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  Date of next review: 

 

  Dec 2022 

 

Governance Lead: 

 

  Finance and Resources Committee 



  

 
 

 

Page 2 of 42 
 

23. Procurement 

24. Purchase Orders, invoices, payments 
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B Budget Scheme of Delegation 

C BACS payment Petty Cash Form 

D CASH Payment Petty Cash Form 

E Business Charge Card Transaction Log 

F Order Requisition Form 

G Support Staff Monthly Timesheet 

H Teaching Staff Supply Monthly Timesheet 

I Business Continuity Plan 

J New Supplier Form 

 

 

 

 

Introduction 

 
Palladian Academy Trust comprises schools from both secondary and primary 

academies.  The central finance team and individual schools within the Trust are 

responsible for adhering to this policy in its entirety. 

 

The purpose of this Policy is to set a framework to ensure that the Trust maintains and 

develops systems of financial control, which conform to the requirements both of 

propriety, good financial management and meet the requirements of the Trust’s 

funding agreement with the Secretary of State for Education, through the Education 

and Skills Funding Agency (ESFA). This Policy incorporates the strategic procurement 

policy. 

 

The Trust must comply with the policies and principles of financial control outlined in: 

 Academies Trust Handbook  

 Appendix A Financial Scheme of Delegation which sets out the duties and 

obligations of the Trust.  Refer to the Governance Framework for overarching 

Scheme of Delegation 

 Trust Master Funding Agreements  

 Trust Mainstream Academy Supplemental Funding Agreements (see specific 

school websites) 
 

Various other guidance can be found in the following documents: 

 Accounts Direction ESFA website  

 Charities SORP  

 Companies Act 

 

This procedure sets out the framework on the Trust’s internal accounting procedures 

and systems to ensure full compliance. 

 

The Department for Education (DfE) has ultimate responsibility and accountability for 

the effectiveness of the financial system for academies. DfE is responsible for 

ensuring there is an adequate framework in place to provide assurance that all 

resources are managed in an effective and proper manner and that value for 

money is secured. 

https://www.gov.uk/guidance/academy-trust-handbook
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
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What has changed in this edition?  

Section updated: 

7  Budget and planning section updated for new IMP month end 

   process 

23  Formal Competitive Quotations and Tendering (minimum level 

   required for 3 quotes raised and re-worded). 

Appendix A   Journals to scheme of Delegation   

Single list of approval limits  

Corrected CEO/COO level discrepancy 

53  Reserves – referenced link to reserves policy document 
 

 

 

Governance 

Governance Structure 

For full duties, roles and responsibilities of key personnel refer to Academy Trust 

Handbook 

Members 

4 Members 

Two Diocesan Members 

Chair of Trust Board 

Two Members Independent of Board 

| 

Trust Board 

12 Trustees 

• CEO 

• 4 Foundation Trustees appointed by 

Diocese 

• 7 Trustees appointed by Members 

• Up to 2 Co-opted Trustees appointed by 

Trustees with permission of the Dioceses 

 

 

 

Skills 

• Business/Finance 

• Education 

• Estates and Premises 

• Health 

• HR 

• Legal 

• Procurement 

• Project Management 

| 

| 

                                Steering Group ------------- | 

| 

Committees 

Finance & 

Resources 

Audit & Risk              Quality of 

Education 

Local Governing Committees 
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[Human Resources, Remuneration and Selection responsibility shared across the 

above committees] 

 

Related Party Transactions 

Related parties include persons and entities with control or significant influence over 

the academy trust, and members of the same group (e.g. parent and subsidiary 

companies), refer to Academies Financial Handbook 

 All contracts and other agreements undertaken to be entered on the 

Trust Register.  Copy of Trust Register to be sent to COO when each entry 

made when each entry made.  If over £20,000 no agreement to be made 

locally until COO has received approval from the ESFA, see below. 

 Trust to report all contracts and other agreements in advance to ESFA 

using ESFA’s related party on-line Form 

https://onlinecollections.des.fasst.org.uk/onlinecollections/ 

 Trust must obtain ESFA’s prior approval using ESFA’s related party on-

line Form for individual or cumulative value contracts, other agreements 

exceeding £20,000  

https://onlinecollections.des.fasst.org.uk/onlinecollections/ 

 

Fraud 

Recruitment checks, audits and internal controls, including segregation of duties, are 

put in place to prevent and detect the risk of fraud or financial irregularities. 

Where instances of fraud are found the Accounting Officer will take quick and 

decisive action, follow disciplinary procedures, notify the ESFA and refer incidents 

directly to the police in certain cases. 

In all instances of fraud, the Chair of the Audit and Risk Committee and the Finance 

Committee need to be informed and the Fraud register updated. 

Fraud is deception carried out in order to gain an unfair advantage or to 

disadvantage another. It may involve the misuse of funds or other resources, or the 

supply of false information. This can be categorised as fraud, corrupt practices, 

bribery, theft or failure to observe. 

Common types of fraud and corruption include theft, fictitious invoices, falsification 

of invoices, substituted bank account details, misstating expense/timesheet claims, 

credit card fraud, unauthorised borrowing of equipment, breaches of 

confidentiality, accepting a generous gift or reward, unfairly influencing the award 

of a contract, deception, using position for personal reward, cybercrime involving 

malicious attacks on computer software and email hacking. 

https://onlinecollections.des.fasst.org.uk/onlinecollections/
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Whistleblowing 

Whistleblowing Policy details the process for how concerns about malpractice or 

wrongdoing can be raised within the Trust Schools and if necessary, outside of the 

Trust. This includes reporting breaches of financial regulations, fraud or corruption 

including unauthorised or inappropriate use of public funds.  For further details 

please refer to Whistleblowing Policy and Academies Financial Handbook. 

 

Financial Planning 

Budget Cycle (revenue & capital) 

Three-year income and expenditure budgets are compiled for each budget on an 

annual basis. This includes individual and consolidated budgets.   

 School forecasts are calculated on a rolling monthly basis and the current 

year forecasts and future years’ budget agreed with the Headteacher 

ahead of the budget cycle. 

 Once these initial draft budgets are completed, the following budget cycle is 

implemented.   

