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1.

Introduction

1.1

The purpose of this document is to ensure that the John Milton Academy Trust maintains and
develops robust systems of ﬁnancial control which conform to the requirements both of propriety
and of good ﬁnancial management. It is essen al that these systems operate properly to meet the
requirements of our funding agreement with the Department for Educa on (DfE) and the Educa on
Funding Agency (EFA).
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1.2

The John Milton Academy Trust must comply with the principles of ﬁnancial control outlined in the
academies guidance published by the EFA. This document expands on that and provides detailed
informa on on the Trust’s accoun ng procedures.

2.

Organisation

2.1

The Trust has deﬁned the responsibili es of each person involved in the administra on of Trust
ﬁnances to avoid the duplica on or omission of func ons and to provide a framework of
accountability for Execu ve Leaders (including CEO/Accoun ng Oﬃcer and Director of Finance and
Business), School Bursars/Business Managers, LGBs and staﬀ.

2.2

The Trust Board
The Trust Board has overall responsibility for the ﬁnances. The main responsibili es of both the
Trust and its Schools are prescribed in the Funding Agreements approved by the DfE. In addi on,
each School operates to a Scheme of Delega on approved by the Trust.
The responsibili es include:
●
●
●
●
●
●

2.3

Ensuring that grants from the EFA are used only for the purposes intended;
Ensuring that funds are received according to the academy’s Funding Agreement, and are
used only for the purposes intended;
Approval of the annual budget;
Appointment of the CEO/Director of Finance and Business (designated in the Academy
Order)
Appointment of the Headteacher;
Appointment of the Bursar/Business Manager.

The Finance and Business Committee
The Finance and Business Commi ee is a commi ee of the Trust Board. The Finance and Business
Commi ee meets at least once a term but more frequently if necessary.
The main responsibili es of the Finance and Business Commi ee are detailed in wri en terms of
reference and include:
● The role of the Audit Commi ee
● The ini al review and authorisa on of the annual budget prior to ﬁnal approval by the Full
Governing Body.
● The regular monitoring of actual expenditure and income against budget.
● Ensuring the annual accounts are produced in accordance with the requirements of the
Companies Act 1985, Charity SORP and the EFA guidance issued to academies.
● Approving the scheme of delega on and the summary of ﬁnancial authorisa on levels.
● Reviewing the reports of the internal auditor on the eﬀec veness of the ﬁnancial
procedures and controls. These reports must also be reported to the full Trust Board.

2.4

The Chief Executive Officer
Within the framework of the Trust, the Chief Execu ve Oﬃcer has overall execu ve responsibility
for the Trust’s ac vi es including ﬁnancial ac vi es as the Accoun ng Oﬃcer. Much of the day to
day ﬁnancial responsibility has been delegated to the Director of Finance and Business, but the
Chief Execu ve Oﬃcer s ll retains responsibility for:
●

Authorising orders/contracts up to £25,000 in conjunc on with the Director of Finance and
Business
3
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●

2.5

The Director of Finance and Business
The Director of Finance and Business works in close collabora on with the Chief Execu ve Oﬃcer
through whom he or she is responsible to the Trust Board. The Chief Financial Oﬃcer also has direct
access to the Trustees via the Finance and Business Commi ee. The main responsibili es of the
Director of Finance and Business are:
●
●
●
●
●
●
●
●
●

2.6

Signing cheques/authorising BACS payments in conjunc on with another authorised
signatory.

Having an oversight of the day to day ﬁnancial issues including the establishment and
opera on of a suitable accoun ng system;
The management of the Trust’s ﬁnancial posi on at a strategic and opera onal level;
The maintenance of eﬀec ve systems of internal control;
Ensuring that the annual accounts are properly presented and adequately supported by the
records of the school;
Overseeing the prepara on of monthly management accounts;
Authorising invoices for previously authorised orders/purchases;
Signing cheques/authorising BACS payments in conjunc on with the Headteacher or other
authorised signatory;
Ensuring forms and returns are sent to the EFA in line with the metable in the DFE/EFA
guidance;
Ac ng as Company Secretary with regard to the administra on of the records at Companies
House.

Bursar/Business Manager
Each School within the Trust will have a named Bursar or Business Manager. In some instancesthe
MAT or an agreed provider will operate this role. The named Business/Bursar will work in close
liaison with the Director of Finance and Business.
The main ﬁnancial responsibili es of the Bursar/Business Manager are:
●
●
●

2.7

The day to day management of the ﬁnancial func on within the school;
The maintenance and development of eﬀec ve systems of internal control within the
school, ensuring separa on of du es is maintained in collabora on with the MAT;
Monitoring budgetary expenditure in line with budget constraints.

Internal Audit
The internal auditor is appointed by the Trust and provides Trustees with an independent oversight
of the Trust’s ﬁnancial aﬀairs. The main du es of internal audit is to provide the Trust with
independent assurance that:
●
●
●
●

The ﬁnancial responsibili es of the Trust are being properly discharged.
Resources are being managed in an eﬃcient, economical and eﬀec ve manner.
Sound systems of internal ﬁnancial control are being maintained.
Financial considera ons are fully taken into account in reaching decisions.

The internal auditor appointed by the Trust will undertake an agreed programme of reviews to
ensure that ﬁnancial transac ons have been properly processed and meet the requirements of the
Academies Financial Handbook and that of Chari es SORP. An excep on report highligh ng areas of
4
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concern and improvement from each visit will be presented to the Finance and Business
Commi ee. The internal audit reports will be presented to the Trust Board. This gives all Trustees
the opportunity to raise ques ons regarding the ﬁnancial administra on and discharge their duty to
ensure public money is being managed appropriately.
2.8

Other Staff
Other members of staﬀ, primarily the Finance Assistant and budget holders within each School, will
have some ﬁnancial responsibility. All staﬀ are responsible for the security of school property, for
avoiding loss or damage, for ensuring economy and eﬃciency in the use of resources and for
conforming with the requirements of the School’s ﬁnancial procedures.

