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1. INTRODUCTION, ORGANISATIONAL STRUCTURE AND FINANCIAL RESPONSIBILITIES 

 
INTRODUCTION 
The purpose of this manual is to ensure that the United Endeavour Trust maintains and develops systems of financial 
control which conform to the requirements both of propriety and of good financial management. It is essential that 
these systems operate properly to meet the requirements of our funding agreement with the Department for Education 
(DfE). 

 
The academy must comply with the principles of financial control outlined in the Academies Financial Handbook 
published by the DfE. This manual includes details on practices and provides detailed information on the academy’s 
accounting procedures and system manual should be communicated and read by all staff involved with financial 
systems. 

 
ORGANISATIONAL STRUCTURE 
The academy has defined the responsibilities of each person involved in the administration of academy finances to 
avoid the duplication or omission of functions and to provide a framework of accountability for Trust Board, 
Governors and employees.  
 
Auditors 
United Endeavour Trust appointed auditors are Dains Accountants. Their function is to audit the financial provision of 
the academy, to ensure the academy meets the financial guidelines set out in the DfE Academies Financial Handbook 
and to produce the annual accounts.  Auditors will be appointed yearly, with no auditor being in office for more than 5 
years. (Dains have currently been in office for 4 years).  

 
Other Staff 
Other members of staff, primarily the Finance assistants and budget holders, will have some financial responsibilities.  
All staff are responsible for the security of Trust property, for avoiding loss or damage, for ensuring economy and 
efficiency in the use of resources and for conformity with the requirements of the academy’s financial procedures. 
 
2. REGISTER OF INTERESTS/BUSINESS INTEGRITY 
It is important for anyone involved in spending public money to demonstrate that they do not benefit personally from 
the decisions they make. To avoid any misunderstanding that might arise all Directors, Members, Governors and staff 
are required to declare any financial interests they have in companies or individuals from which the Trust may 
purchase goods or services. The register is open to public inspection.  A summary document is provided on our web 
site.  

 
The register should include all business interests such as directorships, shareholdings or other appointments of 
influence within a business or organisation which may have dealings with the academy. The disclosures should also 
include business interests of relatives such as a parent or spouse or business partner where influence could be exerted 
over a Member, Director, Governor or a member of staff by that person. 

 
The existence of a register of business interests does not, of course, detract from the duties of Member, Director, 
Governor and staff to declare interests whenever they are relevant to matters being discussed by the Mat Board, local 
governing body or a sub-committee. Where an interest has been declared, Governors and staff should not attend that 
part of any committee or other meeting. 

 
The Register of Interest should be updated annually in September and presented to the LGB and Mat Board. It should be 

a standing agenda items on all Governor Meeting that any declaration of business interest be declared. 
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3. MAT Board and Governance Structure 

The MAT board and Local Governing body Structures are detailed within the Governance Structure document attached. 
 
4. ACCOUNTING SYSTEM 
All the financial transactions of the Trust/Academies must be recorded on the PS Financials accounting system for the 
budgets.  School fund transactions for all academies is managed using Tucasi. 
 
System Access 
Entry to PS Financials and Tucasi systems is password restricted.   

 
Access to the component parts of the PS Financials system is restricted and the Trust Director/Head of Finance is 
responsible for setting access levels for all members of staff using the system. 

 
Back-up Procedures 
The PS Financials system is hosted by the company using a cloud based system.  Tucasi is backed up at 
frequencies of daily (if any data entry has occurred or each Friday weekly when a whole system back up 
takes place.) 

 
Transaction Processing 
All transactions input to the accounting system must be authorised in accordance with the agreed delegated 
authority controls. 

 
Detailed information on the operation of the PS Financials system can be found on the finance Group on the one drive. 

 
Transaction Reports 
The Head of Finance will obtain and review system reports to ensure that all transactions are posted to the 
accounting system and management accounts summarising expenditure and income against budget at budget holder 
level are reviewed. 

 
Reconciliations 

 
The Head of Finance are responsible for ensuring that reconciliations are performed each month, and that any 
reconciling or balancing amounts are cleared. 

 
4.1 SCHOOL FUND 
School Funds are not consolidated with the main school budget, but the same financial management principles are 
applied.  UE Trust operates online payment system and discourages all payments received by other methods. 
 