 Specific dates and deadlines will be published each year using the Finance 

Teams Calendar (Trust Finance Calendar) 

 

Key: 

COO; Chief Operating Officer   

FL; Finance Lead 

FP; Finance Partner 

BM; Business Manager   
 

Action 

 

Responsible Deadline 

Forecast based on Feb (P6) Reports completed  FL/BM Mid- 

March 

1st Draft New Budget completed with School School/FP/FL/BM End-

March 

Draft New Budget Review COO & FL Mid-April 

Draft to Finance and Resources Committee  COO & FL Early May 

Budget Review & complete budget consolidation COO/FL/BM Start June 

Start ESFA BFR submission based on latest forecast  FL Mid May 

Final Budget submission to the Finance & Resources 

Committee 

COO & FL Mid-June 

Submission to the Trust board seeking final approval COO & FL July 

Meeting 

https://teams.microsoft.com/l/entity/19a29a41-cbca-4152-a2af-dd9728ea35f1/_djb2_msteams_prefix_3909603778?context=%7B%22subEntityId%22%3Anull%2C%22channelId%22%3A%2219%3AiIupT65G-rXPzFMTJENNRuGkqCGTzlvyhgv_FdABRzw1%40thread.tacv2%22%7D&groupId=5776a7fd-e995-4b9e-9e89-6bbc4069d06c&tenantId=373696ea-7c5e-4305-ab89-7be2b8400478&allowXTenantAccess=false
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Freeze Budget as separate scenario in IMP BM & FL July 

ESFA BFR submission based on New Budget FL July 

Review pupil numbers where budgets based on estimates 

– update forecast in IMP  

FL/BM October 

Monthly Management Accounts produced with actuals, 

forecast and variance to approved budget  

BM/FL Monthly 

Monthly meeting held with F&R chair to highlight any 

issues or concerns 

FL/COO/F&R Monthly 

 

Budget Guidelines 

 

Budget assumptions and guidelines will be issued in January, having been approved 

by the Finance and Resources Committee. These provide guidance to ensure a 

consistent approach to the calculation of the new budgets for the following three 

years. Trust wide assumptions will be entered into the forecasting and budgeting tool 

by the central finance team. 

 

The guidelines include: 

Coding, budget profiling, standard formatting, benchmarking checks, reserve 

contributions, contingency, principle of balanced budgets, SEN I&E accounting, 

year 7 catch up, pupil number assumptions, absence insurance income 

assumptions, pupil and sports premium, UIFSM, capital, inflation assumptions, support 

staff increments, teacher pay progression assumptions, apprenticeship levy, GAG 

income and the National Funding Formula implications, LGPS deficit payments, 

recurring/ad-hoc grants, contribution to central services, lesson and staff recharge 

values, catering, premises, ICT and marketing 

 

Budget Controls, Monitoring, Review, Corrective Action and Accountability 

 

The annual budget will reflect the best estimate of the resources available to the 

Trust for the forthcoming year and will detail how those resources are to be utilised. 

There should be a clear link between the Trust objectives and the budgeted 

utilisation of resources. 

 

Day-to-day responsibility for monitoring and control of budgets lies with budget 

holders.  

 

The monthly review undertaken as part of the management accounts process will 

incorporate the following elements: 

 review of past and current performance against budget indicating all 

variances 

 identification of commitments and potential efficiency savings  

 communication with the budget holder 
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Comparison of estimated income and expenditure will identify any potential surplus 

or shortfall in funding.  

 

If shortfalls are identified, opportunities to increase income should be explored and 

expenditure headings will need to be reviewed for areas where cuts can be made.  

This may entail prioritising tasks, freezing spend and deferring projects until more 

funding is available.  Plans and budgets will need to be revised until income and 

expenditure are in balance.  

 

If a potential surplus is identified, this may be held back as a contingency or 

alternatively allocated to areas of need in accordance with the Trust Development 

Plan. 

 

A variance is the difference between the budget and the actual amount.  

 

A budget variance is favourable when the actual income is higher than the budget 

or when the actual expenditure is less than the budget. 

 

A budget variance is negative when the actual income is lower than the budget or 

when the actual expenditure is more than the budget. 

 

If there is a variance against the budget this will be reported in the management 

accounts reports and discussed with the CEO, Chair and COO at the Finance Sub-

Committee meeting. 

 

Variances will be identified as being within and outside of the budget holder control. 

 

Budget holders will be held to account for their performance against the budget. 

 

A written record of all Finance Sub-Committees will be kept. 

 

Expenditure outside of Approved Budget 

 

All budget holders are approved to authorise expenditure within their overall 

budgets in line with the purchasing authority within this policy.  

 

There are instances whereby a budget holder can spend outside of the approved 

individual budgets. For example, if the budget holder receives additional income or 

achieves cost savings, the budget holder may want to commit additional 

expenditure in expenditure budget headings. 

 

If the management accounts report a forecast which is an improved position 

compared to the original approved budget (subject to the scheme of delegation in 

appendix A and procurement requirements), the budget holder has the authority to 

commit additional expenditure if it is met with increased income or additional cost 

savings and does not have a detrimental effect on the budget for that financial 
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year or future financial years. The Finance Function must be made aware of the 

plans to ensure the forecast is adjusted for these cost neutral changes. 

 

If the individual budget forecast has worsened since the original approved budget, 

the budget holder needs to contact the COO before any additional income or cost 

savings are committed. 

 

ICFP (Integrated Curriculum Financial Planning) 

 

ICFP is a management process that helps schools plan the best curriculum for pupils 

with the funding available.  It must be used for secondary and primaries 

development of curriculum and staff deployment as part of the three-year budget 

planning cycle and to support periods of school improvement development or 

change. 

 

Framework being developed for the Trust to incorporate measurements of the 

current curriculum, staffing structure and finances, using the data to create a three 

to five year plan and to support decision making on areas including leadership and 

management structures across the trust, design of the school day and efficiency. 

 

Key Performance Indicators (KPIs) measurement and reporting of ICFP performance 

to form part of the monthly management accounts review process based on ICFP 

framework. 

 

Benchmarking 

 

Identify trusts and schools that are similar or with similar challenges to compare 

spending and structures. 

 

Consider how to use resources to support high-quality teaching and the best 

education outcomes for pupils and whether outcomes can be improved by doing 

things differently. 

 

 

Financial Risk Management 

A Trust risk register reports and manages wider organisational financial risks and the 

financial viability of the continuing operations of the Trust as a whole which is held by 

the COO. 

 

 

Internal Controls 
 

Annual Accounts and Returns 
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The Trust must produce fully audited company accounts as at the 31 August each 

year Academies Financial Handbook with the final accounts to be published in 

accordance with current regulations and ESFA guidelines of the Accounts Direction. 

 

The Trust Board must appoint a Statutory Auditor in accordance with the Academies 

Financial Handbook. 

 

Interim audit reviews of financial and procedural matters are carried out by the 

Internal 

Auditor, according to the schedule agreed each year by the Trust’s Audit and Risk 

Committee. 

 

The Central Finance Team (CFT) is responsible for managing all audit processes, by 

liaising with the auditors, arranging the timetable for accounts and audit completion 

and ensuring deadlines are met.   

 

The following tasks should be undertaken at the end of the year to facilitate a 

smooth audit process (where applicable) 

 Stock take, including of year end stock value  

 Inventory of fixed assets annual review 

 Pre-payments 

 Accruals 

 Deferred Income 

 Control account reconciliations 

 Close down of the purchase ledgers 

 Close down of the sales ledgers and aged debtors 

 Pension valuations 

 Pension audit 

 Gifts & Hospitality Registers 

 Petty Cash Reconciliations 

 Related Party Transactions Register 

 

Segregation of duties 

 

The key control within the Trust to ensure segregation of duties is that at least two 

people are required to authorise any payment. This will always be applied. 

