
Grants' to the net assets acquired.

21.6 Expenditure
Expenditure is recognised once there is a legal or constructive obligation to transfer economic benefit
to a third party, it is probable that a transfer of economic benefits will be required in settlement and
the amount of the obligation can be measured reliably. Expenditure is classified by activity. The costs
of each activity are made up of the total of direct costs and shared costs, including support costs
involved in undertaking each activity. Direct costs attributable to a single activity are allocated directly
to that activity. Shared costs which contribute to more than one activity and support costs which are
not attributable to a single activity are apportioned between those activities on a basis consistent with
the use of resources. Central staff costs are allocated on the basis of time spent, and depreciation
charges allocated on the portion of the asset's use.
21.6.1 Charitable activities
These are costs incurred on the group's educational operations, including support costs and costs
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relating to the governance of the group apportioned to charitable activities.
All resources expended are inclusive of irrecoverable VAT.

21.7 Interest Receivable
Interest on funds held on deposit is included when receivable and the amount can be measured
reliably by the group; this is normally upon notification of the interest paid or payable by the
institution with whom the funds are deposited.

21.8 Taxation
The academy is considered to pass the tests set out in Paragraph 1 Schedule 6 of the Finance Act 2010
and therefore it meets the definition of a charitable company for UK corporation tax purposes.
Accordingly, the academy is potentially exempt from taxation in respect of income or capital gains
received within categories covered by Part 11, chapter 3 of the Corporation Tax Act 2010 or Section
256 of the Taxation of Chargeable Gains Act 1992, to the extent that such income or gains are applied
exclusively to charitable purposes.

21.9 Tangible Fixed Assets
Assets costing £5,000 or more are capitalised as tangible fixed assets and are carried at cost, net of
depreciation and any provision for impairment.
Where tangible fixed assets have been acquired with the aid of specific grants, either from the
government or from the private sector, they are included in the balance sheet at cost and depreciated
over their expected useful economic life. Where there are specific conditions attached to the funding
requiring the continued use of the asset, the related grants are credited to a restricted fixed asset fund
in the Consolidated Statement of Financial Activities and carried forward in the balance sheet.
Depreciation on the relevant assets is charged directly to the restricted fixed asset fund in the
Consolidated Statement of Financial Activities. Where tangible fixed assets have been acquired with
unrestricted funds, depreciation on such assets is charged to the unrestricted fund.
Depreciation is provided on all tangible fixed assets other than freehold land and assets under
construction, at rates calculated to write off the cost of each asset on a straight-line basis over its
expected useful life, as follows:
Depreciation is provided on a straight line basis as follows:
Asset Class
Long-term leasehold land
Long-term leasehold
property Plant and machinery
Computer equipment
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A review for impairment of a fixed asset is carried out if events or changes in circumstances indicate
that the carrying value of any fixed asset may not be recoverable. Shortfalls between the carrying
value of fixed assets and their recoverable amounts are recognised as impairments. Impairment losses
are recognised in the Consolidated Statement of Financial Activities.
Where the academy trust occupies land and buildings owned by the Bath and Wells Diocese under a
Church Supplemental Agreement, the trust recognises these land and buildings as tangible fixed
assets. The Supplemental Agreement includes the right for the trustees of the Bath and Wells Diocese
to give not less than two years' written notice to the academy trust and the Secretary of State for
Education to terminate the agreement. No such written notice has been received as at the date of the
approval of the financial statements.

21.10 Investments
Fixed asset investments are a form of financial instrument and are initially recognised at their
transaction cost and subsequently measured at fair value at the balance sheet date, unless the value
cannot be measured reliably in which case it is measured at cost less impairment. Investment gains
and losses, whether realised or unrealised, are combined and presented as 'Gains/(Losses) on
investments' in the Consolidated Statement of Financial Activities.
Investments in subsidiaries are valued at cost less provision for impairment.

21.11 Stocks
Stocks consist primarily of catering supplies and are valued at the lower of cost and net realisable
value after making due allowance for obsolete and slow-moving stocks. Cost is based on the cost of
purchases on a first in first out basis.

21.12 Debtors
Trade and other debtors with no stated interest rate and due within one year are recorded at the
amount of the cash or other consideration expected to be received. Prepayments are valued at the
amount paid.

