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This policy sets out the responsibilities of relevant stakeholders with regard to financial and asset 
management and to define the essential procedures involved in the financial administration of the school’s 
income and expenditure.  It is a summary of the Financial Procedures Manual which sets out the financial 
management and regulations within the school in more detail. A copy is available on request.   This Policy is 
supported by a number of related statements or policies included in the Financial Procedures Manual and are 
reviewed annually.  The PHHS Trading Company Limited, the Teaching School Hub and SCITT are also bound 
by this policy. 

Stakeholders 

Governors:  

 Will determine a budget based on prior identification of school priorities, carried out by the 
Headteacher (HT), Operations Manager (OM) the Senior Leadership Team (SLT).  Drawing up and 
agreeing a final budget is delegated to members of the A&R Committee, which will meet as soon as 
possible after the ESFA have released the indicative budget figures; it is then ratified at the next 
meeting of the Governing Body (GB). 

 

 Will monitor through the Audit & Risk Committee (A&R) and the Accounts & Budget Sub-Committee the 
school’s financial management and make decisions about expenditure and/or deployment of resources. 

 

 Will monitor through the Safeguarding, Property & General Purposes Committee (SP&GP) maintenance 
of the school site and make decisions on future developments. 

 

 Will give consideration or initiate any suggestions made as a result of an audit. 
 

 Terms of Reference for the Committees determine the extent of their remit and powers delegated to 
the HT.  These and the Committee membership are reviewed annually in September. 

 

 These Committees meet at least once a term and a report is given at next Full Governing Body meeting, 
where any decisions are ratified.  

 

 Monthly management reports are issued to members of A&R. 
 

 Various returns are issued to ESFA as required. 

Headteacher (HT) 

 The HT assisted by the Operations (OM) & Finance (FM) Managers is responsible for monitoring the day 
to day financial management of the school and the maintenance/development of the school site. 

Operations Manager (OM)  

 The OM is responsible in conjunction with the Finance Manager (FM) for maintaining high standards of 
financial management and probity and for ensuring the income received by the school is as efficiently 
used as possible for the benefit of students.  The OM is also responsible for providing the HT and 
Governors with accurate information to assist them in their monitoring and decision making. 

Finance Manager (FM)  

 The FM is responsible for the day to day financial administration of the school and its associated 
subsidiaries including its Teaching School Hub, and SCITT activities. 

 

 The FM is supported by the Senior Accounts Assistant (SAA) and two Accounts Assistants (AA). The SAA 
is responsible for the processing of the School, Teaching School Hub and SCITT transactions. One AA is 
responsible for Trading Company and the other for the School Activity/Trips account. 

Budget Holders 

 Budget holders are responsible for correct administration of their budgets and must not overspend 
unless with prior agreement from the HT. The Budget Holder (BH) is expected to use the finance web 
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system (Civica Resource) to raise requisitions and regularly review their budget.  The FM advises the 
HT of any potential or actual discrepancies with these budgets. 

Register of interests 

 A register of business interests is maintained for any individual who influences financial decisions.  This 
is reviewed annually in September.  Declarations of interests are required at all Governor and Trustee 
meetings. 

Financial Administration 

 
The essential points from those set out below are summarised in a section of the Staff Handbook for easy 
reference.  

 

1. Separation of Duties 

 

 Key tasks where possible, are assigned to separate members of staff with a minimum of two people 

involved in any one procedure. 
 

2. Records & Data Security 

 

 All financial records are kept securely in locked cabinets or rooms. 
 

 Records are kept for at least six years including the current year. 
 

 Any records discarded are shredded. 
 

 Copies of Bank mandates and direct debits are held on file. 
 

 Access to computer systems are password protected and only made available to appropriate staff.  
Passwords are changed on a regular basis. 

 

 A full system backs up of the system is made on a weekly basis. Further daily backups are done to pick 
up any changes made. A copy is held in the “IT Cloud”. Backup tapes are held in the school’s fireproof 
safe in the Deputy Head’s office on the ground floor of the main school building. 
 

 The software and data is protected against viruses. 
 

 Licenses are held for all software applications. 
 

 The school complies with the Data Protection Act 2018 and GDPR. 
 

4. Internal Scrutiny 
 

 In addition to External Audit and in accordance with Part 3 of the Academies Financial Handbook, the 
A&R Committee uses an independent auditor (3.17, Point 2), currently Regulatory Audit Ltd, to carry 
out an agreed schedule of works, reviewing systems and procedures relating to the financial operations 
of the school. 

