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Mission Statement
All policies are written in line with our Trust Mission statement:

“Inspired by faith through love, friendship and joy.”

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our
pupils, families, and staff are encouraged to show compassion, kindness, and respect to one
another, creating nurturing environments where everyone feels valued and loved. We foster
a deep sense of love for God, self, and others, empowering our pupils to make positive
contributions to society.

We recognise the importance of relationships and the power of friendship in shaping lives.
Our schools foster an atmosphere of genuine fellowship, where pupils form deep
connections with their peers, teachers, and the wider community. We promote inclusivity,
understanding, and empathy, cultivating an environment where diversity is embraced and
friendships are built on mutual respect. Our pupils learn the value of teamwork,
cooperation, and service, as they become compassionate leaders who forge lasting
friendships rooted in faith.

We believe that joy is a reflection of God's presence in our lives. Our schools are places
where joy abounds, where pupils are encouraged to find joy in learning, discovering their
talents, and building meaningful relationships. Through engaging and innovative teaching,
we inspire a lifelong love of learning, instilling in our students a sense of wonder and
curiosity about the world around them. We celebrate achievements, milestones, and special
moments, ensuring that joy permeates our school communities.
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Version |Date Author Changes
2.2 Sep 2025 Trust Chief Clarify on the approach to managing deficit budgets.
Financial Officer  |Reference to ATH 2025 requirements regarding executive
pay. Update to procurement information to reflect
implications of the Public Procurement Act 2023. Updates
to forms to include links to latest versions on Trust
sharepoint.
2.1 Sep 2024 Trust Chief Updated terminology throughout to reflect absorption of
Financial Officer  [ESFA into DfE. Additional clarity regarding fixed asset
registers, inventories and IT/Estates Strategies. Further
details regarding management charge. Updated
information about purchasing process. Rewording
throughout where this improves clarity. Update to
appendices with most recent versions of documents.
2.0 Sep 2023 Trust Chief Full revision and update following changes to finance
Financial Officer  [software, payroll provider and Academy Trust Handbook
2023
1.2 Sep 2022  [Trust Head of Updated in line with DfE handbook changes
Finance (Interim)
1.1 March 2022 [Trust Head of Updated in line with Academy Trust Handbook new
Finance appendix 3 added.
1.0 Jan 2020 Trust Head of Original version produced
Finance
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Introduction
The purpose of this Trust Financial Handbook is to ensure that the Trust maintains and
develops systems of financial control, which conform to the requirements of good financial
management and control, that it meets the requirements of the funding agreement with the
Department for Education (DfE) and the DfE Academy Trust Handbook. This handbook
provides instruction on the accounting procedures and financial regulations, which must be
adhered to by all staff involved in any aspect of financial administration within The Bishop
Konstant Catholic Academy Trust (BKCAT).

Compliance with this Financial Handbook is mandatory and any contravention of procedure
must be brought to the attention of the Accounting Officer, who is the Chief Executive Officer
(CEO) of the Trust and the Trust Chief Financial Officer (CFO).

This document should be read in conjunction with the latest version of the Academy Trust
Handbook, published by the DfE, which sets out the statutory requirements placed on
Academy Trusts.

This handbook will be kept under regular review and updated and amended at annual review
or as and when matters arise.

Financial Policy and Overview
It is the Trust’s Policy to develop and maintain budgeting and accounting control systems
which:

e provide a framework for strategic planning and budgeting

e enable income and expenditure to be identified and controlled

e ensure accounts can be prepared which give a true and fair view of the state of all financial
affairs across the Trust

e enable the Trust to complete the regular financial returns required by the DfE by the due
dates

e safeguards the Trust’s assets.

Such systems should:

e be cost effective

e comply with all statutory requirements and other regulations relevant to the constitution
and activities of the academy

e be easily understood by members of the academy staff responsible for its operation.

8|Page
Trust Financial Handbook



The Bishop Konstant
' Catholic Academy Trust

Learning Communities, inspired by Faith
Part 1: Roles and Responsibilities

1.1 Trust Board including committees

The Trust Board is ultimately responsible for controlling the finances of the Trust and its
Academies.

The day-to-day management of the Trust is delegated to the Trust’s Chief Executive Officer
(CEO), who acts via the Trust’s Central Team.

Individual Academy Councils (ACs) are sub-committees of the Trust Board and appropriate
financial responsibility is delegated in accordance with the published Trust Scheme of
Delegation.

The Trust Board and ACs are responsible for ensuring that any grant received is used in
accordance with the intended purpose and must take steps to ensure that the financial
management and procedures are such as to enable it to fulfil its obligations.

The Trust Board will keep under review its financial management arrangements and make
amendments as necessary. Both the Trust’s External Auditors and the Trust Chief Financial
Officer will advise the Board via the Resources and Risk Management Committee where they
feel such amendments to be necessary.

This Financial Handbook will be reviewed annually by the Trust Policy Committee and updated
as necessary in response to both internal and external review. The procedures must always
comply with DfE requirements.

Compliance with this manual is mandatory and any contravention of procedures must be
brought to the immediate attention of the Trust’s Accounting Officer (CEO) and the Trust
Chief Financial Officer (CFO).

Resources and Risk Management Committee — Internal Scrutiny

The Trust Board delegates financial scrutiny and oversight to the Resources and Risk
Management Committee. The Chair of the Board must not be Chair of the Resources and Risk
Management Committee. Where the resources/finance committee and audit and risk
committee are separate, the chair must not be the same.

The Trust Board must obtain independent assurance that Trust financial and other controls
and risk management procedures are operating effectively.

Responsibilities of Directors

The Trust Board is responsible for ensuring that Trust funds are used only in accordance with
the law, its Articles of Association, its Funding Agreement, the Academy Trust Handbook and
this Trust Financial Handbook.

The Trust Board is responsible for the proper stewardship of those funds, including regularity
and propriety, and for ensuring economy, efficiency and effectiveness in their use — the three
key elements of value for money:
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e Economy — minimising the cost of resources used or required, while still having regard to
quality — ‘spending less’

e Efficiency —the relationship between the output and the resources used to produce them
— ‘spending well’

e Effectiveness — the extent to which the resources expended have resulted in the
organisation’s objectives being achieved — ‘spending wisely’

The Directors must take ownership of the Trust’s financial sustainability and its ability to
operate as a going concern.

It is important for the Members to be kept informed about Trust business. This must include
providing the Members with the Trust’s Audited Annual Report and Accounts.

Directors must understand their statutory duties as company directors as set out in the
Companies Act 2006. These comprise the duties to:

e act within their powers

e promote the success of the company

e exercise independent judgement

e exercise reasonable care, skill and diligence

e avoid conflicts of interest

e not accept benefits from third parties and

e declare interest in proposed transactions or arrangements.

The Trust Board must provide details of the Academy Trust’s governance arrangements in the
governance statement published within its annual accounts.

1.2 Individuals

Responsibilities of the Trust’s Accounting Officer
The Accounting Officer of The Bishop Konstant Catholic Academy Trust is named as the Trust’s
Chief Executive Officer (CEQ) and is an employee as required by the DfE.

The role of Accounting Officer includes specific responsibilities for financial matters. It
includes a personal responsibility to Parliament, and to the DfE’s Accounting Officer, for the
financial resources under the Trust’s control.

The Accounting Officer must be able to assure Parliament, and the public, of high standards
of probity in the management of public funds, particularly with respect to regularity, propriety
and value for money.

The Accounting Officer must complete and sign a statement each year demonstrating how
the Trust has secured value for money, using the published DfE template.

The Accounting Officer must also complete and sign a statement on regularity, propriety and
compliance each year and submit this to DfE with the audited accounts.
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Whilst the Trust’s Accounting Officer is accountable for the Trust’s financial affairs, for
keeping proper financial records, and for the management of opportunities and risks, the
delivery of the Trust’s detailed accounting processes are delegated to the Trust Chief Financial
Officer.

The Accounting Officer must take personal responsibility (which must not be delegated) for
assuring the Trust Board that there is compliance with the DfE Financial Handbook and with
the Funding Agreement.

The Accounting Officer must advise the Trust Board in writing if, at any time, in his/her
opinion, any action or policy under consideration by them is incompatible with the terms of
the Articles, Funding Agreement or the Academy Trust Handbook. Similarly, the Accounting
Officer must advise the Trust Board in writing if it appears to be failing to act where required
to do so by the terms and conditions of the Handbook or Funding Agreement.

Where the Trust Board is minded to proceed, despite the advice of the Accounting Officer,
the Accounting Officer must consider the reasons the Trust Board gives for its decision. If,
after considering those reasons the Accounting Officer still considers that the action proposed
by the Trust Board is in breach of the Articles, the Funding Agreement or the Academy Trust
Handbook, the Accounting Officer must notify the DfE’s Accounting Officer immediately, and
in writing.

Responsibilities of Trust Headteachers
It is the Headteacher’s responsibility, under the direction of the Trust Board, the Trust Chief
Executive Officer, the Trust Chief Financial Officer and the Academy Council, to:

e ensure full compliance of the Academy with BKCAT, DfE and other statutory financial
regulations;

e ensure that there is sufficient capacity and capability in school to undertake all the finance
tasks required to comply with the regulations above;

e ensure that administrative and financial staff clearly understand their role and the limits
of their responsibilities; and

e manage their individual school budgets in such a way as to ensure that budgetary limits
approved by the Trust Board are not breached.

Individuals with specific responsibilities for financial procedures

The Trust Chief Financial Officer is a member of the Trust Executive Team and is responsible
for advising the Trust CEO and Trust Board on financial strategy and overseeing the day-to-
day operational financial procedures. Further delegation to a variety of finance staff across
the Trust, both at educational establishment and Trust Central Office level takes place so
financial tasks and responsibilities are fulfilled.

A document showing the allocation of responsibilities between individual schools and the
central team can be found at Appendix 6.

The specific responsibilities of posts are detailed in individual job descriptions.
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1.3 External Organisations
Responsibilities of the Department for Education (DfE)

The DfE has ultimate responsibility and accountability for the effectiveness of the financial
system for academies and acts as the agent of the Secretary of State within an agreed
authority to take decisions on their behalf. The DfE’s Accounting Officer is responsible and
accountable to Parliament for how DfE uses its funds. The DfE’s Accounting Officer is also
personally responsible for the regularity and propriety of all expenditure of its funds and for
ensuring value for money. To discharge these duties, the DfE’s Accounting Officer must be
satisfied that an academy trust has appropriate arrangements for sound governance, financial
management, securing value for money and accounting, and that the way the trust uses
public funds is consistent with the purposes for which the funds were voted by Parliament.

The DfE’s Accounting Officer will send a ‘Dear Accounting Officer’ letter annually to all
Academy Trust Accounting Officers, setting out their key responsibilities and highlighting any
changes from previous years. Accounting Officers must share this letter with their Directors,
and Trust Chief Financial Officer and action must be taken if necessary to strengthen financial
controls.

DfE Intervention Powers

Where the DfE has concerns about financial management and/or governance in an academy
trust (including a multi-academy trust or constituent academies within a multi-academy trust)
it may issue, and publish, a Notice to Improve (Ntl). A Ntl places restrictions on the freedoms
available to an Academy Trust. The Trust must comply with the terms of an Ntl. Failure to
comply will be deemed a breach of the Funding Agreement.

Where a trust is subject to a Ntl, it must publish the Ntl on its website within 14 days of it
being issued and retain it on the website until the Ntl is lifted by the DfE.

1.4 Register of Business Interests

The Trust maintains a register of interests to capture relevant business and pecuniary
interests of members, Directors, and senior employees, including:

e directorships, partnerships and employments with businesses that provide goods or
services to the Trust

e trusteeships and governorships including at other educational institutions and charities
irrespective of whether there is a trading relationship with the Trust; and for each interest:
the name of the business, the nature of the business, the nature of the interest, and the
date the interest began.

The Trust will publish on its website a summary of the relevant business and pecuniary
interests of Directors and members.

The Directors must keep their register of interests up-to-date at all times.
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The Trust Financial Handbook is intended to cover all the financial aspects of the management
of The Bishop Konstant Catholic Academy Trust. This includes the BKCAT Trust Central Team
function, all educational establishments within the Trust, and other cost centres within the
organisation.

This handbook has been prepared to establish policies and to provide a sound framework for
the members of staff involved directly or indirectly in the financial affairs of the Trust.

Itis not possible to cover every possible eventuality that will arise. If there are specific matters
not covered within this handbook, they shall be resolved within the spirit of the policies and
guidelines prescribed herein and good accounting practice, and in consultation with the
Accounting Officer (CEO) and the Trust Chief Financial Officer (CFO).

Regular reviews of all the controls, procedures & policies covered by the Trust Financial
Handbook shall be performed having due regard to the need to obtain value for money. All
staff must, therefore, have due regard to economy, efficiency and effectiveness when using
resources.

Copies of the Financial Handbook should be held by:

e The Trust Board and all Committees

e The CEO, Trust Chief Financial Officer and Trust Central Team

e Academy Councils

e External Auditors

e Key finance and other personnel involved in any aspect of financial administration across
individual establishments

e Academy Headteachers.
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The handbook has been approved by the Trust Policy Committee. The Trust Chief Financial
Officer is responsible for the presentation of any proposed amendments to the Committee.

All enquiries concerning the Trust Financial Handbook should, in the first instance, be directed
to the Trust Chief Financial Officer.
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Part 4: Finance and Governance

4.1 Accounting Policies, Principles and Periods

The accounting principles adopted by academies within the Trust shall always be in
accordance with the guidelines issued by the Trust, DfE and any applicable legal or statutory
guidelines.

DfE & accounting returns shall be prepared in accordance with the historical cost convention.

Year-end accounts and returns shall be completed on an accruals basis. Income will be shown
at the point when it is due to the Trust, whether or not it has actually been received, and
expenditure at the point when the relevant goods or services are received, whether or not
payment has actually been made.

Accounting Periods

Financial Year 1st September to 31st August

Academic Year 1st September to 31st August

Academic Terms Autumn 1st September to 31st December
Spring 1st January to 30th April
Summer 1st May to 31st August

Going concern

The Directors 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 company to continue as a going concern. The Directors make this assessment
in respect of a period of one year from the date of authorisation for issue of the financial
statements and assess whether the Trust has adequate resources to continue in operational
existence for the foreseeable future and whether there are any material uncertainties about
the Trust's ability to continue as a going concern. Assuming no such concerns exist, they will
continue to adopt the going concern basis of accounting in preparing the financial statements.

Income

All income is recognised in the Statement of Financial Activities once the charity has
entitlement to the funds, it is probable that the income will be received, and the amount can
be measured reliably.

Grants

Grants are included in the 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-
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related conditions are met. Where entitlement occurs before income is received, the income
is accrued.