21.13 Cash at Bank and in Hand
Cash at bank and in hand includes cash and short-term highly liquid investments with a short maturity
of three months or less from the date of acquisition or opening of the deposit or similar account and
cash on deposit that has a notice period of less than 30 days.

21.14 Liabilities
Liabilities are recognised when there is an obligation at the balance sheet date as a result of a past
event, it is probable that a transfer of economic benefit will be required in settlement, and the amount
of the settlement can be estimated reliably. Liabilities are recognised at the amount that the academy
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anticipates it will pay to settle the debt or the amount it has received as advanced payments for the
goods or services it must provide.

21.15 Financial Instruments
The group only holds basic financial instruments as defined in FRS 102. The financial assets and
financial liabilities of the group and their measurement bases are as follows:
Financial assets - trade and other debtors are basic financial instruments and are debt instruments
measured at amortised cost as detailed in note 18. Prepayments are not financial instruments.
Amounts due to the academy's wholly owned subsidiary are held at face value less any impairment.
Cash at bank is classified as a basic financial instrument and is measured at face value.
Financial liabilities - trade creditors, accruals and other creditors are financial instruments, and are
measured at amortised cost as detailed in note 19. Taxation and social security are not included in the
financial instruments disclosure definition. Deferred income is not deemed to be a financial liability,
as the cash settlement has already taken place and there is an obligation to deliver services rather
than cash or another financial instrument. Amounts due to the academy's wholly owned subsidiary
are held at face value less any impairment.

21.16 Operating Leases
Rentals paid under operating leases are charged to the Consolidated Statement of Financial Activities
on a straight line basis over the lease term.

21.17 Pensions
Retirement benefits to employees of the Group are provided by the Teachers' Pension Scheme ("TPS")
and the Local Government Pension Scheme ("LGPS"). These are defined benefit schemes.
The TPS is an unfunded scheme and contributions are calculated so as to spread the cost of pensions
over employees' working lives with the group in such a way that the pension cost is a substantially
level percentage of current and future pensionable payroll. The contributions are determined by the
Government Actuary on the basis of quadrennial valuations using a prospective unit credit method.
TPS is an unfunded multi-employer scheme with no underlying assets to assign between employers.
Consequently, the TPS is treated as a defined contribution scheme for accounting purposes and the
contributions recognised in the period to which they relate.
The LGPS is a funded multi-employer scheme and the assets are held separately from those of the
group in separate trustee administered funds. Pension scheme assets are measured at fair value and
liabilities are measured on an actuarial basis using the projected unit credit method and discounted
at a rate equivalent to the current rate of return on a high quality corporate bond of equivalent term
and currency to the liabilities. The actuarial valuations are obtained at least triennially and are updated
at each balance sheet date.
The amounts charged to operating surplus are the current service costs and the costs of scheme
introductions, benefit changes, settlements and curtailments. They are included as part of staff costs
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as incurred. Net interest on the net defined benefit liability/asset is also recognised in the
Consolidated Statement of Financial Activities and comprises the interest cost on the defined benefit
obligation and interest income on the scheme assets, calculated by multiplying the fair value of the
scheme assets at the beginning of the period by the rate used to discount the benefit obligations. The
difference between the interest income on the scheme assets and the actual return on the scheme
assets is recognised in other recognised gains and losses.
Actuarial gains and losses are recognised immediately in other recognised gains and losses.
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Appendix A - Authorisation Matrix
The limits relate to budgeted items of expenditure, and cannot exceed the approved annual budget.
If the budget position for a specific school position worsens, the individual limits will be reviewed
and authority may be reduced or withdrawn.

Authorisation for Expenditure - Supplies and Services
The following tables detail the maximum sign off limits that can be given to budget holders; variations
to individual budgets can be assigned at lower thresholds by the Level 2 approver.
Expenditure will be signed off at each authorisation level i.e. expenditure of £30,000 in a Band A
primary school will require the delegated Budget holder and the Headteacher and the DoF or COO
and the CE.