All education visits must have a lead and it is there responsibility to ensure that each individual fund does not go 

overdrawn. Payments must, therefore, be made after the relevant cash has been collected from pupils contributing 

to the fund.  (Exceptions apply) 

 
5. FINANCIAL PLANNING 
The Trust prepares both medium term and short-term financial plans. 

 
The medium term financial plan is prepared in order to inform whether there will be expected level of resources 
over the next three to five years. 

 
The Trust Development Plan and Academy Improvement Plan provides the framework for the annual budgets. The 
budget is a detailed statement of the expected resources available to the Trust and Academies, detailing the planned 
use of those resources for the following year. 
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Annual Budgets 
The Trust Director/Head of Finance is responsible for preparing and obtaining approval for the annual budget. The 

budget must be proposed by the Chief Executive Officer/ Trust Director/ Academy Principal to the Local Governing 

Board and ratified by the MAT Board. 

 
The approved budget must be submitted to the ESFA by 31st July each year and the Trust Director is responsible 
for establishing a timetable which allows sufficient time for the approval process and ensures that the 
submission date is met. 

 
The annual budgets will reflect the best estimate of the resources available to the Trust/Academies for the 
forthcoming year and will detail how those resources are to be utilised. There should be a clear link between the 
development plan objectives and the budgeted utilisation of resources. 

 
The budgetary planning process will incorporate the following elements: 

 
• Forecasts of the likely number of pupils to estimate the amount of DfE grant receivable;  
• Review of other income sources available to the academy to assess likely level of receipts;  
• Review of past performance against budgets to promote an understanding of the Trust/Academy cost base;  
• Identification of potential efficiency savings and  
• Review of the main expenditure headings in light of the development plan objectives and the expected 

variations in cost e.g. Salary increases/ increments, inflation and other anticipated changes. 

 
Balancing the Budget 
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 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. 

 
Finalising the Budget 
Once the different options and scenarios have been considered, a draft budget should be prepared by the Trust 
Director and Head of Finance for approval by the Chief Executive officer, Principal, Local Governing Board and MAT 
Board. The budget should be communicated to all staff with responsibility for budget headings so that everyone is 
aware of the overall budgetary constraints. 

 
The budgets should be seen as a working document which may need revising throughout the year as circumstances 
change. 

 
Monitoring and Review 
Monthly reports will be prepared by the finance team. The reports will detail actual income and expenditure against 
budget both for budget holders and at a summary level for the Chief Executive Officer, Principals and the LGB and MAT 
boards. 

 
Any potential overspend against the budget must in the first instance be discussed with the Trust Director. The 
accounting system requires approval for payments to be made against an overspent budget by the Chief Executive 
Officer/ Trust Director/Head of Finance. 

 
The monitoring process should be effective and timely in highlighting variances in the budget so that differences can be 
investigated and action taken where appropriate. If a budget overspend is forecast it may be appropriate to vire money 
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from another budget or from the contingency. All budget virements must completed in line with authorities shown in 
the Scheme of Delegation. 
 
6. PAYROLL 
United Endeavour Trust currently employs the services of Stoke on Trent City Council to administer Payroll for all 
employees.  The details of the agreement are contained within the Service Level Agreement between Stoke on Trent 
City Council and United Endeavour Trust. The MAT Board will monitor the performance of the payroll provider annually 
through information provided by the Head of HR.   

 
Staff Appointments 
United Endeavour Trust has approved staffing structures for the Trust and Academies. Changes can only be made to 

these structures using the scheme of delegation.   

 
The Chief Executive Officer/ Principal/ Trust Director has authority to appoint staff within the authorised establishment.  
Detailed information is included in the scheme of delegation and must be adhered to.   
 
The Head of HR maintains personnel files for all members of staff which include contracts of employment. 

 
Payroll Administration 
All staff are paid monthly through the payroll provider. 

 
All payroll amendments must be entered on the payroll system or emailed to the provider by the agreed date to ensure 
payment is made. 

 
All absences are input into the absence management system weekly to be included in the employee’s payroll records.   

 
The appointment/termination/variation of employee records need to be submitted on MyView, the Stoke online 
personnel portal within the agreed time frame. 

 
All amendments to the organisation structure need to be submitted to the Stoke on Trent City Council via email to 
update the master payroll files. 