 

However, due to the nature of schools having small numbers of support staff, certain 

segregation of duties may not always be possible at a local level e.g. the receipt of 

goods by the same person who originated the order. 

  

Monitoring the Budget 

 

The Trust must prepare management accounts every month in accordance with the 

Academies Financial Handbook. 
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School Finance Team to input all invoices and transactions in accordance with 

Month End Calendar Trust Finance Calendar 

The CFT is responsible for ensuring reconciliations are performed each month as part 

of the monthly management account process and all reconciling or balancing 

amounts are cleared. 

 

Any unusual or long outstanding reconciling items are brought to the attention of 

the CFT for investigation and resolution. 

 

Schools maintain a rolling forecast in IMP (with any comments). CFT prepare 

consolidated monthly management accounts and roll forward comments and 

adjustments when the month is closed in IMP.  

 

The School Business Manager completes monthly management accounts checklist 

(held in school’s Teams channel) as evidence of review. 

 

Document retention 

 

All documents relating to the annual accounts and finance system, will be retained 

by the CLT and individual schools for six years, plus the current year. 
 

 

Payroll 
 

Recruitment & Selection  

 

Refer to Recruitment & Selection Policy. 

 

Payroll administration 

 

Payroll is administered through the Trust’s payroll provider. 

 

All salary payments are made by BACS. 

 

All staff are paid monthly through the payroll provider.  A master file is created for 

each employee which records: 

 salary 

 bank account details 

 personal details 

 any deductions or allowances payable 

 other legal and relevant details 

 

Each month, the Human Resources (HR) Function (Cluster Business Manager/Central 

Services) input into the payroll portal and check that the payroll provider has 

actioned staff sickness, other absences during the month, contractual changes, any 

https://teams.microsoft.com/l/entity/19a29a41-cbca-4152-a2af-dd9728ea35f1/_djb2_msteams_prefix_3909603778?context=%7B%22subEntityId%22%3Anull%2C%22channelId%22%3A%2219%3AiIupT65G-rXPzFMTJENNRuGkqCGTzlvyhgv_FdABRzw1%40thread.tacv2%22%7D&groupId=5776a7fd-e995-4b9e-9e89-6bbc4069d06c&tenantId=373696ea-7c5e-4305-ab89-7be2b8400478&allowXTenantAccess=false


  

 
 

 

Page 12 of 42 
 

new appointments and leavers.  The HR forms must be authorised by the nominated 

budget holder. 

 

The Finance Function (Business Manager/Central Services) inputs monthly timesheet 

information for additional hours, temporary work and overtime. This is then checked 

on the payroll reports by Finance staff. If the same person who inputs the timesheet 

information, also checks that the input is correct on the payroll reports, then the 

Headteacher will also verify that the appropriate checks have been undertaken by 

the Finance staff. If two separate members of staff complete the input and check, 

the Headteacher does not need to undertake this verification. 

 

Appendix F Support Staff Monthly Time Sheet 

Appendix G Teaching Staff Supply Monthly Time Sheet  

 

The Finance Function prepare a validation check between the current month’s and 

the previous month’s gross salary payments showing adjustments made for new 

appointments, resignations, pay increases etc. 

 

The payroll system automatically calculates the deductions due from payroll to 

comply with current legislation.  The major deductions are for tax, National Insurance 

contributions and pensions.  The amounts payable are summarised on the payroll 

reports.  The payroll provider makes these payments to the necessary agencies for 

the Trust from the Trust bank accounts.  

 

After the payroll has been processed the payroll report is uploaded into the finance 

system and the forecasting and planning tool. A reconciliation will be prepared 

monthly between the payroll provider, finance system and budget/planning tool. 

Postings will be made both to the payroll control account and to individual cost 

centres.  

 

Salary advances and overpayments 

 

The Trust does not allow salary advances. The Trust will always attempt to recover 

any over payment made to staff in their employment with exceptions approved by 

the CEO and reported to the Finance Committee. 

 

Overtime 

 

Overtime is recorded by the individual and submitted to their line manager for 

authorisation, which is then input to the payroll system by the Finance Function. 

Approval for overtime should be agreed in advance of the activity and claim forms 

submitted after the work has been undertaken. No payments for work undertaken 

will be made other than via the payroll system. Claims should be made on a monthly 

basis in a timely manner. 

 

Non-statutory/Non-contractual payments 
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Severance Payments 

 

Refer to the Academies Financial Handbook and Finance Scheme of Delegation.  

 

Compensation Payments 

 

Refer to the Academies Financial Handbook and Finance Scheme of Delegation.  

 

Ex gratia Payments 

 

Refer to the Academies Financial Handbook and Finance Scheme of Delegation.  
 

 

Purchasing 

 
Procurement 

 

The Trust must achieve Value for Money (VfM) on all purchases.  A large proportion 

of purchases are paid for with public funds and the Trust needs to maintain the 

integrity of these funds. Refer to the Academies Financial Handbook for detailed 

instructions Academies Financial Handbook. 

 

Budget holders will be informed of the budget available to them at the beginning of 

the academic year.  It is the responsibility of the budget holder to manage the 

budget and to ensure that the funds available are not overspent.  

 

A monthly report detailing the actual expenditure against the budget will be 

supplied to each budget holder or if the systems permit, budget holders will be able 

to view their reports via web access. 

 

Budget holders need to reconcile their budgets on a regular basis to ensure 

spending is kept within the budget limits. 

 

No expenditure should be incurred, or commitment entered into without formal 

delegated authority. The Scheme of Delegation is attached to this procedure in 

appendix B. 

 

Formal Competitive Quotations and Tendering 

The Trust shall ensure that competitive tenders or quotations are invited for:  

(a)  the supply of goods, materials and manufactured articles;  

(b)  the tendering of services including all forms of management consultancy 

services;  

(c) for the design, construction and maintenance of building and 

engineering works (including construction and maintenance of grounds 

and gardens);  
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(d)  all the goods and services required which have an expected total value 

of over £15,000 including VAT.  

 

Financial Limits for the Procurement Process 

 

Expenditure of £10,000 to £15,000 including VAT:  

(a)    Operational areas or departments wishing to arrange the purchase of 

goods and/or services with a value, including carriage, installation and 

VAT, of between £10,000 and £15,000 should evidence best endeavours 

to obtain three or more quotations.  

 

Expenditure of £15,000 to £50,000 including VAT:  

(a)    Where expenditure for goods and services is likely to exceed £15,000 and 

is less than £50,000, including carriage, installation and VAT, the 

department must draft a specification of the product or service required.  

(b)    The specification will be forwarded to Procurement for formal quotations 

to be obtained. Selection of the successful quotation will be based on the 

best value for money to the Trust.  

 

Expenditure of over £50,000 including VAT:  

 Expenditure of goods and services that are likely to exceed £50,000 

including any carriage installation, commissioning costs and VAT, require a 

formal Tender process to be completed.  