 

5. Income 
 

 Most ESFA, DfE and LA revenue is received by BACS and is posted on Civica Resource upon receipt.  
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 Sales receipts are input onto Resource and matched to a sales invoice and banked as soon as possible. 
 

 Any other receipt is input onto Resource, analysed on the appropriate form and banked as soon as 
possible. 
 

 Receipts from the use of the sports facilities are collected by the Sports Hall Manager and kept in a 
safe until the end of the week. The income together with the appropriate paperwork is then passed to 
the Finance Department for processing onto Resource and banked as soon as possible. 

 

 Any income received without supporting paperwork is checked to ensure the school is entitled to the 

funds and a receipt will be generated upon input into Resource. Any income that is not recognised is 
held in the school’s suspense account and queries are raised with the income provider.  

 
A desk in the foyer is manned daily (8.45 – 9.15) from students.  Some money, such as for non-uniform days 
and charities, is collected by the 6th form students and put into a cash bag or an envelope together with an 
Activity Cash Received Form and is then delivered to the Finance Department for processing and/or storing 
in the safe. 
 

 Instructions for handling money are in the Staff Handbook. 
 

 Any supporting documentation is filed with the relevant records. 
 

 All cheques and cash are held in the safe(s) prior to banking which is done on a weekly basis. 
 

 Debtors are sent statements at the end of every month. A process of three chases are in place to 
remind debtors of the debt due and what action will be taken including being referred to our legal 
services for further action if appropriate.  The debtors list is reviewed regularly by the FM. 
 

 Lettings (Henrician Theatre, Sports Hall and School) charges are reviewed annually and changes are 
introduced from 1st September. 

 

6. Banking 

 
 Cheques and cash are banked every week by either or a combination of the FM, SAA and AA 

depending on value.  
  

 Bank reconciliations are carried out on a weekly basis and the end of the month to ensure the 
accounting records are accurate. 

 

 Staff must not use their own bank accounts as a vehicle for holding school money and related 
transactions.  It is permissible to purchase items for the school using personal means as set out below. 

 

 Bank account signatories are the Head, one Deputy and the Finance Manager for up to £30,000.  
Cheques and Automated Payment listings must be signed by two out of these three.   For individual 
amounts in excess of £30,000 cheques and payment listings must be signed by at least one Governor 
and one other signatory.  Cheque books are kept in the safe when not in use; the safe keys will be 
taken off site by the key holders at the end of each day. 

 

 Bank accounts do not go overdrawn.  
 

7. Purchasing 

 
 The overall aim is to purchase a quality product or service which represents value for money. 

 

 The budget holder, assisted by the SAA is responsible for ensuring that any purchases made are 
necessary, affordable and represent Best Value.  
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 Where a contractor is already on site carrying out works within the school, it may be more 
appropriate/cost efficient to use the same contractor for additional works rather than obtaining 
quotations from alternative sources. If this decision is taken it will be documented behind the order 
and the Audit & Risk Committee advised accordingly. 

 
The purchasing process is as follows: 
 

 Invitations to tender are issued for major projects and products or services greater than £50,000, where 

a formal tendering process is followed and recommendations are proposed to the Audit & Risk 

Committee for final approval.  

 For products or services costing between £20,000 and £50,000, four written quotations or formal 
tenders are required. Final approval is given by the HT. 
 

 Three quotations are obtained for products or services costing between £5,000 and £20,000 for which 

a final decision on the supplier is then made by any, or a combination of, the OM, FM, and Senior Deputy 

Headteacher (SDH). 

 

 The final decisions are not solely based on cost, but includes other factors such as reputation of the 

supplier, quality of product and urgency.  The reasons for the decision are recorded. 

The Teaching School Hub and SCITT will adopt the following limits: 

 Three quotations for products and services costing between £10,000 & £25,000.  
 

 Four quotations are required for products and services above £25,000. 
 

 The FM, HT, SCITT Director and the Executive Boards of the Teaching School Hub/SCITT will monitor 
the provision of the University we choose to support PGCE tuition for our students. There will be the 
assessment of value for money and whether the supplier can meet all or most of the requirements. 
Then the Executive Board will monitor its operation and the relationship to ensure that the 
requirements continue to be met and it still offers value for money which in this instance is not 
primarily driven by cost. 

 
Civica Finance System 

 
 The majority of all purchases are made via a computer requisition system which will produce a school 

order with a unique order number.  This order must include an exact price for the product or service.  
Orders show as ‘committed expenditure’ which ensures the expenditure records are accurate. This 
procedure should also be adopted for any purchase made via telephone or online. 

 

 Orders are approved via the Finance System dependant on value. 