General Annual Grant is recognised in full in the Statement of Financial Activities in the year
for which it is receivable and any abatement in respect of the period 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.

Donations

Donations are recognised on a receivable basis (where there are no performance related
conditions), where it is probable that the income will be received and the amount can be
measured reliably.

Other income
Other income including the hire of facilities, is recognised in the period it is receivable and to
the extent the charity has provided the goods or services.

Donated fixed assets

Where the donated good is a fixed asset it is measured at fair value, unless it is impractical to
measure this reliably, in which case the cost of the item to the donor should be used. The gain
is recognised as income from donations and a corresponding amount is included in the
appropriate fixed asset category and depreciated over the useful economic life in accordance
with the Trust’s accounting policies.

Expenditure

Liabilities are recognised as expenditure as soon as there is a legal or constructive obligation
committing the Trust to that expenditure, 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 accounted for on an accruals basis and has been classified under headings that
aggregate all cost related to the category. Where costs cannot be directly attributed to
particular headings they have been allocated to activities on a basis consistent with the use
of resources.

All resources expended are inclusive of irrecoverable VAT.

Raising funds
Raising funds includes all expenditure incurred by the Trust to raise funds for its charitable
purposes and includes costs of all fundraising activities, events and non-charitable trading.

Charitable activities

Costs of charitable activities are incurred on the Trust's educational operations, including
support costs and costs relating to the governance of the Trust apportioned to charitable
activities.
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Tangible fixed assets
Assets costing £1,000 or more are capitalised as tangible fixed assets and are carried at cost,
net of depreciation and any provision for impairment.

The Trust occupies the estate under licence from the Diocese, so while expenditure on
premises improvements would normally be capitalised, within BKCAT this is treated as
revenue expenditure since no capital benefit is derived from the improvements.

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. The related grants are credited to a
restricted fixed asset fund in the Statement of Financial Activities and carried forward in the
Balance Sheet. Depreciation on such assets is charged to the restricted fixed asset fund in the
Statement of Financial Activities to reduce the fund over the useful economic life of the
related asset on a basis consistent with the Trust’s depreciation policy.

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:

e Long leasehold buildings/leasehold improvements 2% straight line
e Plant and machinery 4% straight line
e Furniture and equipment 10% straight line
e ICT equipment 33% straight line
Stocks

Unsold uniforms, other educational items for resale to students and frozen and tinned
catering stocks are valued at the lower of cost or net realisable value.

Taxation

The Trust 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 Trust 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.

Fund accounting
Unrestricted income funds represent those resources which may be used towards meeting
any of the charitable objectives of the Trust at the discretion of the Directors.

Restricted fixed asset funds are resources which are to be applied to specific capital purposes
imposed by funders where the asset acquired or created is held for a specific purpose.

Restricted general funds comprise all other restricted funds received with restrictions
imposed by the funder/donor and include grants from the Department for Education.
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Pension costs and other post-retirement benefits

Retirement benefits to employees of the Trust 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 Trust 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 based on 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 Trust 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 as incurred.

Net interest on the net defined benefit liability/asset is also recognised in the 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 as received from the fund actuary in other
recognised gains and losses.

Liabilities

Liabilities are recognised when there is an obligation at the balance sheet date because 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 Trust 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.

Provisions

Provisions are recognised when the Trust has an obligation at the reporting date because of
a past event which it is probable will result in the transfer of economic benefits and the
obligation can be estimated reliably.
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Provisions are measured at the best estimate of the amounts required to settle the obligation.
Where the effect of the time value of money is material, the provision is based on the present
value of those amounts, discounted at the pre-tax discount rate that reflects the risks specific
to the liability. The unwinding of the discount is recognised within interest payable and similar
charges.

Leased Assets
Rentals under operating leases are charged on a straight-line basis over the lease term.

Critical accounting estimates and areas of judgement

Estimates and judgements are continually evaluated and are based on historical experience
and other factors, including expectations of future events that are believed to be reasonable
under the circumstances.

4.2 Financial Oversight

Whilst the Trust Board cannot delegate overall responsibility for the Trust’s funds, each
Academy’s Academy Council receives the appropriate delegated authority via the approved
annual budget and written Scheme of Delegation.

The Chief Executive Officer is appointed as Accounting Officer, under the guidance of the Trust
Board, and responsibilities include:

e ensuring that all the Trust’s property is under the control of the Directors, and measures
are in place to prevent losses or misuse, including maintenance of fixed asset registers;

e ensuring that bank accounts, financial systems and financial records are operated by more
than one person;

e keeping full and accurate accounting records;

e preparing accruals accounts, giving a true and fair view of the Trust’s use of resources, in
accordance with existing accounting standards.

The Trust CFO has been appointed to lead on financial matters and should play both a
technical and leadership role, including ensuring sound and appropriate financial governance
and risk management arrangements are in place, preparing and monitoring of budgets, and
ensuring the delivery of annual accounts, value for money, the efficient use of resources and
financial sustainability.

4.3 Financial Planning

Development Plan
Each academy shall have an annual School Development Plan which sets out:

e the overall aims of the Academy. Schools are encouraged to take an integrated approach
to curriculum and financial planning so that they are confident about planning the best
curriculum for their pupils and delivering the Trust’s educational priorities within the
funding they have available
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e where the Academy intends to be in terms of status, services and finances including
objectives for specific areas of the academy’s operations such as curricular and pastoral
development, links with the community, staff development, use of land and buildings and
future income generation

e how the Academy intends to get there and the level of resources required to meet its
objectives

e analysis of Strengths, Weaknesses, Opportunities and Threats

e priority setting to meet objectives and targets for the associated expenditure.

The development plan shall be reviewed and updated each year, copies shall be made
available to:

e the Executive Team

e any Academy Council member

e the Resources and Risk Management Committee
e relevant members of the teaching staff

Budget Process

Each year, the Trust CFO issues specific budget setting and review process & guidance which
sets out the process and timetable that must be adhered to. There will be regular budget
reviews undertaken throughout each academic year with academies to ensure benchmarking
is undertaken and value for money achieved. These will be undertaken using a risk-based
approach, with schools deemed to be highest risk receiving the greatest level of support.

e Light touch — schools predicting an in-year surplus and no cumulative deficit within one
year

e General support —schools predicting an in-year deficit but not entering cumulative deficit
within one year

e Targeted support — schools predicting a cumulative deficit within one year

The Trust has adopted an ICFP approach to budget monitoring, assessing each school against
a range of benchmarks to determine how the school’s resource management compares with
expectations for a school of its size and type. These will be used as the basis for discussions
about effective resource management and provide scope for discussion about efficiencies the
school might achieve. It will be used to develop deficit recovery plans giving options available
to the school for addressing their budget deficit. Schools may choose to implement
alternative solutions, but must take sufficient action to allow the school to set a balanced in-
year budget within a period agreed with the CEO and CFO (normally two years).

The budget will be based upon a hierarchy of common assumptions set by the CFO and agreed
annually by the Trust Board. Pupil numbers will be updated following the October school
census and pupil number estimates shall be revised at least termly.

The budget process is outlined in Appendix 3.
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The Board of Directors must approve a balanced budget across the Trust. The Board must
minute their approval(s).

The Trust must manage individual and cumulative cash balances and reserves. As such,
requests by schools for planned spend outside agreed budgets (other than where this is due
to above-inflationary increases made by suppliers to existing contracts) must be made in
writing to the Trust CFO, in line with the process set out in Appendix 3.

The Trust Accounting Officer (CEO) & Trust Chief Financial Officer (CFO) on behalf of the Trust
Board must submit to DfE a copy of the annual Budget Forecast Return (BFR).

The Board of Directors must notify DfE within 14 days if it is formally proposing to set an
overall deficit revenue budget for the current financial year, which it is unable to address after
funds from previous years are taken into account.

4.4 Central Services

The Bishop Konstant Catholic Academy Trust is a Multi Academy Trust directed and managed
by a Trust Central Team funded by a contribution referred to as a Management Fee, from
each of its academies. The Management Fee which will appear as expenditure within each
Academy’s management accounts is set by the Directors each year. The Management Fee
pays for the salaries of the Central Team members and various support services. It covers the
provision of:

e Legal/Governance Support

e Strategic Planning and Management

e School Improvement Support

e Consolidated Financial Management and Reporting
e Contract Management Support

e Human Resource Management & Payroll Support

e Marketing and Publicity Support

e Strategic IT Support

e Strategic Estates Support

The Management Fee is currently taken as a percentage of the total general DfE grants
received by the schools plus EYFS and sixth form grants, excluding those received for a specific
purpose, namely SEN, UIFSM, PE and Sports Grant, Pupil Premium and DFC. For 2025/26 the
fee is set at 6%.

4.5 Taxation
Value Added Taxation

The Trust is registered for VAT and able to recover VAT on eligible expenditure from public
funds. All financial returns are stated net of VAT. The Trust CFO will recover VAT from HMRC
on a monthly basis and distribute the relevant amounts to each Academy in accordance with
that academy’s submissions.
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Staff responsible for entering income and expenditure onto the Trust’s finance software are
also responsible for ensuring they follow the guidance set out in Appendix 5 for correctly
coding income and expenditure. This is because the Trust cannot reclaim VAT on expenditure
related to certain exempt activities.

Income Tax and Self Employed individuals

The staff across the Trust with responsibility for submitting employee information to the
payroll bureau must ensure that all required information is submitted in a timely way to
enable tax deductions to be calculated correctly. Specific attention should be paid to the
employment and contract arrangements of individuals on the avoidance of tax, as set out in
HM Treasury’s Review of the Tax Arrangements of Public Sector Appointees.

Where an individual (rather than a company) is to be contracted to deliver a service, an
assessment must be made using the HMRC toolkit https://www.gov.uk/guidance/check-
employment-status-for-tax as to whether the individual can be treated as a self-employed
contractor or must be treated as an employee before the service commences. This must be
undertaken with the support of an individual who knows the details of the proposed contract,
to ensure the correct information is supplied. The result of the toolkit must be saved and
attached to the supplier’s purchase ledger record (if deemed self employed) or employee file
(if deemed employed) as evidence of the check having been undertaken.

4.6 Internal Controls

Income

All grants and other income must be paid into a bank account under the Trust or individual
Academy’s name as appropriate. All receipts must be accounted for as they are banked (or as
the Academy is notified of bank transfers through remittance advice documents) and
supporting documentation retained for audit purposes. Document dates and periods on the
finance system must match the date of the relevant remittance document unless advised
otherwise by the CFO.

Grant Income

Terms and conditions are attached to all grant income received by the Trust and Trust
Academies. It is the responsibility of the School Business Manager or other senior responsible
finance officer to forward a copy of the terms and conditions for any new grants received to
the Trust CFO within 14 days of receipt. This must include any grant letter, guidance, contract
or other relevant correspondence.

Regularity dictates that any grant received by an academy must be expended per the terms
of the agreement. It is the responsibility of the School Business Manager or other designated
senior responsible finance officer to identify any breaches/potential breaches in regularity in
the use of public funds and alert their Headteacher (in the first instance) or the CFO if the
Headteacher is failing to act on the alert.

Grant income must be accounted for in the period(s) to which it relates using the accruals
concept.
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Lettings Income
The scale of charges for lettings and/or for the use of facilities must be approved by the
Academy Council in writing. Free use and charges below economic cost must be authorised
by the Academy Council and reported to the Trust CFO in writing.

Lettings arrangements must comply with the Trust’s terms and conditions.
Detailed records of each letting must be retained.

Academies should have their own Lettings Policy/Procedure which is approved by the
Academy Council. The following points should be considered when letting premises:

e Charges are hourly based and invoiced in advance

e A cancellation charge will be made in the event of inadequate notice being given

e Lettings are to finish promptly at the agreed time

e Over-runs will be charged at double rate and will be due immediately

e A cleaning cost may be charged depending upon the nature of the event

e Any damage retention charge made is payable at the same time as the letting charge;
this charge is refundable in full if there is no loss or damage

e Appropriate insurance is in place by the person/group letting the facility.

e Schools must ensure safeguarding arrangements are in place when letting premises
to third parties

Fundraising
As an exempt charity, the Trust must comply with its legal duties as a charity. The Trust will
allow fundraising for the following purposes:

e The Trust/school’s nominated charities (e.g. CAFOD, SVP, local Food Bank)

e Staff or pupils currently part of the school community, or who have left within the last
two years (e.g. where a pupil has left but still has friends or siblings within school who
wish to fundraise) where the pupil has died (for some form of memorial) or suffered
significant illness or injury.

o The school will not fundraise on behalf of individuals who have suffered illness or
injury without the written consent of their parent/carer or next of kin. This is because
the individual (or parent) may not want their (or their child’s) medical or other
personal details shared with others in school/the wider community and is to comply
with data protection regulations.

e The school will not fundraise on behalf of individuals not directly connected with the
school/Trust.

e Where a member of the school community is affected by a particular issue, the school
may choose to fundraise or allow fundraising on behalf of their nominated charity (e.g.
cousin with cancer —the school may allow fundraising for Cancer Research or similar, but
not for a specific individual). Any funds raised must be paid directly to the charity
concerned.
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Pupils and staff must seek the consent of their Headteacher before displaying fundraising
posters/notices in school or using school social media/email systems to request charitable
donations, to ensure that any notices or requests comply with our legal duties as a charity
ourselves.

e Notices, posters and other advertising must make clear to the potential donors precisely
what the fundraising is for e.g. whether it is for general school funds, a set of new laptops,
in support of an external charity.

* Funds raised must only be used for the advertised purpose, unless the advertising makes
clear that any funds raised above the amount required will be used for some other
purpose.

* Funds raised must be banked intact in the relevant cost centres:

o INFUND — general school fundraising

INVCS — funds raised via the VCS scheme

GCAFOD - fundraising for CAFOD

GSVP - fundraising for St Vincent de Paul

GCHARITY — fundraising on behalf of any other external charity — descriptions must

make it clear which charity the income/expenditure relates to.

* Where the school has a long-term fundraising project for a specific purpose, schools may
request the creation of a specific cost centre to allow for the monitoring of the particular
fundraising project.

e |If the Trust or any schools makes use of paid consultants or external support with
fundraising, this must be declared in the annual accounts.

o O O O

Within these parameters, the final decision on whether the school will allow or support a
particular fundraising activity is at the discretion of the Headteacher.

Credit Control

The sales ledger must be reviewed on a regular basis by the School Business Manager or other
senior responsible finance officer as part of month end procedures. Any unpaid, old invoices
shall be identified and the debtor followed up in line with the Trust’s Procedures for Managing
Debt.

Write-offs and Bad Debts

Where debts have been pursued in accordance with the Trust’s Procedures for Managing
Debt, the debtor has been issued with a Letter before Action and the debt remains unpaid,
the school will notify the CFO. The CFO will assess whether there is a reasonable prospect of
successful recovery of the debt and the value of the outstanding debt vs the time which would
be taken to pursue it. Any proposals to commence court action must be agreed with the CFO
in advance. The cost of issuing court papers will be charged to the school.

