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1 INTRODUCTION  
 
The Trust is an academy created under the provisions of the Academies Act 2010, as amended by the 
Education Act 2011. Its structure of governance is constituted under the articles of association.   
 
The funding agreement between the Education and Skills Funding Agency (ESFA) and the Trust sets out the 
terms and conditions on which grant is made. The Board is responsible for ensuring that conditions of grant 
are met. As part of this process the Trust is required to have in place sound financial systems and controls. 
The financial regulations of the Trust form part of this overall system of accountability.  
 
This document sets out the Trust’s financial regulations. It translates into practical guidance the Trust’s broad 
policies relating to financial control. These financial regulations are subordinate to the Trust’s articles of 
association and to any restrictions contained within the Trust’s funding agreement with the ESFA and their 
Academies Financial Handbook (AFH 2020) 
 
The Trust’s Financial Policy includes this document together with four associated stand-alone financial 
policies (Procurement Policy, Purchase Card Policy, Charging and Remissions Policy and Lettings Policy). 
Policies are held as separate where the policies are either lengthy policies and can therefore sit on their own 
or where the policies could be updated on a regular basis (independent of this main document).   
 
This policy is updated on an annual basis in line with the annual update of the Academies Financial Handbook. 
 
The Trust’s detailed procedures set out precisely how these regulations will be implemented and are 
contained in a separate manual which is available in all academies (under construction).  
 
Compliance with the Financial Policy Manual is compulsory for all staff connected with the Trust. A member 
of staff who fails to comply with the financial regulations may be subject to disciplinary action under the Trust’s 
disciplinary policy. Any such breach will be notified by the Chief Operating Officer to the Finance and Audit 
Committee and any significant breaches being reported to the Board. It is the responsibility of the 
Headteacher (in liaison with the Finance Managers (Cluster Lead) and Head of Finance) to ensure that their 
staff are made aware of the existence and content of the Trust’s Financial Policy Manual.  
 
2 ORGANISATIONAL STRUCTURE OF FINANCIAL RESPONSIBILITY 
 
Windsor Academy Trust’s structure consists of a number of levels: Members, the Board of Directors 
(Trustees), Local Advisory Body Members, The Executive Team, Senior Leadership Teams and other 
academy leaders/ managers. The aim of the structure is to delegate responsibility, ensure involvement in 
decision-making at all levels and maximise opportunities for succession planning. 
 
The Trustees and LAB members fulfil a largely strategic role. They adopt School Improvement Plans, 
approve the annual budget, monitor the school's performance and, on advice, make decisions about 
strategic direction, its capital expenditure and senior staff appointments.  
 
Detailed information is set out in the AFH 2020 regarding the responsibilities of the Accounting Officer and 
the Chief Financial Officer (CFO) with the key responsibilities set out below. The AFH 2020 states that the 
Accounting Officer and the CFO should be employees of the Trust and if they are not then approval from 
the ESFA is required.  
 
3  FINANCIAL RESPONSIBILITIES 
  
Trustees 
 

 The ensure regularity and propriety in use of the trust’s funds, and achieve economy, efficiency and 
effectiveness – the three elements of value for money. The trustees must also take ownership of the 
trust’s financial sustainability and its ability to operate as a going concern. 

 
Chief Executive Officer 
 

 To act as the ESFA’s  defined “Accounting Officer” for all academies in the Trust. 
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 To advise the relevant body on the discharge of its responsibilities. 
 

 To ensure the efficient, economical and effective management of the Trust’s resources and expenditure, 
including funds, capital assets and equipment and staff. 

 

 To ensure the maintenance of sound financial controls. 
 

 To ensure that financial considerations are taken fully into account in reaching decisions and in their 
execution. 

 

 To be responsible for signing, with the Chair of the Board of Directors, the approved budget and annual 
accounts ensuring they are properly presented and causing records to be maintained relating to the 
accounts. 

 

 To approve new staff appointments in accordance with the WAT Scheme of Delegation 
 

Chief Operating Officer 
 

 To act as the Trust’s Chief Financial Officer in terms of ESFA defined roles and responsibility. 
 

 To ensure all aspects of academy financial management requirements are implemented, especially in 
the critical area of periodic reporting of the Trusts financial position to the ESFA/DfE, Companies House 
and other stakeholders. 
 

 To arrange for all financial activities within the Trust to be fair and honest. 
 

 To ensure that the Trust has detailed financial procedures in place.  
 
Head of Finance  

 

 To be the primary contact for the ESFA for all financial matters. 
 

 To provide assistance to the Chief Operating Officer, Directors and Accounting Officer as necessary for 
the satisfactory completion of their financial responsibilities, including access to all financial documents 
and accounting systems. 

 

 To ensure all aspects of academy financial management requirements are implemented, especially in 
the critical area of periodic reporting of the Trusts financial position to the ESFA/DfE, Companies House 
and other stakeholders. 

 

 To provide regular reports of the academy and Trust financial position to the Finance and Audit Committee 
and report variations in the budget. 

 

 To ensure full and complete observance by the financial administrative staff of financial procedures and arrange 
for these to be amended in the light of changing requirements.  

 

 To arrange for all financial activities within the Trust to be fair and honest., including the identification and 
management of any novel, contentious or repercussive transactions. 
 

 To oversee banking arrangements and treasury management policies and act as the key administrator 
for the operation of the on-line banking facilities.  

 

 To effectively manage and control systems and processes to reduce financial risk. 
 

From 1 September 2020 the above responsibilities will be undertaken by the Principal Accountant – Central. 
 
Academy Headteacher  
 

 To ensure the efficient, economical and effective management of their academy resources and 
expenditure, including funds, capital assets and equipment and staff. 
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 To ensure the maintenance of sound financial controls within their academy. 
 

 To ensure that financial considerations are taken fully into account in reaching decisions and in their 
execution. 

 

 To approve new staff appointments following consultation with the Chief Executive Officer and in 
accordance with the WAT Scheme of Delegation. 
 

 To approve all expenditure as stipulated within the Scheme of Delegation 
 

 To effectively manage and control systems and processes to reduce financial risk. 
 
Budget Managers 
 

 To manage their income and expenditure within the agreed limits, forecasting and notifying their finance 
contact at the earliest opportunity where this will not be possible. 