 
Monthly pay reports are sent to the Head of Finance and Head of HR for independent scrutiny – comparing staffing data 
produced for staffing / salary modelling by the Head of HR and the data provided by the service provider.   Independent 
scrutiny of these checks is reviewed by the Head of HR and for Quality Assurance by the Trust Director.  Any errors are 
to be corrected and reviewed further before authorisation for payroll is run.  
 
It is the responsibility of the Head of HR to ensure the payroll is correct and if errors have been made these are notified 
to the payroll provider immediately.  
 
The payroll cannot be run until the LA have received authority from the Chief Executive Office/ Trust Director (in his/ her 
absence – delegated authority is issued to Head of HR /Head of Finance. 
 
Payments 
All salary payments are made by BACS. 

 
The Head of Finance and Head of HR should review the monthly reports against the payroll forecasting system used, 
Orovia. Any discrepancies should be reviewed and queried with Stoke payroll where necessary. 
 

 



 

7 | P a g e  

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. These payments are then made 
arranged by the provider on behalf of the academy. 

 
After the payroll has been processed the Head of Finance will update the PS Financials system. Postings will be made 
both to the payroll control account and to individual cost centres. The Head of Finance will review the payroll control 
account each month to ensure the correct amount has been posted from the payroll system, individual cost centres 
have been correctly updated and to identify any amounts posted to the suspense account.  Discrepancies should be 
bought to the attention of the Trust Director. 
 
In addition to the full salary reconciliation exercise completed by the Head of Finance, the Head of HR also completes 
quality assurance work to review 7 (2 at each academy and 1 at the Trust) random employee payments.  In addition to 
this any new employees and leavers are also verified.  

 
On an annual basis the Head of HR must check for each member of staff that the gross pay per the payroll system 
agrees to the contract of employment held on the personnel file held in the Trust Centre. 
 
7. PURCHASING 
Any lease arrangement must maintain the principles of value for money, regularity and propriety. The overall value of 
the lease must be taken into account when following purchasing guidelines. 
The following financial guideline must be strictly adhered to at all times. 

 
Order values £15,000 - £100,000 

 
• At least three competitive quotations or price lists shall be obtained for all orders between £5,000 and £50,000 

to identify the best source of the goods/services. Written details of documents obtained shall be prepared and 
retained by finance team for audit purposes. Telephone quotes are acceptable if these are evidenced and email 
confirmation of quotes has been received before a purchase decision is made. 

 
Orders over £100,000 

 
• Follow the guidance for tender procedures as detailed in the Tendering and Procurement Policy.   

 

Orders over the latest financial regulations for suppliers and services / works will be followed for: 

 

• Supplies and services over the sum stated for OJEU should follow the tender procedure and OJEU 
guidance as detailed in the Tendering and Procurement Policy.   

 
The Trust wants to achieve the best value for money from all its purchases. This means it wants to get what it needs in 
the correct quality, quantity and time at the best price possible. A large proportion of its purchases will be paid for 
with public funds and it needs to maintain the integrity of these funds by following the general principles of: 

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

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

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

 
The Trust uses the PS Financials system to manage creditor payments. 
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Routine Purchasing 
Budget holders will be informed of the budget available to them prior at the start 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. An 
electronic report detailing actual expenditure against budget will be supplied to each budget holder on request or on a 
monthly basis.  Budget holders are encouraged to keep their own records of orders placed but not paid for. 

 
Routine purchases can be ordered by budget holders via the finance team. In the first instance a supplier should be 
chosen from the list of approved suppliers maintained by the Finance team.  A quote or price 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 the reasons for this decision must be discussed and agreed with the 
Trust Director/ Head of Finance. Regular order items should be re-quoted every 12 months to ensure that the supplier 
being used is still providing the best possible price for the item. (E.g. paper). 

 
All orders must be made, or confirmed, in writing using an official order form, this can be downloaded from Office 365 > 
Forms4U finance section.  Orders must bear the signature of the budget holder (or be provided by the budget holder by 
email) and must be forwarded to the Finance team to be processed.   

 
All orders are recorded on the PS financials systems and dispatched to the supplier by the Finance team. 