Debts which cannot be collected within 12 months or which the CFO believes have no
reasonable prospect of being successfully collected will be written off in line with the
authorisation limits within the Scheme of Delegation and Academy Trust Handbook. Any
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proposals to write off debt must be agreed with the CFO in advance. Any debts written off
will be notified to the Academy Council.

Trips and out of school activities

Monies received from pupils for trips must be logged on a trip-by-trip basis. The per-pupil
charge for trips must be set to cover the full cost of the trip, unless the school has explicitly
budgeted to cover some of this cost from grants such as pupil premium. Each trip must be set
up separately on the trips ledger. On completion of the trip, the trip must be reconciled and
any surplus income over £5 per pupil should be automatically refunded. Any surplus below
£5 per pupil may be retained and used to support disadvantaged pupils on other trips,
provided parents are notified that this is the school’s policy and given the option to claim their
refund.

Budget Control and Limits of Delegated Authority
It is the Trust’s policy to provide a budgetary and reporting system which:

e provides detailed annual budgets which represent the financial implications of delivering
each Academy’s strategic plan

® encourages participation in the budget and planning process

e continuesto portray a professional commercial attitude to the way the Academy manages
its finances

e makes people accountable for their activities over which they have delegated
responsibility and control

e provides timely and relevant financial information to the Academy and Trust

e enables the financial position of the Trust and each Academy to be monitored and
evaluated and provides the opportunity for the implementation of corrective action
where necessary

e enables the Trust and each Academy to make the best use of the available resources.

The Trust Central Team manage cash balances and reserves. The Trust is not permitted to go
overdrawn. As such, requests to spend outside approved budgets must be made in writing to
the Trust CFO in line with the process set out in Appendix 3.

Individual Academy Responsibilities and Limits
Please refer to the Trust Scheme of Delegation for full details. A summary of authorities and
the processes required is set out in Appendix 2.

Budgets
Each Academy will produce a three-year budget, in consultation with the Trust CFO.

e An Academy will not be allowed to set a cumulative deficit budget without the express
approval of the Directors. This will require completion of a deficit recovery plan setting
out how the school expects to return to a balanced budget position within an agreed
period (normally two years).

e In-year deficit budgets will be permitted with authorisation in line with the delegations
shown in Appendix 2, subject to the school producing a deficit recovery plan which sets
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out what action the school will take to return to an in-year surplus position within an
agreed period (normally two years).

e Schools are permitted to move budgets between nominals and cost centres as required,
provided all committed expenditure is accounted for and this does not have any impact
on the overall in-year position.

Purchase approvals

The Headteacher of an academy has delegated authority to approve purchases of goods and
services which are included within the approved annual budget up to £5,000 (ex VAT). This
authority may be delegated to a member of the Senior Leadership Team (Secondary
Academy) or Deputy (Primary Academy).

Some staff are designated as budget holders. These individuals may approve the purchase of
goods and services within their authorised limits and to the value of their assigned budget.

Any purchases of £5,000 (ex VAT) or more must be authorised in advance by the Trust CFO
and will only be authorised if three written quotations have been obtained from three
separate suppliers and attached to the purchase request or a suitable reason is included in
the purchase order request explaining why this could not be achieved.

e The CFO is the legal representative of the Trust with authority from the Directors to sign
contracts/SLAs on behalf of the organisation. Academies must obtain authorisation from
the CFO before entering into any service level agreement or other contract with an
external supplier of goods or services of any value. If within delegated limits, this will not
be unreasonably withheld unless the Trust has plans to consolidate services with a single
provider within the contract period. Subject to receiving the documented approval of the
CFO to proceed, Headteachers are then authorised to sign contracts up to their £5000
limit. Any contract above this value must be signed by the CFO.

e The Headteacher must monitor the delivery of the services under any contracts (including
service level agreements) at least every six months, to ensure that the level of service
provided meets the requirements of the academy and the terms of the contract or service
level agreement.

Staffing changes
All staffing budgets are set with reference to the school’s approved establishment. The
vacancy release process must be used for:

e Recruitment to existing posts/responsibility posts (e.g. TLRs) on the establishment
e Creation of new posts/responsibility posts (e.g. TLRs) not currently on the establishment

The contract variation process must be used for:

e Changes to salaries/grading of existing posts outside the normal performance
management and pay review process (September for teachers and April for support staff),
including assignment of TLRs and allowances

e Changes to job descriptions/person specifications for posts currently on the
establishment —this should be discussed with HR in advance as may require job evaluation
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e Increases to hours/weeks worked/FTE for posts currently on the establishment
e Extension of temporary or fixed term contracts beyond their current end date

Short term or occasional overtime arrangements which are within existing budgets do not
need to be submitted via the vacancy release process, unless the overtime becomes a regular
and routine part of an individual’s role. In these circumstances, HR should be consulted to
advise on the appropriate course of action.

Vacancy release forms must be completed in full and submitted to hradvice@bkcat.uk.

The Head of HR will review the forms from a HR perspective. The Trust CFO will review each
case from a financial viability perspective. Appendix 2 summarises the financial authorisation
required based on the value of the change and the school’s current financial position. Copies
of the relevant forms are included at Appendix 7.

Segregation of Duties
An important element in any control system is the separation of those duties which would, if
combined, enable one individual to record and process a complete transaction.

Segregation of duties is undertaken having regard to the level of risk involved and the
availability of sufficient personnel to balance the need to manage financial risk with the
effective and efficient operation of the Trust’s schools. Each process typically has at least two
different people involved at some stage; where the risk is greater, this may include additional
people.

Banking
Control is delegated to the Trust CFO for opening and closing bank accounts on behalf of the
Trust.

The Trust operates on a single bank mandate, with all bank accounts held under the umbrella
of the Trust. A register of authorised signatories is maintained centrally. Individual staff within
schools will be assigned delegated authority to submit and approve bank payments, but will
not be official account signatories.

Schools must seek the authorisation of the CFO before opening any new bank accounts.

Staff are not permitted to operate any bank accounts relating to school transactions in their
own name; all bank accounts must be operated under the academy name. All monies (income
and expenditure) relating to an individual Academy must be recorded and administered by
the academy’s finance staff. Main school current accounts must be reconciled monthly, with
information recorded on the Trust’s finance software as determined by the Trust CFO.
Accounts where statements are received less frequently (e.g. quarterly) must be reconciled
routinely in line with the frequency with which statements are received.

Acting for the Trust CFO, the School Business Manager or other designated senior responsible
finance officer shall be responsible for the security of bank statements and shall retain details
of bank accounts and associated statements in a secure and proper manner.
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Investment Policy
The Trust has a risk averse approach to investment. Placing cash on deposit to earn interest
is the only investment type opportunity permitted by the Trust Board. Any decision to place
cash on deposit will be made by the CFO following review of monthly cashflow forecasts.

If the Trust Board wishes to undertake investment opportunities in the future the Charity
Commission’s guidance CC14 Charities and investment matters: A guide for Directors should
be followed. DfE prior approval must be obtained for investment transactions which are novel
and/or contentious. All potential investment opportunities must be notified to the Trust CFO
for consideration by the Trust Board.

Reserves Policy

The Directors consider it prudent that the Trust maintains sufficient reserves to meet
unexpected expenditure. The Trust aims to maintain a minimum level of reserves across the
organisation equivalent to at least 5% of annual income, to support the management of the
Trust’s cashflow. The level and nature of these reserves is to be reviewed by the Board at least
annually.

Reserves are attributed to individual schools but the ultimate responsibility for determining
use of reserves lies with the Directors. Schools will not be allowed to set a cumulative deficit
budget without the approval of the Directors.

There is no maximum level of reserves which can be held by the Trust, although DfE guidance
suggests 20% of annual income is a suitable upper limit. The Trust will hold reserves up to a
level deemed appropriate to maintain the organisation as a going concern based on future
financial forecasts, with acknowledgement given to the fact that the funding received should
be spent on the furtherance of the organisation’s Objects. Reserves above this level will be
used in support of the Trust’s Objects.

Treasury Management

The Trust Board must plan and conduct its affairs to remain solvent and must manage its cash
position robustly. It must avoid becoming overdrawn on any of its bank accounts so that it
does not breach restrictions on borrowing. The DfE shall be informed immediately if it
becomes apparent that spending in excess and advance of income is likely to occur.

The School Business Manager or other designated senior responsible finance officer is
responsible for monitoring the balance in the Academy bank accounts and ensuring that each
account remains in surplus. Issues or concerns with cash-flow must be notified to the CFO
immediately and before the account becomes overdrawn.

Borrowing

The Trust Board must seek the DfE’s prior approval for borrowing (including overdraft
facilities) from any source. Purchasing cards are permitted as long as the balance in any given
month is paid in full at the end of the month by direct debit.
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Purchasing cards must be used in line with the Trust’s Purchasing Card Policy and transactions
recorded in line with the Procedures for Purchasing cards.

Cash Security and Management

Cash collected must not be replaced with personal cheques by any member of staff. Cash
collected must be banked intact and not used for any other purpose e.g. cash collected from
a fundraising cake sale must be banked in its entirety and not used as an alternative to petty
cash.

All cash collected must be passed on to the academy’s finance team and the monies banked
at the earliest opportunity, with appropriate detailed, dated records maintained. Sufficient
information must be entered into the finance software to allow for later identification of the
income. Cash must not be held in schools for any longer than necessary, apart from
authorised petty cash tins.

Cash must not be counted in public view or left unattended even temporarily. Safes must be
kept locked except when in use to deposit or remove monies or other items. Safe keys must
be always held securely and out of view.

Post-dated cheques must not be accepted for payment.

Where cheques are taken as payment, adequate supporting details must be entered on the
reverse side to connect the payment with the debt.

In instances where a receipt is issued for an incorrect amount then:

e an additional receipt shall be issued for any under-receipted monies

e a new receipt shall be issued for any over-receipted monies and the original receipt
cancelled

e receipts shall not be altered

Reconciliation
On at least a monthly basis the relevant staff within academies must reconcile the bank
statements with the IRIS Financials transactional records.

A copy of the monthly bank reconciliation for each Academy must be submitted to the Trust
Central Finance Team as part of the month end process.

The Trust Finance Managers shall carry out a periodic review of the reconciliation process.

Records of all documents used during the reconciliation process shall be retained and kept in
a secure and proper manner.

Payroll
It is the policy of the Trust that staff, whether full-time or part-time, will only be employed if
financial provision has been made within the budget approved by the Trust Board.
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The Trust Board must ensure its decisions about levels of pay follow a robust evidence-based
process and are a reasonable and defensible reflection of the individual’s role and
responsibilities. The Trust must comply with the requirements of the Academy Trust
Handbook in respect of executive pay. No individual can be involved in deciding their own
remuneration. The Trust Board must ensure its approach to pay and benefits is transparent,
proportionate and justifiable. All employees’ payroll arrangements must fully meet their tax
obligations and comply with HM Treasury’s guidance.

The Trust must publish on its website in a separate readily accessible form the number of
employees whose benefits exceeded £100k, in £10k bandings, as an extract from the
disclosure in its financial statements for the previous year ended 31 August. Benefits for this
purpose include salary, other taxable benefits and termination payments, but not the Trust’s
own pension costs.

Where the academy trust has entered into an off-payroll arrangement with someone who is
not an employee, the amount paid by the trust for that person’s work for the trust must also
be included in the website disclosure where payment exceeds £100k as if they were an
employee.

Access to Personnel Files
Access to personnel files shall be strictly restricted to those members of staff with delegated
responsibility.

Hard copy personnel files must be kept in a locked cabinet, when not in use by authorised
staff, and must be returned at the end of each day. Access to electronic personnel data must
be restricted using permissions and passwords.

Changes to the staffing establishment
Authorised HR and Finance staff across the Trust shall be responsible for the provision of
relevant information to the payroll bureau to enable all wages and salaries to be paid.

During the year, the payroll will require updating for starters, leavers, pay rises, promotions
etc. Such amendments will only be entered onto the payroll software where accompanied by
the appropriate authorisations. Copies of the relevant forms are located at Appendix 6.

e For posts which require advertising (Direct replacement for existing established
post/allowance; creation of new post/allowance not on the establishment) an authorised
vacancy release form will be required.

e For any other changes to salaries, a variation form will be required.

New starters will be entered on the payroll on receipt of a new starter form completed by the
employee. If there are any changes to the details on the original vacancy release form (e.g.
negotiated different hours, salary), the recruiting manager must notify the school finance
staff responsible for payroll in writing of the changes before the employee’s first working day.

Changes to hours, salary (outside normal incremental progression), job title, allowance or

type of contract will be entered onto payroll on receipt of a variation form.
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All payroll amendments must be checked by the School Business Manager or an authorised
member of the school finance team on receipt of trial reports from the payroll bureau.

Additional Hours/Expenses/Allowances

All claims for payment, which are to be made through the payroll system, shall be made on
the standard forms/via the employee self service portal and authorised by the CEO, CFO,
Headteacher or other individual with delegated authority.

All overtime must be authorised in advance by the school headteacher or other delegated
person, and the cost of the overtime covered within available budgets.

Payments via invoice to external agencies for supply staff hours must be reconciled to an
authorised timesheet.

The authorisation of a claim shall be taken to mean that the certifying member of staff is
satisfied that the expenses:

e comply with the HMRC guidance and adopted Local Authority Terms and Conditions

e were properly and necessarily incurred on the academy or Trust’s behalf and are
reasonable out of pocket expenses actually incurred

e have been calculated correctly

e have not previously been passed for payment

e are for hours already completed

No member of staff is permitted to authorise his/her own claim for the payment of
hours/expenses. All claims must be authorised by a more senior person. The Headteacher’s
claims shall be signed by the Director of Primary Standards (primary headteachers) or CEO
(secondary headteachers). The CEQ’s claims shall be signed by the Chair of the Trust Board.

Details of the regulations and procedures in relation to travel and subsistence claims are
contained within the Trust’s Staff Expenses Policy.

Assets

Per the DfE Financial Handbook the Trust must seek and obtain prior written approval from
DfE for the following transactions:

e acquiring a freehold of land or buildings;

e disposing of a freehold of land or buildings; and

e disposing of heritage assets beyond any limits set out in the trust’s funding agreement in
respect of the disposal of assets generally. Heritage assets are assets with historical,
artistic, scientific, technological, geophysical or environmental qualities that are held and
maintained principally for their contribution to knowledge and culture, as defined in
applicable financial reporting standards.