2.9

Register of Pecuniary Interests
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
Members of the Trust, Trustees, School governors and staﬀ are required to declare any ﬁnancial
interests they have in companies or individuals from which the school may purchase goods or
services. The register is open to public inspec on. Advice on pecuniary and other interests is given
within the Trust’s Informa on for Governors. The register of business interests of all Members,
Trustees and Local Governors will be published on the Trust’s website and updated annually in line
with the EFA direc ves.
The register should include all business interests such as directorships, share holdings or other
appointments of inﬂuence within a business or organisa on which may have dealings with the
school. The disclosures should also include business interests of rela ves such as a parent or spouse
or business partner where inﬂuence could be exerted over a Member, Trustee, Local Governor or a
member of staﬀ by that person.
The existence of a register of business interests does not, of course, detract from the duty of
Members, Trustees, Local Governors and staﬀ to declare interests whenever relevant to ma ers
being discussed by the Trust, Governing Body or a commi ee. Where an interest has been declared,
this should be recorded and minuted and those Members, Trustees, Local Governors and staﬀ
should not par cipate in that part of the commi ee or other mee ng.

2.10

Donations in Kind
The acceptance of gi s, hospitality, awards, prizes or any other beneﬁt must not compromise
personal judgement or integrity. When giving gi s, the Trust must ensure that the value of the gi
is reasonable and that there is due regard to propriety. Sec on 6.15 of the Scheme of Delega on
covers this in greater depth.

3.

Accounting System

3.1

All the ﬁnancial transac ons of the John Milton Academy Trust must be recorded on the accoun ng
system PSF in a mely and accurate manner. Each School system for PSF is operated partly by the
Finance Team in each individual academy, Central Finance and overseen by the Trust’s Director of
Finance and Business.

3.2

System Access
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Entry to the PSF system is password restricted and the Bursar/Business Manager is responsible for
ensuring only authorised personnel have access. Passwords must not be given to anyone other
than the user and should be changed each term.
Access to the component parts of PSF can also be restricted and the Trust’s Director of Finance and
Business is responsible for se ng access levels for all members of staﬀ using the system.
3.3

Back-up Procedures
The PSF system is ‘cloud based’ and hosted by PS Financials Limited, Park House, Peterborough
Business Park, Lynch Wood, Peterborough PE2 6FZ (tel: 01733 367330). PSF Ltd is responsible for
ensuring all data is fully backed up via their contractual agreement with the Trust.
The Trust’s Director of Finance and Business should update the Business Con nuity Plan (and
disseminate any changes to individual academy schools) regularly to ensure it adequately details
the recovery procedures to deal with a loss of accoun ng facili es and/or ﬁnancial data. This should
link in with the annual assessment made by the Finance and Business Commi ee of the major risks
to which the Trust is exposed and the systems that have been put in place to mi gate those risks.

3.4

Transaction Processing
All transac ons input to the accoun ng system must be authorised in accordance with the
procedures speciﬁed in this document, and reinforced by the set up of the PSF system. The detailed
procedures for the opera on of the payroll, the purchase ledger and the sales ledger are included in
the following sec ons.
The Bank transac ons are monitored and controlled by the Finance and Business in conjunc on
with other Finance Assistants.
Detailed informa on on the opera on of PSF can be found in the user manuals and in the
help/documenta on sec on of the PSF Support Portal.

3.5

Reconciliations
The Director of Finance and Business is responsible for ensuring the following reconcilia ons are
performed each month, and that any reconciling or balancing amounts are cleared:
● Bank account transac ons to PSF system
● Payroll
● All suspense accounts.

3.6

Any unusual or long outstanding unreconciled items must be brought to the a en on of the
Director of Finance and Business who will liaise with individual academies to clear them from the
PSF system. The Director of Finance and Business will review and sign all reconcilia ons as evidence
of the review. The CEO, as Accoun ng Oﬃcer, may also choose to spot check and review these items
periodically.

3.7

The Bursar/Business Manager/other ﬁnance staﬀ must carry out thorough pre-payroll checks before
payroll is run, and the Headteacher must sign and date the printed pre-payroll report prior to
authorisa on. This must be kept and ﬁled locally at each school. The Director of Finance and
Business carries out a reconcilia on on a monthly basis to ensure the ﬁnal payroll ﬁle matches the
entries in the PSF accoun ng system.
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4.

Financial Planning

4.1

The Director of Finance and Business will prepare medium-term and short-term ﬁnancial plans for
the Trust. Each individual School, with the Director of Finance and Business, will be responsible for
preparing its own delegated budget.

4.2

The medium-term ﬁnancial plan should be prepared as part of the development planning process.
The Trust Development Plan indicates how business objec ves are going to be achieved within the
expected level of resources over the next three years.

4.3

The School Development Plan helps to provide the framework for the annual budget within each
School. The budget is a detailed statement of the expected resources available to the school and
the planned use of those resources for the following year.

4.4

The development planning process and the budgetary process are described in more detail below.

4.5

Trust and School Development Plans
Development Plans are concerned with the future aims and objec ves of both the Trust and its
Schools and how they are to be achieved; that includes matching the objec ves and targets to the
resources expected to be available. Plans should be kept rela vely simple and ﬂexible. They are the
“big picture” within which more detailed plans may be integrated.

4.6

The form and content of the Development Plans are ma ers for the Trust and its Schools to decide
but due regard should be given to any annual guidance issued by the DFE/EFA.