 

 Put in place corrective action to manage within agreed resource limits. 
 

 To exercise responsibility for routine control and monitoring of their budget expenditure. 
 

 To proactively manage and inform the Finance Manager/Headteacher of in year and future budget 
pressures. 
 

 To seek finance team assistance in the planning stage of new processes or plans. 
 
Finance Managers (Cluster Lead) 
 

 To support their school and Headteacher in managing the school budgets and financial resources 
effectively providing guidance and support to the Budget Managers. 
 

 To ensure that expenditure has been committed and payments made in line with this Financial Policy and 
the Scheme of Delegation.  
 

 Prepare management accounts on a monthly basis for discussion with the Headteacher. 
 

Head of Capital Investment and Commercial Finance 
 

 To financially lead and manage the capital investment, special projects and commercial finances. 
 

 To undertake financial modelling and analysis of demand and need for products and services within the 
organisation, contributing to the development of a deliverable business model. 

 

 Ensure best value for money, aggregated benefits and efficiencies on a wide range of strategic priorities 
that drive growth, development and innovation. 

 
 
4  BUSINESS INTEGRITY AND REGISTER OF BUSINESS INTERESTS 

 
All Trustees, LAB members and staff with significant influence must declare any direct or indirect pecuniary 
interests at all times and should enter any on-going interests that may raise a conflict of loyalty by completing 
a Register of Interests. Declarations should be made at the beginning of each formal governance meeting 
with appropriate action taken by the Chair and are recorded in the minutes. It is the responsibility of the 
Company Secretary, in line with the requirements of the AFH 2020 to publish on the Trust website relevant 
business and pecuniary interests of members, trustees, local governors and accounting officers.  
 
On an annual basis in line with the year-end audit timetable all members, trustees, local advisory board 
members, Headteachers and members of the Executive Team are required to complete a year end related 
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party declaration form provided by the Company Secretary, with positive declarations being subject to audit 
disclosure.  
 
5 FINANCIAL POLICY MANUAL 

 
The purpose of the policy 
 

 To define the responsibilities within the Trust and ensure compliance with statutory requirements 

 To provide guidance on the application of statutory regulations and internal controls 

 To identify procedures to ensure integrity of internal controls 

 To set out guidelines to ensure effectiveness of resources 
 
Rationale and Accountability 
 
The Trustees have the statutory responsibility for the oversight of the financial management in academy 
schools.  
 
The role of the Chair of the Board of Directors is to: 
 

 Ensure effective functioning of the Board of Directors 

 Set professional standards of governance 

 Receive monthly management accounts  
 
The role of the Board of Directors is to:  
 

 approve the budget 

 receive management accounts (including cash flow forecast, balance sheet and variance actual to 
budget report) at least 6 times per year 

 approve the annual accounts 

 set the terms of reference for the Finance and Audit Committee 
 
The role of the Finance and Audit Committee is to: 
 

 recommend the annual budget for approval by the Trustees. 

 to ensure the annual report and financial statements are produced in accordance with the Companies 
Act 2006, Charity Commission’s Statement of Recommended Practice (2015) and the ESFA 
guidance issued to academies 

 review and maintain finance policies 

 monitor the annual budget and take corrective actions as necessary 

 agree the levels of authority for spending to Trustees. 

 consider the impact and take corrective action on factors affecting the medium and long term financial 
plans. 

 receive and respond promptly to reports and findings of internal audit and external audit reports 
 
In addition it is the role of Members to appoint external auditors and receive the audited statutory accounts. 
 
Budgets and Authority Levels 
 
The Trustees shall plan the Trust finances through: 

 The approval and implementation of an annual budget based on the aims, objectives and priorities 
of the academy, the financial position of the academy and the levels of projected reserves. 

 Preparation of a medium term Financial Plan of at least 3 years, updated annually. 

 Agree and regularly review a scheme of delegation. 
 
Purchasing 
 
The Trust shall maintain a policy of achieving value for money for all goods and services purchased. As a 
matter of course, all purchases should be made through the financial ordering systems. Finance Teams shall 
keep records of all purchases made including quotations received but not accepted. 
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Value for Money will be applied using the four principles: 
 

1. Challenging how a service or supply is provided and why it is required 
2. Comparing performance with other schools 
3. Consulting with relevant stakeholders 
4. Competing as a means of securing efficient and effective services and supplies. 
 

Financial Scheme of Delegation (SOFD) 
 
The Trust shall have in place a financial scheme of delegation as approved annually by the Finance and 
Audit Committee. This can be found at Annex A. 
 
Insurance 
 
The Trust shall have in place adequate insurance cover in compliance with its legal obligations, including 
buildings and contents, business continuity, employers’ and public liability, vehicle insurance and other 
insurance as may be required.   
 
The Trust’s insurance arrangements will be reviewed annually by the Chief Operating Officer and reported 
to the Finance and Audit Committee as required.  
 
Related Party Transactions 
 
The Trust will comply with all statutory and regulatory requirements relating to related party transactions 
requiring all Members, Trustees, and LABS to comply with the Seven Principles of Public Life, maintaining 
professional standards of governance,  the maintenance of a register of interest, declarations of conflicts of 
interest by Trustees at all Committee and Board meetings,  
 
The Trust will monitor all potential related party transactions and report to the ESFA in advance of any related 
party transactions using the ESFA’s related party on-line form. The Trust must obtain ESFA’s prior approval 
(for transactions entered into after 1 April 2019) where the total contract value exceeds £20,000 or where the 
cumulative value of transactions with the same related party exceeds £20,000 in the same financial year 
ending 31 August per annum. 
 
Nolan’s Seven Principles of Public Life 

1. Selflessness - Holders of public office should act solely in terms of the public interest. 

2. Integrity - Holders of public office must avoid placing themselves under any obligation to people or 
organisations that might try inappropriately to influence them in their work. They should not act or take 
decisions in order to gain financial or other material benefits for themselves, their family, or their friends. They 
must declare and resolve any interests and relationships. 

3. Objectivity - Holders of public office must act and take decisions impartially, fairly and on merit, using the 
best evidence and without discrimination or bias. 

4. Accountability - Holders of public office are accountable to the public for their decisions and actions and 
must submit themselves to the scrutiny necessary to ensure this. 