In the case of the Trust all of our land and buildings is either owned by the Diocese of Leeds
or on a 125 year lease from the Local Authority, so any land transactions must be undertaken
in conjunction with these authorities in addition to the DfE regulations.
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land, buildings and heritage assets, any other fixed asset can be disposed of
without the approval of DfE. The disposal must achieve the best price that can reasonably be
obtained, and maintain the principles of regularity, propriety and value for money. This can
involve public sale where the assets have a residual value.

Additional guidance is available from the DfE to help the Trust seek consent for land and
buildings transactions. DfE prior approval must be obtained for property transactions which
are novel and/or contentious. All such transactions would be undertaken in conjunction with
the Diocese of Leeds and the Local Authority as well as the DfE.

Trust assets are those items which are intended for use on a continuing basis in the Trust’s
activities. Generally such assets shall have a value of more than £1000 and a useful economic
life of at least three years. All such items must be recorded on the Trust’s Fixed Assets register
and depreciated over their useful life, as well as being recorded on individual school
inventories. Items valued between £50-£1000 which are also at risk of loss due to portability
and/or desirability (i.e. laptops or other small IT devices or equipment) should be included on
the inventory but not capitalised.

The Academy Council of each Academy shall be ultimately responsible for ensuring that
arrangements are in place for the proper security of all buildings, furniture, equipment, plant,
stores and other assets of the Academy.

It is the responsibility of each Headteacher to ensure that their school maintains an inventory
that contains the details of all separately identifiable assets which comply with the previous
definition.

The inventory must hold the details of:

e Additions

e Disposals

e Transfers

o Write-offs

e Damage or loss

Such inventories are essential not only for audit purposes, but in the event of an insurance
claim. The Headteacher is responsible for ensuring that a review of all items on the inventory
takes place at least annually to ensure that this document remains up-to-date.

Each member of staff is responsible for maintaining the proper security of all equipment,
plant, stores and specialist furniture and all other assets under his/her control. As an added
measure of security, all serial numbers of IT and audio-visual equipment shall be recorded
and maintained separately within the Asset Inventory.

It is the responsibility of all members of staff to take proper care and attention of the Trust’s
assets. To this end all rooms holding equipment shall be kept secure when not in use.
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Asset Management Plan
The Trust’s Central Team, in discussion with schools, shall develop and maintain an overall
Asset Management Plan, detailing the long-term investment needed to maintain the Trust’s
assets. This plan will set out the expected replacement timelines for IT assets (IT Strategy and
Asset Management Plan) and for the maintenance and replacement of the Trust’s estate and
non-equipment (Estates Strategy and Asset Management Plan). This plan shall be reviewed
at least once per annum by the Resources and Risk Management Committee. The Plan should
be used to inform both the Academy Development Plan and Annual Budget.

Disposals
The authorisation of the Trust’s CFO is required before any assets of the Trust can be written
off.

A department disposing of an asset shall not automatically be entitled to the proceeds of such
a disposal. The Headteacher shall have the discretion to allocate such proceeds to whichever
budget heading is determined to be most appropriate.

Where the estimated sale value is less than £100 then the asset may be disposed of by
whatever method the Headteacher considers to be the most appropriate and financially
advantageous to the academy. Details of the sale should be recorded by the School Business
Manager or an authorised member of the school finance team on the inventory and
transferred to the fixed assets register as appropriate.

Where the estimated sale value exceeds £100 then details shall initially be circulated to all
other departments within the Trust. If no acceptable bids are received within two weeks, then
the asset will be advertised publicly and the best value bid accepted.

Sale to a member of staff is discouraged but, where this is proposed, both the Headteacher
and the Trust CFO must approve the transaction. If the Headteacher is the purchaser, the
Trust CFO and the Trust CEO must give their approval.

All sales or disposal of IT assets must be notified to the Trust IT Manager who will arrange for
a member of the IT team to ‘wipe clean’ the equipment and to ensure any licences are legally
transferred to the new owner.

Items of furniture and equipment written off shall be physically disposed of.
A record of the disposal must be recorded on the inventory.

Loan of Assets

Academy assets are publicly funded for the benefit of each Academy’s students. As such, the
loan of academy assets to members of staff (other than items such as laptop computers and
mobile phones issued to staff to carry out their duties) is not permitted.

Any loan of assets for an employee’s duties will be recorded on the school’s inventory, with
details of the item and who it has been issued to, and guidelines given to the member of staff
regarding the security and storage of the device, information held on it and their
responsibilities.
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Loss of Equipment
Actual or suspected loss of equipment must be notified to Academy Headteacher
immediately. Equipment lost or suspected lost of items valued at more than £1000 must be
brought to the attention of the Trust CFO.

Insurance

The Trust’s policy is to use the Risk Protection Arrangement (RPA) as an alternative to
commercial insurance. Additional covers not part of the RPA (such as motor vehicle insurance)
will be procured in the commercial insurance sector.

The Trust CFO shall have the delegated power to authorise any additional or temporary
insurance to meet further risks that may arise during the year.

The Headteacher and Trust CFO must be notified immediately in writing by staff members of
any loss, liability or damage or any event likely to lead to a claim by the Academy or by third
parties against the Academy or any of the members of staff, and shall take such action as may
be necessary to satisfy any insurance policy condition.

Expenses

The Trust will reimburse reasonable out of pocket expenses actually incurred on behalf of the
Academy/Trust in line with HMRC guidance and the appropriate Employee Terms and
Conditions. Details are set out in the Trust’s Staff Expenses Policy and Directors/Governors
Expenses Policy.

Business Debit Card

The Trust holds business debit cards centrally and also permits academies to hold one
business debit card for emergency use. Each transaction made using the debit card must
receive prior written approval of the Trust CFO and follow the normal authorisation processes
for purchases before the card is used.

Debit cards must be retained in a safe or locked cupboard and released only when in use.
Sales vouchers, invoices and receipts must passed to the relevant academy staff as soon as
the card is used for reconciliation with the transaction on the bank statement. It is the
responsibility of the person making the debit card transaction to ensure that the relevant
receipt is passed to the School Business Manager or an authorised member of the school
finance team without undue delay.

Debit cards may only be used for Trust purposes and under no circumstances for personal
use. Normal invoicing or purchasing cards must be used in preference to use of the debit card.

Leasing

The Trust permits Academies to enter into certain leases with the agreement of the Trust CFO.
All contracts/service level agreements regardless of cost must be approved by the Trust CFO
as the legal representative of the Trust. Contracts and service level agreements valued at less
than £5000 may be signed by the Headteacher provided the CFQO’s prior consent to the
contract has been obtained.
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All lease arrangements must maintain the principles of regularity, propriety and value for
money, whether or not the prior approval of DfE is required.

Gifts and Hospitality

The Trust’s Gifts and Hospitality Policy provides clear guidance on the giving or acceptance of
gifts, hospitality, awards, prizes or other benefits that might compromise a staff member’s
judgment or integrity.

When giving gifts, the Trust must ensure that the value of the gift is reasonable, is within the
Trust’s Delegation Framework, the decision is fully documented, and has due regard to
propriety and regularity in the use of public funds. In line with the Academy Trust Handbook,
alcohol must not be purchased or given as gifts.

Gifts are only permitted to be purchased from Unrestricted Funds (i.e. funds that have been
generated by an Academy or the Trust, for example from lettings).

Grant monies from the DfE and the Local Authority are Restricted Funds that have been given
for the specific purpose of educating children and must not under any circumstances be used
for gifts as it is in breach of the DfE’s regulations.

Risk Management

Overall responsibility for risk management, including ultimate oversight of the risk
register, must be retained by the Trust Board, drawing on advice provided to it by the
Resources and Risk committee.

The Trust Central Team is responsible for the maintenance of the Trust Risk Register to ensure
it is up-to-date and relevant. The Trust Board must review the Trust Risk Register at least
annually.

The Trust’s Head of Business & Compliance is responsible for ensuring the Trust and its
schools have appropriate contingency and business continuity plans.

Retention of Records

All accounting and financial records across the Trust must be kept for a minimum period of
seven years from the end of the accounting year to which they relate. These will consist of
official orders, paid invoices, accounts raised, bank statements, copies of receipts and cheque
stubs.

Certain records will be kept for longer periods. Please refer to the Trust Records Management
Policy & Procedures for specific details.

4.7 Month-End Procedures
At month end there are accounting activities which must take place to ensure the accounts
are a true reflection of the activity which has taken place during the accounting period.

Details of the month end requirements are set out in the Month End checklist at Appendix 4
and in the Month End procedures guidance available to schools. It is the responsibility of the
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Headteacher to ensure that there is sufficient capability and capacity within school to meet
these requirements.

4.8 Year-End Procedures
The Bishop Konstant Catholic Academy Trust is a single legal entity. Individual Academy
results are consolidated into the accounts for the Trust as a whole.

The working papers and analysis for the statutory Annual Accounts will be prepared and
submitted to the External Auditors and the DfE by the Trust CFO. However, individual
Academy finance teams must provide sufficient, accurate and timely information as required
by the Trust CFO to allow the consolidation to be carried out successfully.

Details of the year end requirements are set out in the Year End checklist at Appendix 4. It is
the responsibility of the Headteacher to ensure that there is sufficient capability and capacity
within school to meet these requirements.

4.9 Financial Reporting

Each academy must prepare management accounts every month by a predetermined
deadline, setting out financial performance against budget. The Trust CFO produces
consolidated management accounts to present to the Trust Board to ensure that they can
fulfil their duty of financial control and oversight on a regular basis.

Reports for External Bodies
Reports to the DfE are produced by the Trust CFO in line with the published DfE requirements.

4.10 Proper and Regular use of Public Funds
The Trust must be able to show that public funds have been used as intended by Parliament.

For further details regarding the principles and disclosure requirements, reference should be
made to latest Academy Trust Handbook.

4.11 Trading with Connected Parties

Related and connected party transactions are a key area of risk for the Trust, given the
nature of its relationship with the Diocese. All staff with authority to make purchases on
behalf of the Trust must be familiar with the Trust’s Finance Procedures guidance — Related
Party Transactions, and comply with the requirements in the guidance. Failure to comply
with the DfE requirements on related party transactions could result in the Trust receiving
a Notice to Improve.

Academy Trusts must be even-handed in their relationships with related parties by ensuring
that:

e Directors comply with their statutory duties as company directors to avoid conflicts of
interest, not to accept benefits from third parties, and to declare interest in proposed
transactions or arrangements

e All members, Directors, academy council members and senior employees have completed
the register of interest.
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No member, trustee, academy council member, employee or related individual or

organisation uses their connection to the trust for personal gain, including payment under
terms that are preferential to those that would be offered to an individual or organisation
with no connection to the Trust

There are no payments to any trustee by the Trust unless permitted by the Articles, or by
authority from the Charities Commission. Trusts will need to consider these obligations
where payments are made to other business entities who employ the trustee, are owned
by the trustee, or in which the trustee holds a controlling interest.

The Charities Commission’s approval is obtained where the Trust believes a significant
advantage exists in paying a trustee for acting as a trustee

Any payment provided to the persons as follows satisfies the ‘at cost’ requirement:

o any member or trustee of the Trust;

o any individual or organisation connected to a member or trustee of the Trust.

For these purposes the following persons are connected to a member, or trustee:

a relative of the member or trustee. A relative is defined as: a close member of the family,
or member of the same household, who may be expected to influence, or be influenced
by, the person. This includes, but is not limited to, a child, parent, spouse or civil partner;
an individual or organisation carrying on business in partnership with the member, trustee
or a relative of the member or trustee;

a company in which a member or the relative of a member (taken separately or together),
and/or a trustee or the relative of a trustee (taken separately or together), holds more
than 20% of the share capital or is entitled to exercise more than 20% of the voting power
at any general meeting of that company;

an organisation which is controlled by a member or the relative of a member (acting
separately or together), and/or a trustee or the relative of a trustee (acting separately or
together). For these purposes an organisation is controlled by an individual or
organisation if that individual or organisation is able to secure that the affairs of the body
are conducted in accordance with the individual’s or organisation’s wishes;

any individual or organisation that is given the right under the Trust’s Articles of
Association to appoint a member or trustee of the Trust; or anybody related to such
individual or organisation;

any individual or organisation recognised by the Secretary of State as a sponsor of the
academy trust; or anybody related to such individual or organisation.

A body is related to another individual or organisation if it: is controlled by the individual or
organisation; or controls the organisation; or is under common control with the individual or
organisation. For these purposes control means:

holding more than 20% of the share capital (or equivalent interest) or
having the equivalent right to control management decisions of the body or
having the right to appoint or remove a majority of the board or governing body.
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The ‘at cost’ requirements do not apply to the Trust’s employees unless they are also one of
the parties described above.

Some relationships with related parties may attract greater public scrutiny. The Trust Board
must ensure requirements for managing related party transactions are applied across the
Trust. The Chair of the Board and the Accounting Officer must ensure their capacity to control
and influence does not conflict with these requirements. They must manage personal
relationships with related parties to avoid real and perceived conflicts of interest, promoting
integrity and openness in accordance with the ‘seven principles of public life.’

The Trust must keep sufficient records and make sufficient disclosures in their annual
accounts to show that transactions with these parties and all other related parties, have been
conducted in accordance with the high standards of accountability and transparency required
within the public sector.

e  Where the Trust is aware that a supplier meets the definition of a related party, the
supplier name on the financial software will include *RP at the end for easy identification.

It is a requirement of the Academy Trust Handbook that transactions with related parties
must be notified to DfE before ordering.

There are also specific rules about the need to seek authorisation if the total value of a
transaction with a related party exceeds a certain limit, and the value above which
transactions must be undertaken ‘at cost’. A table summarising the requirements is included
at Appendix 2.

Transactions with the Diocese of Leeds

In the case of transactions involving the Diocese of Leeds (including Catholic Care and the
Diocesan Music Service), these are deemed to meet the ‘at cost’ requirements where they
provide essential functions fundamental to the religious character and ethos of the school.
However, these transactions must still be reported to the DfE in advance. This includes
existing contracts before they are renewed.

Traded services are goods or services which are purchased from the trust’s religious authority
but which are not essential to maintaining the religious character and ethos of the school.
Transactions for traded services below £40,000 do not need to be approved but must be
reported before the order is placed. Transactions starting on or after 1 September 2023 with
a religious authority over £40,000 which are for traded services require prior approval.

Process for managing related party transactions

All related party transactions must be recorded on the school’s Related Party Supplier log.
This confirms that each transaction has been reported and authorised correctly. Advice must
be sought from the Central Finance team in advance for any transactions other than essential
functions provided by the Diocese which are fundamental to the Trust’s religious character,
so that the Trust can ensure these transactions are being handled correctly.
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At cost requirement

Suppliers in scope for the ‘at cost’ requirement, where the total value of expenditure in the

year has reached £2500 (or will do so when the proposed transaction is included) must

provide the proportion above £2500 ‘at cost’. Before the order can be placed, the supplier

must complete and return the Related Party Transactions — At Cost declaration as
confirmation that they will meet this requirement.