  

 The specification will be forwarded to Procurement for a formal 

competitive process to be followed. Selection of the successful quotation will 

be based on the best value for money to the Trust.  

 

Expenditure for Works Contracts:  

(a)    Where the Trust is undertaking a works project of over £50,000 including 

VAT, a formal tender will be required. 

(c)    The tendering process must comply with the rules of the Public Contracts 

Regulations 2015.  

(d)    Works contacts will be undertaken using either the NEC3 or JCT Terms and 

Conditions of Contract, other Model Form contracts as appropriate or 

bespoke contracts may be used where applicable.  

 

Frameworks 

 

The use of frameworks should always be considered as an option to the tendering 

process.  Many frameworks are available that have been commercially tested and 

therefore do not require further tender process in order to use the agreements. The 

agreements are established to help government, public sector and third sector 

organisations buy common goods and services. 

 

Works  
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Tenders undertaken for Works must be carried out in accordance with EU and Public 

Procurement Regulations however the threshold for Works tenders is significantly 

increased.  

 

Tenders or quotes for building or engineering works should be contractually covered 

using the terms of the current edition of one of the Joint Contracts Tribunal (JCT) 

Standard Forms of Building Contract or New Engineering Contract (NEC3) model form 

contracts; or, when the content of the work is primarily engineering, the General 

Conditions of Contract recommended by the Institution of Civil Engineers (ICE) and 

the Association of Consulting Engineers (ACE).  

 

Award Recommendations for OJEU or Local Tenders  

 

After all Tender responses have been fully evaluated in an open and transparent 

manner, Procurement will compile a Tender Report with an Award Recommendation 

to be passed for authorisation and sign off. This report will highlight the quantity and 

quality of tender responses received with individual scoring against each of the 

Award Criteria. It will also highlight the benefits of each tender response with a 

summary and award recommendation based on the total evaluation score and the 

benefits of each tender response.  

 

Financial Standing 

 

The Finance Department may make or organise any enquiries they deem appropriate 

concerning the financial standing and financial suitability of Suppliers.  This may be 

undertaken via a Dun and Bradstreet report which will confirm the viability of a 

supplier’s credit rating.  Dun & Bradstreet are a Company which undertake a financial 

analysis on potential suppliers to qualify their financial standing, the results of which 

are then provided in a report.  There are three varying levels of report which can be 

obtained from Dun & Bradstreet these being; Compact, Standard and 

Comprehensive Reports all of which have varying costs associated to them. 

 

Waivers  

 

Formal tendering procedures may be waived in the following circumstances:  

(a)  in very exceptional circumstances where the Chief Executive decides that 

formal tendering procedures would not be practicable, or the estimated 

expenditure or income would not warrant formal tendering procedures; 

the Chief Executive and one other person from Appendix B Budget 

Scheme of Delegation attached to this document to authorise. 

(b)  where the timescale genuinely precludes competitive tendering.  

However, failure to plan will not be regarded as justification for a single 

tender waiver;  

(c)  where specialist expertise, equipment or product is required and is only 

available from one source;  

(d)  when the task is essential to complete the project, and arises as a 

consequence of a recently completed assignment and engaging different 
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consultants for the new task would be inappropriate (so long as the 

requirement does not exceed 10% of the pre awarded contract value);  

(e)  where there is a clear benefit to be gained from maintaining continuity with 

an earlier project. However, in such cases the benefits of such continuity 

must outweigh any potential financial advantage to be gained by 

competitive tendering (so long as the requirement does not exceed 10% 

of the awarded contract value);  

(f)  where standardised products or services have been adopted by the Trust 

through a previous procurement competitive exercise. 

Where it is decided that competitive tendering should be waived, the fact of the 

waiver and the reasons should be documented on a Waiver Form and attached to 

the requisition, prior to submission, which must be retained for Auditable purposes. 

 

Specification for Services or Goods 

 

The specification provided to suppliers in order to be able to provide a quote must 

include criteria ensuring VfM, the ability to deliver the goods/services within set 

criteria and quality standards. It is not necessarily the lowest quotation that meets 

the criteria specified, that should be accepted. When considering VfM it is deemed 

that it is not just about the price but also about the delivery of the right service at the 

right quality to the Trust in a timely manner.  Procurement should be consulted when 

drafting specification so as to cover all topics to ensure the specification is generic, 

robust and fit for purpose. 

Retained service providers – it may be beneficial to the Trust to retain the services of 

certain suppliers for essential services such as electricians, plumbers etc.  In this case, 

an estimate of the value of services to be provided should be made each year and 

procurement are to follow the procurement thresholds above.  The value of such 

retained service agreements should be monitored throughout the year and any 

significant variance to the initial estimate reported to the COO.  If this process is 

followed, it is not necessary to obtain quotations for each individual requirement 

during the course of the year.  This is referred to as a Call off Contract where the 

contract is for a set amount of money for services, which will be drawn down during 

the contract period, as opposed to a specific service. 

 

Contracts 

 

The thresholds in the procurement requirements relate to the total value of the 

contract over its contract life. The scheme of delegation limits in appendix A also 

apply to contracts. 

No contract for service/provision of goods, with duration of more than 12 months, 

can be entered into without authorisation from the COO, irrespective of the value of 

the contract. 

Regardless of the contract value, if the duration of the contract is greater than five 

years, additional authorisation is required by the CEO. 

 

Purchase Orders, Invoices and Payments (including charge card activity) 

Suppliers 
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 Supplier to be chosen from the list of approved suppliers which is maintained 

in the finance system.  

 A quote/price/estimate must always be obtained before any order is placed.  

If the budget holder considers that better value for money can be obtained 

by ordering from a supplier not on the approved supplier list, a request to add 

a new supplier form to be completed.  Follow process below for adding a 

new supplier. 

 

Request to add a new supplier process: 

 

 Complete new supplier form.  Refer to Appendix K. 

 Submit to the CFT as per instructions on the new supplier requisition form. 

 Wait for response (approval/decline) from CFT/Procurement before agreeing 

to purchase services/goods. 

 CFT retain all documentation. 

 

Process for placing an order: 

 

 Obtain a quote/price/estimate. 

 Raise a purchase order (using Civica) 

 Orders must be authorised by the budget holder (an email is acceptable 

authorisation).   

 Forwarded authorised order to the Finance Function. 

 Finance Function will dispatch the Order/s to the supplier 

 Budget holder must make appropriate arrangements for the delivery of 

goods. 

 On receipt, the budget holder or their delegate, must undertake a detailed 

check of the goods received against the goods received note (GRN) or 

delivery note and make a record of any discrepancies between the goods 

delivered and the GRN.   

o Discrepancies should be discussed with the supplier of the goods 

without delay and the Finance Function should be informed that there 

is a dispute and that the budget holder has raised the discrepancy 

directly with the supplier. 