5. Openness - Holders of public office should act and take decisions in an open and transparent manner. 
Information should not be withheld from the public unless there are clear and lawful reasons for so doing. 

6. Honesty - Holders of public office should be truthful. 

7. Leadership - Holders of public office should exhibit these principles in their own behaviour. They should 
actively promote and robustly support the principles and be willing to challenge poor behaviour wherever it 
occurs. 
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Internal Controls 
 
Internal delegations for approving payments are as follows: 
 

 Trust Secondary Schools Primary Schools 

Expenses forms Member of Executive 
Team  

Headteacher, Budget 
Holder  

Headteacher, Budget 
Holder 

Overtime claim 
forms 

Member of Executive 
Team 

 

Headteacher, Budget 
Holder 

Headteacher, Budget 
Holder  

Purchase Order 
Requisitions (see 
below) 

Member of Executive 
Team, Budget Holder 

Headteacher, Budget 
Holder  

Headteacher, Budget 
Holder  

BACS Payment 
Schedule and 
Cheques 

As per Bank Mandate: Any 
2 of Chief Executive, 
Deputy CEO,  Chief 
Operating  Officer, Head of 
Finance,  

As per Bank Mandate  

Any 2 of Headteacher,  
Deputy Headteachers, 
Chief Operating Officer, 
Head of Finance 

As per Bank Mandate:  

Any 2 of Headteacher,  
Deputy Headteachers, 
Chief Operating Officer, 
Head of Finance 

Petty cash claims
  

Member of Executive 
Team, Budget Holder 

Headteacher, Budget 
Holder 

Headteacher, Budget 
Holder  

Invoice approval   
(see below)               

Member of Executive 
Team, Budget Holder 

Headteacher, Budget 
Holder 

 Headteacher, Budget 
Holder  

     
Purchasing and Invoice approval 
 
Purchase Order Requisitions (POR) should be completed by staff (authorised by management to prepare a 
POR) and authorised by Budget Holders. A POR becomes an authorised Purchase Order at the point that a 
member from the Finance Team has entered the POR onto the Trusts’ accounting system and a Purchase 
Order number has been generated.  
 
WAT is working towards a procedure to ensure that Purchase Orders are raised for all appropriate 
expenditure, unless by exception there is already an underlying signed contract for goods or services in place 
or there is an exception covered by an existing policy (e.g. Purchase Card Policy).  
 
Invoices will always be approved by the designated Budget Manager. There will be occasions due to 
operational restrictions where a Budget Holder has both prepared and authorised the POR and has goods 
received or authorised the invoice. Whilst there are no segregation of duties in this process there is no risk to 
the Trust because all PORs are thoroughly checked by academy and central finance teams prior to raising 
an authorised purchase order.  
 
Where an authorised purchase order has been raised then subject to the goods and services being goods 
received and the invoice matching the purchase order then the invoice can be processed without further 
budget holder approval.  
 
Financial reporting requirements 
 

Frequency Reports  Authorisation & reporting 

Month End Process  

Monthly Payroll reconciliations  Finance Cluster Leads, Head of Finance  

Monthly Bank account reconciliations Headteacher , Head of Finance, Finance 
Manager, Finance Cluster Leads  

Monthly Budget Manager Reports Finance Manager 

Monthly Academy Financial Monitoring 
Reports  

Finance Cluster Leads, Headteacher  

Monthly WAT Central Financial 
Monitoring Reports (inc 
Academy forecasts) 

Head of Finance, Chief Operating Officer, 
Chief Executive Officer  
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Monthly Consolidated Financial 
Monitoring Reports 

Chair of the Board of Directors, Chair of 
Finance and Audit Committee, Chief 
Operating Officer and Chief Executive Officer 

6 Times Per Year Consolidated Financial 
Monitoring Reports 

Board of Directors 
Head of Finance (on behalf of the Chief 
Operating Officer) 

Budget Process  

Annually Draft Budget Plan Headteacher  
Chief Executive, Chief Operating Officer and 
Head of Finance 
Finance and Audit Committee 
ESFA (Budget Forecast Return) 

Annually Final Budget Plan 
ESFA (Budget Forecast 
Return- 3 Year) 

Chief Executive, Chief Operating Officer and 
Head of Finance 
Board of Directors 
 

External Audit and Internal Srutiny 

Annually Internal/External Audit Reports Finance and Audit Committee 

Annually Statutory Accounts  Finance and Audit Committee 
Board of Directors 
Statutory Bodies  

  
 
6  BUDGETARY PLANNING AND CONTROL 
 
Organisational structure 
 
Board of Directors     Authorise Annual Budget and 3 Year Financial Plan 
 
Finance and Audit Committee  Propose and recommend Annual Budget and 3 Year 

Financial Plan to Board of Directors 
 
Chief Executive and Chief Operating Officer  Agree Provisional Annual Budget and 3 Year Financial Plan 
 
Headteacher, Finance Manager  Propose Draft Annual Budget to Chief Executive and Chief 

Operating Officer 
 
SLT, Budget Holders, School Staff  Propose budget requirements to Headteacher/Finance 
Manager 
 
Budget planning 
 
The budget is separated into distinct and manageable categories consistent with statutory reporting 
requirements. Information from the current financial year and known commitments are collated by Finance 
Managers for review with the Headteacher  to create the initial draft budget. Budget Managers have the ability 
to feed into this process by discussing their requirements with the Headteacher/Finance Manager.   
 
It is in a Budget Manager’s interest to provide detailed information relating to requests. 
 
The draft budget will be finalised with the Headteacher and Finance Manager, then go forward to the Chief 
Executive Officer and Chief Operating Officer, for scrutiny and review prior to proposal to the Finance and 
Audit Committee.  
 
The Finance and Audit Committee will recommend the budget to the Board of Directors for final approval. 
This will become the Approved Budget for the forthcoming financial year and be used as the basis for external 
statutory reporting requirements (e.g. to the ESFA).  
 
The Budget Managers will control expenditure in their cost centres. These operating budgets must be 
prepared within the context of the School Improvement Plan.  
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A clear statement of the assumptions supporting the budget must be maintained by the Finance Manager 
and form the basis for regular updates to the Headteacher  throughout the year.  
 