4.12 Novel and/or Contentious Transactions

Novel payments or other transactions are those of which the Trust has no experience, or are
outside the range of normal business activity. Contentious transactions are those which might
give rise to criticism of the Trust by Parliament, and/or the public, and/or the media. Novel
and/or contentious transactions must be referred to the DfE by the Trust CFO for explicit prior
authorisation.

4.13 Whistleblowing
The Trust procedures for whistleblowing are documented in the Whistleblowing Policy and
must be published on the Trust’s website.

Furthermore, the Trust must ensure that the use of confidentiality clauses associated with
staff severance payments do not prevent an individual’s right to make disclosures in the public
interest (whistleblowing) under the Public Interest Disclosure Act 1998.

4.14 Financial Complaints Handling
Complaints made against the Trust and its staff will be managed in line with the Trust’s
Complaints Policy.

4.15 Bribery and Anti-Fraud Policy

For the purpose of this policy statement, fraud includes all irregularities which could normally
be described as theft, deception, fraud, corruption, or impropriety. Fraud is always wrong. In
any organisation, it countermands the management at every level and positive action is
needed to prevent and discourage it. The prevention of fraud and the protection of the Trust
is the responsibility of all staff, directors and governors.

The Trust is committed to maintaining an honest and open environment to reduce the risk of
fraud to the lowest possible level and to the rigorous investigation of any suspected fraud.
The Trust therefore requires anyone having reasonable suspicions of fraud to report them.
No employee will be disadvantaged in any way due to reporting reasonably held suspicions.

When fraud is identified, action will be taken to:

e Limit the damage

e Seek reparation for losses incurred

e Take appropriate action against the perpetrators
e Revise procedures to prevent any recurrence

Acts of bribery, theft, fraud and deliberate falsification of records by staff employed anywhere
within the Trust are considered acts of gross misconduct in terms of the Trust's staff
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disciplinary procedures. Where there is direct evidence of fraud (or suspected fraud), the
Trust’s policy is to advise the police. The Trust will co-operate fully with the police and pursue
prosecutions where advised that this is feasible.

Dealing with suspected fraud

Any suspicion of fraud in a school should be reported to the school’s Business Manager or
Headteacher in the first instance. The Business Manager or Headteacher will notify the CFO
that an instance of fraud has been reported. If it is considered more appropriate (for example,
if the Business Manager or Headteacher are involved) the suspicions may be reported directly
to the Chair of Governors (who will pass on the information to the CFO) or directly to the CFO.

If the CFO is suspected of involvement, the suspicions should be reported to the Chief
Executive or Chair of the Board.

The Business Manager or Headteacher (or CFO, depending on the seriousness of the
allegation) will make any initial enquiries considered necessary to validate the report. Senior
leaders and managers should note that anyone suspected of committing a crime has rights
under the law. Therefore, while basic initial enquiries can be undertaken to assess the likely
validity of the report, no action (such as interviewing staff) should be taken in cases of
suspected fraud without prior consultation with the Trust CEO and the Trust CFO. It is
important that any criminal investigation takes precedence over internal disciplinary
investigations. Continuing with an internal investigation when a criminal investigation is
underway can invalidate both processes, and jeopardise any legal or disciplinary proceedings.
Advice must be taken from the Police at all stages of the process.

In every case and as soon as possible after these initial investigations, the Business Manager
or Headteacher will pass the details of the matter to the CFO (or the Chief Executive if the
CFO is involved).

The CFO must report to the Chair of the Board and the Resources and Risk Management
Committee any serious weaknesses, significant fraud or irregularity or any major accounting
or other control breakdown which comes to light, other than through the external auditor’s
work as these will be reported to these parties by the external auditor directly.

Serious weakness includes an activity that has or may result in an attempted, suspected or
actual significant fraud. Significant fraud is usually where one or more of the following applies:

e The sums of money involved are, or potentially are, in excess of £1,000

e The particulars of the fraud are novel, unusual or complex

e There is likely to be public interest because of the nature of the fraud or the people
involved.

The oversight of any investigation will be undertaken by the Trust Board’s Resources and Risk
Management Committee. They will:

1. determine whether further investigation is warranted

2. determine who should carry out the investigation
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determine which outside agencies (police, auditors) should be involved, if any
assess the risk to the organisation

determine to whom day to day management of the response should be given
allocate responsibility for damage limitation action

determine the course of action to recover losses

determine the course of action to be taken against wrongdoers

evaluate the events which enabled the fraud to occur

10. ensure preventative action is taken

O oo NOU AW

Bribery
Trust employees, Directors, governors or any other person working on behalf of the Trust
must not:

e Offer or make a bribe, unauthorised payment or inducement of any kind to anyone

e Solicit business by offering a bribe, unauthorised payment or inducement to a third party

e Accept any kind of bribe, unauthorised payment or inducement that would not be
authorised by the Trust in the normal course of events.

Trust employees or any other person working on behalf of the Trust must:

e refuse any bribe, inducement or unauthorised payment that is offered in a clear manner
that could not lead to any misunderstanding

e report all such offers received to the Headteacher who must then report it immediately
to the Chief Financial Officer

e report all perceived or potential breaches of this policy.
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Part 5: Purchasing and Procurement

5.1 Procurement Policy

The Trust requires all schools to adopt a consistent approach to procurement to allow us to
achieve the best value for money from all purchases. This means purchasing items which are
of the correct quality, quantity and time at the best price possible. A large proportion of
purchases will be paid for with public funds and the Trust therefore needs to maintain the
integrity of these funds by following the general principles of:

e Probity: it must be demonstrable that there is no corruption or private gain involved in
the contractual relationships of the academy;

e Accountability: the academy is publicly accountable for its expenditure and the conduct
of its affairs;

e Fairness: that all those dealt with by the academy are dealt with on a fair and equitable
basis.

The Academy Trust Handbook states that academy trusts are required to have a competitive
tendering policy, and ensure that statutory procurement thresholds are observed. This
section of the Financial Regulations forms that policy and is based on the Academy Trust
Handbook and Department for Education (DfE) guidance on procurement.

Our policy aims to ensure that:

e The Trust’s funds are used only in accordance with the law, its articles of association, its
funding agreement and the Academy Trust Handbook

e The Trust’s funds are used in a way that commands broad public support

e Value for money (economy, efficiency and effectiveness) is achieved

e Directors fulfil their duties and responsibilities as charitable trustees and company
directors.

This policy complies with our funding agreement and articles of association.

The Trust makes use of framework agreements where these are appropriate and provide
good value for money. These are arrangements that a contracting authority, such as a public
sector buying organisation, makes with suppliers. The benefits of frameworks are that they
have already been through a competitive tender process and they have favourable terms and
conditions. In addition, the framework provider may offer advice and support. Depending on
the framework we choose, we will either pick the best value supplier from a list or run a mini-
competition between listed suppliers.

For specialist procurement (e.g. energy, insurance) the Trust may make use of a broker with
appropriate expertise to undertake a procurement exercise on its behalf.

Order values and requirements

Routine Purchasing of less than £5000

Itis the responsibility of the budget holder to manage the budget and to ensure that the funds
available are not overspent. Budget holders with access to IRIS Purchasing will have access to
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Budget holders without access to IRIS Purchasing may request a print detailing commitments
and actual expenditure against budget from their school finance team.

Routine purchases up to £5,000 can be ordered by budget holders subject to sufficient funds
in their budget. Where appropriate a supplier will be chosen from the list of approved
suppliers maintained by the finance team, if this is better value for money than the supplier
originally requested. If the budget holder considers that better value for money can be
obtained by ordering from a supplier not on the approved supplier list, the reasons for this
decision must be discussed and agreed with the finance team. A quote or price must always
be obtained before any order is placed.

Orders £5,000 up to £75,000

The Trust’s financial procedures require all purchases of £5000 or more to be accompanied
by evidence of three quotes, or a suitable explanation for why three quotes cannot be
obtained. If the value of the order is £5000 or more, an attachment must be added to the
Purchase Order in IRIS Purchasing either with evidence of the three quotes or an explanation
for why three quotes cannot be obtained. Where no alternative suppliers are available, the
member of staff requesting the item must be able to evidence to auditors that no other
supplier could fulfil the order.

Orders £75,000 and above

Any order expected to be valued at £75,000 ex VAT or more (for multi-year contracts, the
total contract value over the life of the contract) are required to comply with the competitive
tendering procedures below unless a recognised framework is used for procurement such as
CCS, YPO or CPC, in which case the rules of the framework will apply.

Competitive Tendering

These procedures must be followed where the tendering process is being managed by the
Trust and the value of the contract is above the £75,000 limit. Where a formal tender process
is required, the tendering policy must be followed unless prior agreement to deviate from the
policy has been given by the Risk and Resources Committee or Trust Board.

A modified tender process may be followed for orders below the formal tendering threshold
depending on the nature of the goods being procured. If a modified tender process is
undertaken for contracts below this value, these processes may be followed but it is not a
requirement.

Where the goods or services being procured are of a specialist nature, such as high-value
building contracts, the Trust may seek the support of an organisation with specialist
knowledge of the item being procured to operate the tender process on its behalf and provide
advice on the most appropriate tender to accept. In these cases, the final decision on which
tender to accept remains with the Trust.
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A tendering process must be followed for all orders between £75,000-£179,087 (ex VAT), to
identify the best source of the goods/services. Any orders for goods or services which could
cost more than £75,000 should be discussed with the Trust Finance Managers or CFO prior to
any communication with suppliers. This is to ensure that the correct procedure is followed
from the outset.

Orders over £179,087(excluding VAT)
All goods/services with a value over £179,087, or for a series of contracts which in total
exceed £179,087 are likely to be subject to formal tendering procedures.

Any contracts for goods or services which may exceed this threshold must be discussed with
the CFO at the outset to ensure that they comply with the Public Procurement Act 2023.

Any contracts which automatically renew at the end of the initial term are treated as above
threshold procurements and would be subject to a full tender process. The Trust will not enter
into rolling contracts.

Forms of Tenders
There are three forms of tender procedure: open, restricted and negotiated and the
circumstances in which each procedure should be used are described below.

Open Tender: This is where all potential suppliers are invited to tender. The budget holder
must discuss and agree with the Finance Manager/CFO how best to advertise for suppliers
e.g. general press, trade journals or to identify all potential suppliers and contact directly if
practical.

Restricted Tender: This is where suppliers are specifically invited to tender. Restricted tenders
are appropriate where:

e thereisaneedto maintain a balance between the contract value and administrative costs,

e alarge 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,

e 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:

e the above methods have resulted in either no or unacceptable tenders,
e only one or very few suppliers are available,

e extreme urgency exists,

e additional deliveries by the existing supplier are justified.

Preparation for Tender

Prior to issuing a tender, the budget holder responsible must develop a specification setting
out details of what is being procured. This should include a clear specification for the item,
plus details of the quality, quantity and required delivery date.
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e objective of project

e overall requirements

e technical skills required

e after sales service requirements
e form of contract.

It may be useful after all requirements have been established to rank requirements (e.g.
mandatory, desirable and additional) so that marks can be awarded to suppliers on fulfilment
of these requirements to help reach an overall decision.

Invitation to Tender
If a restricted tender is to be used then an invitation to tender must be issued. If an open
tender is used an invitation to tender may be issued in response to an initial enquiry.

An invitation to tender should include the following:

e introduction/background to the project;
e scope and objectives of the project;

e technical requirements;

e implementation of the project;

e terms and conditions of tender and

e form of response.

Aspects to Consider
Financial

e Like should be compared with like and if a lower price means a reduced service or lower
quality this must be borne in mind when reaching a decision.

e (Care should be taken to ensure that the tender price is the total price and that there are
no hidden or extra costs.

e |Isthere scope for negotiation?

Technical/Suitability

e Qualifications of the contractor

e Relevant experience of the contractor

e Descriptions of technical and service facilities

e Certificates of quality/conformity with standards

e Quality control procedures

e Details of previous sales and references from past customers.

Other Considerations

e Pre sales demonstrations
e After sales service

45| Page
Trust Financial Handbook



e Financial status of supplier. Suppliers in financial difficulty may have problems completing
contracts and in the provision of after sales service. It may be appropriate to have an
accountant or similarly qualified person examine audited accounts etc.

Tender Acceptance

The invitation to tender should state the date and time by which the completed tender
document should be received by the Trust. Where tender documents are sent in hard copy,
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. Where tender documents are sent electronically, these will be
collated and held by a member of the team who is not involved in the purchasing decision
until the submission deadline. Tenders received after the submission deadline should not
normally be accepted. A record must be kept of the firms submitting tenders and when they
were received.

Tender Opening
When the tenders are opened, the record of firms submitting tenders must be updated with
the amount tendered.

Tender evaluation

The evaluation process must 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.

Those involved in making a decision must take care not to accept gifts or hospitality from
potential suppliers that could compromise or be seen to compromise their independence.

The accepted tender should be the one that is economically most advantageous to the Trust
and best meets the criteria. This does not necessarily mean the cheapest. All parties should
then be informed of the decision.

Full records must be kept of all criteria used for evaluation.

e For contracts over £100,000 a report should be prepared for the Resources Committee
highlighting the relevant issues and recommending a decision.

e For contracts under £100,000 where a tender is required the decision and criteria must
be reported to the Resources Committee.

Where required by the conditions attached to a specific grant from the DfE, the department’s
approval must be obtained before the acceptance of a tender.

5.2 Record keeping
As a minimum, all schools should have the following in place in either hard copy or electronic
folder form.

e Requisitions folder — all electronic requisitions submitted for entry on to purchasing
software
e Awaiting BH Approval folder — all invoices awaiting confirmation to pay

46 | Page
Trust Financial Handbook



The Bishop Konstant

2’ Catholic Academy Trust
Learning Communities, inspired by Fath

e To Be Posted folder — all invoices awaiting processing

e Payment Run folders — five plastic folders labelled w/c DD/MM/YY etc for invoices
authorised and due to be paid in the relevant week’s payment run [Payment runs should
be undertaken weekly during term time; payment runs can be scheduled in advance during
school holidays for invoices falling due during the holiday]

e BACS 2" Approver folder — contains IRIS paylist report and invoices related to the paylist
requiring second authorisation at the bank

e Supplier Invoice folder — all processed and paid invoices, filed alphabetically by supplier
name, then date (newest at the top). Supplier statements should be retained in a separate
section of this folder, organised in the same way.

e Payments folder — all signed IRIS paylist reports and Lloyds BACS payment prints, stapled
together (if hard copy), organised by date (newest at the front) [invoices should be filed
separately]

These may be tabbed dividers in a single lever arch folder, rather than individual folders,
depending on the volume of orders being processed.