 If any goods are rejected or returned to the supplier because they are not as 

ordered or are of sub-standard quality, the Finance Function should be 

notified and kept up to date. 

 All invoices should be sent to the Finance Function. Invoices to be stamped 

with a grid for authorisation checks. 

 Budget holder checks invoice against order and the GRN before the invoice 

is sent back to the Finance Function.  Budget holders must undertake these 

checks within seven days of invoice receipt. 

 Finance Function scan and input invoice to the purchase ledger. 

 Payments are made within 30 days unless the terms of the credit state 

otherwise. Discounts available for early settlement will be utilised where this is 

to the Trust’s advantage. 
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 CLT input BACS payment runs with all payments authorised on-line by two 

signatories, see BACS run section. 

 

Chart of Accounts: 

 

For nominal code structure refer to Coding List September 2019.xlsx. 

 

Business Charge Cards: 

 

The use of Business Charge Cards has been approved by the Trust Board as an 

acceptable method of purchasing items. 

 The cards must never be used to make cash withdrawals. 

 The cards must never be used for personal use. 

 The cards should never be used as a result of poor purchasing planning by 

the schools 

 Cards must be stored securely and not used by any person, other than that 

named on the card. 

 When purchasing goods/services via the internet, the user must ensure the 

card details are sent to the supplier via a secure link. 

 To maintain segregation of duties the attached Charge Card Transaction Log 

to be completed and reconciled with the monthly Business Charge Card 

Statement. 
 

Business Charge Card Transaction Log Appendix E 

 

Non-Purchase Order Invoices 

 

Some expenditure does not warrant an order being raised for each invoice received 

because the expenditure varies. 

 

All invoices without purchase orders need to follow the appropriate authorisation 

limits. 

 

For expenditure that is not controllable, an order is not required; this includes the 

following types of expenditure: 

 Rent 

 Rates 

 Utilities 

 Lease agreements 

 Contracts that are charged per month/term where the original contract was 

awarded and subject to the procurement requirements included in this policy 

 Telephone/ICT usage charges 

 Staff expenses 

 Consultancy/legal/professional services especially when it is difficult to define 

the chargeable hours up front 

 Urgent goods/services required to meet a specific technical requirement as 

long as email communication is provided to the Finance Function 

file:///C:/Users/m.ratcliff/Desktop/Coding%20List%20September%202019.xlsx
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 Alcohol is irregular expenditure and is not to be purchased from any school 

funds, restricted or unrestricted. 

 

Expenses 

 

Staff Expenses 

 

All staff expenses are covered by the PAT Travel and Personal Expenses Policy. The 

policy states claims submitted more than six months after the expenses were 

incurred will only be paid with the express approval of the COO. Ideally, claims 

should be made on a monthly basis. 

 

Governor/Trustee Expenses 

 

All Governors/Trustees expenses are covered in the PAT Governors’ Expenses Policy. 

 

Goods and services for private use 

 

No goods are ordered, or services provided to include any elements of private use 

by trustees, governors or staff outside of authorised salary sacrifice schemes.  

 

Insurance 

 

It is the responsibility of the COO to ensure that the adequacy of insurance is 

reviewed annually and reported to the Audit and Risk Committee on an annual 

basis.   Current PAT policy is to use the DfE Risk Protection Arrangement and 

supplement with additional policies where necessary, e.g. motor vehicle. 

 

Details of all insurance policies held by the Trust are kept in the Finance Function 

under the control of the COO. 

 

The insurers are informed of all new risks or any other alteration affecting existing 

insurance. 

 

The Trust will not give any indemnity to a third party without written consent of their 

insurers or the ESFA if appropriate. 

 

The Trust immediately informs its insurers of all accidents, losses and other incidents 

which may give rise to an insurance claim. Claims under an insurance policy must 

be authorised by the COO before submission to the insurance company. 

 

An annual return of all insurance claims is submitted to the Audit and Risk Committee 

at the end of each financial year. 

 

Gifts 
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No Trustee, Governor or member of staff involved in awarding, managing and 

supervising a contract will accept gifts or hospitality from current or potential 

suppliers without prior authorisation of the CEO. 

Refer to Academies Financial Handbook and Finance Scheme of Delegation. 

 

Energy management 

 

 Meters should be checked before authorising any invoices from the utilities 

providers. 

 Any discrepancies or unusual reading should be raised with the supplier 

immediately and Finance Function notified. 

 COO ensures that the school is purchasing energy at the most competitive 

prices available.  

 All staff have responsibility to work in an energy efficient manner at all times 

(e.g. turning off computers, lights and heating when not required).  

 

VAT 

 

The CFT is responsible for submitting the (at least) quarterly VAT claims using 

information from the finance system. Professional advice will be sought to ensure the 

Trust is HMRC compliant. 

 

 

 

Cycle to Work Scheme 

 

We participate in the Department of Transport Government scheme using the salary 

sacrifice process. Trust may offer access to this scheme for employed staff (outside 

of probationary periods) up to a maximum value of £3k in line with current 

guidance. This supports our desire to become a carbon neutral organisation by 

2030.  Further details of the scheme can be found in the Cycle to Work Scheme 

procedure. 

Further Government guidance can be found by following the link 

https://www.gov.uk/government/publications/cycle-to-work-scheme-

implementation-guidance 

 

 

Gift Aid 

 

As a registered charity we are eligible to collect gift aid HMRC guidance can be 

found by following the link   https://www.gov.uk/claim-gift-aid-online 

 

All donors need to sign a compliant gift aid declaration form to be stored securely 

for at least 6 years (3.6). 

 

Claims only to be made on voluntary donations where this is no benefit to the donor. 

 

https://www.gov.uk/government/publications/cycle-to-work-scheme-implementation-guidance
https://www.gov.uk/government/publications/cycle-to-work-scheme-implementation-guidance
https://www.gov.uk/claim-gift-aid-online
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Business Continuity Plan 

 
In the event of school closure or limited access to schools see Appendix I for business 

continuity plan. 

 

Income 

 
Grants, donations, trips, catering and lettings 

 

The main sources of income for the Trust are grants from the ESFA.  The receipt of 

these sums is monitored, ensuring that all grants due to the Trust are collected. 

 

Other grants and donations are recognised on a receivable basis where there is 

certainty of receipt, and the amount can be reliably measured. 

 

No charges shall be levied on parents/carers whose children are eligible for free 

school meals where activities take place during school hours. Full details are 

covered in the PAT Charges and Remission Policy. 

 

For trip income, a lead member of staff must be appointed for each trip to take 

responsibility for the collection of sums due.  It is the responsibility of the trip organiser 

to ensure that sufficient funding is available to cover the cost of the trips, cover and 

administration of the trip. The trip organiser must prepare a record for each student 

intending to go on the trip showing the amount due.  A copy of the record must be 

given to the Finance Function. Students should make payments to the Finance 

Function via the cashless payment system.  The Finance Function will maintain an 

up-to-date record for each student showing the amount paid and the amount 

outstanding.  This record will be sent to the trip organiser who is responsible for 

chasing the outstanding amounts. Trips should be run at cost price, although 

allowance can be made for administrative fees, payment fees and additional staff 

cover. 