TABLE 1 - Expenditure Matrix – maximum limits for school/trust wide expenditure
Approval Level

Band A:

Band B:

Band C:

Band D:

Band E:

Primary
Schools with
<400 pupils
and Aspire

IKB and
Primary
schools >400
pupils

Secondary
Schools

Trust
controlled
Budgets

Trust
Controlled
Capital
Budgets

Level 1

£1,500

£1,500

£1,500

£1,500

£200,000

Level 2

£2,500

£5,000

£10,000

£10,000

Over
£200,000

Level 3

£25,000

£40,000

£60,000

£100,000

n/a

Level 4

Over
£25,000

Over
£40,000

Over
£60,000

Over
£100,000

n/a
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Definition of Roles within Approval Levels
Approval Level

Band A to Band C

Band D

Band E

Level 1

Delegated Budget Holder

Delegated
Budget
Holder

COO

Level 2

Headteacher / Principal

Director of
Finance

CE

Level 3

Director of Finance or COO

COO

n/a

Level 4

CE

CE

n/a

For Level 1 signatories during any periods of absence a Level 2 signatory will apply.
For level 2 or above during any periods of absence a pre-approved delegated authoriser can be
nominated.
The schedule of works for the Schools Condition Allocation will be reviewed and agreed annually
by the Finance & Estates Committee.
In addition to the above all expenditure meeting the requirement for Level 4 approval will be
reported through to the Finance & Estates Committee as a standing item for information and
scrutiny.
These thresholds are in conjunction with the procurement authorisation limits for tenders (see
Appendix D) whereby:
i.
ii.

All tenders valued at £150,000 or above need approval from the Finance & Estates
Committee
All tenders less than £150,000 need to be presented to the Finance & Estates Committee
for information.
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Allocation of Bandings
Band

Classification

Schools

Band A

Primary Schools with
less than 400 pupils

St John’s Primary School
Chandag Infant School
Chandag Junior School
The Meadows Primary School
Wansdyke Primary School
Aspire Academy

Band B

Studio Schools and
Primary Schools with
over 400 pupils

Saltford Primary School
Cheddar Grove Primary School
IKB Academy

Band C

Secondary Schools

Bedminster Down School
Sir Bernard Lovell Academy
Wellsway School

Band D

Trust Controlled Budget

This includes the following budgets:
ICT
Finance
HR
Chief Executive
Marketing
Training
Premises
Utilities
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Catering
Cleaning
Absence Insurance
Grounds Maintenance
Trading Subsidiary

Band E

Trust Controlled Capital
Budgets

SCA
Local Authority Capital Funding

Detailed sample signatory forms will be maintained by the Finance Department with sample
signatures of all members of staff responsible for authorising purchase orders and non-order
invoices for payment.
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Appendix B – Delegated Authority Form
Delegated Authority -Sample Signature Form
School

Budget

Name

Role

Assigned Authorisation Level
Authorisation Limit
(As per Appendix A of the Finance Policy)

LEVEL 1 / LEVEL2/ LEVEL 3/LEVEL 4
(please delete as appropriate)
£

Please sign to accept that you have read and understand the following:
Under the trust’s scheme of delegation you have been nominated as an approved signature, you
are authorised to commit expenditure up to your approved limit.
You are responsible for ensuring that you do not commit expenditure in excess of your agreed
annual budget. In order to carry out this responsibility, you must read the trust Finance Policy.
The Finance Department will require this form completed and returned before your signature can
be accepted as approval for your delegated budget.
SAMPLE SIGNATURE

Approval for delegated Level 1 Budget Holders
If this form relates to a Level 1 Signature, approval is required by the Level 2 signatory ( for school
based staff this is your Headteacher/Principal)
Name

Date

Signature

For level 2 or above signatories please complete a designated deputy form to enable approval of
expenditure in your absence.
For Level 1 signatories or in the absence of a designated deputy, if you are absent and unable to
authorise orders or invoices, the next level of signatory will apply.
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Appendix C - System Defined Roles (to Support
Segregation of Duties)
Role

Assigned to:

Software
Accessed

Role Profile

Role 1

School Based Administration
Personnel

PS Online school /budget
specific

With the introduction automated
workflow, the schools will be able to
raise requisitions electronically this
role will have system access to the
following:

Schools
Administrator

a) Raise Purchase Requisitions
b) Goods/Service receipt
c) Run Reports on purchase
orders

Role 2
Finance
Assistant

Finance Team –
Finance Assistants

PSF ‘Accounting’
PS Online ‘

They can complete all the main day to
day operational activities including the
following:
a) Create and Amend Customer
& Supplier Master records
b) Raise Purchase Requisitions
c) Raise Purchase Orders
d) Goods/Service receipt
e) Input invoices
f) Enter Petty Cash Income and
Expenditure