5.3 Requisitions and Purchase Orders
The Trust’s funds must not be used to purchase alcohol for consumption, except where it is
to be used in religious services.

All staff must complete a General Requisition Form (either electronic or directly on the
purchasing software if a budget holder with IRIS Purchasing access) and wait to receive a
purchase order number (PORD) before they are permitted to place the order. In exceptional
circumstances an order may be placed by a budget holder before a PORD is received where
the requirement relates to a time-critical health and safety or safeguarding issue, but a
purchase order should be produced as soon as possible afterwards.

If the goods or services can be paid for via invoice, this option must be taken and the
transaction processed via IRIS Purchasing. If the supplier is one the Trust has not ordered from
before, a New Supplier Form will need to be completed and the supplier set up on the
purchasing software by the central finance team before the order can be placed. It is the
responsibility of the person placing the order to obtain this information for new suppliers.

If the goods or services can only be purchased by payment with a purchasing card (e.g. ASDA
grocery orders), the order cannot be authorised through IRIS Purchasing as there is no
mechanism for recording payments made by card against purchase orders.

In these circumstances, a General Requisition Form must be completed with details of the
supplier and items to be purchased. This must be authorised in line with the limits for a REQ
raised in IRIS Purchasing (typically by the Headteacher) and assigned a consecutive PO
number. The item can then be purchased using the purchasing card. When entering the
transaction on IRIS as a XXCC payment, the PO number assigned must be referenced in the
document comments and the original authorised REQ attached to the purchase receipt when
filed.
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Purchase orders are not required for the following:

e Charges for school meals, photocopying costs and utilities bills, as the amount cannot be
predicted in advance. Contract costs which are at a fixed rate, such as photocopier lease
costs, do require a purchase order to be raised at the start of the contract

e Short term supply lasting less than five days; long term supply costs must be raised as a
call-off purchase order based on the estimated length of the supply deployment

e DBS checks, as this is a requirement for new staff and can be confirmed with relevant new
starter forms if necessary

From 1 February 2026 BKCAT will be operating a ‘No Purchase Order, No Payment’ approach.
From this date, all invoices received by the Trust (or any of the schools within the Trust) which
require a purchase order must contain a valid purchase order number. From this date, any
invoice received without a purchase order number will not be processed for payment and the
supplier will be asked to contact the member of staff who placed the original order and ask
that they provide a PO number.

Once a requisition is raised, authorisation is undertaken through the purchasing software. An
email is sent to the individual with the appropriate level of authority for the cost centre to
approve the purchase.

Approved requisitions are converted to purchase orders in the purchasing software by
members of the school/Trust finance team. Once a purchase order is created, an email is sent
to a member of the finance team with the appropriate level of authority to approve the
purchase order. In most cases, this will be a member of the school’s finance team. Purchase
orders of £5000 or more are sent for authorisation to the CFO to ensure that the Trust’s policy
regarding quotations has been followed.

Orders will be produced automatically from the accounting system, allocated a reference
number and dispatched to the supplier by the school’s finance staff unless otherwise
requested by the person placing the order.

If the budget holder wishes to place the order him/herself, s/he must submit the order as
above and wait to receive an order number before placing the order. In these instances, the
budget holder must make appropriate arrangements for the delivery of goods to the academy
and must confirm these arrangements to the school finance team.

Agency Staff

It is inevitable that at times there will be a demand for short-term agency workers to cover
such absences as sick leave. Headteachers should consider whether there are any staff who
have available non-teaching hours for cover before authorising the use of supply.

Use of agency staff long-term should be avoided unless essential.

The Headteacher holds ultimate responsibility for the agency staffing budget. As with other
budgets, the agency staff budget must not be exceeded without prior authorisation in line
with the budget authorisation process set out in Appendix 3.
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A booking may be made for short term agency staff without a purchase order in the interests
of the smooth running of the school, but this must not exceed five days. Where a booking is
made for long-term supply, this must be entered as a call-off requisition based on the number
of days the cover is expected to be employed x the daily rate. Invoices should then be set
against the total value of the purchase order until it is exhausted. If the contract needs to be
extended, a further purchase order must be raised.

5.4 Goods Received

Items received with delivery note

If staff have ordered goods and these come with a delivery note, this should be signed and
dated by the staff member who ordered the goods (or some other member of staff who can
reasonably do this on their behalf) to confirm that the items have been received and that
there are no issues with the order. This delivery note should then be sent to the school finance
team who will undertake the goods received authorisation on the purchasing software and
file the signed delivery note. This will serve as confirmation that the goods have been received
and no further authorisation of the invoice is needed. The supplier/carrier shall be notified of
shortages or rejected items.

Services received directly by a budget holder with IRIS Purchasing access

If a budget holder receives a service directly from a supplier, the goods received authorisation
can be undertaken once the service has been performed and before the invoice is received.
This will serve as confirmation that the service has been received and no further authorisation
of the invoice is needed.

5.5 Payment of Invoices

Each location should ensure segregation of duties as much as is feasible. This will be affected
by the number of staff available to carry out these tasks but should involve at least two people
to process the invoice and authorise payment.

The advantage of prior authorisation of purchases via the requisition and ordering process is
that authorisation for the purchase is given at the start of the process. This improves
segregation and significantly reduces risk.

Typically the processing of invoices, creation of a payment run and first authorisation at bank
will be undertaken by one or more members of the school’s finance team. In most cases, the
invoice will have been approved for payment by someone other than the individual
processing the invoice (typically the budget holder or person signing the delivery note).

The Trust’s bank mandate requires dual authorisation to make payments. A second approver
is always required to process payments, resulting in a clear segregation of duties. In most
cases, the second approver will be the Headteacher or Head of School, but payments may be
second authorised by any other individual at the school with the appropriate level of access
to the bank payment portal, or a member of the Central Finance Team where no other staff
are available.
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Posting of invoices

All suppliers must be asked to send invoices to the school’s dedicated finance email address.
Any invoices received directly by school staff must be sent to the school finance team as soon
as they are received.

The school finance staff will routinely check the inbox and print off any invoices received.
Invoices must be entered onto IRIS without undue delay to ensure the liabilities of the Trust
are up to date on the finance software. Invoice numbers must be entered exactly as given on
the invoice (including any prefix) to allow the finance software to identify any duplicate
invoices.

Where an invoice has been entered through IRIS Purchasing, with a PO number issued, these
can only be processed once the item has been goods received through the software. If the
order has not been goods received, the invoice should be placed in the Awaiting BH approval
folder until the budget holder has goods received the items on IRIS Purchasing, at which point
the invoice can be processed. Non-purchase order invoices should be entered onto IRIS when
received, but not placed on a paylist until authorised for payment.

Each invoice when printed should be marked up with the information shown below, either by
way of a stamp, handwritten or in electronic form. If invoices stamps are used, all new invoice
stamps should include the following:

POIN| PI | PC
DATE ENTERED
ACCOUNT
NOMINAL(S)
VAT s|{Rlz|x]|E]
BH AUTH POSTED BY

e POIN/PI/PC — circle which the document type being used and enter the IRIS document
number in the box. This is to make it easier to find the invoice on IRIS in future.
e Date entered — the date the invoice is posted onto IRIS; again, so it can be located in
future.
e Account —the budget/cost centre code(s) assigned on IRIS
e Nominal(s) — the nominal code(s) against which the invoice has been coded on IRIS
e VAT —circle whether the invoice is subject to standard VAT (S), reduced rate VAT (R), zero
rated VAT (Z), outside the scope of VAT (X) or Exempt from VAT (E) or some other VAT
code (enter code into box)
e BH Auth
o Purchase Order invoices
= For budget holders without IRIS Purchasing access: Ticked by the person
processing the invoice if authorisation was received by email, or initialled by the
budget holder if hard copy.
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= For budget holders with IRIS Purchasing access: if the invoice has already been
authorised via the goods received process, this box can be ticked and the invoice
processed. If authorisation is still required, an email should be sent to the budget
holder asking them to complete the authorisation in IRIS Purchasing so the invoice
can be entered.
o Non-Purchase Order invoices - ticked by the person processing the invoice if
authorisation was received by email, or initialled by the budget holder if hard copy.
e Posted By — initialled by the person who has posted the invoice to confirm the invoice is
arithmetically correct [if it is not, it should be easy to spot as will likely not balance once
entered on IRIS] and has been posted to IRIS.

Once processed, purchase order invoices can be placed immediately in appropriate weekly
payment run folder. Non-purchase order invoices should be placed in the Awaiting BH
approval folder pending authorisation to pay and reviewed routinely (at least weekly) to
determine which have now received approval and can be processed for payment. The
Awaiting BH approval folder should also be reviewed for any purchase order invoices which
were awaiting goods receipt on IRIS but can now be processed.

Authorisation of invoices
Finance staff should contact the budget holder where invoices have not been authorised:

o Budget holders without IRIS Purchasing access: a copy of the invoice should be sent
to the budget holder by email. The budget holder should either initial a hard copy of
the invoice or reply by email authorising payment. A copy of the email must be
attached to the invoice.

o For budget holders with IRIS Purchasing access: a copy of the invoice should be sent
to the budget holder by email. The budget holder should be asked to log into the
purchasing software to authorise the invoice via the goods received process for
purchase order invoices, or asked to initial a hard copy/reply by email authorising
payment for non-purchase order invoices.

Anyone who has been sent a request to approve an invoice for payment must confirm within
2 working days by return email or via the purchasing software that the invoice is correct, that
they have received the goods or services detailed in the invoice and that they are happy for
the invoice to be paid. This is to avoid delays in completing payment runs and to ensure the
timely payment of suppliers.

If a budget holder is pursuing a query with a supplier the school finance team must be
informed of the query and periodically kept up to date with progress. Any invoice received
should be placed on dispute until the budget holder confirms the query is resolved.

All posted and coded invoices that have been authorised by the person placing the order
(along with any Delivery Note if hard copy) should be separated into the weekly payment run
folders depending on their due date. This is to ensure that invoices are paid within the
supplier’s payment terms, but not too early, to maximise the opportunity to earn interest on
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reused for a future week’s invoices.

Payment of invoices

Invoices due that week will be processed in a payment run on the finance software. The Paylist
Report will be printed and placed in the BACS 2nd Approval folder along with the invoices
related to that paylist. This folder will be passed to the second authoriser.

The second authoriser will check off the invoices against the Paylist Report and confirm the
paylist total matches the amount on Lloyds before authorising and submitting the BACS
payment. The second approver will save and print the Lloyds BACS confirmation showing the
transaction has been fully approved.

The BACS 2nd Approval folder will then be returned to the school finance staff who will file
the Paylist Report and Lloyds BACS Print in the Payments folder and the invoices in the
Supplier Invoices folder.

Cheque payment
Cheques may only be used when there are no other methods of payment available. Bank
transfers must always be used in preference to cheques.

All cheque books and pre-printed cheque stationery are classified as controlled stationery and
as such shall be kept in a secure and proper manner. Any spoilt or cancelled cheques shall be
retained.

Details of the amount, supplier, date, order number shall be recorded on the appropriate part
of the cheque stationery.

Non-order purchase invoices

Most items should be pre-authorised using the purchase order process on IRIS Purchasing.
On rare occasions an invoice may be received for which no purchase order has been raised.
These are non-order purchase invoices and are processed directly in IRIS Financials. They
cannot be processed in IRIS Purchasing.

As non-order purchase invoices have not been through the authorisation process prior to
being received, they need to be authorised when received as follows:

¢ Invoice value up to £5000; funds available in budget — the invoice must be authorised for
payment by the Headteacher or relevant budget holder (up to their authorisation limit; if
the invoice is above the budget holder’s limit, it must be authorised by the Headteacher),
with confirmation of the account (cost centre) the funds to pay are coming from. The
authorisation must be attached to the invoice.

* Invoice value up to £5000; funds not available in budget — the invoice must be authorised
for payment by the CFO. The invoice must be submitted to the CFO with confirmation of
the account (cost centre) the funds to pay are coming from and an explanation for why a
purchase order was not raised. The budget amendment approval form must also be
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submitted with an explanation of why the budget needs to be exceeded. Once the CFO
gives authorisation, this authorisation must be attached to the invoice.

* Invoice value £5000 or more; funds available in budget — the invoice must be authorised
for payment by the CFO. The invoice must be submitted to the CFO with confirmation of
the account (cost centre) the funds to pay are coming from, an explanation for why a
purchase order was not raised, and evidence of three quotes, or an explanation for why
three quotes cannot be provided.

¢ Invoice value £5000 or more; funds not available in budget — the invoice must be
authorised for payment by the CFO. The invoice must be submitted to the CFO with
confirmation of the account (cost centre) the funds to pay are coming from, an
explanation for why a purchase order was not raised and evidence of three quotes, or an
explanation for why three quotes cannot be provided. The budget amendment approval
form must also be submitted with an explanation of why the budget needs to be
exceeded. Once the CFO gives authorisation, this authorisation must be attached to the
invoice.

5.6 Petty Cash

It is the preference of the Trust that schools do not use petty cash. Where petty cash is used,
the petty cash balance held and the number of petty cash transactions undertaken must be
kept to a minimum by each academy. Petty cash transactions should not take the place of
goods and services transactions that should have been made using the purchasing process.
Receipts into petty cash will be either from the bank as a reimbursement or the repayment
of part or all of an advance drawn from petty cash. All receipts must be retained by the
appropriate staff member, recorded in a petty cash book and entered on the financial
management system.

The petty cash book is reconciled to the cash whenever a request for reimbursement is made.
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Statutory audit

In accordance with the Companies Act 2006, the Trust must appoint an auditor, to certify
whether the accounts present a true and fair view of the Trust’s financial performance and
position; and produce audited accounts.

The contract for the audit must be in writing. This must take the form of a letter of
engagement. The letter of engagement must only cover the external audit. If additional
services are to be purchased, a separate letter of engagement must be obtained which must
specify the precise requirements of the work and the fees to be charged.

Removal of auditors

The letter of engagement must provide for the removal of auditors, before the expiry of the
term of office, in exceptional circumstances. Proposals to remove auditors must require a
majority vote of the members who must provide reasons for their decision to the academy
trust’s board. If the auditors resign, there must be a requirement in the letter of engagement
for them to provide the Trust with an explanation, within 14 days of their resignation.

The Trust Board must notify DfE immediately of the removal or resignation of the auditors. In
the case of removal, the Trust’s board must notify DfE of the reasons for the removal. In the
case of resignation, the Trust must immediately copy to DfE a statement of explanation from
the auditors.