4.7

Each year the Execu ve Leadership will propose a planning cycle to the Trust and respec ve Local
Governing Bodies which allows for:
● A review of past ac vi es, aims and objec ves - “What are the outcomes? Did we get it
right?”
● Deﬁni on or redeﬁni on of aims and objec ves – “Are the aims s ll relevant?”
● Development of the plan and associated budgets – “How do we go forward?”
● Implementa on, monitoring and review of the plan – “Who needs to do what by when and
what are the milestones?”
● Feedback into the next planning cycle – “What worked successfully and how can we
improve?”

4.8

The completed Development Plans will include detailed objec ves for the coming academic year
and outline objec ves for the following two years. The budget plan both at Trust and School level
should be assessed to ensure that ﬁnancial resources are available to meet each objec ve.
Es mated cos ngs for unusual or extra curriculum objec ves should be detailed in School
Development Plans so that ﬁnancial requirements can be incorporated into budgetary planning.

4.9

At School level, the responsibility for ensuring progress is made against objec ves will be assigned
to an appropriate member of staﬀ. Performance will be monitored throughout the year against the
deﬁned success criteria and discussed within the Senior Leadership Team. The Senior Leadership
Team will report to the Local Governing Body if there is a signiﬁcant divergence from the agreed
plan and will recommend an appropriate course of ac on. A summary of progress against the
School Development Plan should be included termly in the Headteacher’s report to the Local
Governing Body.
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4.10

At Trust level, the Execu ve Leadership will monitor progress against the Trust’s objec ves and
provide a termly progress report to the Board.

4.11

Annual Budget
The Trust’s annual budget will be prepared by the Director of Finance and Business in conjunc on
with the Chief Execu ve Oﬃcer. The budget must be agreed by the Finance and Business
Commi ee and then presented to, and approved by, the Trust Board.

4.12

The approved budget must be submi ed to the EFA as part of the Budget Forecast Return normally
by the end of July. The Director of Finance and Business is responsible for establishing a metable
which allows suﬃcient me for the approval process and ensures that the submission date is met.

4.13

Each School’s annual budget will be prepared by the Director of Finance and Business in conjunc on
with each school’s Burser/Business Manager and the Headteacher. The budget must be agreed by
the Finance, Premises and Health & Safety Commi ee of each School and then presented to, and
approved by, the Local Governing Body.

4.14

The annual budget of both the Trust and individual Schools will reﬂect the best es mate of the
resources available for the forthcoming year and will detail how those resources are to be u lised.
The budget should be constructed to ensure the objec ves of both Trust and School Development
Plans can be achieved.

4.15

The budgetary planning process at both Trust and School level will incorporate the following
elements:
●
●
●
●
●

Forecasts of the likely number of pupils to es mate the amount of EFA grant receivable;
Review of other income sources available to the Trust/School to assess likely level of
receipts;
Review of past performance against budgets to promote an understanding of the
Trust/School cost base;
Iden ﬁca on of poten al eﬃciency savings.
Review of the main expenditure headings in light of the Development Plan objec ves and
the expected varia ons in cost e.g. pay increases, inﬂa on and other expected changes.

4.16

Balancing the Budget
Comparison of es mated income and expenditure will iden fy any poten al surplus or shor all in
funding. If shor alls are iden ﬁed, opportuni es to increase income should be explored and
expenditure headings will need to be reviewed for areas where cuts can be made. This may entail
priori sing tasks and deferring projects un l more funding is available. Plans and budgets will need
to be revised un l income at least matches expenditure. There should be due considera on of the
desired reserves level in light of longer term plans.

4.17

Finalising the Budget
Once the diﬀerent op ons and scenarios have been considered, a dra budget should be prepared
by the Director of Finance and Business.

4.18

At Trust level, the budget should be presented for considera on by the CEO and then presented to
the Finance and Business Commi ee prior to approval by the Trust Board. At School level, the
Bursar/Business Manager should prepare the budget in consulta on with the Headteacher and
present to the Finance, Premises and Health & Safety Commi ee prior to approval by the Governing
Body.
Where appropriate, the budget should be communicated to all staﬀ with responsibility for budget
headings so that everyone is aware of the overall budgetary constraints.
8
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4.19

All budgets should be accompanied by a commentary giving a detailed breakdown on each element
of the budget. The budget should be seen as a working document which may need revising
throughout the year as circumstances change.

4.20

Monitoring and Review
Monthly reports will be prepared at both Trust and School level. The reports will detail actual
income and expenditure against budget both for budget holders and a summary should be available
for the Chief Execu ve Oﬃcer and Business and Risk Commi ee at Trust level, and for the
Headteacher and Finance and General Purposes Commi ee at School level.

4.21

Any poten al overspend against the budget must in the ﬁrst instance be discussed with the Director
of Finance and Business and the Bursar/Business Manager. The accoun ng system will not allow
payments to be made against an overspent budget without the approval of the Director of Finance
and Business. Overspends are only allowed in excep onal circumstances and only then if funds are
available to cover the amount from other areas of the budget.

4.22

The monitoring process at both Trust and School level should be eﬀec ve and mely in highligh ng
variances in the budget so that diﬀerences can be inves gated and ac on taken where appropriate.
If a budget overspend is forecast, it may be appropriate to vire money from another budget or from
the con ngency. Delega on arrangements, and the summary of ﬁnancial authorisa on levels,
records authorisa on limits.

5.

Payroll

5.1

The main elements of the payroll system are:
● Staﬀ appointments
● Payroll administra on
● Payments.

5.2

Staff Appointments
Local Governing Bodies should review the personnel establishment for individual schools through
the Commi ee structure. Changes can only be made to the personnel establishment with the
approval of the Finance, Premises and Health & Safety Commi ee which must ensure that adequate
budgetary provision exists for any establishment changes.

5.3

Headteachers have the authority to appoint staﬀ within the authorised establishment except for the
Deputy Headteacher whose appointment must follow consulta on with the Local Governing Body.
The Headteacher of each School holds personnel ﬁles for all members of staﬀ which include
contracts of employment. All personnel changes must be no ﬁed, in wri ng, to the Trust’s HR
provider.