Budget control and monitoring 
 
Budget Managers have responsibility for routine control and monitoring of expenditure against their budget. 
Variations to predicted expenditure are investigated by the Finance Manager and if significant, the 
Headteacher  is informed to decide the corrective actions required. 
 
Budget virements  
 
Budgets can be transferred (vired) between nominal ledger codes within each school subject to discussion 
and approval by the Finance Manager/ Cluster Lead and Head of Finance for amounts under £25,000. For 
amounts over £25,000 approval is required by the Chief Operating Officer and by the Finance and Audit 
Committee for amounts over £100,000.  
 
Review of budget 
 
This process of budget review must be continuous with particular attention paid to projected income and 
expenditure against the approved budget. Detailed records of historical income and expenditure and any 
corrective action taken must be maintained as this will be of significant value in future planning. These reports, 
and in particular the action taken, on variances will be are regularly reviewed by the Head of Finance. Any 
further action taken must be clearly documented. 
 
Financial responsibility 
 
The Board of Directors has delegated responsibility for routine control to the Finance and Audit Committee. 
The Trust’s Scheme of Delegation will further set out delegated authorities. 
 
Integrated approach to curriculum and financial planning (ICFP) 
 
The Trust will use Integrated Curriculum and Financial Planning models so that Headteachers are confident 
about planning the best curriculum for their pupils and delivering the trust’s educational priorities with the 
funding that is available. The outputs will feed into the annual budget process.   
 
Monthly financial reporting to Trustees  
 
On a monthly basis the Head of Finance is responsible for reporting to the Chairman of the Board and the 
Chair of the Finance and Audit Committee the financial performance of the Trust year to date. The reporting 
pack will include management accounts commentary including census pupil numbers information, income 
and expenditure account actual to revised budget (original budget after budget virements), forecast to the 
end of the year, balance sheet and 12 months cash flow forecast. Due to year end commitments the first set 
of monthly accounts will be from period 3 (November) until period 12 (August), excluding period 11 (July). 
 
7 FINANCIAL CALENDAR 
 

 Census related 

 Audit related 

 Finance related 

 Approvals 
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Date Description Explanation 

1st September Beginning of new financial year   

1st September Closedown of previous financial year 
begins 

Statutory requirement 

October Pupil Count census Data used for Pupil led funding for the 
following Financial Year 

October/November  External Audit period Audit of year end closedown and accounts 

31st October Land and Buildings Collection Submission to ESFA 

November Finance and Audit Committee  Approval of audited accounts 

November School resource management self-
assessment tool 

Submission to ESFA 

December Board of Directors Approval of audited accounts 

31st December Submission of Audited Statutory 
Accounts and Annual Accounts Return 
(AAR) 

Submission to ESFA 

January Pupil Spring census Used for Pupil Premium Allocation 

March Finance and Audit Committee  Review of financial performance 

March Board of Directors Review of financial performance 

31st March ESFA funding notification Funding allocation for the following year 
received from ESFA 

30 April LGPS Annual Return  Pension Fund requirement  

May Pupil Summer Census  

May Internal Audit  Academy Internal Audits 

May Budget Forecast Return Outturn Submission to ESFA 

31st May Teachers Pensions Return Teachers pensions EOY certificate to be 
submitted (audited in September) 

31st May Submission of Audited Statutory 
Accounts 

Deadline for submission to Companies 
House 

June Finance and Audit Committee  Approval of Budget Plans 

June Academies Finance Handbook 
Published 

 

July Board of Directors Approval of Budget Plans 

31st July 3 year Budget Forecast Return Actual  Submission to ESFA 

31st August End of financial year   

 
8 TREASURY MANAGEMENT POLICY 
 
Introduction 
 
The purpose of the policy is to ensure effective management of the Trust’s funds, giving consideration to the 
maximisation of interest and other returns against the statutory responsibility of protecting public funding.  The 
Head of Finance will be responsible for implementing the Treasury Management Policy and managing the 
Trust’s cash balances and investments. 
 

 To regularly monitor cash flow and current account balances to ensure immediate financial 
commitments can be met (e.g. payroll and payments runs) and that current accounts have adequate 
balances to meet known commitments over the longer term.  

 

 To maintain a working balance to respond to unexpected financial demands on all accounts 
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 To identify funds surplus to immediate cash requirements and transfer the funds to an appropriate 
high deposit interest account. 
 

 To only invest in organisations (banks and building societies) that at the time of investment have a 
rating of “A” by one of the financial rating agencies: Moody’s, Standard and Poor’s and Fitch. 
 

 To regularly monitor the ratings of organisations where money is invested, taking any corrective 
action if they no longer meet “A” rating. 
 

 Each investment is to be individually appraised in relation to the current market rates and length of 
investment period: with the aim of maximising returns in the shortest period, so as to limit the impact 
of funds being inaccessible within investments. 

  
Appointment of bankers and other professional advisors  
 
The Board is responsible for the appointment of the Trust’s bankers on the recommendation from the Finance 
and Audit Committee.  The Finance and Audit Committee is responsible for authorising the use of any other 
bank for investment purposes on the recommendation from the Chief Operating Officer.  
 
Banking arrangements 
 
The Finance Managers are responsible for monitoring their bank balances on a regular basis and taking 
corrective action in the event that there issues. No academy bank account can go overdrawn. In the event 
that a bank account has gone overdrawn the Head of Finance must be informed immediately at which point 
funds will be transferred from the WAT Central bank account to the academy bank account. When the 
academy bank account is replenished the funds from WAT Central will be returned.  
 
The Chief Operating Officer is responsible, on behalf of the Finance and Audit Committee for liaising with the 
Trust’s bankers in relation to the Trust’s bank accounts. The Head of Finance is responsible for day-to-day 
liaising with the Trust’s bankers and acting as the primary contact between the Trust’s bankers and the Trust 
and is responsible for ensuring that up to date bank mandates are in place.  
 
All bank accounts shall be in the name of the Trust. All automated BACS transfers on behalf of the 
academes/trust must be authorised in the appropriate manner as set out in the section on internal delegations 
(internal controls).  The Chief Operating Officer is responsible for ensuring that all bank accounts are subject 
to regular reconciliation and that large or unusual items are investigated as appropriate.  
  