Group auditors and consolidation

The financial accounts of each academy trust will be consolidated into those of DfE and DfE.
DfE will use a combination of audited accounts, ‘accounts returns’ and other information to
generate the consolidated accounts, and these accounts will be audited by the National Audit
Office (NAO) on behalf of the Comptroller and Auditor General (C&AG). The NAO will audit
the consolidated accounts in accordance with International Standards on Auditing, and will
undertake appropriate procedures in accordance with that framework to satisfy the C&AG
that these accounts are true and fair. To this end, each trust is a component of the
consolidation and the Trust’s management must prepare the financial information requested
by DfE for this purpose.

The Academy Trust’s auditors will be required by DfE to audit certain information, and this
requirement should be incorporated within the terms of engagement.

The C&AG is also required to reach an opinion on regularity for DfE’s and DfE’s accounts, and
will draw on the regularity opinions expressed by trusts’ auditors.

Regularity audit
Accounting officer’s statement

An accounting officer’s statement on regularity, propriety and compliance must be included
in the Trust’s annual report. This is a formal declaration by the Trust’s Accounting Officer that
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they have met their personal responsibilities to Parliament for the resources under their
control during the year. It includes a responsibility to ensure that:

e public money is spent for the purposes intended by Parliament (regularity)

e appropriate standards of conduct, behaviour and corporate governance are
maintained when applying the funds under their control (propriety) and

e there is efficient and effective use of resources in their charge (value for money).

The format of the statement is included within DfE’s accounts direction. The Accounting
Officer also has a responsibility to advise the Trust Board and DfE of any instances of
irregularity or impropriety, or non-compliance with the terms of the Trust’s funding
agreement and/or the Academy Trust Handbook.

Auditor’s review of reqularity

A review of the Accounting Officer’s statement must be included within the remit of academy
trusts’ external auditors. The auditor’s conclusions on regularity must be addressed jointly to
the Trust and to the Secretary of State through the DfE. The DfE will draw formal assurance
from this regularity audit. Further information is included in the accounts direction.

Funding audit

Funding audits allow the DfE to gain assurance on the key raw data provided by an academy
trust which are used in the calculation of recurrent funding grants, and whether this data is
accurate, complete and supported by evidence. The scope and timing of the DfE’s funding
audit approach is determined annually.

National Audit Office and Public Accounts Committee

The National Audit Office (NAO) has the right to access the books of accounts and all relevant
records, files and reports of an academy trust for inspection, or for the carrying out of value
for money studies. The Trust must cooperate with NAO officials and their contractors and
provide such help, information and explanation as is reasonable and necessary.

The NAOQ's findings are considered by the Public Accounts Committee (PAC). The PAC has the
power to call anyone, including past and current accounting officers of a trust, to account for
the proper use of public funds.

Audit access rights

The DfE or its agents may from time-to-time carry out audits at the academy trust. The Trust
must provide the DfE with access to all books, records, information, explanations, assets and
premises, and the DfE may take copies of any relevant documents. The DfE may conduct
interviews during its audits at any reasonable time. The DfE will give the Trust reasonable
advance notice in writing of its proposed audits.
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Part 7: Provision of Information

The Trust must provide the DfE, or its agents, with information the DfE requires in exercising
its responsibilities and to meet funding requirements. This information must be of sufficient
quality to meet the purposes for which it has been requested. The Trust must provide the
information when and how the DfE and its agents request it. The DfE will consider the impact
on academy trust business in the deadlines it specifies for the provision of information.

On occasion, the DfE will require urgent information from the Trust, usually because of
requests to the DfE to fulfil its duties to provide information to the Secretary of State and
account to Parliament. The DfE will act reasonably in its requests for information and will have
regard to the costs and timescales of providing the information, and where appropriate to its
confidentiality. In requesting information, the DfE will also consider information previously
supplied by the Trust to the DfE or other stakeholders with whom the DfE is realistically able
to share information. The DfE may also request information that the Trust gathers to meet its
own needs.

If the Trust does not return the information the DfE requires by the specified deadline, or that
the information is not of an acceptable quality, the DfE may carry out whatever investigations
it deems necessary to collect the information, where appropriate in consultation with the
trust. The DfE may, as necessary, deduct all or part of the cost of the investigations etc. from
the DfE’s recurrent funding of the Trust.

The Trust must notify the DfE of the vacating or filling of the positions of Chair of the Board
of Directors, the Accounting Officer (the Trust CEO) and the Trust Chief Financial Officer within
14 days of that change. Notification must be through the governance section of DfE’s Get
information about schools (GIAS) register, accessed via DfE Sign-in. All fields must completed
and must be kept up to date.

In addition to the above positions, records are required for constituent academies in relation
to headteachers, chairs of academy councils and governors.

The Trust must complete the School resource management self-assessment tool and submit
their completed checklist to DfE by the specified annual deadline.
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The Resources and Risk Management Committee, in conjunction with the Chief Financial
Officer, will ensure that suitable accounting systems are implemented within the Trust. The
system will have the following incorporated features

e authorisation and supervisory controls to ensure transactions are properly recorded or
that errors are identified;

e record protection against unauthorised modifications, destruction, disclosure or loss
whether by accident or intention;

e authorised staff access to the accounting records which will be securely retained when
not in use;

e accounting records maintenance and security; vouchers or other documents relating to
financial transactions stored for 7 years in accordance with the Companies Act; and

e financial transactions traceability from the original documentation to the accounting
records and vice versa.

The Trust’s main financial systems are:

e RIS Financials v7 — this is cloud-hosted software used for the recording of financial
transactions and the production of financial reports

e |MP Budgeting — this is cloud-based software used for budgeting

e iTrent —this is cloud-based software provided by the Trust’s payroll provider, NeoPeople.

All the financial transactions of the Trust must be recorded in full on the accounting system.

Access to any computer systems holding information on staff, students or of a financial nature
will be by secure password. Where access to specific component parts of the system can be
restricted, the Chief Financial Officer will be responsible for setting and periodically reviewing
access levels for all members of staff using the system.

The Chief Financial Officer is responsible for ensuring that there are effective back up
procedures for the system in order to prevent loss of data. As part of the business continuity
arrangements, the CFO will prepare a disaster recovery plan in the event of loss of financial
facilities or financial data. This will link with the annual assessment of major risks.
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Part 9: Monitoring and Review of this Policy

The Trust shall be responsible for reviewing this policy from time to time to ensure that it
meets legal requirements and reflects best practice.

The Bishop Konstant Catholic Academy Trust is an exempt charity regulated by the Secretary of State for Education. It is a company
limited by guarantee registered in England and Wales, company number 8253770, whose registered office is at
St Wilfrid’s Catholic High School & Sixth Form College, Cutsyke Road, Featherstone WF7 6BD

58| Page
Trust Financial Handbook



The Bishop Konstant
' Catholic Academy Trust

Learning Communities, Inspired by Faith

Academic year

Academy trust

Accounting officer

Articles of Association

Asset

Balanced budget

Capital

Chief Executive Officer

Chief Financial Officer

Companies House
Effectiveness

Efficiency

Financial year

Funding agreement

Trust Financial Handbook

The ‘school year’ starting 1 September and ending 31
August.

The company which has entered into a funding
agreement with the Secretary of State to run one or
more academies.

The senior executive of the academy trust,
designated as accountable for regularity, propriety
and value for money. This is named as the Chief
Executive Officer.

The articles set out the Trust’s charitable object and
governance arrangements.

Anything that is capable of being owned or controlled
to produce value and that is held to have positive
economic value. Can be ‘revenue’ (e.g. cash) or
‘capital’ (e.g. a building).

A formal budget plan setting out projected income
and expenditure drawing on unspent funds from
previous years as necessary. Trusts do not have to
balance income and expenditure in each year to zero
and can carry forward unspent GAG (if eligible).

Capital assets or funding are those from which an
academy trust can expect to derive a benefit for
more than one vyear: typically land, buildings,
vehicles, information technology etc. Capital assets
are usually referred to as fixed assets.

The senior executive of the Trust and head of the
executive management team.

The individual who leads the finance department.
The Chief Financial Officer or the Finance Director.

Is the UK’s Registrar of Companies.
Obtaining the desired outcome.

Obtaining the best possible outcome for the
resources input.

This is the same as the academic year, from 1
September to 31 August.

The agreement between the Trust and the Secretary
of State, which includes funding arrangements,
obligations of both parties and termination
provisions.
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General Annual Grant

Headteacher

Lloyds Bank Procurement Cards

Propriety

Public funds

Regularity

Secretary of State

Statement of Recommended Practice

Value for money

Whistleblowing

Trust Financial Handbook

GAG is the main source of revenue funding for the
Trust.

The head teacher of an academy.

A card that enables the schools in the Trust to
purchase goods/services where the company being
used provides the best value but an invoice cannot
be raised or a credit account cannot be set up. They
are particularly useful for making purchases over the
internet.

The requirement that expenditure and receipts must
be dealt with in accordance with Parliament’s
intentions and the principles of parliamentary
control. This covers standards of conduct, behaviour
and corporate governance.

Funds which, ultimately, derive from parliamentary
authority. All academy trusts’ income, expenditure,
assets and liabilities are consolidated into the
accounts of DfE and will be considered by Parliament
to be public unless otherwise demonstrated.

The requirement to deal with all items of income and
expenditure in accordance with legislation, the terms
of the Trust's funding agreement and the DfE
Academy Trust Handbook, and compliance with
internal Trust procedures. This includes spending
public money for the purpose intended by
Parliament.

The Secretary of State for the Department for
Education.

The Charity Commission’s document Accounting and
Reporting by Charities: Statement of Recommended
Practice (SORP), which describes the form and
content of charity accounts.

Achieving the best possible educational and wider
societal outcomes through the economic, efficient
and effective use of all the resources in the Trust’s
charge, the avoidance of waste and extravagance,
and prudent and economical administration.

When an employee reports suspected wrongdoing at
work and makes a disclosure in the public interest,
under the protection of the Public Interest Disclosure
Act 1998 as appropriate.
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Appendix 2: Summary of authorities and requirements
These summaries are intended as a guide/aide memoire only and should be read in conjunction with the relevant sections of the Handbook.

General purchases (excluding contracts/service level agreements)

. Sufficient funds . Submit budget Submit three quotes/ explanation for why
| | Auth
Order/Invoice value in budget uthorised by amendment form three quotes cannot be provided

Up to £5000 Yes Headte.ach('er or t')udgetc holder No No, unless connected party
No Chief Financial Officer Yes No, unless connected party
Yes Chief Financial Officer No Yes

£
5000 or more No Chief Financial Officer Yes Yes

Contracts/Service Level Agreements

. Sufficient funds . . Submit budget Submit three quotes/ explanation for wh
Order/Invoice value in budget Authorised by Signed by amendment fgorm three qu:tes cannotpbe provided !
Up to £5000 Yes Chief Financial Officer Headteacher No No, unless connected party
No Chief Financial Officer Headteacher Yes No, unless connected party
£5000 or more Yes Chief Financial Officer Chief Financial Officer No Yes
No Chief Financial Officer Chief Financial Officer Yes Yes

Variations to budget

Type of
expenditure

Budget position

Expenditure detail

Submission
required

Authoriser

Financial authorisation details

Schools with in-year

budget surplus S

Direct replacement for existing
established post — same or
fewer hours/weeks/FTE

Vacancy release
form

Chief Financial ¢

Officer

Automatically authorised for:

Teachers —up to UPS 3

Leadership — up to maximum of existing scale
for post

Support staff — up to maximum of existing
grade for post

TLR — at existing rate for post

Trust Financial Handbook
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Budget position

Schools with in-year

Learning Communities, Inspired by Faith

Type of

expenditure

Expenditure detail

Recruitment to a new post or
responsibility allowance not on

Submission
required

Vacancy release

Authoriser

Chief Financial

Financial authorisation details

Automatically authorised provided doing so does

Staffing . . not cause school to enter an in-year deficit within
budget surplus establishment — net annual form Officer
the three-year budget
cost to school less than £10k
. Likely to be authorised provided doing so does
Recruitment to a new post or . o
N - P . not cause school to enter an in-year deficit within
Schools with in-year . responsibility allowance not on Vacancy release Chief Financial . . . .
Staffing . . the three-year budget. Consideration will be given
budget surplus establishment — net annual form Officer L .
to current budget projections and total variance
cost to school more than £10k
requests for the year to date.
o Any other increase in staffin . . Automatically authorised provided doing so does
Schools with in-year . i . L Chief Financial v . . g S
Staffing costs — net annual cost to Variation form ) not cause school to enter an in-year deficit within
budget surplus Officer
school less than £10k the three-year budget
Likely to be authorised provided doing so does
Schools with in-vear Any other increase in staffing Chief Financial not cause school to enter an in-year deficit within
y Staffing costs — net annual cost to Variation form the three-year budget. Consideration will be given

budget surplus

school more than £10k

Officer

to current budget projections and total variance
requests for the year to date.

Schools with in-year
budget surplus

Non-staffing
expenditure

Net cost up to £5k ex VAT

Budget variance
request

Chief Financial
Officer

Automatically authorised provided doing so does
not cause the school to enter an in-year budget
deficit

Schools with in-year

Non-staffing

Net cost £5k up to £25k ex VAT

Budget variance

Chief Financial

Likely to be authorised provided doing so does
not cause school to enter an in-year deficit.
Consideration will be given to current budget

budget surplus expenditure request Officer . .
projections and total variance requests for the
year to date.
s . Request must be authorised by Directors.
Schools with in-year Non-staffing Investment . q . . . . el
Net cost £25k or more Directors Consideration will be given to current budget

budget surplus

expenditure

proposal template

projections.

