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● To seek finance team assistance in the planning stage of new processes or plans.

The role of the Head of Finance includes:

● To provide assistance to the CFO, 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 provide regular reports of the academy and Trust financial position to the Finance
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.

The role of the School Finance Partners includes:

● 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.

The role of the Head of Capital Investment and Commercial Finance includes:

● 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.

● To ensure all aspects of the Trust’s statutory financial reporting requirements (ESFA/DfE,
Companies House, HMRC (for VAT) and other stakeholders are met.

The role of the Principal Accountant includes:

● To lead on the year-end external audit process.
● To manage and coordinate the financial requirements of internal scrutiny and assurance
● To lead on the preparation and submissions of annual returns to the ESFA and the monthly

VAT return.
● To lead on the development of financial policies.

4 RELATED PARTY TRANSACTIONS

The Trust will comply with all statutory and regulatory requirements regarding related party
transactions and will maintain a register of business and pecuniary interests, in accordance with
the ATH 2023.

All Directors, 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 declaration of interests.

The Governance Professional in line with the requirements of the ATH 2023 will ensure that
registers of interests are maintained and ensure publication on the Trust websites.
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The Trust shall maintain a policy of achieving value for money for all goods and services
pur





Annually ESFA Budget Forecast
Return (BFR) completed in
accordance with the
approved 3 Year Financial
Plan.

Prepared by the Principal Accountant.
Reviewed by the CFO

External Audit and Internal Scrutiny
Annually Internal/External Audit

Reports
Audit and Risk Committee

Annually Statutory Accounts Presented to the Finance Committee and
Audit and Risk Committee and
recommended to the Board of
DirectorsStatutory B







May Pupil Summer Census
31st May Teachers Pensions Return Teachers pensions EOY certificate to

be submitted (audited in September)
31st May _t



The CFO is responsible, on behalf of the Finance Committee for liaising with the Trust’s bankers in
relation to the Trust’s bank accounts. The Head of Finance is responsible for liaising day-to-day
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. Since 1 April
2021 a single trust-wide bank mandate is in place meaning that all academy bank accounts are
managed through the one single MAT mandate.

The CFO, Head of Finance and Principal Accountant have full bank administrator rights to the

the



is a key tool. The use of this metric should not preclude breaching the range set in a single year
providing future projections return reserve levels to within the set range The Trust will maintain
reserves levels within the range of 4%-10% of total GAG income

School Condition Allocation (SCA)
The School Condition Allocation (SCA) is an annual capital grant from the ESFA, which is
strategically deployed to enhance and reduce risk across the estate. In addition to the revenue
reserves, up to 20% of the SCA value is held centrally as rolling capital reserves to address
potential catastrophic failure or major estate problem, which removes/reduces the pressure on
revenue reserves.

Pension Liabilities
Future pension liabilities represent one of the highest risks on the Trust’s Risk Register because of
the size of the future commitments together with the uncertainty surrounding future employer
pension rates associated with defined benefit pension schemes for teachers and professional staff.

The Trust has no decision making over the future payments to the Teachers’ Pension Scheme and
only some limited decision making with regard to the Local Government Pension Schemes in terms
of the timing of the deficit recovery payments. Prudent assumptions must be made in respect of
pension payments and effectively built within the Trust’s Financial Plan.

Monitoring and Reporting
Reserve levels are regularly monitored and reported to Directors in 3 ways:

● Financial monitoring report to Directors (monthly)
● Annual accounts and covering report to Directors (annually)
● 3-year financial plan and ESFA Budget forecast return (annually)

The CEO is accountable to the Board for the effective management and reporting of reserves in
line with this policy.

10 RISK MANAGEMENT

The Trust will continuously manage and monitor risks in accordance with changes in the external
and internal environment, and in line with the approved risk management framework and
procedure. The Board of Directors maintain oversight of risk and approve the Risk Management
Strategy on recommendation from the Audit and Risk Committee and has delegated authority to
committees to review and recommend changes to the Risk Register. Directors oversee the
strategic risks, risk register and issues log at the Board and Committees meetings.

The Trust’s overall risk management plan is aimed at:
 

● Protecting its pupils/students, staff and assets
● Managing risk in accordance with best practice and reducing the cost of risk
● Anticipating and responding to changing social, environmental, regulatory 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
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The Trust’s risk register is used to inform the Trust’s programme of internal scrutiny.