 

 Orders less than £5,000   Budget Holder 

 

 Orders greater than £5,000 are further approved by: 

 

o £5,000 to £20,000  Finance Manager 

o £20,000 to £50,000  Senior Deputy Headteacher 

o >£50,000   Headteacher 

 

 The OM is largely responsible for engaging contractors and must check that any new contractor has 
been DBS checked, holds a CIS or equivalent card and supporting documentation is retained. 
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 The SAA is responsible for the annual (end of summer term) stock order for school-funded Curriculum 
stationery.  The SAA alerts the FM if they feel there is excessive use of items by individual departments.  
One of the secretaries is responsible for ordering admin stationery.  The FM monitors both budgets. 

 
8. Staff Purchases 

 
 The school will allow the purchase of goods and equipment for the educational use of an employee or 

their children. For Non-Educational goods and services the employee will be restricted to a maximum 
of two purchases a year. 
 

 For the purchase of musical Instruments and photographic equipment the employee must complete 
the appropriate VAT exemption form. The employee will then be invoiced for the goods exclusive of 
VAT for VAT exemption the child of the employee must be a student of the school. 

 

 The employee will be invoiced for and pay the full amount for the goods prior to the school 
purchasing the goods. The invoice will be posted to the school suspense account. For non-exempt 
purchases the amount inclusive of VAT will be posted to the suspense account. 

 

 The goods will be purchased by the SAA and posted against the school suspense account. 
 

9. Payments 

 
 Goods are checked against the delivery note and/or order by budget holder; any discrepancies are 

notified to the SAA. 
 

 Invoices are received by the Finance Department for recording and then to the budget holder for 

checking and authorisation. 
 

 The finance system will alert the FM of all invoices that have been processed without an order to 
enable further scrutiny prior to final authorisation.  
 

 A valid VAT invoice/receipt must be obtained which will allow the VAT to be reclaimed on eligible 
purchases. The FM will contact HMRC VAT Officer if there is any doubt as to whether or not VAT is 
reclaimable. 
 

 The SAA is responsible for organising payment of authorised invoices, subject to each supplier’s 

payment terms.  

 The preferred method of payment is via Santander Faster Payments, however payments can also be 
made by online bank transfer, credit card or manual cheque. 

 

  Seven school credit cards are issued to members of staff who otherwise would have to make excessive 
calls on Petty Cash.  These cards are to be used for school transactions ONLY and must not be used to 
obtain cash from a Bank.  A VAT invoice/receipt must always be obtained for any transaction and 
passed to the SAA immediately.  When the amount appears on a bank statement, the accounts system 
will be updated. 
 

   The current credit facility available to the school from RBS is £8,000. This represents two months. 
Individual Cards have been issued to / with monthly and annual limits of: 
 

        Cardholder Monthly Annual 
 

 Finance Manager £2,000 £12,750 

 Headteacher £600  £2,400 

 Head of Food and Textiles Dept. £500  £1,250 

 Senior Deputy Headteacher  £500  £1,250 
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 Operations Manager £500  £3,000 

 The Lodge Administrator £300  £1,200 

 Teaching School / SCITT Administrator £300  £1,200 
 
The Trading Company has a credit facility available of £15,000. This represents two months.  However, 
cards have been issued to / with monthly and annual limits of: 
 

 Finance Manager £6,000  £12,000 

 Operations Manager £3,000  £6,000 

 Sports Hall Manager £500   £1,000 

 Arts Centre Manager £500 £1,000 
 

 It is permissible to use personal credit or debit cards for purchases as long as a correct receipt is 
obtained (if a VAT receipt is obtained it must be made out to Prince Henry’s High School and state the 
VAT and rate separately – the VAT number on a receipt is not enough information).  Depending on the 
value reimbursement is made either through the Petty Cash system, manual cheque or bank transfer. 

10. Staff Expenses 

 
 All staff must submit a claim for via the Finance Office for Expenses incurred.  To claim for expenses, 

staff must use the “PHHS Expenses Claim Forms”, available from the Finance Department. 
 

 An upper limit of £50 in terms of expenses, excluding travel, has been set before permission from the 
HT and Deputy Headteachers is required for any additional expenditure.  
 

 Staff should set out the reasons why the expense was incurred on the claim form.   Expenses will not 
(except in exceptional circumstances) be paid unless supporting evidence is provided, together with a 
completed expenses claim form. This should include original receipts or invoices with the date and 
time of the transaction (unless you are claiming for mileage).  
 