_________________________________________________________________________________
_
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g)
h)
i)
j)

Enter employee expenses
Raise Sales Ledger invoices
Enter Income
Run Reports and queries

Role

Assigned to:

Software
Accessed

Role Profile

Role 3

Finance Officer –
Direct School
Support

PSF Accounting

Predominantly focused on budget
setting and monitoring

Finance Officer

BPS Budgeting
Software

(Group 1)

A designated
officer will be
given - Lloyds
Bank Authorisation
Access

Role 4
Finance Officer
(Group 2)

Finance Officer –
Central Controls
Finance Team
Leader

PSF Accounting

PS Online

BPS Budgeting
Software

Lloyds Bank view and input
access
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a)
b)
c)
d)
e)

Enter Income
Generate and post journals
Run reports and queries
Upload and amend budgets
Chart of accounts Master data
access

This role is focused on performing
reconciliations and controls,
producing payment runs along with
key balance sheet reconciliations.
With some responsibility for some of
the centrally managed budgets.
a) Create and amend customer
and supplier master records
b) Enter petty cash income and
expenditure
c) Enter credit card expenditure
d) Enter employee expenses
e) Raise sales ledger invoices
f) Generate and post payment
runs
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Role

Assigned to:

Software
Accessed

Role 5

Finance Manager

PSF Accounting

Senior Finance
Officer

Director of
Finance

PS Online

BPS Budgeting
Software

g) Upload payment runs to the
BACs software ready for
authorisation
h) Perform bank reconciliations
i) Enter income
j) Generate and post journals
k) Run reports and queries
l) Upload and amend budgets
m) Amend purchase orders
n) VAT Returns
o) Chart of accounts Master data
access
Role Profile

a)
b)
c)
d)
e)
f)
g)

Enter income
Generate and post journals
Run reports and queries
Upload and amend budgets
Amend purchase orders
VAT Returns
Chart of accounts Master data
access
h) System Admin Role

Lloyds Bank Authorisation
Access

Role 6

CEO,

Budget Holder

Business Director,
Headteacher
/Principal
Delegated Budget
Holders
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PS Online

This access is limited to their specified
school and budget areas, it allows the
following:
a) Authorisation of Purchase
Orders and Non-Order
Invoices
b) Running a limited number of
reports and queries
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Appendix D - Procurement Requirements (Quotations, Tenders and
Contracts)
The values below relate to order values exclusive of VAT.

Procurement Value

Process

Up to £5,000

Ordering from the Approved Supplier List wherever
possible in the first instance.

£5,001 to
£25,000

Minimum of 2 written quotations (kept electronically on
file and available for audit scrutiny).

£25,001 to
£60,000

Minimum of 3 written quotations (kept electronically on
file and available for audit scrutiny).

£60,001 to EU threshold
limit*

Formal tendering procedure to be followed as described
in this policy.

EU Threshold* or above

To be dealt with in accordance with the Official Journal
of the European Union (OJEU).

*The European public contracts directive (2014/24/EU) states that the European procurement
threshold equals £189,330.
The specification provided to suppliers in order to be able to provide a quote or response to a tender
must include criteria ensuring VFM, the ability to deliver the goods/services within set criteria and
quality standards. This should be assessed as follows:




Within a formal tender the assessment should be based on weighted rankings of the specification
document
In other procurement it is the lowest quotation that meets the criteria specified, that should be
accepted.
When considering VFM it is deemed that it is not just about the price but also about the delivery of
the right service to the trust.

Contracts
For contracts, the thresholds in the procurement requirements relate to the total value of the
contract over its contract life. The scheme of delegation limits in Appendix A also apply to contracts.
No contract for service/provision of goods, with duration of more than 12 months, can be entered
into without authorisation from the COO, no matter what value of the contract.
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No matter what the contract value, if the duration of the contract is greater than five years, additional
authorisation is required by the CE.
Twice a year, the Finance Department will determine if any total similar expenditure with a supplier
has exceeded the original procurement level. The Chief Operating Officer will be made aware and
consideration given to bringing additional scrutiny to any future procurement activity involving the
same supplier.

Tenders
There are three forms of tender procedure: open, restricted and negotiated.
•

Open Tender: This is where all potential suppliers are invited to tender. The budget holder
must discuss and agree with the Chief Operating Officer 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 but not always practical.