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 Reco



Capitalised assets are not necessarily bought on one order; so long as a group of items is
purchased within the same accounting







● using position for personal reward.

The above list is not an 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 CEO, CFO or Head of Finance in times of absence.

Unless the suspected fraud concerns the CFO then the CFO will take responsibility (in liaison with
the CEO and other senior staff) to lead the fraud investigation. The matter should be reported
immediately to the Chair of the Audit and Risk Committee with a full report presented to the next
meeting of the Audit and Risk Committee. If the suspected or actual fraud issue is considered to be
a major issue for the Trust then an urgent meeting of the Audit and Risk Committee or Board may
be necessary.

If the suspected fraud concerns the CEO or CFO the Chair of the Audit and Risk Committee must
be immediately notified and is responsible for any actions required.

All instances of fraud or theft committed against the Trust, whether by employees, Directors,
Governors or third parties, will be reported to the Board of Directors and any instances above
£5,000 (individually or cumulatively in any financial year) 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 Principal Accountant and reported to each meeting of
the Audit and Risk Committee.

Cybercrime: The Trust must be aware of the risk of cybercrime and will put in place proportionate
controls and take appropriate action where a cyber-security incident has occurred. The Trust must
obtain Pnd t
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Subsistence costs such as overnight accommodation must be appropriate, relate to business need
and provide value for money. The CE





Copy of Policy on Avoidance of Conflict of Interest

23 PURCHASING AND SPENDING DECISIONS

The Trust’s detailed policy

https://docs.google.com/document/d/1il6MTaZ7EZrUGyVdJBwc7naYin8fkfOmr2xHueyjDEI/edit?usp=drive_link


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.

26 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. The DfE will use audited accounts returns to consolidate academy trust’s
accounts into the sector annual report and therefore the Trust must ensure that returns and
financial information are prepared correctly.

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 Principal Accountant and Head of Finance are responsible for drawing up a timetable and
guidance for final accounts purposes and advise finance staff and external auditors accordingly.

The external auditors will be reappointed annually by the Members on recommendation from the
Audit and Risk Committee to the Board. The ESFA recommends that a competitive tendering
exercise is held 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 CFO. Any other services must be in a separate letter of
engagement.

On an annual basis the Audit and Risk Committee will be presented with a report from the CFO on
the effectiveness and resources used of the external auditors as a basis for the decision making to
the reappointment, dismissal or retendering of the external auditors. The report and minutes from
the Audit and Risk Committee will be distributed
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ANNEX A: Scheme of Financial Delegation (SOFD)

Please see attached document

Annex A - Scheme of Financial Delegation 2023.24 Draft.xlsx
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ANNEX B: CONTRACTS AND PROCUREMENT POLICY

Content

1. Introduction
2. Definitions
3. Responsibilities
4. Budget expenditure and tender approval
5. Procedures
6. Contract Values
7. Purchasing Thresholds
8. Low and medium level transactions
9. High value transactions
10. Transactions above current EU Procurement Thresholds
11. Procurement via Framework Agreements
12. Leases
13. TUPE
14. Tender opening procedures and rules
15. Audit and Record Keeping
16. Exemptions
17. Conflicts of Interest (Pecuniary Interests)
18. Related Party Transactions
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1. Introduction

This policy sets out the principal guidelines detailing the Trust’s approach to procurement and
the management of contracts, streamlining its approach to the purchase of goods, works and
services and entering into





of payments to be made under the contract. Note, the Trust must not enter into finance
leases without the prior written agreement of the ESFA.

● If the contr



https://www.gov.uk/guidance/public-sector-procurement-policy
https://www.gov.uk/guidance/public-sector-procurement-policy


Small Lots £70,778 (inc VAT) £884,720 (inc VAT) n/a

10.3. High threshold procurements should be managed and coordinated by a member of the
(Extended) Executive Team.

10.4. It is expected that a minimum of four suppliers/contractors would be approached to submit
tenders for procurements estimated to be above the UK/EU procurement threshold or where
possible an appropriate Procurement Framework Agreement utilised, with proposals submitted
by multiple bidders.

10.5. Once the Procurement/tender process has been completed, Tenders must be opened in
accordance with the tender Opening Form (Appendix C) and any approval for the procurement
must be made via the Procurement Authorisation form (Appendix D).