 
The Finance Assistants must make appropriate arrangements for the delivery of goods to the Trust/Academies. On 
receipt, the budget holder must undertake a detailed check of the goods received against the goods received note 
(GRN) if received and make a record of any discrepancies between the goods delivered and the GRN. Discrepancies 
should be discussed with the supplier of the goods without delay. 

 
If any goods are rejected or returned to the supplier because they are not as ordered or are of sub-standard quality, 
the Finance team should be notified and will arrange this. The Finance team will keep a record of all goods returned to 
suppliers. 

 
All invoices should be authorised for payment by the budget holder to be processed against the original order or Head 
of Finance /Principal/ Trust Director in their absence. 
 
Creditor payment runs are completed as required to meet payments terms of suppliers/ contractors.  The finance team 
will prepare the payment file and agree the contents and values to be paid with the Head of Finance before 
transmission.  All payment runs must be authorised by two of the Chief Executive Officer, Trust Director or Head of 
Finance via the Lloyds Commercial banking facility.   

 
Forms of Tenders 
There are three forms of tender procedure: open, restricted and negotiated and the circumstances in which each 
procedure should be used is detailed in the Tendering and Procurement Policy. 

 
8. INCOME 
The main sources of income for the Trust/ Academies are the grants from the ESFA. The receipt of these sums is 
monitored directly by the Trust Director.  The finance team are responsible for ensuring that all grants due to the 
academy are collected. 

 
The Trust/ Academies also obtains income from: 

 

• Students, mainly for trips and music lessons; 

• Lettings income 
• Partnership working and  

• School fund donations. 
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Educational Visits 
A lead teacher must be appointed for each educational visit to take responsibility for the finances of the visit. 
Any monies due from staff/ students is collected via the Worldpay on line system for Clayton Academy, Sir Thomas 
Boughey Academy and Newcastle Academy. 
 
The Finance team should maintain an up to date record for each student/ visit showing the amount paid and the 
amount outstanding. This record should be sent to the lead teacher on a regular basis and the lead teacher is 
responsible for chasing the outstanding amounts. 

 
Lettings 
The community duty officer is responsible for maintaining records of bookings of school facilities and for identifying 
the sums due from each organisation. Payments terms are stipulated on lettings agreements. 

 
Lettings customers can pay either by bank transfer / cash/ cheque to the community duty officer at Newcastle 
Academy. 
Clayton Hall Academy and Sir Thomas Boughey Academy operate a invoice system for all customers.   
All invoices raised are produced on PS Financials and the finance assistants are responsible for chasing outstanding 
debts and ensuring any outstanding debts are communicated to the Community Duty Officer to withdraw access to the 
facility until the account is settled. 

 
No debts should be written off and in circumstances where this does occur it should be done so following the 
guidance detailed within the scheme of delegation and the ESFA Academy Financial handbook in regard to 
notifications disclosable.   

 
Organisations using the school facilities should be instructed to send all payments to the Finance team based at 
United Endeavour Trust. 

 
Custody 
Official academy receipts should be issued for all cash and cheques received by the community lettings teams.  Where 
funds are provided through other channels receipts will be generated using PS Financials and provided on request 
electronically. Duly authorised cash collection sheets may be deemed a sufficient receipt for items below £20. All cash 
and cheques must be kept in the Finance team safe prior to banking. Banking should take place every two weeks during 
term time or more frequently if the sums collected exceed insurance limit of the safe.  The Trust Director will be 
responsible for reviewing banking frequency with the Head of Finance and give permissions for all amendments to the 
above stated frequency. 

 
Monies collected must be banked in their entirety in the appropriate bank account. The Finance assistant is responsible 
for preparing reconciliations between the sums collected, the sums deposited at the bank and the sums posted to the 
accounting system. The reconciliations must be prepared promptly after each bank statement. 
 
9. CASH MANAGEMENT 
Bank Accounts 

 
The opening of all accounts must be authorised by the United Endeavour Trust who must set out in a formal 
memorandum, the arrangements covering the operation of accounts, including any transfers between accounts and 
cheque signing arrangements. The operation of systems such as Bankers Automatic Clearing System (BACS) and other 
means of electronic transfer of funds must also be subject to the same level of control.  Details are shown in the Scheme 
of delegation.   
 