•

Restricted Tender: This is where suppliers are specifically invited to tender. Restricted
tenders are appropriate where:
 there is a need to maintain a balance between the contract value and administrative costs,
 a large number of suppliers would come forward or because the nature of the goods are
such that only specific suppliers can be expected to supply the academy’s requirements,
 the costs of publicity and advertising are likely to outweigh the potential benefits of open
tendering.

•

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





the above methods have resulted in either none or unacceptable tenders,
only one or very few suppliers are available,
extreme urgency exists,
additional deliveries by the existing supplier are justified.

In preparation for tenders, full consideration should be given to:
•
•
•
•
•

objective of project
overall requirements
technical skills required
after-sales service requirements
form of contract.

It may be useful after all requirements have been established to rank requirements (e.g. mandatory,
desirable and additional) and award marks to suppliers on fulfilment of these requirements to help
reach an overall decision.
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A tender brief must always be prepared in advance and is reviewed by the COO.
An invitation to tender should include the following:
•
•
•
•
•
•
•

introduction/background to the project
scope and objectives of the project
technical requirements
implementation of the project
terms and conditions of tender
form of response
dates for decision and work to be delivered

The invitation to tender should state the date and time by which the completed tender document is
to be received by the trust. Tenders should be submitted in plain envelopes clearly marked to indicate
they contain tender documents. The envelopes should be time and date stamped on receipt and
stored in a secure place prior to tender opening. Tenders received after the submission deadline are
not accepted.
All tenders must be opened at the same time in the presence of the Chief Operating Officer and a
member of the Finance & Estates Committee plus a member of finance staff to record the tender
details. The record includes the names of the firms submitting tenders and the amount tendered. The
record is signed by all present at the tender opening
The evaluation process should involve at least two people. Those involved should disclose all interests,
business and otherwise, that might impact upon their objectivity. If there is a potential conflict of
interest, then that person must withdraw from the tendering process.
Full records should be kept of all criteria used for evaluation and for contracts over £150,000 a report
should be prepared for the Finance & Estates Committee highlighting the relevant issues and
recommending a decision. For contracts under £150,000 the decision and criteria should be reported
to the Finance & Estates Committee.
The accepted tender should be the one that is economically most advantageous to the trust. All parties
are then informed of the decision.
The use of frameworks should always be considered as an option to the tendering process. Many
frameworks are available and the Crown Commercial Service (CCS) provides accesses to framework
agreements that have been commercially tested and therefore do not require further tender process
in order to use the agreements. The agreements are established to help government, public sector
and third sector organisations buy common goods and services. The agreements can be accessed via
https://www.gov.uk/government/organisations/crown-commercial-service
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Appendix E - Settlement Agreements and Payments
A settlement agreement is a legally binding contract between employer and employee which settles
claims that the employee may have against their employer. For a settlement agreement to be legally
binding, there needs to be an exchange of ‘consideration’, e.g. financial payment or an agreed
reference.
A settlement agreement is usually used in connection with ending the employment. A situation in
which Futura Learning Partnership might consider using a settlement agreement could be, for
example, where an employee is not performing well and neither party wants to go through a long
capability process, and both employer and employee are willing to bring the employment to a quick
end on agreed financial terms.
How much should be paid in a settlement agreement? There is no legally set scale of payments and
the amount of any settlement payment will depend upon the individual circumstances of each case.
Factors to be considered can include:
•
•
•
•

how long the employee has worked for you
the circumstances around why you are offering a settlement agreement
how long it would take to settle a dispute if agreement was not reached
the potential liability and cost of having to defend a claim in an Employment Tribunal.

If the trust is considering making a settlement payment above the statutory or contractual
entitlements, it must consider the following issues before making a binding commitment:
•
•

•

•

that trustees reasonably consider the proposed payment to be in the interests of the trust
whether such a payment is justified, based on a legal assessment of the chances of the trust
successfully defending the case at employment tribunal. If there is a significant prospect of
losing the case then a settlement may be justified, especially if the costs incurred in
maintaining a defence are likely to be high. Where a legal assessment suggests that the trust
is likely to be successful, then a settlement should not be offered.
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 (e.g. an employment
tribunal) is likely to award in the circumstances.
that the settlement agreement should contain a clear breakdown of the payments which have
been agreed and should also state whether any of them are to be paid to the employee free
of tax.