 When claiming for travel expenses on public transport, you should enclose the tickets showing the 
departure point and destination of your journey, where possible. Credit and debit card statements will 
not normally be accepted. 

  

 Conversely, where planned expenses are known in advance, permission should be sought from a line 
manager. 
 

 Once your line manager has approved the claim form, this should be sent to the Finance Department.  
 

 Expenses claims must be submitted within 30 days of the expense being incurred. If this is not practical, 
written approval for any extension will be required from your line manager. The School reserves the 
right to withhold any payment where written approval has not been sought and until such approval is 
granted. 
 

 Staff should ordinarily travel “standard class” unless approval is sought from the Headteacher.  Such 
approval would be for travel to particular meetings where it is essential that a colleague is required to 
work prior to attending that meeting, e.g. a visit to a Government Minister / supporting Ofsted, 
supporting the National College.  These situations arise when a member of staff is requested to attend 
a meeting, as opposed to a colleague choosing to attend a meeting. 
 

 The Governors formally approve a limited discretionary fund for the Headteacher and designated 

members of the SLT to use in relation to gifts and expenses.  No gifts to be purchased greater than 
£50.00. A total of £2,400 has been allocated against the Heads Reserve. The purchase of alcohol is 
prohibited under the ESFA Academies Accounts Direction 1.22 in relation to restricted and unrestricted 
funds consolidated to the Academy. 
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11. HR and Payroll 

 
 The HR function in the school is currently managed by the HR Manager.  
 

 Contracts are issued by the HR Manager and where necessary, are checked with the school’s HR 
Advisers, Browne Jacobson LLP to ensure they comply with current employment legislation and with 
the Finance Manager to ensure the pay scale is correct. 

 

 Timesheets and Expense claims are checked and authorised by the Deputy Headteacher for teaching 

staff and the Operations Manager for non-teaching staff  
 

 All staff expenses are paid via payroll so that the appropriate tax and NI can be deducted. 
 

 The Headteacher has the delegated authority through Salaries and Appointments Committee to award 
discretionary payments for outstanding work beyond the “call of duty” to the maximum value of 
£500. The delegated amount is £5,000 per annum. These awards are made through payroll and reported 
back to the Salaries and Appointments Committee. 

 

 The Payroll function is currently outsourced to Liberata UK. However, the monthly spreadsheet must 
be checked against the monthly adjustments provided to Liberata and entered onto Resource by the 
FM.  The Payroll Control account is reconciled monthly 

 

 The payment of net pay, pension contributions and HMRC are the responsibility of the FM on the 
designated day. These payments are made via Santander Faster Payments.  

 

12. Petty Cash 

 
 The Governors decide the upper limit, currently £750, of Petty Cash held in school and a cash imprest 

float is maintained which at present is £500. 
 

 The Finance Manager (FM) ensures that any Cash is secured in safes in various locations in the school 
to meet the special conditions and limits imposed by our insurance policies 

 

 The Petty Cash tin must always be locked away in a safe when not in use and can only be accessed by 
members of the Finance Department. 

 

 Purchases from Petty Cash must be authorised by the budget holder. 
 

 All expenditure must be supported by receipts; a VAT receipt (showing the amount and rate of VAT) 
must be obtained where relevant. 

 

 Advances or reimbursements must be signed for by the recipient and authorised by the Budget Holder 
 

 The Petty Cash account is reconciled monthly and the cash in the tin checked.  The records are checked 
by the SAA.  Random checks on the tin are carried out by the FM and RO.  

 

 The imprest account is reimbursed from surplus cash from either the Trading Company or the Activity 
Fund and a bank transfer is done between the school and these two accounts 

 

 No personal cheques can be cashed. No cash payments to contractors for expenses will be made.   
 

13. School Activities (Trips)  

 
 Separate accounting records and bank accounts are maintained, both of which facilitate weekly and 

end of month bank reconciliations and a year-end audit. 
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 The same high standards (as with public funds) are maintained. 
 

 Individual records are maintained for each school trip so any profit/loss can be identified. 
 
 

 All income is recorded on a separate Private Funds Manager system. Receipts are given to students for 
all monetary transactions. 

 

 Expenditure is recorded in a corresponding trip/event code within the main school finance system. 

 

 Upon receipt of all funds for each trip/event these are then transferred to the school finance system 
via an inter-school account and settled by a bank account transfer. 
 

 The preferred method of payment is via Santander Faster Payments, however payments can also be 
made by online bank transfer, credit card or manual cheque.  
 