The Head of Finance is responsible for maximising the Trust’s investment income by placing funds through 
the Trust’s banker’s deposit accounts.  
 
Security of cash 
 
It is the responsibility of the Chief Operating Officer and the Academy Headteacher to ensure that any cash 
held on site is securely stored and in line with the Trust’s insurance policy.  
 
9 RESERVES POLICY  
 
The purpose of the policy is to consider the maintenance of a minimum working reserve in order to minimise 
any financial risks facing the Trust, such as delays between spending and receipt of grants, emergencies and 
unanticipated or exogenous events.  The Head of Finance will be responsible for implementing the Reserves 
Policy and managing the Trust’s reserves. 
 

 To regularly review the nature of income and expenditure streams and the need to match income 
with commitments.  

 

 To aim for a level of free reserves (as defined in the statutory accounts as unrestricted and restricted 
revenue reserves) equating to a minimum of 5% of annual ESFA GAG income (policy to be reviewed 
in 2020/21). 
  

 To separately identify funds for significant projects that cannot be met by future income alone. 
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 To consider the Medium Term Financial Strategy and plan for use of reserves to meet expenditure 
commitments in the short and medium term. 
 

 To provide short term funding to mitigate future funding turbulence as a result of national funding 
changes. 
 

 To provide short term funding to meet expenditure commitments following the removal of funding 
protection to enable longer term decisions to be made. 
 

10  RISK MANAGEMENT  
 

Risk management is the process whereby the Trust methodically addresses the risks related to its objectives 
and associated activities with the goal of achieving sustained benefit within each activity and across the whole 
range of activities.  It is aimed at ensuring that the Trust achieves its objectives in the most effective way and 
those resources are directed at those objectives.  Trustees oversee the strategic risks, risk register and issues 
log at the Board and sub-Committees meetings, based on the executive, Leadership and LAB feedback. The 
Trust’s risk register will help inform the Trust’s programme of internal scrutiny.  
 
The Trust’s overall risk management plan is aimed at: 

  
 Protecting its students, staff and assets 

 Managing risk in accordance with best practice and reducing the cost of risk 

 Anticipating and responding to changing social, environmental and legislative requirements 

 Raising awareness of the need for risk management 

 Integrating risk management into the culture of the Trust 

 Adopting legal compliance as a minimum standard 

  
These aims and objectives will be achieved by: 

  
 Establishing and maintaining a risk management organisational structure to act in an advisory and 

guiding capacity which is accessible to all staff 

 Maintaining documented procedures for the control of risk 

 Providing suitable information, training and supervision 

 Maintaining effective communication and the active involvement of all staff 

 Maintaining an appropriate incident reporting and recording system, with investigation procedures to 
establish cause and prevent recurrence 

 Monitoring arrangements on an ongoing basis 
 
11  BASIS OF ACCOUNTING AND FORMAT OF THE FINANCIAL STATEMENTS  
 
The financial statements of the Trust will be in accordance with the Accounts Direction which is based on the 
Charities SORP (Statement of Recommended Practice) 2015 as amended by Charities SORP (FRS102). 
The Head of Finance on an annual basis, is responsible for providing to the Chief Operating Officer a report 
setting out the key changes to the Accounts Direction and the impact on the Trust.  
 
12  INCOME  
 
The Chief Operating Officer is responsible for ensuring that appropriate procedures are in operation to enable 
the Trust to receive all income to which it is entitled.  
 
Levels of charges for services rendered, goods supplied and lettings are set out in the Charges and 
Remissions Policy. In line with ESFA guidance the fees set will be the chargeable services at full cost but can 
include an additional rate of return in a commercial environment.  
 
For non-grant income the Chief Financial Officer should ensure that: 
 

 Debtor invoices  are raised promptly on official invoices  and recorded correctly in the sales ledger; 

 VAT is correctly charged where appropriate, and accounted for; 
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 Monies received are posted to the correct debtors account; 

 Swift and effective action is taken to collect overdue debts; 

 Outstanding debts are monitored by the academies and appropriate reports prepared for 
management to propose corrective action; 

 Requests for write of debts should be authorised in line with the Scheme of Delegation.  
 
The day-to-day management of the Trust’s income at a local level is delegated to the Finance Managers, 
Finance Cluster Leads and Head of Finance.   
 
13  CAPITALISATION AND DEPRECIATION OF ASSETS POLICY  
 
Introduction 
 
International Accounting Standard (IAS) 16, defines Fixed Assets as “assets whose future economic benefit 
is probable to flow into the entity, whose cost can be measured reliably”. The purpose of policy is to ensure 
that the academy’s balance sheet correctly reflects the assets and liabilities of the Trust. 
 
The policy defines the treatment of Non-Current, Current, Tangible and Intangible Fixed Assets.   
 
A Fixed Asset Register will be maintained by each academy and then used by the Head of Finance to create 
the depreciation charge and as a record of assets supporting the Trust’s financial statements. 
 
The policy is written in accordance with Accounting Standard FRS15 Tangible Fixed Assets. 
 
Fixed Asset Register 
 
The Fixed Asset Register (School Asset Register)  consists of a list of items (or specific group of items 
purchased within the accounting period) valued over £5,000 that are considered to have a life longer than the 
financial year they were purchased in. 
 
Capitalised assets are not necessarily bought on one order; so long as a group of items is purchased within 
the same accounting period they will be capitalised. 
 
Fixed Assets are categorised as follows: 
 

a. Freehold Land and Buildings 
b. Leasehold Land and Buildings 
c. Assets Under Construction 
d. Plant and Machinery 
e. Furniture and Equipment 
f. Computer Equipment and Hardware 
g. ICT Software and Licences 

 
Assets excluded from the Fixed Asset Register are current assets and stock.  Current assets include cash 
and bank balances which are controlled through reconciliation to control accounts on a monthly basis.   
 
The appropriate accounting transactions will be processed for all capitalised assets and recorded on the Fixed 
Asset Register and Trust finance system by the Head of Finance.   
 
All disposals of assets are recorded in the Fixed Asset Register and the appropriate transactions recorded 
on the fixed asset register and Trust finance system by the Head of Finance to ensure the financial statements 
reflect the disposal. 
 