Typically, the terms of an agreement consist of:
1. An agreed reference
This agreed reference would be provided to prospective employers if they were to request a
reference. The contents of this reference will be agreed by both the employer and employee
prior to finalising the agreement and will be provided to any prospective employer who were
to request a reference. If a reference request were to be received as a pro forma, this should
be either be completed in the spirit of the agreed reference or the agreed reference provided.

Finance Policy Oct 2020 v2

Page 39 | 44

In line with Keeping Children Safe in Education (KCSIE) 2019, references should not be open,
e.g. in the form of ‘to whom it may concern’ testimonials. They should be freshly dated and
addressed in response to each reference request. The settlement agreement should stipulate
who a reference request should be sent to.
2. An agreed announcement
An agreed form of communication may be established in regards to how the school will
announce to employees, parents and pupils that an individual is vacating their role.
3. Notice pay and termination payments
Under the Finance (No. 2) Act 2017 that came into force in April 2018, where an employee
has not worked their notice period, any payment made in lieu of notice (PILON) must be
subject to tax and national insurance (NI). A termination payment in excess of contractual
notice of up to £30,000 may only be paid as a lump sum free of deductions. However, when
exceeding this threshold, tax and national insurance should be deducted.
HMRC will scrutinise payments in settlement agreements to ensure that tax and NI are
deducted where due. Notice should run from the date the settlement was ‘agreed in
principle’. This is likely to take the form of an email or letter from the employee, agreeing to
the proposed terms. If enough notice has not been given between the date ‘agreed in
principle’ and the agreed termination date, then a PILON should be made, which will be
subject to deductions.
4. Independent legal advice
For a settlement agreement to be legally binding, the employee must seek legal advice before
signing. If the employee is a trade union member, then such advice will often be provided by
the trade union’s legal team. Alternatively, an employee may seek advice from a solicitor.
As seeking advice is a requirement, it is common for the employer to make a contribution
towards legal fees. Typically, this is £350 + VAT in the education sector.
5. Waiving rights to take an employer to an employment tribunal
By signing a settlement agreement, employees sign away their right to bring a claim against
their employer for matters such as unfair dismissal, discrimination, underpayment/unlawful
deduction of wages, breach of the working time regulations and personal injury claims.
An employer may also use a settlement agreement to seek arrangement for an employee to
stop court or employment tribunal proceedings if they have already raised a claim.
There are some claims which cannot be waived even with a settlement agreement. The most
common is personal injury, whereby the employee is unaware of the injury at the time of
signing the agreement.
Other examples include:



Accrued pension rights under the pension scheme
Public Interest Disclosures, i.e. whistleblowing
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Appendix F - Debt Recovery Procedure
Types of Debt
Pupil Related Debt
All income is collected in advance, wherever possible. Costs of trips and activities will be notified to
parents/carers in writing costs and fees being clearly communicated, issuing invoices where
applicable. Notification should be given as soon as possible to give reasonable time periods for
payment.
If the parent/carer does not make payment from the initial notification the following steps should be
followed:
Step

Action

1

Gentle reminder letter to be issued, this should specify Issued as soon as the monies
a date for monies to be paid.
become overdue.

2

Personal contact by telephone or a meeting – a date As soon as the deadline is
needs to be specified for payment to be received.
reached in stage 1

3

Formal reminder letter

As soon as the deadline is
reached in stage 2

4

Final Reminder Letter – threat of legal action

As soon as the deadline is
reached in stage 3

5

Any unpaid debt should be referred to the Director of
Finance - dependant on the circumstance a Legal letter
may be issued
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Employee Overpayments
Every effort should be made to ensure that employees are paid correctly. The payroll should be
managed monthly with payroll being reviewed and errors notified to the payroll provider before the
final payroll is submitted.
In the event that an overpayment is identified and the employee is still employed by the Trust the
following steps need to take place:
Step

Action

Timeline

1

Attempt to recall the Bacs payment from the bank

Immediately upon receipt of
the final payroll report

2

If the amount cannot be recalled via the Bank, the Immediately upon receipt of
school must contact the employee request an confirmation that the BACs
immediate repayment.
cannot be recalled.

3

A meeting should be set up to discuss the repayment. Within 1 week

4

A follow up letter to confirm the agreement Within 1 week
regarding repayment.