Schools with in-year
budget deficit

Staffing

Direct replacement for existing
established post — same or
fewer hours/weeks/FTE

Vacancy release
form

Chief Financial
Officer

May authorise for:

e Class teachers —up to UPS 3

e Leadership — up to maximum of existing scale
for post

Trust Financial Handbook
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Budget position
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Type of

expenditure

Expenditure detail

Submission
required

Authoriser

Financial authorisation details

e  Support staff — up to maximum of existing
grade for post

e TLR - at existing rate for post

School must demonstrate on the VRF that

consideration has been given to opportunities for

cost savings

Schools with in-year

Recruitment to a new post or
responsibility allowance not on

Vacancy release

Chief Financial

May authorise considering current budget
projections and total variance requests for the

budget deficit

school £25k or more

.. Staffing . . year to date. The school must demonstrate on the
budget deficit establishment — net annual form Officer . . .
VRF that consideration has been given to
cost to school less than £10k . .
opportunities for cost savings
. M thori ideri t budget
Recruitment to a new post or aY au. orise const erlr.1g CLUrEn el
o - . . projections and total variance requests for the
Schools with in-year . responsibility allowance not on Vacancy release Chief Executive
. Staffing . . year to date. The school must demonstrate on the
budget deficit establishment — net annual form Officer VRE that consideration has been given to
cost to school £10k up to £25k .\ . .
opportunities for cost savings
Recruitment to a new post or Request must be authorised by Directors. The
Schools with in-year . responsibility allowance not on Vacancy release . school must demonstrate on the VRF that
.. Staffing . Directors . . . .
budget deficit establishment — net annual form consideration has been given to opportunities for
cost to school £25k or more cost savings elsewhere
May authorise considering current budget
o Any other increase in staffin P . rojections and total variance requests for the
Schools with in-year ) H . o Chief Financial proj d
. Staffing costs — net annual cost to Variation form . year to date. The school must demonstrate on the
budget deficit Officer . . .
school less than £10k VF that consideration has been given to
opportunities for cost savings
May authorise considering current budget
sy Any other increase in staffin . . rojections and total variance requests for the
Schools with in-year . y = L Chief Executive pro) a
budeet deficit Staffing costs — net annual cost to Variation form Officer year to date. The school must demonstrate on the
& school £10k up to £25k VF that consideration has been given to
opportunities for cost savings
- Any other increase in staffing . .
Schools with in-year ) L . Request must be authorised by Directors. The
y Staffing costs — net annual cost to Variation form Directors 9 y

school must demonstrate on the VF that

Trust Financial Handbook
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Type of Submission

Budget position Authoriser Financial authorisation details

Expenditure detail

expenditure required
consideration has been given to opportunities for
cost savings elsewhere
May authorise where expenditure is required to
Schools wit.h.in-year Non-sta.ffing Net cost up to £5k ex VAT Budget variance Chief Fi.nancial address urgent issue. The schpol must .
budget deficit expenditure request Officer demonstrate that consideration has been given to
opportunities for cost savings elsewhere.
May authorise where expenditure is required to
Schools with in-year Non-staffing Budget variance Chief Executive | address urgent issue. The school must
budget deficit expenditure N CEHS ARSI S USRI request Officer demonstrate that consideration has been given to
opportunities for cost savings elsewhere.
Request must be authorised by Directors. The
Schools with in-year Non-staffing Investment . school must demonstrate that consideration has
. . . Net cost £10k or more Directors . " .
budget deficit expenditure proposal template been given to opportunities for cost savings
elsewhere.
Related party transactions
Value At cost’ requirement Reported to DfE in | DfE approval required in
advance advance
Essential functions provu:{ed by .the Diocese Any value Deemed to meet ‘at cost’ Yes No
fundamental to the Trust’s religious character
Services provided by other state funded schools and Anything above an annual
academies (but not by trading subsidiaries of Any value cumulative value of £2,500 must Yes No
another school/academy) be provided ‘at cost’
Traded services — provided by any other supplier Anything above an annual
(including the Diocese) not essential to maintaining Up to £40,000 cumulative value of £2,500 must Yes No
the religious character be provided ‘at cost’
Traded services — provided by any other supplier Anything above an annual
(including the Diocese) not essential to maintaining £40,000 or more cumulative value of £2,500 must Yes Yes
the religious character be provided ‘at cost’
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Appendix 3: Trust processes

Overview of budget setting and monitoring process

GAG allocations for following year are published—start of new budget setting cycle

Initial pupil admissions for following September released—predicted pupil numbers updated in budget

First draft of expected FINAL budget for current academic year and ORIGINAL budget for following academic
year locked on budget software

Budget review meetings

Schools predicting end of year
surplus and not in cumulative
deficit within one year—
meeting between Headteacher,
CFO and school finance lead

Schools predicting end of year
deficit but not in cumulative
deficit within one year—meeting meeting between Headteacher,
between Headteacher, CFO and CEO, CFO and school finance
school finance lead lead

Schools predicting cumulative
deficit within one year—

Final draft of expected FINAL budget for current academic year and ORIGINAL budget for following academic
year locked on budget software

Schools predicting end of year
surplus and not in cumulative
deficit within one year—no
action

Schools predicting end of year
deficit but not in cumulative
deficit within one year—deficit
recovery plan required

Schools predicting cumulative
deficit within one year—deficit
recovery plan required

Reviewed, consistency of assumptions checked, budgets consolidated for submission to ESFA

Budgets submitted for approval to Directors

Revised AUT2 budgets for current academic year locked on budget software

Schools predicting end of year
surplus and not in cumulative
deficit within one year—no
meeting —budget reviewed by
central finance for obvious
issues

Budget review meetings

Schools predicting end of year
deficit but not in cumulative
deficit within one year—no

meeting—updated deficit recovery

plan reviewed by CFO

Schools predicting cumulative
deficit within one year—
meeting between Headteacher,
CFO and school finance lead to
review deficit recovery plan

Revised SPR1 budgets for current academic year locked on budget software

Schools predicting end of year
surplus and not in cumulative
deficit within one year—no
meeting —budget reviewed by
central finance for obvious
issues

Budget review meetings

Schools predicting end of year
deficit but not in cumulative

deficit within one year—meeting

between Headteacher, CFO and
school finance lead to review
deficit recovery plan

Schools predicting cumulative
deficit within one year—
meeting between Headteacher,
CFO and school finance lead to
review deficit recovery plan

Revised SUM1 budgets for current academic year locked on budget software

Trust Financial Handbook
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Overview of budget variation process

Costs can be covered by Costs cannot be covered by Costs cannot be covered by Costs can be covered by
moving budget from moving budget from moving budget from moving budget from
elsewhere—no impact on elsewhere—impact on year elsewhere—impact on year elsewhere—no impact on
year end position end position end position year end position

Net cost up to Net cost £5k up Net cost £25k or Net cost up to Net cost £5k up Net cost £10k or
£5k ex VAT to £25k ex VAT more ex VAT £5k ex VAT to £10k ex VAT more ex VAT

) Likely to be
Automat'lc unless aiheiisad i
IS (e does not cause Submit
deficit - . i i
in-year deficit investment Submit

proposal investment
template May authorise May authorise proposal

(business case) for urgent issues for urgent issues template

(business case)
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Appendix 4: Month End and Year End Checklists

Latest copies are available on the Trust Finance Sharepoint

Trust calendar of finance deadlines
Trust 2526 Calendar for Schools.pdf

Month End Checklist
Month End Checklist.docx

Year End Checklist and Audit Readiness Review
Year End checklist for schools.docx

Audit readiness review template.xlsx

Trust Financial Handbook

67| Page


https://bkcatuk.sharepoint.com/:b:/r/sites/TRUST-Finance/Shared%20Documents/Trust%202526%20Calendar%20for%20Schools.pdf?csf=1&web=1&e=yNAiI3
https://bkcatuk.sharepoint.com/:w:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/Month%20End%20Checklist.docx?d=w576a2d525eb141e5b2502f3bc6d77018&csf=1&web=1&e=I7lUP1
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Income stream Output Rationale Input VAT
VAT
. Non-business if provided .
Outside Ul , 't provi ) Input VAT can be reclaimed
After School Clubs only to Trust’s own pupils at | .
scope in full under s.33B
or below cost
. Non-busi le of .
Outside on .usmess as sale 0 Input VAT can be reclaimed
Art folders supplies closely-related to .
scope . in full under s.33B
education at or below cost
. Outsid . . .
Bank interest utside Non-business No input VAT to reclaim
scope
Standard | Business activity, even if Reclaimed in full under
Book bags
rated sold at cost normal VAT rules
Book fairs commission raetr;)d Business activity No input VAT to reclaim
. Non-busi if ided .
Outside on usmes§ It provi e. Input VAT can be reclaimed
Breakfast Clubs only to Trust’s own pupils at | .
scope in full under s.33B
or below cost
. - . Non-business as sale of .
Catering — pupils in Outside . Input VAT can be reclaimed
supplies closely-related to .
Trust schools scope . in full under s.33B
education at or below cost
Catering — pupils not in | Standard Business activit Reclaimed in full under
Trust schools rated i normal VAT rules
Catering — staff and Standard . . Reclaimed in full under
. Business activity
visitors rated normal VAT rules
Non-business provided
. Outsid donation is freely gi d . .
Donations utside onation is re(.e ygiven .an No input VAT to reclaim
scope the donor receives nothing
in exchange
Electricity export tariff
(income from selling Standard Business activit Reclaimed in full under
surplus electricity back | rated ¥ normal VAT rules
to grid)
Feed in Tariff Outside Non-business No input VAT to reclaim
scope
Fundraising events,
including admission and Reclaim of input VAT is
any income from Exemot Business activity but subject | subject to partial exemption
activities taking place at P to exemption. rules and not all can be
the event e.g. raffles, reclaimed
stalls
Fundraisi behalf Outsid . .
unaraising 0.”. eha utside Non-business VAT cannot be reclaimed
of other charities scope
. Outside . Input VAT can be reclaimed
Grant income Non-business .
scope in full under s.33B
Reclaim of input VAT is
Hire of premises (space Exemot Business activity but subject | subject to partial exemption
only) P to exemption. rules and not all can be
reclaimed

Trust Financial Handbook
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Income stream

support staff)

to exemption.

Output Rationale Input VAT
VAT
Hire of premises (with Standard . . Reclaimed in full under
. Business activity
service) rated normal VAT rules
Hoodies Standard | Business activity, even Reclaimed in full under
rated where sold at cost normal VAT rules
Reclaim of input VAT is
Initial Teacher Training Exemot Business activity but subject | subject to partial exemption
payments P to exemption. rules and not all can be
reclaimed
. Outside . Input VAT can be reclaimed
Insurance claims Non-business .
scope in full under s.33B
Outside Non-business where
Internal transactions transaction takes place No input VAT to reclaim
scope .
wholly within the Trust
Non-business as sale of
. . Outside supplies closely-related to . .
Milk (not for profit) PP i y No input VAT to reclaim
scope education at or below cost
(following rules for catering)
. Non-business as sale of .
. Outside . Input VAT can be reclaimed
Music lessons supplies closely-related to .
scope i in full under s.33B
education at or below cost
Photography Standard . . Reclaimed in full under
. Business activity
commission rated normal VAT rules
Outside Non-business activity —
Pensioners lunch club ccope welfare service provided VAT cannot be reclaimed
P below cost
. Standard . . Reclaimed in full under
Prom tickets Business activity
rated normal VAT rules
Non-business where the
other organisation is an Input VAT can be reclaimed
Reimbursements from Outside educational institution or in full under s.33B if supply
other eligible bodies scope local authority and the is closely-related to
amount does not exceed education
the actual cost
Business activity, even
. . Zero where sold at cost, as not . .
Revision guides . No input VAT to reclaim
rated needed for regular use in
class
Staff — non-teaching
staff (excluding Standard . L Reclaimed in full under
. Business activity
educational support rated normal VAT rules
staff)
. Reclaim of input VAT is
Staff — teaching staff . L . . P . .
. . . Business activity but subject | subject to partial exemption
(including educational Exempt

rules and not all can be
reclaimed

Trust Financial Handbook
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Income stream

Output Rationale Input VAT
VAT
Business activity where the
. Standard | sponsor receives something | Reclaimed in full under
Sponsorship .
rated in return e.g. logo on sports | normal VAT rules
kit
Non-business as sale of
. . supplies closely-related to .
Stationery/ planners Outside PP \ 4 Input VAT can be reclaimed
. education (needed regularly | .
sold via school shop scope ) in full under s.33B
for use in classroom) at or
below cost
Ties — all phases Standard | Business activity, even Reclaimed in full under
P rated where sold at cost normal VAT rules
. Non-busi le of .
. Outside on .usmess as sale 0 Input VAT can be reclaimed
Trips supplies closely-related to .
scope i in full under s.33B
education at or below cost
. Non-business as sale of .
Tuck shop (not for Outside . Input VAT can be reclaimed
. supplies closely-related to .
profit) scope . in full under s.33B
education at or below cost
Business activity, unless run | Reclaimed in full under
Standard | by pupils as part of their normal VAT rules or input
Tuck shop (for profit) rated/Out | course (e.g. business VAT can be reclaimed in full
of scope | studies) when it becomes under s.33B if the purpose
non-business is educational
Unif —pri VA Busi tivit . .
niform Prlmary ero usiness activity, even No input VAT to reclaim
school pupils rated where sold at cost
Uniform — secondary Standard | Business activity, even Reclaimed in full under
school pupils rated where sold at cost normal VAT rules

Trust Financial Handbook
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Latest copy of the forms are available on the Trust Finance Sharepoint in Templates and checklists

Audit Readiness Review Template

Audit readiness review template.xlsx

Budget Variance Request

Budget variance request.xlsx

Deficit Recovery Plan template

Deficit recovery plan template.xlsx

General Requisition Form

General requisition form.xlsx

Investment proposal (business case template)

Investment proposal template.docx
Month End Checklist
Month End Checklist.docx

New Supplier Form

New Supplier Details form.docx

Related Party Supplier Log

Related Party Supplier log.xlsx

Roles and Responsibilities Matrix

School, HR and finance responsibilities.xlsx

Vacancy Release Form

Vacancy Release Form 2025.docx

Variation Form
Staff contract variation form.docx

Year End Checklist
Year End checklist for schools.docx

Trust Financial Handbook
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https://bkcatuk.sharepoint.com/:f:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists?csf=1&web=1&e=qdDnPH
https://bkcatuk.sharepoint.com/:x:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/Audit%20readiness%20review%20template.xlsx?d=wa5fb9f6e7a5d40d194758eb2e761fd70&csf=1&web=1&e=gwDMiV
https://bkcatuk.sharepoint.com/:x:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/Budget%20variance%20request.xlsx?d=wb92dfc9ed5034834b172644415cab212&csf=1&web=1&e=4IPqqf
https://bkcatuk.sharepoint.com/:x:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/Deficit%20recovery%20plan%20template.xlsx?d=w6f7faa355504400eb4a41c84be715693&csf=1&web=1&e=PRwjAD
https://bkcatuk.sharepoint.com/:x:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/General%20requisition%20form.xlsx?d=wb335ba9dff6645a5a8670526f2a2d79d&csf=1&web=1&e=pzdUuK
https://bkcatuk.sharepoint.com/:w:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/Investment%20proposal%20template.docx?d=w9ad0fd18eb9d4ed9b35d4da3c367e55e&csf=1&web=1&e=QH1QQB
https://bkcatuk.sharepoint.com/:w:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/Month%20End%20Checklist.docx?d=w576a2d525eb141e5b2502f3bc6d77018&csf=1&web=1&e=I7lUP1
https://bkcatuk.sharepoint.com/:w:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/New%20Supplier%20Details%20form.docx?d=w0b545a96a36441abaa9f457e186ec04f&csf=1&web=1&e=1NXKXo
https://bkcatuk.sharepoint.com/:x:/r/sites/TRUST-Finance/Shared%20Documents/Templates%20and%20checklists/Related%20Party%20Supplier%20log.xlsx?d=w1165f1d4e672496f9ad0ffc379c70c95&csf=1&web=1&e=HZUI0U
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