5.4

Payroll Administration
The school monthly payroll is administered by the Bursar/Business Manager of each School via the
EPM online portal but processed on behalf of the school by Educa on Personnel Management
(EPM). The total value of the elements of payroll transac ons is entered into PSF by the Director of
Finance and Business. Access to the system is password controlled. Password control procedures
and backup arrangements are described in sec on 3.2 above.

5.5

All staﬀ are paid monthly through EPM Payroll where a secure, password protected, online database
is maintained for each employee to record:
Salary
Bank account details
9
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-

Taxa on status
Personal details
Any deduc ons or allowances payable
Any other payments such as travel and subsistence

5.6

Any changes to the EPM secure portal are made by the Bursar/Business Manager of each School.

5.7

Each member of staﬀ is responsible for ensuring the school is informed of any absence and any
addi onal/casual hours they have worked. The Bursar/Business Manager will ensure that SIMS
Personnel and the EPM portal are kept up to date to ensure an accurate payroll run is achieved on a
monthly basis. Discre onary and sickness/emergency absence is recorded in SIMS Personnel by
the Bursar/Business Manager.
An addi onal hours claim form is used by each member of staﬀ for all addi onal hours approved for
the previous month. Once each claim has been approved for payment by the appropriate member
of senior staﬀ the Bursar/Business Manager will record this informa on on the EPM portal. The
payroll run will be authorised by the Bursar/Business Manager before EPM actually run the payroll.
Authorised addi onal hours forms, staﬀ discre onary and sick absence forms are retained by the
ﬁnance oﬃce for future reference.

5.8

Claims for travel and subsistence are processed as applicable for all members of staﬀ through
payroll. Payments in cash are no longer made. Claim forms are authorised before processing in
arrears through the payroll system. This ensures complete compliance with HMRC rules. The only
excep on being Governor travel and subsistence claims which will be paid by cheque or BACS.

5.9

The EPM Payroll system will generate a pre payroll run ﬁle to allow the Bursar/Business Manager of
each School to check the accuracy before payments to staﬀ. Once authorised for payment by the
Bursar/Business Manager the value of the payroll run will be recorded in PSF against the
appropriate ledger codes by the Director of Finance and Business and the total reconciled to the
bank statement. The Bursar/Business Manager will monitor the actuals against predicted using the
budgetary es mates.

5.10

A payroll reconcilia on is carried out by the Director of Finance and Business to ensure the entries
on the payroll ﬁle match those entered into the PSF system. Any discrepancies found should be
inves gated and resolved.

5.11

On an annual basis, the Bursar/Business Manager must inform each member of teaching staﬀ of
their current grade and pay point in wri ng. This should be processed in the Autumn Term and be
issued by 31st October each year to align with performance management and threshold
applica ons. For support staﬀ, a le er will be sent conﬁrming changes in pay as and when they
occur either through a cost of living increase or incremental performance related pay rise.

5.12

Salary Payments
The Bursar/Business Manager will inves gate any discrepancy and contact EPM Payroll immediately.

5.13

All salary payments are made by BACS.

5.14

The EPM payroll system automa cally calculates the deduc ons due from payroll to comply with
current legisla on. The major deduc ons are for tax, Na onal Insurance contribu ons and
pensions.

5.15

A er the payroll has been processed, the nominal ledger will be updated by the Director of Finance
and Business. Pos ngs will be made both to the payroll control account and to individual cost
centres. The Director of Finance and Business should review the payroll control account each month
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to ensure the correct amount has been posted from the payroll system, individual cost centres have
been correctly updated and to iden fy any amounts posted to the suspense account.

6.

Procurement, Purchasing and Tendering

All schools comply with the separate JMAT 021 Procurement Policy and Procurement Procedures.
Reference should also be made to the Trust’s Scheme of Delegation for precise authorisation levels.
The Scheme of Delegation is updated termly.
6.1

The John Milton Academy Trust wants to achieve the best value for money from all purchases. All
Schools wish to obtain goods and services in the correct quality, quan ty and me frame at the best
price possible; this may be achieved in some circumstances by central purchasing within the MAT
for all schools.
A signiﬁcant propor on of purchases will be paid for with public funds and all Schools need to
maintain the integrity of these funds by following the general principles of:
-

6.2

Probity: it must be demonstrable that there is no corrup on or private gain involved in the
contractual rela onships of the School;
Accountability: the School is publicly accountable for its expenditure and the conduct of its
aﬀairs;
Fairness: that all those dealt with by the School are dealt with on a fair and equitable basis.

Compliance with the Modern Slavery Act 2015
The John Milton Academy Trust is required to comply with the requirements of the Modern Slavery
Act 2015 and, in doing so, has prepared a statement which is published on the Trust website.
However, all suppliers to the Trust are required to fully comply with the Modern Slavery Act 2015
and will conﬁrm that they do so by accep ng the Trust Term and Condi ons which include speciﬁc
requirements. The Trust also reserves the right to exclude any bidder who has been convicted of an
oﬀence under sec on 1, 2 or 4 of the Act. The Trust also reserves the right to terminate contracts
where bidders are found to have breached the legisla on a er contract award.
Where the Trust has iden ﬁed that a procurement exercise is par cularly high risk (see the
statement on the website) then it may be appropriate to require bidders to provide clariﬁca on of
supply chains and ensure that suppliers demonstrate their methods of corporate social
responsibility during the tendering and selec on process, details of which may vary according to the
project.

7.

Income & VAT

7.1

The main sources of income for the Trust and its Schools are the grants from the EFA. The receipt of
these sums is monitored directly by the Director of Finance and Business. The Director of Finance
and Business is responsible for ensuring that all grants due to Schools in the John Milton Academy
Trust are collected.

