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Definitions 
Note: These terms are standard throughout all policy documents and are designed to provide clarity. 
 
Section 1: The MAT 

“the Academy Trust”  
and “Trust” 
 
“the Board” 
 
“the Directors”                                                 
 
 
“Finance Committee” 
 
 
“Accounting Officer”  
 
 
 
“Chief Finance Officer” 

(CFO) 
 
 
 
“Trust Business 
Manager” (“TBM”)  
 
“Leadership Team” 

mean the Heath Academy Trust Company. 
 
 
means the Board of Directors of the Heath Academy Trust Company. 
 
refers to the group of (up to 12) directors who make up the Board, and who are 
also the Heath Academy Trust’s “trustees” under charity law.  
 
refers to the Finance and Audit Committee formed by the Board to manage the 
financial affairs of the Trust. 
 
is a role held by the Chief Executive Officer (“CEO”) of the Trust, and one which 
includes a personal responsibility for the financial resources under the Trust’s 
control.   He/she is accountable for the Trust’s financial affairs. 
 
is the Trust’s Finance Director, and also the Trust Business Manager, to whom 
the Accounting Officer delegates responsibility for delivery of the Trust’s 
financial processes and reports, and for the oversight and consolidation of the 
Academies’ financial data. 
 
Fulfils the CFO role within the Trust, including compliance and statutory returns, 
as described in the Academies’ Financial Handbook. 
 
is a team representing the academies, consisting of the headteachers and the 
CEO and the TBM. 

 
A full description of the positions listed and their responsibilities will be found in the current Academies’ 
Financial Handbook. 
 
Section 2: The Schools 

“Academy” 
 
“Academies” 
 
“School”  
 
“Finance Officer” 
 
 
“Governor” 
  
  
“Headteacher” 
 
 
“School’s Leadership Team” 

One of the six schools making up the Heath Academy Trust. 
 
All of the six academies. 
 
means an academy within the Trust. 
 
The person responsible for the day to day management of an academy’s 
financial operations. 
 
means a formally elected and appointed member of a school’s Governing 
Committee (generally referred to as the LGC).  
 
means the senior person at an academy who may also be an executive 
headteacher and/or elected as a director of the Board. 
 
A group within each school consisting of the headteacher, senior staff 
and the LGC. 
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1. Introduction 
1.1 The Heath Academy Trust is the legal entity which is responsible for all the Trust’s academies. It is the 
 duty of the Trust’s Board of Directors to ensure that each academy operates efficiently, legally, 
 judiciously and safely. 
 
1.2 The purpose of this policy is to ensure that the Trust maintains and develops systems of financial control 
 which conform to the requirements both of propriety and of good financial management. It is essential 
 that these systems operate properly to meet the requirements of our funding agreement with the 
 Department for Education (DfE). 
 
1.3 The Trust must comply with the principles of financial control outlined in the Academies’ Financial 
 Handbook published by the DfE and should be read by all staff involved with financial systems. 
 
1.4 The accounting principles to which the Trust adheres are detailed in the Trust’s Accounting Policy which 
 is reviewed annually. 
 
2. Organisation 
2.1 The Trust has defined the responsibilities of each person involved in the administration of Trust finances 
 to avoid the duplication or omission of functions and to provide a framework of accountability for 
 governors and staff. The financial reporting structure is illustrated below:  
 
2.1.1 The Board 
 The Board has overall responsibility for the administration of the Trust’s finances. The main 
 responsibilities of the Board are prescribed in the Funding Agreement between the Trust and the DfE 
 and in the Trust’s scheme of governance. The responsibilities of the Board are as outlined in the 
 Scheme of Delegation. 
 
2.1.2 The Finance & Audit Committee 

• The Finance & Audit Committee is a committee of the Board. The committee meets at least bi-monthly 
 but more frequent meetings can be arranged if necessary. The main responsibilities of the Finance & 
 Audit Committee are detailed in the written terms of reference which have been authorised by the Board 
 of Directors. 
 

• The Finance & Audit Committee may delegate a member of the board to any LGC where there are 
 significant concerns over financial management.  
 
2.1.3 Accounting Officer 

• The Trust has designated the Chief Executive Officer (CEO) as its’ Accounting Officer. Whilst the CEO 
 has responsibility, under the Board’s guidance, for the Trust’s overall management and staffing, their 
 appointment as Accounting Officer confers specific responsibilities for financial matters. In particular, the 
 Accounting Officer is personally responsible to Parliament and to the Accounting Officer of the ESFA, for 
 the resources under their control, and must be able to assure Parliament and the public of high 
 standards of probity in the management of public funds as detailed in the Academies Financial 
 Handbook (AFH). 
 