All working papers for the purchase of Fixed Assets, including invoices, will be held at each Academy. 
 
Depreciation 
 
Non-Current Assets are to be depreciated to reflect the recoverable amount in the financial statements, over 
the useful life of the asset.  
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The depreciation will be calculated on an annual basis for preparation of the financial statements.  In the year 
of acquisition the depreciation will be charged pro rata from the date of acquisition. 
 
Groups of assets will use the same method of depreciation.  There may very occasionally be an asset that 
does not completely fit into one of the categories below. The Chief Operating Officer will decide, after taking 
professional advice where required, which method to adopt on an individual basis.  
 
In relation to incomplete buildings works, depreciation is not charged on any assets that are classified as 
incomplete as at 31 August.  The expected useful life of all assets will be assessed prior to depreciation 
calculations and recorded in the Fixed Asset Register. 
 

ASSET GROUP DEPRECIATION METHOD 

Freehold Land No depreciation 

Leasehold Land No depreciation 

Buildings and Building modifications Based on UEL – currently 2%-6.7% (50yrs-15 yrs.) 
Straight line with nil residual value 

Plant and Machinery 15% (7 yrs.) Straight line with nil residual value 

Furniture and Equipment  10% (10yrs)  Straight line with nil residual value                                                                                                                                                                                                                                                                                                       

Computer Equipment and Hardware 20% (5 yrs.) Straight line with nil residual value 

ICT Software and Licences 20% (5 yrs.) Straight line with nil residual value 

Assets Under Construction These are not depreciated until the asset is brought 
into use. 

 
 
14   DISPOSAL OF ASSETS POLICY 
 
The Board of Directors recognise that the following are valuable assets of the Trust: 

 
(a) Staff;   (b) Land;   (c) Buildings; 
 

For the purpose of this policy, ‘assets’ shall be fittings, furniture, equipment, apparatus, books and other 
materials originally purchased for the purpose of running the academy and having an original individual value 
of £5,000 or more. 
 
In accordance with the AFH 2020, the Trust may agree to give assets bought for a proper purpose, but which 
are no longer needed for the conduct of its business, to a charity, up to a maximum value of £1,000 per single 
donation. Residual value of assets is determined by the greater of the written down value or market value. 

 
It shall be the responsibility of the appropriate member of staff (Budget Manager) to identify any such assets 
which are surplus to requirements. 
 
The Budget Manager shall identify surplus assets to the Finance Manager who upon endorsing the 
identification and discussing with the Head of Finance  shall recommend disposal to the Headteacher, who 
will be responsible for the decision. 
 
The disposal of an asset with a carrying amount (cost less accumulated depreciation) above £5,000 must be 
approved by the Finance and Audit Committee. Where possible surplus assets shall be sold in a safe and 
environmentally friendly manner, the best possible price being sought, and the destination of surplus assets 
shall be noted in the assets register. 
 
Any assets fully or partly grant funded will be disposed of in accordance with any and all grant terms and 
conditions. Equipment is not normally disposed of to staff because it is difficult to provide evidence that the 
school obtained value for money in the sale of the equipment. This can be mitigated by the use of online 
auctioning platforms in some circumstances. Each individual case shall be investigated and be the decision 
of the Headteacher following advice from the Head of Finance or Chief Operating Officer. 
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If computer equipment is disposed of, licences for software programmes must be legally transferred to the 
new owner or deleted from the equipment along with all Trust data.  
 
The requirements of the academy’s funding agreement with the Secretary of State will be adhered to when 
considering the disposal of a capital item.  
 
Funds obtained by the sale of surplus assets shall be identified in the school accounts and accessible for 
audit. 
 
15 CAPITAL GRANT 
 
Capital grant in the form of School conditions allocation (SCA) is received from the ESFA on an annual basis. 
The allocation of the grant across the Trust has been delegated to the Chief Executive Officer with the 
requirement for an update and usage report presented to the Finance and Audit Committee within the funding 
period. 
 
16 FRAUD POLICY 
 
Windsor Academy Trust is committed to ensuring that it acts with integrity and has high standards of personal 
conduct.  Everyone involved with the Trust has a responsibility in recognising potential fraud, as well as 
preventing and detecting fraud.  The Trust also recognises the role of others in alerting them to areas where 
there is suspicion of fraud. 

It is the duty of all staff, Trustees and LAB members to take reasonable steps to limit the possibility of corrupt 
practices, and to take advice from auditors on the adequacy of the measures taken by the Trust to ensure 
financial compliance. 

Fraud is a general term covering theft, deliberate misuse or misappropriation of assets or anything that leads 
to a financial advantage to the perpetrator or others upon whose behalf he or she acts, even if these “others” 
are in ignorance of the fraud.  Fraud is in fact intentional deceit and for this reason it cannot include 
negligence. 
 
Fraud incorporates theft, larceny, embezzlement, fraudulent conversion, false pretences, forgery, corrupt 
practices and falsification of accounts. 

 
Corruption is defined for the purpose of this code as the offering, giving, soliciting or acceptance of an 
inducement or reward which may influence the actions taken by Windsor Academy Trust, its staff, Trustees 
and LAB members. 
 
Irregularities fall within the following broad categories, the first three of which are criminal offences: 
 
• Theft - the dishonest taking of property belonging to another person with the intention of depriving the owner 
permanently of its possession; 

 
• Fraud - the intentional distortion of financial statements or other records by persons internal and external to 
the Academy, which is carried out to conceal the misappropriation of assets or otherwise for gain; 

 
• Bribery and corruption (Gifts & Hospitality – see section 18 below) - involves the offering or the acceptance 
of a reward, for performing an act, or for failing to perform an act, which leads to gain for the person offering 
the inducement; 
 
• Failure to observe, or breaches of, Scheme of Delegation and Financial Policies; 
 
• Failure to observe, or breaches of, financial procedures which in some circumstances can constitute an 
irregularity, with potentially significant financial consequences. 