7.2

The Academy acknowledges that VAT legisla on is a complex area requiring careful considera on
and that errors can poten ally lead to charges of interest and penal es. Registra on for VAT
11
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purposes is required if the turnover of taxable supplies (i.e. business ac vi es; standard, reduced
and zero rated) exceeds a limit determined by HMRC within any twelve month rolling period
(£85,000 at April 2017). The Trust is not VAT registered and cannot, therefore, charge VAT on any
income received. The Academy will carry out a monthly check of the total taxable supplies to ensure
that turnover limits are not exceeded.
Non Business Income: Outside of scope - includes:
● Free educa on;
● Dona ons;
● Grants
● Supplies closely related to educa on at or below cost e.g. School trips considered to be for
educa onal purposes, supplies of materials used in the course of, and necessary for, the
provision of educa on;
● Catering / meals for pupils.
Business Income: Taxable – includes:
● Consultancy services provided to other schools;
● School uniform sales;
● Discos;
● School performances and produc ons not qualifying for cultural exemp on;
● Sports centre / facili es income not directly related to or included in charges for the sports
being undertaken;
● Hire of equipment;
● Staﬀ and guest meals and other catering;
● Photocopying and private telephone calls;
● school trips not considered to be for educa onal purposes.
Business Income: Exempt – includes:
● Le ngs;
● Charges for educa onal secondment;
● Sports centre income directly related to sports service;
● School performances and produc ons qualifying for cultural exemp on.
The Trust is able to recover VAT in rela on to costs (inputs) a ributable to non-business ac vi es,
even though it is not VAT registered. VAT cannot be recovered for business ac vi es. Business
ac vi es are those ac vi es designed to generate income that are not part of, or closely related to,
the free provision of educa on by the school. Supplies associated with business ac vi es will either
be taxable or exempt.
The Trust is free to choose a suitable approach to appor onment which is simple to understand and
operate and is consistently applied. HMRC will be advised of the appor onments used in each
claim (detailed workings are not required).
7.3

Educational Visits
In all Schools, a lead teacher should be appointed for each educa onal visit to take responsibility for
each trip and for the calcula on of sums due. The calcula ons should be checked by the
Bursar/Business Manager to ensure the costs have been suﬃciently covered.
In all Schools, once the trip and budget calcula on has been authorised by the accredited Trips and
Visits Coordinator, the lead teacher must prepare a le er for each student intending to go on the
trip showing the amount due. A copy of the le er must be given to the Finance Oﬃce. The
12
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Bursar/Business Manager will keep an up-to-date spreadsheet lis ng those students who have been
granted remission for some or all of the charges.
7.4

Students should make payments at the school oﬃce/bank or preferably through Parentmail/Parent
Pay. An electronic or paper payment card is issued for all monies collected for all residen al trips
involving staggered payments.

7.5

Schools using Parent Pay will have an up to date record for each student showing the amount paid
and the amount outstanding. This record should be sent to the lead teacher on a regular basis and
the lead teacher is responsible for pursuing the outstanding amounts.

7.6

Once the trip has taken place, the Trips and Visits Coordinator responsible for school visit
administra on should collate all the informa on regarding the trip and liaise with the
Bursar/Business Manager to reconcile the income and expenditure. This should take place within
two working days a er the day of the trip. This is par cularly cri cal in the summer term to ensure
reconcilia on prior to the summer break.
No refunds to students will be processed for any school trip with the following exceptions:
● Where a trip is cancelled by the school for any reason;
● Where a student is withdrawn from the trip before the school has made a ﬁnancial
commitment for the trip OR where a student is replaced by another student;
● Where the school excludes a student from the school (and therefore the trip);
● Any other individual circumstance at the discre on of the School’s Headteacher.
Schools do not set out to make any proﬁt from school trips. Trips are carefully budgeted to ensure
trips are cost neutral. However, if a surplus is made, once all costs are taken into account, and this
amounts to more than £10 per pupil, the school will refund the relevant amount to each student.

7.7

Lettings
The following arrangements apply to all Schools in the John Milton Academy Trust
The Bursar/Business Manager will ensure adequate records are kept rela ng to the booking of
facili es and for iden fying the sums due from each organisa on. Payments must be made in
advance for the use of facili es as per details in the School’s Le ngs Policy.

7.8

Details of organisa ons using the facili es should be given to the Finance Assistant/Bursar/Business
Manager/Sports Centre Manager who will establish le ngs records and ensure a sales invoice is
raised and sent. Details of payments made and any outstanding accounts will be monitored by the
Finance Assistant/Bursar/Business Manager/Sports Centre Manager and any issues brought to the
a en on of the Director of Finance and Business. The Central Finance Assistant is responsible for
pursuing outstanding debts.

7.9

Organisa ons using School facili es should be instructed to send all payments to the Finance Oﬃce.
In the case of ad-hoc le ngs in the Sports Centre, these may be taken by Sports Centre staﬀ and
secured in the safe prior to being handed to the Finance Oﬃce.

7.10

Custody
Receipts should be issued for all cash and cheques received where no other formal documenta on
exists. If the sum collected is £2 or below, such as that collected for a non-uniform day or a charity
day, then a receipt is not required. All cash and cheques must be kept in the School safe prior to
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banking. Banking should take place regularly to ensure that the storage of funds in School safes does
not exceed £5,000 (Zurich’s insurance limit).
7.11

Monies collected must be banked in their en rety in the school bank account. Monies should be
banked regularly using either Lloyds Bank or Post Oﬃce facili es. All income must be entered onto
the PSF system in a mely manner by the Bursar/Business Manager. The Director of Finance and
Business is responsible for ensuring reconcilia ons are carried out between the sums collected, the
sums deposited at the bank and the sums posted to the accoun ng system.

8.