• Whilst the Accounting Officer is accountable for the Trust’s financial affairs, the delivery of the Trust’s 
 detailed accounting processes will be delegated to the TBM.  
 

• The Accounting Officer must advise the Board in writing if, at any time, in his or her opinion, any action 
 or policy under consideration by them is incompatible with the terms of the AFH or Funding Agreement 
 (FA).  
 
2.1.4 Trust Business Manager 

• The TBM is appointed to fulfil the role of Chief Financial Officer as laid out in the Academies Financial 
 Handbook.  
 

• The TBM works in close collaboration with the Accounting Officer through whom he or she is 
 responsible. The TBM also has direct access to the directors via the Finance & Audit Committee. The 
 main responsibilities of the TBM are outlined in the post holder’s job description.  
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• The TBM is responsible for the day to day management of the Trust’s financial operations. The Trust 
 should employ a suitably experienced TBM to support the directors, CEO, headteachers, LGC and 
 finance officers (FO’s) to manage and protect resources appropriately. 
 

• The TBM will work with CEO and School Improvement Group to ensure the Trust’s financial processes 
 and finance policies are followed. They will be responsible for the effective use of resources across the 
 Trust and will notify the CEO/headteachers of any issues. 
 
2.1.5 Local Governing Committee (LGC) 

• Each school has a LGC who will work in close collaboration with the Trust Board.  The LGC’s 
 responsibilities are set out in the Scheme of Delegation and the LGC terms of reference. 
 

• The LGC confirms that the day-to-day financial management of the school is delegated to the 
 headteacher. 
 
2.1.6 Finance Officer 

• For the purposes of this document the term Finance Officer (FO) refers to the person responsible for the 
 day to day management of the school’s financial operations. The school should employ a suitably 
 experienced FO to support the headteacher and LGC to manage and protect resources appropriately or 
 alternatively make use of the support services provided by the Trust. 
 

• The FO will work with the headteacher and leadership teams to ensure the school’s financial processes 
 and finance policies are followed. They will be responsible for the effective use of resources within their 
 organisation and will notify the CEO/headteacher of any issues. 
 
3. General Requirement 
3.1 All employees of the school are expected to act professionally and with integrity and follow the internal 
 control framework and financial policies of the school. All staff with financial management responsibilities 
 should have access to the information and training required to perform their financial duties. 
 
4. Register Of Interests 
4.1 It is important for anyone involved in spending public money to demonstrate that they do not benefit 
 personally from the decisions they make. To avoid any misunderstanding that might arise all school 
 governors and staff with significant financial or spending powers are required to declare any financial 
 interests they have in companies or individuals from whom the school may purchase goods or services. 
 The register is open to public inspection. 
 
4.2 All directors, governors and school staff must be given the opportunity to verbally declare previously 
 undeclared interests and any previously declared interests that may be relevant to the agenda, at every 
 committee and Local Governing Committee meeting. 
 
5. Best Value 
5.1 All those employed by the Trust, in addition to governors and directors will ensure they apply the 
 principles of best value in all procurement. 
 
5.2 The Board intends that the “Best Value” principles should be applied to the Trust’s ordering and 
 purchasing administration.  These principles are: 

• compare 

• challenge 

• compete  

• consult 
 
5.3 The Trust’s Tendering Policy supports this process to ensure effective and efficient use of all resources 
 across the Trust. 
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6. Day To Day Delegation Of Authority 
6.1 Expenditure Limits 
 A financial scheme of delegation sets out the authorisation limits across the organisation and is included 
 in the Scheme of Delegation document reviewed annually by the Board. 
 
7. Funding Reconciliation 
7.1 The TBM is responsible for reconciling the monthly funding allocations received from the ESFA, 
 transferring the funding to the school’s bank account and entering the transactions onto the financial 
 system.   
 
7.2 It is the responsibility of the FO to ensure all other funding including local authority funds for Special Needs 
and nursery funding are reconciled and, where the funds are received into the School’s bank account, entered 
onto the financial system.  Where the funds are received into the Trust bank account, they will be entered onto 
the financial system by the TBM. 
 
8. Bad Debts 
8.1 The procedure for dealing with outstanding debts is detailed in the Trust’s Bad Debt Policy. 
 
9. Disposal Of Assets  
9.1 The authority to dispose of assets lies with the headteachers and LGC of each school as detailed in the 
 Trust’s Financial Scheme Of Delegation. 
 