 
Examples of what could constitute fraud and corruption are - 

•  theft of cash; 
•  non-receipt of income; 
•  substitution of personal cheques for cash; 

 travelling and subsistence claims for non-existent journeys/events; 
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•  travelling and subsistence claims inflated; 
•  manipulating documentation to increase salaries/wages received, e.g. false overtime claims; 
•  payment of invoices for goods received by an individual rather than the Academy; 

 failure to observe, or breaches of, regulations and/or other associated legislation laid down by 
the Trust; 

 unauthorised borrowing of equipment; 

 breaches of confidentiality regarding information; 

 failure to declare a direct pecuniary or otherwise conflicting interest; 

 concealing a generous gift or reward; 

 unfairly influencing the award of a contract; 

 creation of false documents; 

 deception; 

 using position for personal reward. 
 

The above list is not exhaustive list of fraud and corruption. If there is concern or doubt about a matter which 
involves an irregularity, or an on-going investigation into a suspected irregularity staff must refer to the Chief 
Executive, Chief Operating Officer or Head of Finance in times of absence 
 
All instances of fraud or theft committed against the Trust, whether by employees, Trustees, Governors or 
third parties, will be reported to the Board of Directors and any instances above £5,000 must be reported to 
the ESFA. Any unusual or systematic fraud, regardless of value, must also be reported. 
 

A Fraud Register will be maintained by the Chief Financial Officer and reported to each meeting of the Finance 
and Audit Committee.  
 
17 CONFIDENTIAL REPORTING (WHISTLEBLOWING) POLICY 
 
The Trust has a Confidential Reporting Policy which covers concerns of a financial nature. This policy is 
reviewed periodically by the Head of HR and notified to all staff. 
 
18 GIFTS AND HOSPITALITY POLICY 
 
Employees, Trustees and LAB members of the Trust should take guidance from the following rules relating 
to the receipt of gifts and hospitality: 

 
To accept gifts should be the exception. Small ‘thank you’ gifts of token value, such as a diary, a coffee mug 
or bunch of flowers, not over £100 in value may be accepted. The Company Secretary should be notified of 
any gift over this value for entry in the Register of Business Interests.  
 
Gifts should be refused if it is believed the giver has an ulterior motive such as the receipt of a more prompt 
service or preferential treatment. 
 
Where items purchased for the Trust include a ‘free gift’, such a gift should either be used for business 
purposes or handed to the Finance Manager to be used for charity raffles. 

 
If there is any doubt about the acceptability of any gift or offer of hospitality the Chief Executive, Chief 
Operating Officer or Head of Finance must be consulted. 
 
In line with HMRC guidance small value gifts can be provided to staff (e.g. flowers/chocolates to mark a 
special occasion or event - birth of child, illness) as long as:     

 it costs £50 or less to provide 

 it isn’t cash or a cash voucher 

 it isn’t a reward for an employees work or performance 

Therefore gifts cannot be provided to staff as a “thank you” in recognition of any individual or collective work.   
 
In line with ESFA policy under no circumstances can alcohol be purchased as a gift or provided as part of 
hospitality to staff or third parties. The only exceptions are where the purchase of alcohol has been funded 
by the PTA (not from Academy Trust income) or where the expenditure has been spent from School Funds 
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(non-GAG Funded income) and is being used as part of an income generating project where income covers 
the costs. In both exceptions the expenditure must be approved by the Headteacher within existing policies. 
  
19 PAY POLICY 
 
The Trust maintains a separate Pay policy for Trust staff.  This policy is reviewed annually by the Head of 
HR, consultation with employees and Trade Union bodies takes place, and is approved by the Board. It is 
then notified to all staff 
 
The Trust will comply with the requirements for setting executive pay as contained within the AFH 2020 which 
sets out a detailed list of requirements for Trustees to ensure its decisions on salary and other benefits follow 
a robust evidence-based process and are reasonable and defensible reflection of the individual’s role and 
responsibilities.    
 
Following the publication of the annual accounts and in line with the AFH 2020 the Trust will publish on its 
website the number of employees whose benefits (inc salary and taxable benefits but not pension costs) 
exceed £100k, in £10k bandings.  
 
20 TRAVEL, SUBSISTENCE & EXPENSES POLICY 
 
Staff travel for business needs will be reimbursed in line with HMRC mileage rates which are currently at the 
rate of 45p per mile (plus an additional 5p per mile for each travelling passenger paid to the staff driver). The 
claimant is entitled to be notified of this rate in advance of commencing their journey. The claimant must have 
suitable insurance in place to cover both the vehicle and passengers.   
 
Subsistence costs such as overnight accommodation must be appropriate, relate to business need and 
provide value for money. The Chief Executive in consultation with the Chief Operating Officer has the 
discretion to agree to a regular period of subsistence for key members of staff. 
 
Receipts or other appropriate evidence of expenditure must be attached to the claim in respect of all 
purchases, such as rail/bus fares, subsistence, telephone calls, postage and any other purchases that may 
be approved.  The Trust is not able to reclaim VAT without a proper VAT receipt. Please be aware that 
reimbursement of expenditure may be refused if sufficient evidence/receipts are not produced. 
 
Claims for the purchase of alcohol, parking fines or any motoring offences will not be reimbursed. 
 
All expense claims must be submitted for reimbursement to the HR Leads within a time period not exceeding 
3 months. Expenses submitted after this period will be at the discretion of the Budget Manager following 
advice from the Finance Manager or Head of Finance. 
 
All expense claims are to be authorised by the relevant Budget Manager. In the case of a Headteacher claim, 
these must be authorised by the Deputy Headteacher or Chair of LAB.  In the case of the Chief Executive, 
the Chair of Directors will authorise. 
 
Expenses incurred by Directors, Trustees and LAB members form part of this policy, with any claims being 
authorised by the respective Chairperson, or in the case of the Chairperson by the Chief Executive. 
 
21 CONFLICT OF INTERESTS POLICY 
 
The Trust maintains a separate policy pertaining to the identification of conflicts of interest and 
responsibilities.  This policy is reviewed periodically by the Company Secretary and notified to all staff. 
 
22 PURCHASING  
 
The Trust’s detailed policy on purchasing goods and services is contained within the attached Procurement 
Policy on Annex C.  One of the key statements from the policy is the quote and tender thresholds 
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23  LEASES 
 
There are two types of lease – finance lease (these are forms of borrowing) and operating leases (these are 
not borrowing). Understanding the difference between the two is essential as there are different approval 
processes to follow and there are different implications on the trust. 
 