In the event that an overpayment is identified and the employee is NOT currently employed by the
trust the following steps need to take place.
Step

Action

Timeline

1

Attempt to recall the Bacs payment from the bank

Immediately upon receipt of
the final payroll report

2

Letter 1 - should be sent to the ex-employee Immediately upon
requesting repayment of the debt.
identification of the debt

3

Letter 2 – Formal Reminder offering a repayment 2 weeks later
plan if financial difficulty.

4

Letter 3 – Final Reminder, threat of legal action
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Commercial Income
Income will be collected in advance of services provided wherever possible. Invoices will be raised
through the PSF and payment is requested in full within 30 days of being issued.
 Stage 1 (4 weeks from date of invoice) Informal reminder letter
 Stage 2 (6 weeks from date of invoice) Formal reminder letter
 Stage 3 (8 weeks from date of invoice) Final reminder letter, threat of legal action

Failure to settle a debt
Any debt unpaid after the final reminder letter has been issued will be referred to the Director of
Finance.
A letter will be sent to the debtor by recorded delivery and will threaten legal action if the account is
not settled within 14 days. Any additional recovery costs incurred by the Trust will also be pursued.
Legal advice may be sought from the trust’s lawyers through Director of Finance; where appropriate
a Legal letter will be issued indicating recovery action will be initiated through the county court.
The COO will make a recommendation as to the suitability of this course of action taking into
consideration the value of the debt and the proposed legal fees.
This decision and its basis will be recorded and reported to the Finance & Estates Committee.

Repayment terms
Debtors are expected to settle the amount owed by a single payment, however, if debtors are unable
to pay for reasons of hardship, the trust will take a sensitive approach to debt recovery and may agree
an extended repayment period.
The Director of Finance will approve all such agreements entered into and a record of the decision
made will be retained.
In all cases, a letter will be issued to the debtor confirming the agreed terms for repayment. The
settlement period should be the shortest that is judged reasonable. Where a legal letter has been
issued the repayment arrangements will be agreed between the parties concerned, the Director of
Finance and the lawyers. This decision and its basis will be recorded and reported to the Finance &
Estates Committee.
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Appendix G - DECLARATION OF BUSINESS AND PECUNIARY
INTERESTS
It is vital that a register is kept of business and pecuniary (monetary) interests that any senior employee
(leadership/management) or governor, trustee or any other staff in a position of influence of the trust might have.
Interests such as:
1. Directorships, shareholdings and other appointments of influence;
2. Having a close relative (i.e. parent, spouse, child, cohabitee, business partner) where influence could be exerted by that
person over a governor or a member of staff;
3. Having an interest in a business that might benefit from contracts issued by the school;
4. Having a close relative with an interest in a business that might benefit from contracts issued by the school.
5. Personal relationships between:
 Senior managers or managers and employee reports or in any role that may be deemed to be a conflict of interest.
 Governors/trustees and employees of the school
 Employees and existing or potential future suppliers of goods or services to the school/trust.
All senior members of trust staff are asked to register such interests on the form below and return it to the PA to Chief
Operating Officer (COO). Nil returns are required.
Please note that should an occasion arise in the future when a business or pecuniary interest might apply e.g. a close
relative applies for a job in the school, the interest should be notified immediately to the COO.
Where a relationship involves the COO, this declaration should be provided to the CE. Where a relationship involves the CE
this should be reported to the Chair of Trustees.
The COO/CE will then meet with the involved employees to agree the necessary actions to avoid any potential conflict of
interest to ensure there is no compromise in ability to work within the school/trust. Agreed actions will be recorded.
On appointment any senior member of staff or any other staff in a position of influence is required to complete a form
registering business and pecuniary interests and annually thereafter via the PA to the Chief Operating Officer by end of 2nd
week of September each academic year for them to report to the Trust Governance/Compliance Officer for monitoring by
end of September each academic year. The individual has a responsibility to complete the pecuniary/personal interest
form and return to the PA to Chief Operating Officer.
Finally, if in doubt about what constitutes an interest, please speak to the COO/CE.
---------------------------------------------------------------------------------------------------------------------------------------------------------------I declare that:

A  I have no such interests applicable to Futura Learning Partnership
OR
B  I have such interests applicable to Futura Learning Partnership, details of which I give below

I certify that I have declared all beneficial interests which I, or any person closely connected with me, have with businesses
or other organisations which may have dealings with Futura Learning Partnership.
Name (Block Capitals)

Position within trust

Signature

Date
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