10. Staff Expenses 
10.1 The school may reimburse mileage expenses to individuals for business journeys at a rate in accordance 
 with the limitations set out by Dorset County Council’s latest guidance.  
 
10.2 All travel expense claims are to be authorised by the appropriate line manager and will be paid via payroll. 
 
10.3  Claims for reimbursement of other expenses will be paid either in cash or by BACs in line with the   Trust’s 

Manual of Financial Procedures on production of receipts and appropriate authorization. 
 
11. Devolved Formula Capital Grant (DFC)/Capital Improvement Funds (CIF) 
11.1 All expenditure of capital grants must be in line with the aims of the school’s development plan.  CIF 
 funds will form part of a strategic Trust plan. 
 
12. Staff Appointments  
12.1 The approval required for the appointment of staff is set out in the Trust’s Scheme of Delegation. 
 
13. Payment Of Additional Hours 
13.1 The headteacher is responsible for ensuring overtime claims are appropriately authorised and budgeted 
 for. 
 
13.2 It is the responsibility of the staff member to ensure claims are submitted in line with payroll deadlines. 
 
13.3 Claims relating to work carried out more than three months previously will not be authorised. 
 
14. Monitoring Salary Payments 
14.1 It is the responsibility of the TBM and FO’s to ensure that systems are in place to record all staff contract 
 details and that they are regularly updated to take account of new appointments, amendments and 
 terminations of employment. This will ensure that all information on the school’s financial accounting 
 system is correct and will avoid distortion of financial information. 
 
14.2 Any payroll transactions relating to the CEO will be authorised by the Chair of the Trust Board. 
 
15. Contract Approval 
15.1 Any contractual commitment of more than £3,000 including lease agreements, will require the approval 
 of the Board.  
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15.2 By law an operating lease is the only type of lease available to schools. These leases involve a school 
 paying a rental for the hire of an asset for a period of time and have the character of a rental agreement. 
 The school may enter into no other lease, such as finance leases or hire purchase, as this is a form of 
 borrowing. 
 
16. Insurance 
16.1 Insurance cover for the Trust will be arranged at Trust Board level via the ESFA Risk Protection 
 Arrangements. The RPA covers insurance for: 

Public Liability Buildings and Contents 

Terrorism Business Interruption 

Employer Liability Hirers Liability 

Governors Liability School Journey 

Personal Accident Cash 

 
16.2 It is the responsibility of each school to ensure that any motor vehicles or overseas educational visits are 
 insured appropriately. 
 

17. Financial Planning & Review 
17.1 Budget Planning / Setting 
17.1.1When planning the budget, the Trust will consider the school’s objectives as outlined in the School 
 Development Plan, the school’s current financial position, changes in the pupil number of roll, 
 curriculum provision and other main costs such as staffing, premises, supplies and services, service 
 level agreements and transport.  
 
17.1.2The school’s overall budget plans (both one year and multiyear forward financial plan) will be 
 prepared by the headteacher and FO in consultation with the LGC. It is the responsibility of the FO to 
 ensure that all the required budgeting paperwork is approved and minuted and submitted to the TBM in 
 accordance with the published timetable.   
 
17.1.3The TBM and CEO will prepare the central budget prior to consolidation of all budgets for approval by 
 the Board.  
 
17.1.4Detailed records will be kept of all information used in preparing the budget, including estimations 
 of staffing requirements and calculations of all costs, cross referenced to the assumptions made. Use of 
 the Orovia budget planning software is recommended across all the schools to provide a consistent and 
 accurate method of budget setting whilst providing the flexibility to model scenarios and provide strategic 
 financial planning information up to 5 years in advance. 
 
17.1.5It is the responsibility of the TBM and Accounting Officer/CEO to submit the approved budget to 
 the ESFA by the appropriate deadline. 
 
17.1.6The TBM will retain all the relevant paperwork to back up the Budget Forecast Return and approved 
 budgets.   
 
18. Budget Monitoring 
18.1 The FO and headteacher will be responsible for monitoring the school’s actual income and expenditure 
 against budget for each line item on a monthly basis. Appropriate reports will be provided to the LGC and 
 Trust as required. Urgent budget issues must be reported to the LGC immediately. 
 
18.2 The TBM will be responsible for monitoring the central budget on a monthly basis and reporting 
 significant variances to the CEO. 
 
18.3 In accordance with the Academies’ Financial Handbook there is an expectation that schools will engage 
 in good financial management through regular budget monitoring, cash flow forecasting and monthly 
 bank reconciliations.   
 