 

Catering payments must be reconciled and posted to the finance system. 

 

Full details are covered in the Trust’s Letting policy for administering charge for the 

use of school facilities.  Payments are usually to be made in advance for the use of 

facilities. Each academy needs to keep details of organisations using their facilities 

and raise sales invoices in the finance system where applicable.  

  

Copies of the organisation’s up to date relevant public liability, indemnity, insurance, 

and qualifications (where relevant e.g. H&S, First Aid, Instructor etc.) are kept with 

the COO and are reviewed at least annually. 

Other sources of income (for example consultancy) should be agreed and priced in 

consultation with the COO.  

 

The transaction must not be undertaken until the price has been agreed and the 

customer has been assessed for ability to pay. 
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Bad debts 

 

Write offs need to be in line with the Academies Financial Handbook and Financial 

Scheme of Delegation. 
 

Cash Management 
 

Bank Accounts 

 

The following procedures must be followed when opening a bank account and 

operating it: 

• Trust is responsible for selecting the banking institution and negotiating the 

terms and conditions. 

• COO must authorise the opening of all bank accounts. 

• Finance Function will ensure that in the event of changes to key personnel or 

governors/trustees, signatories will be changed immediately, and the bank 

notified with any on-line access to banking will also be removed. 

• Terms of arrangements, including cheque signatories or BACS authorisations 

and the operation of the accounts must be formally recorded. 

• Trust must inform the bank, in writing, that their accounts must not become 

overdrawn 

• Trust must ensure there are sufficient funds to cover large payment 

• All cheques, on-line banking payments and other instruments authorising 

withdrawal from the Trust bank accounts must bear the signatures/electronic 

authorisation of two of the authorised signatories. 

• CLT ensures bank statements are received regularly and that reconciliations 

are performed on a monthly basis. Reconciliation procedures must ensure 

that: 

• All bank accounts are reconciled to the Trust’s finance system 

• Reconciliations are subject to an independent monthly review carried out by 

a senior member of the Finance Function 

• Adjustments arising are dealt with promptly 

 

Cash flow forecasting and reporting 

 

Cash flow monitoring will be maintained and updated on a monthly basis. The cash 

flow takes into account the actual balances, management accounts forecast, 

significant prepayments, ear-marked funds, and capital forecasts. 

 

Petty cash 

 

Where a location has petty cash facilities, this can be up to a maximum of £500. The 

school is responsible for the security distribution and record keeping to track both 

income and expenditure. Any distribution of petty cash should be authorised by the 

budget holder and signed as received by the recipient. Payments are made on 
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production of a valid till receipt or other proof of payment. Petty cash should be 

used for incidental expenses up to the maximum value of £50, for times such as: 

 refreshments for the staff such as tea, coffee etc. 

 postage 

 miscellaneous items of stationery 

 

PAT BACS Payment Petty Cash Form see Appendix C 

 
PAT CASH payment Petty Cash Form see Appendix D 
 

A monthly return should be completed on the finance system to detail and cost the 

activity against the petty cash book. This should then be checked and 

countersigned by the Budget Holder. The system balance at the end of the month 

should reconcile to the cash balance in the tin. Petty cash will be subject to periodic 

review by auditors; hence all records should be kept up to date and entered onto 

the finance system on a regular basis. 

 

BACS payments 

 

On receipt of an invoice, the budget holder signs the invoice, to signify: 

• An official purchase order has been raised for the purchase  

• Delivery note has been checked  

• Delivery is of correct quantity, quality, and price 

• Invoice has not been previously paid  

• Funds are available in the relevant budget  

• VAT chargeability on qualifying expenditure is shown  

 

The BACS payment is prepared by CFT who checks to ensure that the invoices have 

been scanned to the accounting software and have been correctly entered. Once 

completed the BACS payment paperwork is passed to two authorised BACS 

approvers who approve the payment.  

 

BACS payments are processed within a month of receipt, although every effort is 

made to ensure the school benefits from early payment discounts.  

 

When dealing with payments to individuals, the Finance Function will keep evidence 

of HMRC employment status test criteria.  

 

Direct debits, standing orders or other payments from the bank account must be 

approved and set up by the CFT. 

 

Investments 

 

Investments are made in accordance with the Trust Treasury Management Policy. All 

investments are recorded in sufficient detail to identify the investment. 
 

Fixed Assets 
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Capital 

 

The board must consider provisions to sustain capital assets, including the estate and 

the ICT, plans for development and maintenance of assets such as campus and ICT 

will form an integral part of budget planning and monitoring. The trust will utilise the 

good estate management for schools guide to inform control measures to plan and 

oversee capital projects and the register of assets with an action plan to be put in 

place for all capital projects. 

 

The Trust receives the School Condition Allocation (SCA). This allocation is based on 

a formulaic approach incorporating pupil numbers, school characteristics and 

condition of the buildings. The funding will be used across the estate to address 

issues that would previously have been eligible for CIF bids. The individual 

academies within the Trust will continue to receive Devolved Formula Capital 

Funding (DFC) and will be expected to continue to fund small maintenance, 

compliance and repair projects from those funds and GAG contributions. The School 

Condition Allocation Strategy will describe the methodology for identifying and 

prioritising the works that might require funding from the SCA. The strategy is to 

identify projects that fall within certain categories and establish a rolling programme 

for implementation. 

 

Asset register 

 

All items purchased with a value over the academy’s capitalisation limit of £1,500 

must be entered on the fixed asset register. The asset register is not an inventory of 

assets. It is a register of invoices that have been paid from capital funds that 

reconciles to the balance sheet. 

The asset register helps: 

 

 Ensure that staff take responsibility for the safe custody of assets 

 Enable independent checks on the safe custody of assets, as a deterrent 

against theft or misuse 

 Manage the effective utilisation of assets and to plan for their replacement 

 Assist external auditors to draw conclusions on the annual accounts  

 Support insurance claims in the event of fire, theft, vandalism, or other 

disasters 

 

Examples of items that may be included on the asset register include: 

 

 ICT hardware and software (this list can be combined and used to identify 

software licences to ensure the school is complying with legislation) 

 Reprographic equipment – photocopiers, comb binders, laminators 

 Office equipment – fax machines, shredders, switchboard 

 Furniture  

 AVA equipment – TVs, video/DVD players, OHPs, cameras, speakers 

 Cleaning equipment – vacuum cleaners, polishers  
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 Catering equipment – ovens, fridges, dishwashers, food processors  

 Technology equipment – sewing machines, craft machinery 

 Premises equipment – lawn mowers, power tools, generators  

 Other equipment – musical instruments, PE equipment  

 Minibuses 

 

Security of assets 

 

All the items in the register are permanently and visibly marked as the Trust’s 

property. 

 

Equipment is, where possible, stored securely when not in use. 