Cash Management

8.1

Bank Accounts
The Trust has one bank account, with Lloyds Bank. The opening of any further accounts must be
authorised by the Trust Board, and reasons for this should be recorded. Any future accounts must
be covered by the Trust’s scheme of delega on, the summary of ﬁnancial authorisa on levels, and
the arrangements covering the opera on of accounts, including any transfers between accounts and
cheque signing. The opera on of systems such as Bankers Automa c Clearing System (BACS) and
other means of electronic transfer of funds must also be subject to the same level of control.

8.2

All bank sta onery such as cheques and credit/debit cards must be kept in the safe. They may be
kept in a locked drawer during the working day but returned to the safe at the end of every day.
Should a card holder leave employment of the Trust then the card will be recovered and cancelled
via the Director of Finance and Business.
● Each cardholder must sign the Credit Card Usage Declara on (see Appendix A)

8.3

Deposits
Par culars of any deposit must be entered on a copy paying-in slip, counterfoil or listed in a
suppor ng book. The details should include:
● The amount of the deposit and
● A reference, such as the number of the receipt or the name of the debtor.

8.4

Payments and withdrawals
All cheques and other instruments authorising withdrawal from school bank accounts must bear the
signatures of two authorised signatories:

8.5

This provision applies to all accounts, public or private, operated by or on behalf of the Trust /Local
Governing Body.

8.6

In the interests of security and to minimise administra on, pe y cash payments will no longer be
issued in cash. All payments are made by cheque or BACS directly from the Trust’s bank account.

8.7

The school does not allow staﬀ to cash personal cheques.

8.8

All credit card holders are to provide VAT receipts for all items. Burser / Business manager must
input transac ons on to PSF and the Director of Finance and Business will reconcile to monthly
statements.

8.9

Administration
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The Director of Finance and Business must ensure bank statements are received regularly and that
reconcilia ons are performed in a regular and mely fashion. Reconcilia on procedures must
ensure that:
● Bank accounts are reconciled to the MAT’s cash book;
● Reconcilia ons are prepared by the Director of Finance and Business;
● Reconcilia ons complete with the bank statement are subject to an independent review
carried out by the CEO and/or Internal Controls audit;
● Adjustments arising are dealt with promptly.
8.10

Petty Cash Accounts
The academy schools do not maintain any cash balance.

8.11

Deposits
There are no deposits into Pe y Cash.

8.12

Administration
The Finance Assistant/Bursar/Business Manager is responsible for entering all transac ons into PSF
for local reimbursements.
The Director of Finance and Business will arrange all such
reimbursements to be made by BACS or cheque.

8.13

Physical Security
None required as no Pe y Cash is present.

8.14

Cash Flow Forecasts
The Director of Finance and Business is responsible for preparing cash ﬂow forecasts for the MAT;
this is to ensure that the schools and Trust have suﬃcient funds available to pay for day to day
opera ons. If signiﬁcant balances can be foreseen, steps should be taken to invest the extra funds if
circumstances are appropriate to do so in line with the Reserves and Investment Policy.
The Director of Finance and Business should carry out a risk assessment and obtain Trust approval
before inves ng academy funds in high interest accounts as these o en have limited access and
other caveats. Similarly, plans should be made to transfer funds from another bank account or to
re-proﬁle planned expenditure to cover poten al cash shortages.

8.15

Investments
Investments must be made only in accordance with the Reserves and Investment Policy approved by
the John Milton Academy Trust.

8.16

All investments must be recorded in suﬃcient detail to iden fy the investment and predicted or
conﬁrmed return on that investment. The informa on required will normally be the date of
purchase, the cost and a descrip on of the investment.

8.17

Borrowing
In line with the Academies Financial Handbook and funding agreements, the Trust must seek EFA’s
prior approval for borrowing (including ﬁnance leases and overdra facili es) from any source,
where such borrowing is to be repaid from grant monies or secured on assets funded by grant
monies, and regardless of the interest rate chargeable. Credit cards must only be used for business
(not personal) expenditure, and balances cleared before interest accrues.
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9.

Fixed Assets

9.1

Fixed Asset Register
Appropriate items purchased with a value over the School’s capitalisa on limit (£1,000) must be
entered in an asset register together with a copy of the purchase invoice (See Fixed Asset Policy).
The asset register should include the following informa on:
● Asset descrip on;
● Asset number;
● Date of acquisi on;
● Asset cost;
● Source of funding;
● Expected useful economic life;
● Deprecia on;
● Current book value;
● Equipment Inventory.

9.2

The Equipment Inventory records the equipment within the school above a de minimis value of
£100 (NB: electronic items are all recorded irrespec ve of value). The inventory is recorded
manually on a spreadsheet or on School Asset Manager and is backed up as part of the school back
up rou ne.
The inventory is checked at least once a year by relevant staﬀ in their areas. The inventory is signed
as evidence of the check having been undertaken. All discrepancies are inves gated and any
resul ng in a loss exceeding £500 or more will be reported to the LGB. Any loss exceeding £10,000
will be referred to the Trust Board.
By keeping an inventory the School will:
● Ensure that staﬀ take responsibility for the safe custody of equipment;
● Enable independent checks on the safe custody of equipment, as a deterrent against the
or misuse;
● Support insurance claims in the event of ﬁre, the , vandalism or other disasters.

9.3

Security of assets and equipment
Stores and equipment must be secured by means of physical and other security devices. Only
authorised staﬀ may access the stores.

9.4

All electronic items iden ﬁed in the equipment inventory should be permanently and visibly
marked as the School’s property. There should be an annual count reconcilia on by the person
maintaining the register.
A spot check should be carried out by someone independent of the count. The maintenance of the
register and annual check are currently the responsibility of the IT Network Team. Discrepancies
between the physical count and the amount recorded in the register should be inves gated
promptly and, where signiﬁcant, reported to the respec ve Local Governing Body.
Inventories of school property should be kept up to date and reviewed regularly. Where items are
used by the school but do not belong to it this should be noted (eg Photocopiers).