Deposits 
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Particulars of any deposit must be entered on a copy paying-in slip, counterfoil or listed in a supporting 
book. The details should include: 

 
• The amount of the deposit and 
• A reference, such as the number of the receipt or the name of the debtor. 

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

 
• Chief Executive Officer 

• Trust Director 

• Head of Finance 

 
This provision applies to all accounts, public or private, operated by or on behalf of United Endeavour Trust.  

 
Administration 
The Trust Director/Head of Finance must ensure bank statements are received regularly and that reconciliations are 
performed at least on a monthly basis.  

 
Petty Cash Accounts 
The academies operate a small petty cash service for adhoc small purchases.  (All staff are to claim expenditure 
through PS Financials and will receive refunds via bank transfer) 

 
A VAT receipt should be requested when purchasing items through petty cash. 

 
All receipts should be countersigned by an approved signatory/ budget holder. 

 
Receipts should be passed to the Finance team as soon as possible for reimbursement. 

 
Payments and Withdrawals 
In the interests of security, petty cash payments are limited. It is standard practice for all due expenditure to be paid via 
BACS using the PS Financials system/ Lloyds banking system. 
 
Administration 
Finance assistant is responsible for entering all transactions into the petty cash records on a regular basis and regular, 
as well as unannounced, cash counts should be undertaken by Head of Finance/Auditors to ensure that the cash 
balance reconciles to supporting documentation. 

 
Physical Security 
Petty cash should be held in a locking cash box which is put in the safe overnight. 

 
Cash Flow Forecasts 
The Head of Finance is responsible for preparing cash flow forecasts to ensure that the academy has sufficient funds 
available to pay for day to day operations. If significant balances can be foreseen, steps should be taken to invest the 
extra funds. Similarly plans should be made to transfer funds from another bank account or to re-profile income and 
expenditure to cover any potential cash shortages. 

 
Investments 
Investments must be made only in accordance with written procedures approved by the Trust Board. 
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All investments must be recorded in sufficient detail to identify the investment and to enable the current market value 
to be calculated. The information required will normally be the date of purchase, the cost and a description of the 
investment. Additional procedures may be required to ensure any income receivable from the investment is received. 

 
10. FIXED ASSETS 
Asset register 

 
All items purchased with a value over the Trusts capitalisation limit must be entered in an asset register. The asset 
register should include the following information: 

 
• Asset number/description 

• Serial number (on IT register only) 
• Date of acquisition 

• Asset cost 

• Location (on IT register only) 
• Name of member of staff responsible for the asset (on IT register only) 

 

Value information of items to be included in the fixed asset register is shown in the Scheme of Delegation. 

 
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;  
• to manage the effective utilisation of assets and to plan for their replacement;  
• help the external auditors to draw conclusions on the annual accounts and the academy’s financial system and  
• Support insurance claims in the event of fire, theft, vandalism or other disasters. 
 
Security of assets 
Stores and equipment must be secured by means of physical and other security devices. Only authorised staff 
may access the stores. 
 
All the items in the formal fixed asset register maintained by the Head of Finance are for financial purposes. Details for 
inclusion on the register will be identified by finance assistants at the point of transaction processing.  Head of Finance 
will review and update the register at least half yearly.   Cross referencing IT entries to the register of IT held at Trust/ 
Academy level at least annually.  
 
The Head of IT will ensure that IT inventories held at the academy/ trust are maintained and updated by the team.  
Independent checks on the IT register contents are completed at least annually either by sampling or full review by the 
Head of IT and / or Head of Finance. 
 
Discrepancies between the physical count and the amount recorded in the register should be investigated promptly 
and, where significant, reported to the LGB Committee and MAT Board Committee. Inventories of Trust property should 
be kept up to date and reviewed regularly. Where items are used by the Trust but do not belong to it this should be 
noted. 

 
Disposals 
Items which are to be disposed of by sale or destruction must be authorised for disposal by the Trust Director and, 
where significant, should be sold following competitive tender. The academy must seek the approval of the DfE in 
writing if it proposes to dispose of an asset which capital grant funded.  Please refer to the Academies Financial 
Handbook for latest guidance. 
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Disposal of equipment to staff is not encouraged, as it may be more difficult to evidence the Trust obtained value for 
money in any sale or scrapping of equipment. In addition, there are complications with the disposal of computer 
equipment, as the academy would need to ensure licences for software programmes have been legally transferred to a 
new owner. 