Operating lease agreements typically have a shorter duration than the working life of the equipment. Under 
an operating lease, the leasing company (”lessor”) retains the risks and rewards of ownership, and it will also 
retain an investment in the equipment being leases, known as Residual Value. The trust will not own the 
equipment at the end of the agreement.  
 
Finance lease agreements usually run for all, or a substantial proportion, of the equipment’s estimated 
working life. Under a finance lease, the leasing company (“lessor”) transfers all of the risks and rewards of 
ownership of the equipment to the customer (“lessee”). The Trust will not own the equipment at the end of 
the agreement. Leases that do not meet the operating lease criteria will be finance leases.  
 
Most equipment that is likely to be offered by a supplier to the Trust will be under an operating lease 
agreement.  The ESFA has published a leasing good practice guide which provides further information on 
types of leases. 
 
When taking out leases Budget Managers should ensure that they fully understand the specification of the 
equipment and in line with value for money principles they understand the costs of the lease and that the 
Trust is not committing to a specification that is in excess of what the Trust requires. Budget Managers must 
understand the minimum lease period, what happens to the equipment after the end of the lease period, the 
maintenance, servicing and insurance requirements and any upgrade options.  
 
In terms of procurement the value of the contract (for quote and tendering purposes) is the full cost over the 
term of the lease (exc VAT). Given this financial commitment then it is essential that lease agreements are 
independently reviewed by a Finance Cluster Lead or Head of Finance before commitment is made. 
 
For leases where the total cost of ownership over the lease term is in excess of £5,000 then approval is 
required from the Chief Executive Officer using the lease authorisation form. For amounts over £75,000 
approval is required from the Finance and Audit Committee.  For values of less than £5,000 then approval is 
delegated to the academy Headteachers in line with existing budget provision. The lease authorisation form 
should nevertheless be completed as this forms an audit trail of the decision making process. Once completed 
this should be sent to the WAT Central Finance Team for the Trust lease register to be updated.   
 
24  VAT AND TAXES 
 
The Trust is VAT registered (VAT number 262677577). It is the responsibility of the Head of Finance to submit 
the monthly VAT return.  The decision to de-register (or subsequently re-register) for VAT rests with the 
Finance and Audit Committee.  
 
The Trust does not pay Corporation Tax.  
 
It is the responsibility of the Trust’s payroll providers to pay HMRC for Income Tax and PAYE as agents on 
behalf of the Trust.  
 
25  EXTERNAL AUDIT AND FINANCIAL STATEMENTS 
 
The Trust will maintain good accounting records and prepare an annual report and accounts in line with the 
Charity Commission Statement of Recommended Practice (SORP 2015) and the ESFA’s Accounts Direction.   

Buying thresholds Value (excl. VAT) Quotes and tenders 

Low 0-£9,999 Evidence of price 

Medium £10,000 - £49,999 Quotes from at least 3 suppliers 

High  £50,000+ Tenders from at least 3 suppliers and 
(where practicable) one of which must be 
through a recognised school framework 
agreement.  
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External auditors and internal auditors shall have the authority to access the Trust’s premises at reasonable 
times; to access all assets, records, documents and correspondence relating to any financial and other 
transactions of the Trust and to require and receive such explanations as are necessary concerning any 
matter under examination. 
 
The Head of Finance is responsible for drawing up a timetable for final accounts purposes and advise finance 
staff and external auditors accordingly.  
 
The external auditors will be reappointed annually by the Board on recommendation from the Finance and 
Audit Committee. It is deemed good practice for a competitive tendering exercise to be held at regular 
intervals, at least every five years. 
 
The primary role of external audit is to report on the Trust’s financial statements and to carry out such 
examination of the statements and underlying records and control systems as necessary to reach their opinion 
on the statements and to report on the appropriate use of public funds in their report on regularity.  
 
The audit contract must be in writing and the letter of engagement must only cover the external audit. The 
contract will be signed by the Chief Operating Officer.  
 
The letter of engagement must allow for the removal of the auditors before the expiry of the term in office, 
under exceptional circumstances and if this is actioned must require the majority vote of members. The Board 
must notify the ESFA immediately of the removal or resignation of auditors and provide a copy of the 
explanation from the auditors. A change of auditor at the expiry of the agreed term of office does not need to 
be notified to the ESFA.  
 
The audited financial statements must be provided to every member of the Trust.  
 
26  INTERNAL SCRUTINY 
 
The Trust will have a programme of internal scrutiny to provide independent assurance to the Board that it’s 
financial and non-financial controls, and risk management procedures are operating effectively.  
 
The Trust will procure an internal scrutiny service in line with the requirements of the AFH 2020 and organise 
an annual programme of work that is linked to the Trust’s Risk Register. All reports will be made available to 
the Trustees.  
 
Internal auditors responsible for carrying out checks on financial controls will be from a recognised Accounting 
firm that offers a broad range of internal audit services to the education sector. The provision of the internal 
audit service cannot be carried out by the Trust’s external auditors under the Financial Reporting Council’s 
revised Ethical Standard. Responsibility for carrying out audit reviews in non-financial areas will normally be 
carried out by organisations that are leaders in their field of expertise.  
 
The internal auditors will be reappointed annually by the Board on recommendation from the Finance and 
Audit Committee. From 2020/21 a firm providing external audit services cannot also provide internal audit 
(internal scrutiny) services.  
 
The Chief Operating Officer will be responsible for ensuring that an annual assurance report is provided to 
the Finance and Audit Committee showing how internal scrutiny has been delivered to the Trust.  
 
27  CHARGING AND REMISSIONS POLICY 
 
The Trust maintains a separate policy pertaining to Charging and Remissions attached at Annex D.  This 
policy is reviewed periodically by the Head of Finance and notified to all staff. 
 
28  LETTINGS POLICY 
 
The Trust maintains a separate policy pertaining to the hire of Trust facilities, called the Lettings Policy 
attached at Annex E.  This policy is reviewed periodically by the Head of Finance and notified to all staff. 
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29  PURCHASE CARD POLICY 
 
The Trust maintains a separate policy pertaining to the use of Business Cards attached at Annex F. This 
policy is reviewed periodically by the Head of Finance and notified to all staff. 
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