An annual count is undertaken. Where discrepancies between the physical count 

and the amount recorded in the register are found, these are investigated promptly 

and where significant, reported to the Finance Committee.  

All loses are reported to the COO. The COO ensures that the police have been 

informed, if the loss is a result of burglary or theft, the insurance company is informed 

at the same time. Action is taken immediately to prevent further loss. 

 

Disposals 

 

Disposals, where applicable, are made in-line with the Academies Financial 

Handbook. 

 

Loan of assets 

 

Assets should not be loaned to members of the public for private use. Loans of assets 

to pupils, staff, and charitable partners such as PTAs are entirely at the discretion of 

the appropriate members of the Executive Leadership Team and records should be 

kept with the relevant Finance Function.  Records should who has borrowed and 

who authorised the loan of an asset and include confirmation of return.  

 

Leasing 

 
Operating Lease 

 

These are not borrowing and do not require ESFA approval, however all operating 

leases are to be approved in accordance with the Financial Scheme of Delegation 

and in-line with the Academies Financial Handbook. 

 

Finance Lease 

 

These are a form of borrowing, refer to section Borrowing. 

 

Leasehold/tenancy agreement 

 



  

 
 

 

Page 26 of 42 
 

Taking up a leasehold or tenancy agreement on land or buildings from another 

party for a term of seven years or more require ESFA prior approval, in-line with the 

Academies Financial Handbook. 

Granting a leasehold interest, including a tenancy agreement, of any duration, on 

land and buildings to another party require ESFA prior approval, in-line with the 

Academies Financial Handbook. 
 

Write-offs and Entering into Liabilities 

 
Writing off Debts and Losses 

 

Refer to the Financial Scheme of Delegation for delegated limits. 

 

Entering into Guarantees, Letters of Comfort, or Indemnities 

 

The trust should secure value for money for appraising the proposal, in-line with the 

Academies Financial Handbook. 
 

Borrowing 

 
Academy Trusts must obtain ESFA prior approval for borrowing (including finance 

leases and overdraft facilities) from any source, in-line with the Academies Financial 

Handbook. 

 

 

 

 

 

Reserves 

 
Reserves 

 

Reserves will be administered as per the Trust Reserves Policy: 

https://palladianacademytrust.sharepoint.com/:w:/s/Finance-

CentralTeam/EdILT9X1bYxHnpv1dBfwr8IBJC_XWDDpfLi8zWoPVlSLBw?e=I7eT55. 

  

Any overall surpluses or deficits (reserves) at the end of the year are carried over to 

the following year. The CEO as Accounting Officer must inform the ESFA immediately 

if a Trust-wide cumulative deficit is anticipated. If the Trust is anticipating a deficit at 

the end of any financial year, the Trust Board have a responsibility to ensure action is 

taken at the earliest opportunity to address this issue. The Trust Board must ensure 

that a recovery plan is submitted and approved by the ESFA.  
 

Annual Accounts 

https://palladianacademytrust.sharepoint.com/:w:/s/Finance-CentralTeam/EdILT9X1bYxHnpv1dBfwr8IBJC_XWDDpfLi8zWoPVlSLBw?e=I7eT55
https://palladianacademytrust.sharepoint.com/:w:/s/Finance-CentralTeam/EdILT9X1bYxHnpv1dBfwr8IBJC_XWDDpfLi8zWoPVlSLBw?e=I7eT55
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Annual accounts process 

 

As part of the annual accounts the Trust must include three examples of value for 

money focussed on how educational outcomes have been improved. 

 

The Chief Operating Officer is responsible for agreeing the timetable for the close of 

the finance system, production of the reports and working papers required for the 

production of the annual company accounts. 

 

Trusts have to submit their audited company accounts by 31 December and to 

Companies House within nine months of the end of the accounting period which is 

31 May. 

 

The Trust must publish the audited final company accounts on the Trust website by 

31 January. 
 

Accounts Returns 

 
Accounts returns process 

 

The Accounts Return is a submission of key financial information based on the Trust’s 

annual company accounts but incorporating additional data required for 

consolidating trusts’ accounts into the sector annual report and accounts and for 

the collection of benchmarking data. The accounts return submission deadline is 

mid-January. 

 

The other accounts returns the ESFA will request during the year are: 

  

 Budget Forecast Return (BFR) around the end of July. 

 School Resource Management Self-Assessment Tool (SRMSAT) due each year. 

The results will be used to identify possible areas for change to ensure 

resources are being used to support high-quality teaching and the best 

education outcomes for pupils 
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Appendix A Financial Scheme of Delegation 
https://palladianacademytrust.sharepoint.com/:x:/s/Finance-

CentralTeam/EcqxzLlNcEFImYgsIoWr6m4BEbAtZwXZi6xmSuHO5AgayQ?e=QQOJI1 

https://palladianacademytrust.sharepoint.com/:x:/s/Finance-CentralTeam/EcqxzLlNcEFImYgsIoWr6m4BEbAtZwXZi6xmSuHO5AgayQ?e=QQOJI1
https://palladianacademytrust.sharepoint.com/:x:/s/Finance-CentralTeam/EcqxzLlNcEFImYgsIoWr6m4BEbAtZwXZi6xmSuHO5AgayQ?e=QQOJI1
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Appendix B: Budget holder signature form 

Detailed sample signatory forms will be maintained by the Finance Function with 

sample signatures of all members of staff responsible for authorising orders and 

invoices for payment. 

 

 

Sample Signature 

 

You are required to complete this form because under the PAT Finance Policy, you 

are authorised to commit expenditure up to your approved limit. 

In order to carry out this responsibility, you must read the PAT Finance Policy. 

The Finance Function will require this form completed and returned so it can comply 

with audit best practice. 

 

BUDGET/SCHOOL: 

 

NAME: 

 

ROLE: 

 

 AUTHORISED LIMIT UP TO: 

(AS PER THE PAT FINANCE POLICY APPENDIX A) 

 

SAMPLE SIGNATURE: 

 

 

DATE SIGNED: 
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If you are absent and unable to authorise orders or invoices, the next level of 

signatory will apply.  

 

 

Appendix C: BACS Payment Petty Cash Form  

 

                                                     

Name __________________________ 

 

Amount ________________________ 

 

Transaction Number _____________________ 

 

PETTY CASH PURCHASES PAID BY BACS 

DATE SCHOOL VOUCHER REF NO.  

 

EXPENDITURE CODE ITEMS PURCHASED / 

SUPPLIER INCLUDING VAT 

NO. IF APPLICABLE 

VAT AMOUNT AMOUNT INC 

VAT 

 

 

 

 

 

 

 

 

 

 

 

 

    

Purchased by 

 

Authorised By AMOUNT CHARGED TO 

SCHOOL BUDGET 
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Appendix D: PAT CASH Payment Petty Cash Form 

                                                     

Name __________________________ 

 

Amount ________________________ 

 

Transaction Number _____________________ 

 

PETTY CASH PURCHASES PAID BY CASH 

DATE SCHOOL VOUCHER REF NO.  