 
The Trust is expected to reinvest the proceeds from all asset sales for which capital grant was paid in other academy 
assets. If the sale proceeds are not reinvested then the academy must repay to the DfE a proportion of the sale 
proceeds. 

 
All disposals of land must be agreed in advance with the Secretary of State.  Please refer to the Academies Financial 
Handbook for latest guidance. 

 
Loan of Assets 
Items of Trust property must not be removed from Trust premises without the authority of the Chief Executive Officer/ 
Principal /Trust Director. A record of the loan must be recorded in a loan book/IT register and booked back into the 
academy when it is returned. 

 
If assets are on loan for extended periods or to a single member of staff on a regular basis the situation may give 
rise to a ‘benefit-in-kind’ for taxation purposes. Loans should therefore be kept under review and any potential 
benefits discussed with the Trust auditors. 

 
Depreciation 
Tangible Fixed Assets 
Tangible fixed assets acquired since the Trust was established are included in the accounts at cost. 

 
Where tangible fixed assets have been acquired with the aid of specific grants, either from the Government or from 
the private sector, they are included in the balance sheet at cost and depreciated over the expected useful economic 
life. The related grants are credited to a restricted fixed asset fund in the statement of financial activities and carried 
forward in the balance sheet. The depreciation on such assets is charged in the statement of financial activities over 
the expected useful economic life of the related asset on a basis consistent with the depreciation policy. 

 
Assets costing less than £500 are written off in the year of acquisition. All other assets are capitalised. 

 
11. BUDGETARY PLANNING & CONTROL 
United Endeavour Trust requires a formal and secure system for financial budgeting and control. The purpose of this 
procedure is to control expenditure, prioritises available resources and details financial accountability. Financial 
responsibilities of the Trust Board, Governing Body and the academy staff will be addressed and a control structure 
determined. Duties will be outlined and staff capability and training matched to responsibilities. Additionally, authority 
and supervision levels will be outlined. The procedures will also detail effective and secure financial systems and 
arrange for their proper documentation. 
 

 

ORGANISATIONAL STRUCTURE OF FINANCIAL RESPONSIBILITIES 

• MAT Board: 

To receive and scrutinise the annual budgets and forecasts submitted by the Trust and Its Academies.  Where necessary 

referring back to Local Governing Bodies for review.   

 

• Local Governing Body  
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To make recommendations to the Resourcing MAT Board in regard to annual budget setting. 

 

Principal 

• Provisional Budget preparations. 

 

THE BUDGET 
The Budget planning process consists of four phases: 

• planning 

• budgeting 

• monitoring 

• review 

 
Careful planning ensures that monitoring of realistically determined budgets provide an accurate indicator of the 
Trust/Academies economic health. Success in meeting the budget aims can only be achieved if care has been taken in 
determination of policies and expenditure is strictly controlled throughout the budget life span. A continuous review 
of the aims and priorities of the strategy should follow from monitoring and analysis of performance. Responsibility 
for control of budgetary affairs ranges through all tiers from MAT board level to budget holders. 
 
BUDGET PLANNING 
The Trust wishes to retain wide representation across the budgets and show segregated spending in six main 
categories.  These are:    

• Employee (Direct and Indirect) Costs;  
• Building Maintenance (including utilities) Costs; 

• Learning Resources (including ICT) Costs; 

• Department/ Capitation Costs; 
• Bought-in Service Costs; 

• Capital Expenditure. 

 
The budget is continually monitored throughout the year, forming a basis for the new budget. The final outturn budget 
is then used as a control in informing the new budget with additional known percentage increase/decreases factored in, 
such as the cost of utilities. Department budgets are allocated using a capitation formula which takes into account pupil 
numbers, pupil periods and type of course. The Trust Director and Head of Finance presents this indicative budget to 
the Chief Executive Officer and Principals for discussion; the budget is then provided to LGBs who will following review 
will in turn recommend its adoption to the MAT Board for ratification.  The Mat Board hold the final decision regarding 
the Trust and Academy Budgets, 

 
The budget holders will control expenditure within their allocated budget. 

 
These operating budgets must be prepared within the context of the Trust/ Academy development plans. 