18.4 The TBM is responsible for producing monthly management accounts, including income and expenditure 
 reports on an accruals basis, cash flow forecasts and balance sheets together with a written explanation 
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 of significant variances against budget and with a projection of income and expenditure to the year-end. 
 The TBM will provide a template to support the preparation and consolidation of this information. 
18.5  The TBM will provide copies of the monthly management accounts to the CEO and Chair of Board. 
 
19. Internal Control 
19.1 The TBM is responsible for ensuring that there are systems of internal control in place which are 
 effective and provide directors with confidence that good financial management is in place across the 
 Trust. 
  
19.2 The directors will appoint an external auditor to carry out a programme of internal audits across the 
 Trust. 
 
19.3 It is the responsibility of the TBM and headteachers to ensure that any recommendations from audit 
 reports are actioned as soon as possible. 
 
20. Separation Of Duties 
20.1 It is the responsibility of the headteacher to ensure that key financial duties are properly separated 
 between individuals in their schools.    
 
20.2 The Trust will ensure that termly management checks are carried out by the TBM. 
 
21. Accounting Arrangements 
21.1 The financial transactions of the school must be recorded in accordance with Trust’s approved 
 accounting policies and recorded on the PS Financials Accounting system. All transactions input into the 
 accounting system must be authorised in accordance with the procedures specified in the Trust’s Manual 
 Of Financial Procedures and step by step guidance provided in the PS Financials user manuals. 
 
21.2 Entry to the PSF system is password restricted and the system automatically requires a regular change 
 of password (i.e. termly) 
 
21.3 The Trust has a standard chart of accounts which is used by all schools.  
 
21.4 The TBM is responsible for ensuring there are effective back up procedures for the accounting system.  
 
21.5 The TBM is responsible for monitoring and reconciling all control accounts across the Trust on a monthly 
 basis.  As required the TBM will liaise with schools individually to ensure accounts are cleared down 
 regularly. 
 
21.6 The TBM is responsible for reconciling the intra company account on a monthly basis. 
 
22. Assets & Inventory 
22.1 The Trust’s accounting policies set out the de minimus level for the capitalisation of assets (currently 
 £3,000) and it is the responsibility of the TBM and FO’s to ensure that all items which are above this limit 
 and have a useful life and value lasting more than one year are recorded on a fixed asset register and 
 capitalised in the accounting system.  
 
22.2 It is the schools responsibility to review the condition of items annually and notify the TBM of any 
 adjustments which are required to the register. 
 
22.3 The TBM will be responsible for updating the fixed asset register using the information from PS 
 Financials.  
 
23. Inventory 
23.1 The school is responsible for keeping an inventory to: 

• Ensure proper physical control of school equipment. 

• Provide a basis for insurance cover and claims if equipment is damaged or destroyed. 

• Provide an up-to-date record of the equipment available for teaching purposes. 

• Plan its equipment replacement programme. 
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23.2 Details of how items should be recorded are contained in the Trust’s Manual Of Financial Procedures. 
 
23.3 The headteacher will delegate responsibility for maintaining the inventory register and ensuring that 
 annual checks are carried out and evidenced.  Any disposals must be recorded and authorised in 
 accordance with the financial scheme of delegation. 
 
24. Banking Arrangements 
24.1 All decisions with regard to choice of banking service provider and subsequent banking arrangements 
 will be made by the Board in consultation with headteachers. 
 
24.2 The headteacher must ensure that the school accounts never become overdrawn. Any concerns 
 regarding cash flow should be reported to the TBM immediately. 
 
24.3 The FO is responsible for carrying out monthly bank statement reconciliations for all bank accounts 
 within two weeks of receipt.  
 
24.4. It is the responsibility of the FO to ensure a current bank mandate is retained on file and that the 
 mandated signatories are consistent with those detailed in Section 2 of the Trust’s Financial Scheme of 
 Delegation. 
 
25. Purchasing 
25.1 Authorisation limits for purchasing are detailed in the Trust’s Scheme of Delegation  
 
25.2 The FO is responsible for ensuring the purchasing process complies with the Trust’s Manual Of Financial 
 Procedures. 
 
26. Internet Purchases 
26.1 The FO is responsible for ensuring that the internet is the most appropriate means of procurement and 
 that procedures comply with the Trust’s Manual Of Financial Procedures. 
 
26.2 It is the responsibility of those ordering via the internet to ensure that the website used is safe and free 
 from fraudulent activity. The use of online auction websites is not recommended. 
 