11. Procurement via Framework Agreements

11.1. Framework contracts are those where a number of suppliers have been pre-procured with all
public sector rules complied with. Due to this it is possible to purchase directly from a
framework without the need to complete a further procurement exercise, irrespective of the
value being procured. In appropriate circumstances, this can be an efficient way of procuring
goods and services as it reduces administration costs on the procurement as well as
potentially securing value for money through pre-tendered low prices.

11.2. A framework agreement (or call-off agreement) is one where the terms of supply are fixed but
it does not involve the supply of goods or services until an order is placed for the supply.

11.3. If appropriate, in accordance with the ATH 2023 and DfE policy, WAT may choose not to run
its own procurement processes, and instead use an existing framework arrangement.

11.4. There are several organisations that offer a wide variety of framework agreements, these
include:

● Crown
.
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16.6. Directors may grant an exception to these regulations using the Quotation/Tender Waiver form
at appendix E. Under normal circumstances, this must be taken to a Finance Committee
meeting for approval and appropriately recorded, before any contract may be entered into.

However, it is acknowledged that this may cause unnecessary delay for some projects (e.g.
where an order needs to be placed quickly so work can be completed during a school holiday).
Under these circumstances, the decision can be made by the Chair of the Finance Committee,
and reported to the next Finance Committee. However, the Trust must not continually waive
the same contract as this may break UK law. Lack of time caused by poor forward planning is
not an appropriate reason for granting a waiver.

16.7. It is not necessary to quote or tender if there is an unexpected emergency involving dange



17.2. Any interest which may affect the outcome of a procurement process must be declared.

17.3. All Directors, LAB members and senior school leaders must declare business and pecuniary
interests.

Under the ATH 2023 the Trust must not pay any more than “cost” for goods and services
provided to it by a member, trustee or connected party of a member or trustee. Rules on this
are very specific and if any doubts exist over a connection to a member or trustee then this
must be referred to the CFO prior to any procurement decision being made.

17.4. There are rules in the ATH 2023 in relation to payments to individuals/organisations which are
"connected" to a Member or Trustee. In any such case the CEO and CFO must be informed
before any such payments are made.

17.5. No gifts or hospitality should be accepted by any service provider as an inducement to award
a contract to that supplier. This may be an offence under the provisions of the Bribery Act
2010, this includes free IT equipment. Inform a member of the Executive and/or Headteacher
immediately on becoming aware of any such gifts or hospitality.

18. Contracts entered into by the Trust to deliver goods or services

18.1. The Trust may negotiate and enter into contracts for the supply of goods or services by the
Trust and/or its employees. These goods or services should be offered with consideration to
the organisation and the operational impact the delivery of the service would have on the
Trust.

18.2. Where goods or services are offered, appropriate costs and revenue income should be
considered in the terms and conditions of delivery. Proposals around fees and the impact of
any agreement on the Trust should be reviewed and approved by the Executive team in
advance of any agreement being made.

18.3. Where it is proposed to enter into an agreement for the sale of any goods or the offering of
services by the Trust the impact of delivery should be considered in relation to the strategic,
educational, commercial and financial value.

18.4. Where an agreement and contract is proposed to be entered into, a Contract Approval form
(Appendix E) should be completed and submitted to
procurement@windsoracademytrust.org.uk, where the proposal will be reviewed. The
proposal will then be presented to the Executive team for consideration and formal approval.

19. Management of Contracts

19.1. Following the procurement of, or the entering into of, any service contract it is vital to ensure
the contract is appropriately and effectively managed, the method for doing so will be
dependent on the size and complexity of the contract.

It is important to hold regular contract management meetings to:

● Ensure all parties understand their role and responsibilities within the contract and to
fulfil them effectively.

● Ensure progress is made within the contract on a day to day management basis and
against any agreed KPIs. Ensuring any issues preventing these being met are
discussed and resolved.

● Ensure that notice of termination or the requirement to re-negotiate is given on all
contracts in plenty of time. Most contracts have a minimum notice period of three
months. Ensure to have served written notice as per the terms and conditions of the
contract to ensure an auto-renewal of
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● Policy outcome: Improve community cohesion.

20.5. It is essential that we ensure there is an understanding throughout WAT of how to account for
social value throughout the procurement lifecycle, especially at the pre-procurement stage.