 
A clear statement of the accounting basis and assumptions must be maintained by the Head of Finance to 
support budget preparations and financial reporting. 

 
BUDGET CONTROL AND MONITORING 
Budget Managers retain responsibility to the Chief Executive officer and Principal for routine control and monitoring of 
their budget expenditure, although in practice this will be completed by the Trust Director and Finance team. Close 
liaison between these staff and the Budget Managers will be necessary. Involuntary variations to predicted expenditure 
are investigated. 
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REVIEW OF BUDGET 
This process of budget review is continuous and reviewed against predicted expenditure. Detailed records of historical 
expenditure and any corrective action taken will be of great value in future planning. These reports and in particular the 
action taken on variances, are reviewed monthly by Head of Finance/ Trust Director and Chief Executive Officer/ 
Academy Principal. Any further action taken must be clearly documented. 

 
FINANCIAL RESPONSIBILITY 
The Mat Board has delegated responsibility for routine control to the local governing body committee. The LGB 
Committee will meet on a termly basis to review expenditure. 

 
CONCLUSION 
A realistic and achievable budget is fundamental to the Trust and Academies planning. Budget planning and control 
requires decentralisation of responsibility, therefore budget managers responsible for expenditure with definable 
manageable areas help the Head of Finance to produce a consolidated budget. The budget needs consideration by the 
Chief Executive Officer, Trust Director, Principals, and LGB Committee before presentation to the MAT Board.  
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EQUALITY IMPACT ASSESSMENT POLICY CHECKLIST 

 Equality Impact Assessment of UE Trust Policy 
Title of Policy Academy Financial Regulations 2019 

PART 1 Positive Impact – reducing inequalities 

Statutory duty/equality 
legislation: Equality Impact 
Assessment undertaken or 
is satisfied. 
D = Disability, GA = Gender 
reassignment, P = 
Pregnancy & Maternity, R = 
Race, R/B = Religion or 
Belief, S = Sex, SO = Sexual 
Orientation,  
A = Age, M/CP = Marriage 
and Civil Partnerships 

How is the policy likely to have a significant positive impact on equality by reducing inequalities that already exist?  
 
Could the policy have a significant negative impact on equality in relation to each of the following groups or 
characteristics?  
 
1. Policy is applicable to all members of staff and temporary staff regardless of foregoing characteristics  
2. Controls and probity are maintained and should ensure adherence to financial standards 
3. Disciplinary procedures in place support this aspect 
4.    Minimal impact but allows staff to raise concerns outside of grievance procedures 
 
 

 
Characteristics 

Indicate areas of likely 

impact  

Promote equal 
opportunities 

Get rid of 
discrimination 

Get rid of 
harassment 

Promote good 
community relations 

Promote positive 
attitudes 

Promote/ 
protect 
human 
rights 

D       

GA       

P       

R       

R/B       

S       

SO       

A       

M/CP       

Equality Impact 
Assessment of UET Policy 

Records 

Name of person 
responsible for policy 

Vickie Keeling/Shane Birchall 

Date of EIA of Policy May 2020 
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A = Age, M/CP = Marriage and Civil Partnerships –applies in respect of employment framework policies 

Equality Impact 
Assessment of UET Policy 

Evidence 

PART 2  

 
Statutory duty/equality 
legislation: Equality 
Impact Assessment 
undertaken or is satisfied. 
 
D = Disability, GA = Gender 
reassignment, P = 
Pregnancy & Maternity, R = 
Race, R/B = Religion or 
Belief, S = Sex, SO = Sexual 
Orientation,  
A = Age, M/CP = Marriage 
and Civil Partnerships 
 

What is the evidence for your answers above? (list any quantitative and qualitative) 

 
All documentation in relation to Resources transactions will be held in line with the Trust retention policy. 
 

 

 

Equality Impact 
Assessment of UET Policy 

Conclusion 

PART 3  

Summary of findings The policy should have minimal impact due to thorough standards which are documented and monitored routinely; 
as a result it is likely that occurrences of the nature envisaged under the whistleblowing policy will rarely occur.  The 
policy is open to all staff (permanent and temporary) regardless of characteristics. 
 
Financial reports are provided at least termly to Members, Directors, Governors and the Academy leadership.  Items 
included in this document form part of the audit work completed by the Responsible Officer. 

 
 
 