9.5

Disposals
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Disposal of Assets and Equipment must run in line with the limits imposed in the Scheme of
Delega on, sec ons 6.8 - 6.10. All disposals are reported to the Director of Finance and Business to
update the register.
Items which are to be disposed of by sale or destruc on must be authorised for disposal by the
Headteacher and, where signiﬁcant and appropriate, should be sold following a fair method. The
MAT must seek the approval of the EFA in wri ng if it proposes to dispose of an asset categorised as
Land, Buildings or Heritage assets. For current rules, see the Academies Finance Handbook or view
online via the EFA website.
9.6

Disposal of equipment to staﬀ is not encouraged, as it may be more diﬃcult to provide evidence
that the school obtained value for money in any sale or disposal of equipment. In addi on, there
are complica ons with the disposal of computer equipment, as the school needs to ensure licences
for so ware programmes have been legally transferred to a new owner.

9.7

Loan of Assets
Items belonging to the John Milton Academy Trust must not be removed from School premises
without the authority of the Headteacher of each respec ve School. A record of the loan must be
recorded in the Equipment Loan book held at each School and every item must be signed back in
when it is returned.

9.8

If equipment items are on loan for extended periods, or to a single member of staﬀ on a regular
basis, the situa on may give rise to a ‘beneﬁt-in-kind’ for taxa on purposes. Loans should,
therefore, be kept under review and any poten al beneﬁts discussed with the school’s auditors.

10.

Annual Accounts

10.1

Year end adjustments
The threshold for year end adjustments (accruals & pre-payments) has been agreed with auditors to
be £1000. The Director of Finance and Business, together with the Accoun ng Oﬃcer, has the
discre on to adjust below £1000 in value if there is clear jus ﬁca on to do so.

10.2

All year end adjustments will be recorded with appropriate suppor ng documenta on in the audit
ﬁle in readiness for external audit scru ny

10.3

Working papers
Finance personnel in each respec ve School and the Director of Finance and Business will work
collabora vely to complete the electronic working papers to support and inform the compila on of
the year end accounts. All suppor ng documenta on will be collated into the audit ﬁle for that year.

10.4

Financial statements and supporting documents
The school employs the services of external auditors (Larking Gowan) to compile the ﬁnancial
accoun ng statements. The Director of Finance and Business is responsible for the overseeing of,
and liaison with, the external audit and for ensuring the auditors receive all the prac cal help they
need in order to complete the audit to appropriate standard.

10.5

The Director of Finance and Business is responsible for colla ng all the elements of the Trust’s
annual accounts and will work collabora vely with the Execu ve Leadership, Chair of Finance and
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Business Commi ee and the Accoun ng Oﬃcer to ensure all the requisite reports and statements
are completed in a mely manner.
10.6

Company Secretary
The Director of Finance and Business acts as company secretary and is responsible to ensure all
returns are completed in a mely manner and the register of Trustees is kept up to date. Schools’
Choice are currently contracted to complete Company Secretary du es.

11.

Debt Recovery

11.1

All Schools will pursue all debts, and debts may be transferred from one JMAT school to another if
appropriate. The Director of Finance and Business will decide the appropriate course of ac on and
seek Execu ve Board approval as necessary. For any debt in excess of £5,000, the issue must be
referred to the Finance and Business Commi ee.

11.2

If further diﬃculty is encountered in recovering the income, the Director of Finance and Business
will seek the advice of the Legal Advisors in the ﬁrst instance.

11.3

The Director of Finance and Business will be responsible for repor ng debts against Schools’ or the
Trust’s budget to the Finance and Business Commi ee for write-oﬀ approval up to the level
s pulated in the Scheme of Delega on.

11.4

The Director of Finance and Business will be responsible for repor ng debts against Schools’ or the
Trust’s budget to the Finance and Business Commi ee for write-oﬀ approval up to the level
s pulated in the Scheme of Delega on.

12.

Capital Expenditure

12.1

As detailed in sec on 9.1 the Trust’s policy is not to capitalise equipment with an individual value of
less than £1,000. This means that the annual budget must make provision for the periodic
replacement and renewal of such assets over a 3-7 year cycle.

12.2

Capital Expenditure falls into two main categories:
a) Purchase of major items of plant on a 15-25 year cycle such as boilers, windows
b) Strategic purchases u lising resources from specialist external Grants (including the CIF)
The principles for purchase remain the same albeit that in the case of external Grants addi onal
requirements and repor ng may be required

12.3

By management of the Asset Register detailed in Sec on 9, the maintenance reports should iden fy
when major items of plant become uneconomical to use or repair. Each year, annual budgets should
assess and iden fy future mescales for such replacement and the need to create provisions over a
number of years

12.4

When a replacement is required it maybe that adequate provision has already been secured and
that the eﬀect on the current budget is minimal. Nevertheless the whole project should be
reviewed by the LGB and if appropriate to the Trust via the Finance and Business Commi ee.

12.5

Authorisa on limits are documented in the Scheme of Delega on, sec on 6.

12.6

In preparing projects for approval, the Execu ve Board should seek:
●

Three quota ons for projects between £10,000-£50,000;
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●

●

●

Three compe ve tenders for expenditure greater than £50,000. Such should be
undertaken with a formal wri en speciﬁca on and metable for delivery. Contractors must
be selected from an approved suppliers list (public body) or have successfully worked for
the Trust in the past;
The requirements of the EU tendering regula ons must be followed. At 1st January 2017 this
means that any contract for works in excess of £4,322,012 must be subject to the Tendering
Rules and Procedures as set out for Publicly Funded enterprises;
If a supplier is already on a Government or Local Authority Framework then compliance
with EU Tendering should be validated. For all other projects the default should be the
appointment of Project Managers who du es should include compliance with the EU
Tendering procedures and for securing Value for Money. (see below)

13.