20.6 Tender Exercises: Social Value related questions 

20.6.1 Through the addition of a Social Value category in the weighting of all tenders, bidders will be
required to answer questions relating to the WAT Sustainability Strategy goals and/or the UK
Government Social Value Model (2020) policy outcomes.

20.6.2 Procurement leads may develop evaluation questions and criteria in cases whereby they have
additional needs which relate to the WAT Sustainability Strategy and the UK Government
Social Value Model (2020) policy outcomes. In these instances, procurement leads must
ensure the following: 

● Ensure relevance to the subject matter of the contract 
● Respond to intelligence gained through pre-tender market engagement 
● Ensure compliance with the principles of equal treatment, non-discrimination and

proportionality. 
● Satisfy/achieve specific operational and policy/strategy objectives. 

20.7 Weighting of Social Value and Sustainability in Tender Exercises 

20.7.1. A minimum overall weighting for social value of 10% of the overall score is mandated
whenever any of the social value outcomes are included in the procurement. Procurement
leads may increase this depending on their opportunity. It should be noted that within this 10%,
the procurement lead will need to allocate appropriate weightings within the category to each
of the evaluation criteria it has included under social value. 

20.7.2. There may be exceptions to the percentage weighting. A reduction of the minimum 10% may
be acceptable when pre-market engagement demonstrates that the approach would
significantly reduce competition due to a lack of market maturity in delivering social value.  

End.
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All hirers will be required to settle their account within 30

http://www.cla.co.uk


Regular / Block Bookings

▪ Block Bookings are available on request subject to date/site availability. Block Bookings are
VAT exempt but are required to meet certain conditions:

▪ The booking hire form must state that this is a block booking and be signed by the hirer and the
academy as written evidence that the block booking conditions will be met

▪ The letting must be for a period of a least 10 sessions with intervals between any 2 sessions
not exceeding 14 days.

▪ The hirer will have exclusive use of the facility being let during the let period

▪ All sessions are required to be paid for even if the hirer is unable to attend.

▪ Refunds are only available where the academy is unable to provide the facility or a suitable
alternative, e.g. a different classroom or sports pitch.

Fire Evacuation / First Aid

▪ The hirer will ensure that all members of their group will be made aware that if the fire alarm
sounds they must evacuate immediately via the nearest possible exit and are responsible for
ensuring arrangements are in place for all individuals to vacate the building in such an event
and that they are accounted for.
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ANNEX E: PURCHASE CARD (MULTI-PAY) POLICY

1. Introduction

This policy is part of the WAT Financial Policy Manual. For the purpose of this policy the term
Purchase Card is used as this is the terminology used within the Trust. The Trust use a Multi-Pay
Card and this is provided by the Trust’s main bankers – Lloyds Bank.

2. Responsibilities

This policy statement applies to all employees authorised to use a Purchase Card at Windsor
Academy Trust and to Headteachers.
The overall Purchase Card system is managed within the WAT Central Finance Team.
Th



However, it is acknowledged that in order to achieve better Value for Money across the Trust then
the use of Purchase Cards has many advantages in particular the access provided to online
purchasing; offering more competitive prices than from suppliers offering invoicing arrangements.
Purchase Cards can therefore be used by the Trust in the following situations:

● To enable staff to purchase goods on-line where either the supplier would not normally
allow a supplier account to be set up and value for money for the Trust can be achieved.
(E.g. Online only vendors).

● To enable staff to purchase goods more effectively and at better prices.

● To prevent employees from having to use their own credit cards to make a business
purchase and then seek to reclaim the funds through staff expenses.

● To facilitate the booking of travel and accommodation (e.g. incurred by Headteachers and
the Executive Team).

● To facilitate an emergency purchase where the supplier requires immediate payment.

● To facilitate an urgent payment where delaying the payment (through a BACS payment) will
result in the Trust incurring late payment fees and/or face legal action.

Purchase Cards should not be used to bypass the purchase order/ invoicing route.
The Purchase cards should not normally have the ability to obtain cash from a cash machine.
Specific access for cash may be granted to an individual but only following approval by the Head of
Finance, the limits are up to £100 and the business need for this is due to petty cash top-up.

7. Financial Control – Use of purchase orders

A Purchase Card enablee
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The terms and conditions are summarised below:

Card Security
▪ On receipt of your card you