27. Petty Cash 
27.1 Schools have the facility to operate a petty cash account if they wish to do so. 
 
27.2 It is the responsibility of the FO to ensure procedures for operating the account comply with the Trust’s 
 Manual Of Financial Procedures. 
 
28. Payroll 
28.1 The Trust employs Dorset County Council as their external payroll provider 
 
28.2 It is the responsibility of the school to ensure all amendments to salary information are notified to the 
 payroll team prior to the monthly deadlines. 
 
28.3 The CEO, headteacher, FO or TBM cannot authorise amendments concerning their own pay and 
 contract conditions.  
 
28.4 The FO has responsibility for checking and reconciling actual monthly payroll payments and deductions 
 to those expected and committed via Orovia and PS Financials.  
 
28.5 The TBM is responsible for ensuring the monthly salary made from the Trust bank account for both net 
 wages and third party payments are reconciled and entered onto the accounting system. 
 
28.6 It is the responsibility of the FO and headteacher to ensure all appropriate documentation is retained to 
 support staffing changes and salary amendments. 
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28.7 Personnel files will be retained on each school site and it is the responsibility of the headteacher to 
 ensure these are securely stored and kept up to date. 
 
28.8 Personnel files for central Trust staff will be held at the most appropriate school. 
28.9 The CEO and TBM may carry out termly management checks to ensure that all the internal control 
 mechanisms shown above are in place and are being adhered to, and to ensure the accuracy of all 
 payroll working papers. 
 
28.10 It is the responsibility of the TBM to ensure monthly payroll information is entered onto the accounting 
 system accurately. 
 
29. Income 
29.1 Delegated Fund Income 
29.1.1It is the responsibility of the FO to ensure that all income due to the school has been received and 
 banked, including monthly budget allocations from the Trust. 
 
29.1.2All income must be recorded in line with the procedures set out in the Trust’s Manual Of Financial 
 Procedures. 
 
29.1.3It is the responsibility of the FO to ensure all cash received over £20 is receipted 
 
29.1.4School staff personal cheques will not be cashed from money received by the school. 
 
29.1.5Insurance policy cover for cash and cheques held on site must not be exceeded. However, if a high 
 level of income is expected e.g. proceeds from a school fête, it is the responsibility of the school to 
 inform the insurer and to obtain additional short term cover; the income must then be banked as soon as 
 is practicable. 
 
29.2 Invoiced Income 
29.2.1It is the responsibility of the FO to ensure that invoices are issued via PSF for lettings, extended 
 services and nursery income and that the procedures set out in the Trust’s Manual Of Financial 
 Procedures are followed. 
 
29.2.2Invoices between schools should be kept to a minimum and the intra company account should be used 
 where possible. 
 

30. Risk Management 
30.1 Overall responsibility for risk management lies with the Trust Board and the risk management strategy is 
 set out in its’ Trust Risk Management Policy which is backed up by a comprehensive Risk Register.  Risk 
 Management is an agenda item on all Trust board meetings and a termly review of the risk register takes 
 place. 
 
30.2 It is the responsibility of the headteacher and LGC to ensure that their local risk register is updated 
 regularly and reported to the TBM termly.  Risk management must be an agenda item for all LGC
 meetings and minutes must reflect that significant risks are discussed in full. 
 
30.3 Where risks arise that threaten the reputation of the Trust or the financial viability of the school, they 
 should be notified to the Board immediately. 
 
31. Lettings 
31.1 The Board recognises the position of the school in the local community and that encouragement should 
 be given to the use of the school premises by outside organisations. 
 
31.2 The Board wishes to take every possible care to ensure that all children / young people and others using 
 the school premises out of school hours are safe from abuse and that they are treated with dignity and 
 respect.  
 
31.3 All schools must have a Lettings Policy which is supported by clear terms and conditions of hire and a 
 booking form to ensure a clear audit trail. 
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31.4 The letting of the school is the responsibility of the LGC and the administration of the letting is the 
 responsibility of the FO. 
 
32. Governors’ Allowances 
32.1 The LGC agrees to comply with the Trust’s Trustees & Governors Expenses Policy. 
 
33. Whistleblowing 
33.1 The Board is committed to tackling all forms of malpractice, fraud etc. and treat these issues seriously. 
 The Board recognises that some concerns may be extremely sensitive and has therefore developed a 
 system which allows for the confidential raising of concerns within the school environment but also has 
 recourse to an external party outside the management structure of the School.    
 
33.2 Details are contained within the Trust’s Whistleblowing Policy, the latest copy of which is available on the 
 Trust website. 
 
 
 