Value for Money (VFM)

13.1

Value for money (VFM) is a term used to assess whether or not an organisa on has obtained the
maximum beneﬁt from the goods and services it both acquires and provides, within the resources
available to it. Some elements may be subjec ve, diﬃcult to measure, intangible and
misunderstood. Judgement is therefore required when considering whether VFM has been
sa sfactorily achieved or not. It not only measures the cost of goods and services, but also takes
account of the mix of quality, cost, resource use, ﬁtness for purpose, meliness, and convenience to
judge whether or not, together, they cons tute good value.

13.2

Achieving VFM can be described in terms of the 'three Es' - economy, eﬃciency and eﬀec veness.
The deﬁni on of the three Es is as follows:
● Economy - careful use of resources to save expense, me or eﬀort.
● Efficiency - delivering the same level of service for less cost, me or eﬀort.
● Effectiveness - delivering a be er service or ge ng a be er return for the same amount of
expense, me or eﬀort.

13.3

In many areas of ac vity there is recognised 'good prac ce' or 'best prac ce'. In general terms, the
Trust wants to adopt such good prac ce as appropriate to its own circumstances, as a recognised
way not only of achieving value for money but also of demonstra ng that value for money has been
both sought and achieved. Good prac ce requires a well-planned, thorough and clear approach to
an ac vity. The main beneﬁts of promo ng VFM principles include:

13.4

The clarification of objectives
Rather than ac ng on assump ons about what is required, VFM principles will give managers a
proper assessment of the objec ves of an ac vity. This will maximise the chance of achieving the
desired ends without unnecessary expenditure and eﬀort. An 'assessment' should also demonstrate
that the proposed ac vity ﬁts in with the organisa on's strategies and policies. Where this does not
happen, an ac vity is, by deﬁni on, not achieving what the organisa on has set out to do. An
assessment will also help end-users to get what they need (which may be diﬀerent from what they
want) to do their job properly.

13.5

Planning is an essen al part of all well managed processes. Good planning minimises the risk of an
ac vity failing to deliver the intended outcome, at the right me and at the right price.

13.6

Openness and transparency of process
Through properly documented planning and assessment, and the adop on of open processes
involving all interested par es, the Trust can publicly demonstrate a commitment to achieving
propriety and regularity as well as VFM. The Trust has a special responsibility to show that they
operate honestly, fairly and without bias.
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13.7

Compliance with statutes and regulations
All organisa ons need to comply with legal and other associated requirements. By adop ng good
prac ce, the risk of failing to iden fy and comply with such requirements is signiﬁcantly reduced.

13.8

Risk assessment
All ac vi es have risks a ached. These include reputa onal risk, control risk, ﬁnancial risk (including
ﬁnancial health risk), health and safety risk, and a business risk. Although it may not be necessary to
undertake a full risk assessment for every ac vity, an inadequate risk assessment, par cularly for
signiﬁcant ac vi es, can result in poor value for money.

13.9

Responsibility for VFM
Under the Academies Financial Handbook, all Academies have a clear responsibility to obtain 'value
for money'. Although this is usually an aim of all organisa ons, it is of par cular signiﬁcance to
those that receive public funds. The Trust receives a signiﬁcant propor on of its income from
'public' sources, including grants, fees and charitable income. An ins tu on's assets and other
income would not exist without that public income.

13.10 In general terms, the Trust Board is responsible for the VFM that is obtained from the ac vi es
undertaken. In prac ce, the responsibility for VFM is largely (and properly) delegated to
management. Consequently, each LGB could ensure that its own processes are suﬃcient for it to be
assured that management is sa sfactorily discharging its responsibility for VFM. In prac ce, this can
be achieved through proper scru ny of the School’s ﬁnances, through exercising appropriate
oversight over the strategies and policies, and through the normal ac vi es required of the Finance
Commi ee of each school.
13.11 Governor, Trustee and Headteacher Expenses
These groups play a key role in the success of Schools in the Trust. Individual Governors, Trustees
and Headteachers should not be deterred from playing their full part because of incidental costs.
Please see the JMAT 028 Expenses Policy.

Relevant policies to be considered alongside this policy:
●
●
●

JMAT 021 Procurement Policy and Procurement Procedures
JMAT 027 Reserves Policy
JMAT 028 Expenses Policy
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Appendix A
Credit Card Users Declaration
1.

Credit cards used in the day-to-day business of JMAT are intended to facilitate transac ons only
in limited circumstances, chieﬂy to provide an easier means of booking and paying for travel,
accommoda on or resources in connec on with oﬃcial work, where it has not been possible to
pre-book these by conven onal means.

2.

The card can be used for:
●
Accomoda on bookings / payment;
●
Payment of travel costs (train, coach hire etc) where it has not been possible to pre-book
prior to departure;
●
Online payments;
●
Purchase resources where no account facili es are available.
The card must not be used for:
●
Withdrawing cash or obtaining foreign currency;
●
Use of any cash back facili es;
●
Any type of personal expenditure.

3.

Only the named card holder will be able to use the card.

4.

Credit card usage will be subject to checks to ensure compliance with current policies for
claiming travel and subsistence and to guard against fraud.

5.

The individual will be responsible for custody of the card, and, to guard against possible fraud,
should not lose sight of it during a transac on. Loss of a card must be reported immediately to
the Director of Finance and Business or CEO.

6.

All relevant receipts must be retained and passed on to Finance for processing.

7.

Unauthorised usage of a credit card issued in accordance with the above may be considered a
disciplinary oﬀence and could result in dismissal.

I agree to comply by the above Declaration:
Signed by card
holder:

Date
signed:

Name of card holder:

Job
Title:

Signed by Director of
Finance and Business:

Date
signed:
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