 

EXPENDITURE CODE ITEMS PURCHASED / 

SUPPLIER INCLUDING VAT 

NO. IF APPLICABLE 

VAT AMOUNT AMOUNT INC 

VAT 

 

 

 

 

 

 

 

 

 

 

 

 

    

Purchased by 

 

Authorised By AMOUNT CHARGED TO 

SCHOOL BUDGET 
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Appendix E:  BUSINESS CHARGE CARD TRANSACTION LOG 

 

School 

Ref No 

Order 

Date 

Supplier Including VAT 

No. if applicable 

Short Description of Goods Costing Code Goods 

Rec’d 

Net 

£ 

Vat 

£ 

Gross 

£ 

 

 

        

 

 

        

 

 

        

 

 

        

 

 

        

 

 

        

 

 

        

 

 

        

STATEMENT TOTALS 

 

     

Completed by (Signature) 

 

 

Certified by (Signature) 

 

 

Checked by (Governor Signature) 

 

 

 

 



Page 35 of 42 
Palladian Academy Trust  
 
 

 

Appendix F: ORDER REQUISITION FORM 

Termly Order Form for Individual Year Group 

  Please check for the term ahead - 

  To include anything required for the next term e.g., Display Paper, 

  Bordette Rolls, A4 Coloured Paper & Card etc. 

  except the ‘General Stationery Items’ listed over 

 

Catalogue Page 

No 

Item / Ref No Description Quantity Unit 

Price 

Total 

       

       

       

       

       

       

       

       

       

       

       

       

       

 

I confirm that these items are required by the school and that I have checked the stock available to ensure 

that we do not already have some or something similar that could be used instead. 

Signed  __________________________________ 

 

______________________________________ 

Approved by  

 

 

 

 

 

 

 

N.B.  Any items you buy via Petty Cash need 

to be approved by SLT before purchase or it 

may not be possible for reimbursement. 
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Appendix G: SUPPORT STAFF MONTHLY TIME SHEET 

 

NAME :  POST TITLE : 

 

MONTH : 

 

YEAR : 

POST NO : (This is on your wage slip)  

 

DAY DAY OF THE 

WEEK 

START 

TIME OF 

OVERTIME 

FINISH 

TIME OF 

OVERTIME 

TOTAL 

NUMBER OF 

EXTRA 

HOURS 

WORKED  IN 

DECIMALS 

SEE OVER  

REASON FOR OVERTIME 

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      

11      

12      

13      

14      

15      

16      

17      

18      

19      

20      

21      

22      

23      

24      

25      

26      

27      

28      

29      
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30      

31      

   TOTAL   
 

I certify that the hours shown are correct. 

Signed (Employee)                      Authorised Signatory  

 

Print Name                                                                                    Print 

Name 

 

Date                                                                                                Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1/10 ths MINS 

0.083 5 

0.166 10 

0.250 15 

0.333 20 

0.416 25 

0.500 30 

0.583 35 

0.666 40 

0.750 45 

0.833 50 

0.916 55 

1.00 60 
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APPENDIX H: TEACHING STAFF SUPPLY MONTHLY TIME SHEET 
 

NAME :  

 

 

MONTH : 

 

YEAR : 

POST NO : (This is on your wage slip)  

  

 

DAY DAY OF THE 

WEEK 

AM PM TOTAL REASON FOR SUPPLY 

1      

2      

3      

4      

5      

6      

7      

8      

9      

10      

11      

12      

13      

14      

15      

16      

17      

18      

19      

20      

21      

22      

23      

24      

25      

26      

27      

28      

29      

30      

31      

   TOTAL   
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I certify that the hours shown are correct. 

 

Signed (Employee)                      Authorised Signatory  

 

Print Name                                                                                    Print Name 

 

Date                                                                                               Date
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Appendix I - Business Continuity Plan Finance Procedures  

Remote working/Reduced access to School/School Closed 

Access required 

 Outlook 

 Civica via Ralph Allen School IT 

 

Suppliers 

Invoices  

Received via school email 

 BM download invoice to a file (this can be done as they are received) 

 BM email budget holder with a list of the suppliers, service, and amounts, copying in finance@palladianacademytrust.com so we are aware of 

invoices we are expecting 

 Budget holder email back authorising/or not the invoices 

 BM save pdf copy of email with authorisation with the invoices in the file 

 BM input the invoice details to Civica and authorise so they are there for the next available BACS run (this can be done daily no requirement to 

wait until day before date of payment run). Only approve invoices in Civica when you are in possession of an authorising email from the budget 

holder. 

 On return to normal service all of the saved invoices are officially signed by budget holder, scanned, and saved to Civica. 

 

Received via post 

If unable to access post, advise supplier to send invoice via email to you but copying in finance@palladianacademytrust.com so we are aware of 

invoices we are expecting  

mailto:finance@palladianacademytrust.com
mailto:finance@palladianacademytrust.com
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Once received via email follow “email” instructions 

 

Payment of invoices 

BACS Run 

 Central Finance will carry out this function remotely 

 Payments are made weekly, although this may change during holiday periods 

 Any invoices in dispute BM to email finance@palladianacademytrust.com prior to the date of the next payment run to advise not to pay. 

Cheques 

 All cheques require two signatures 

 Due to the logistics of this all suppliers who we pay by cheque will be contacted by Central Finance, when we need to pay an invoice, to obtain 

bank details so we can pay via BACS 

 There may be a delay of a day or two for these suppliers whilst we update the systems, but the supplier will be paid 

 

Income 

 BMs continue to raise invoices and input school income to Civica as required 

 Central Finance continue to input ESFA income to Civica  

 

Bank Reconciliations 

 Central Finance to continue to complete 

 

Questions (FAQs) 

 Q. Supplier contacts and asks, will my invoice be paid if the schools are closed? 

 Yes, Central Finance Team have facilities for this to be done remotely. 

 

Q. My budget holder is unavailable to authorise payments due to illness, what do I do? 

A. BM to notify central finance via email on finance@palladianacademytrust.com 

Immediately and an alternative authorisation level will be advised. 

mailto:finance@palladianacademytrust.com
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Q. BM has developed symptoms and is going to be unavailable for remote working, what do we do? 

A. If the BM is going out of action, then they should place an out of office message on their email for both internal and external organisations 

requesting any finance related emails, queries, or invoices to be resent to finance@palladianacademytrust.com 

 

Q. How to add an out of office message on their email in Outlook? 

A. Follow this link https://support.office.com/en-gb/article/send-automatic-out-of-office-replies-from-outlook-9742f476-5348-4f9f-997f-5e208513bd67 
 

   

 

Appendix J – New supplier form March 22 

https://palladianacademytrust.sharepoint.com/:w:/s/Finance/EYnIElPoQ9RNl-0RSydd8kEBe2cxegRAFZjAilpoSWVILQ?e=7sz0Os 
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