 Three credit cards are issued to members of staff who are actively involved with organising school 
activities. These cards are to be used for school transactions ONLY and must not be used to obtain 
cash from a Bank.  A VAT invoice/receipt must always be obtained for any transaction and passed to 
the Finance Office immediately.  When the amount appears on a bank statement, the accounts 
system will be updated.  Cards have been issued to / with monthly limits of: 
 

The current credit facility available to the school from RBS is £28,000. This represents two months. 
Individual Cards have been issued to / with monthly and annual limits of: 

 
        Cardholder Monthly Annual 

 Finance Manager    £5,000  £24,000 

 Duke of Edinburgh Co-ordinator                       £2,000              £16,000 

 Senior Deputy Headteacher - Pastoral   £4,000  £12,000 

 

14. Assets 

 
 Equipment is recorded in a register and a security tagging/numbering system is used to identify the 

equipment. Assets only to be recorded over the value of £500 and above. 
 

 Heads of Department are responsible for assets in their own departments and for completing and 
signing/dating the annual update. 

 

 Each teacher has a laptop for which a contract is signed.  Any damage off site must be paid for up to 
a maximum of £125. 

 

 Upon receipt of the equipment details are passed to the person in charge of the register and the 
equipment noted and security marked. 

 

 Criteria for the disposal/write off of assets are laid down in the Terms of Reference of the A&R 
Committee. 

 

 The school operates a signing out system for staff wishing to borrow equipment.  When off-site the 
equipment is totally their responsibility and guidelines are laid down in the Staff Handbook. 

 

 The SP&GP Committee review the maintenance and development of the school site from both day-to-

day and strategic points of view. 
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 The maintenance of equipment used for the curriculum together with essentials such as washing up 
materials for Food Tech is funded by the school.  The FM monitors this budget. 

 

 The use and maintenance of the minibuses are coordinated by the OM.  The school minibuses are at 
the disposal of qualified drivers for curricular and extra-curricular activities only. Staff must adhere 
to the County Council regulations (Section 19) of use. 

 

15. Budget and Monitoring 

 
 A draft budget is prepared by the HT and FM in conjunction with the Governors as soon as the relevant 

funding information is available from the ESFA.  This includes any priorities or planned expenditure as 
set out in the School Development Plan. This budget is currently prepared using separate Budget 
software, currently HCSS Education. 
 

 The proposed budget is presented, in May of every year, to the Accounts and Budget Sub- Committee 
for approval. 

   

 Upon approval from the Governors the budget is uploaded onto the finance system (Civica Resource).  
Changes in allocations are updated throughout the year.  Any review to the budget is reported to 
Governors at the next A&R meeting.   

 

 Through the FM, the HT is responsible for monitoring income and expenditure. Various areas of the 
Budget are reviewed/discussed at the weekly Operations & Finance meeting. 
 

 A Monthly Accounts are reviewed at the next Operations & Finance meeting and then circulated to 
members of the A&R.  Any concerns are discussed with the HT or Governors as appropriate.  The FM 
reports to the A&R at its meetings once a term. 

 

 Effective management ensures that the majority of income is deployed for the benefit of current 
students.  

 

16. Insurance 

 
 The school is part of the DfE Risk Protection Arrangement (RPA) available to Academies as an 

alternative and/or in addition to a commercial provider. The RPA does not cover motor vehicles and 
staff absence. 

 

 During the year the school must inform the RPA/Insurer of any changes or additions that will affect the 
cover. 

 

 The RPA covers the school for hirer’s liability to cover lettings. 
 

 The RPA also covers the activities of its subsidiaries, PHHS Trading Company Limited, the Teaching 
School Hub, and SCITT.  

 
The school must inform the RPA/Insurer immediately of any loss, damage or incidents that might give rise to 
a future claim. 
 
The RPA is rolling annual agreement that can be terminated with three months’ notice, subject to the 
approval of the Accounts & Budget Sub-Committee.  
 

 The Finance Manager will obtain quotations for insurances not covered by the RPA 
 

 Minibus Insurance is provided by QBE via Commercial Insurance Brokers Ltd 
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 The school has insurance cover for staff who use their own car for occasional business use on behalf of 
the school. This cover is currently with RSA via Marsh Ltd 

 

 Agricultural insurance cover is provided by ERS via Marsh Ltd 
 
Our insurance arrangements are referred to the Accounts & Budget Sub-Committee every May. 
 

17. Training 
 
The FM must ensure that at least one other person is trained in the various aspects of the financial 
administration to provide cover for staff absences.  
 
Each member of the Finance Department has been allocated a specific company/activity to manage. All 
Finance staff have an understanding of each other roles to provide cover for staff absences. 
 


