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Middlesex Learning Trust 
 

Financial Leadership Policy  
 

Approved by Trustees on 7 March 2018 
  

 
 
Section 1 - Introduction 

 
This document has been adopted as the basis for the administration and management of 
finances within the Middlesex Learning Trust. The aim of the policy is to create a framework 
within which trustees, individual members of staff and other interested parties, can exercise 
financial management, probity and stewardship in an efficient and effective way to ensure 
that trust funds are used to deliver the aims of the trust. 
 
This policy ensures that the Board of Trustees retains responsibility for the management of 
the budget, whilst providing a framework within which the Chief Executive Officer (CEO) and 
headteachers can manage the budget on a day-to-day basis. 
 
The Board of Trustees has a collective responsibility for the overall direction of the MAT and 
its strategic management and have a responsibility not only to be effective but to be seen to 
be effective. 
 
The Board of Trustees will manage and administer its affairs in accordance with high 
standards of Public Sector administration, based on a distinct set of values, the fundamental 
principles of which are: 
 

 Selflessness 

 Integrity 

 Objectivity 

 Accountability 

 Openness 

 Honesty 

 Leadership. 
 

This policy has been written with specific regard to the ESFA’s Academies Financial 
Handbook and the Master and Supplemental Funding Agreements and identifies delegated 
responsibility where appropriate.  It also follows the recommended good practice set out in 
‘Keeping Your Balance’ produced by Ofsted and the Audit Commission. 
 
Governors are referred to the HM Treasury publication ‘Guidance on Codes of Practice for 
Board Members in Public Bodies’ as indicated in the Academies Financial Handbook 
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The Board of Trustees has a statutory responsibility as detailed in section 21 of The 
Education Act 2002. 
 
The purpose of this document is to ensure that: 
 

 The responsibilities of the trustees, governors, Headteachers and staff are clear and 
the limits of delegated authority established in accordance with the trust’s scheme of 
delegation 

 Schools within the Trust have sound internal financial controls to ensure the reliability 
of their financial transactions 

 Schools within the Trust have timetables and agreed procedures for the preparation 
monitoring and control of the schools’ budget 

 Each schools’ budget is spent for the purposes of the Trust 

 Specific grant funding is spent in accordance with the conditions attached to that 
grant. 

 
This policy should be read alongside the following policies: 
 

 Charging and Remissions 

 Fraud 

 Gifts and Hospitality 

 Register of Business Interests 

 Reimbursement of Expenses 

 Whistleblowing. 
 
Section 2: Roles and Responsibilities 
 
2.1 Scheme of Delegation 

The overall roles and responsibilities of the Members, Trustees, CEO, Local Governing Body 
(LGB) and Headteachers are identified in the Scheme of Delegation. 
 
2.2 Trust based finance staff 

 The CEO is the Accounting Officer.  

 There will be a Trust Chief Finance Officer (CFO) with a clearly defined role and with 
responsibility for the Trust’s timeline  

 The CFO is responsible for ensuring that financial returns are prepared in good time 
for approval and submission to the ESFA in accordance with timetables published by 
the ESFA as in appendix 1 Academy Returns Timeline. 

 
2.2 School based Finance staff 

 Finance staff should be appointed with due regard to their qualifications and 
experience and have capabilities commensurate with their duties 

 The role and responsibility of each member of staff should be clearly defined 

 Finance staff will act with honesty and integrity. They will be responsible for the 
accurate and timely input of information into the accounting package, checking the 
accuracy of data, providing timely and accurate reports to budget holders and other 
stakeholders and ensuring adequate separation of duties within the agreed structure. 

 Staffing levels must be adequate 

 Training needs and opportunities are reviewed as part of the appraisal process 

 There are effective arrangements in place to cover key functions in the event of staff 
absence. 

 
2.3 Budget holders 

 Responsibilities are set out in in appendix 2 Budget Holders Handbook 
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 Academy budget holders identified in appendix 3 are responsible for planning and 

managing their own budgets 

 Academy budgeting timeline is shown in appendix 4. 

 
2.4 Separation of duties 

In order to reduce the risk of error or intentional manipulation, Trustees, the CEO, CFO and 
headteachers will ensure the separation of those responsibilities or duties which would, if 
combined, enable one individual to record and process a complete transaction. 
Wherever possible the following duties will be separated: 
 

authorisation – of a transaction such as a purchase order or payment 
execution – the placing of an order, receiving of goods and services 
custody – the holding of goods and services 
recording – the completion of accounting records. 
 

2.5 Best Value 

It is the responsibility of all officers and employees to apply the principles of best value to all 
Trust financial dealings to ensure procurement by the most effective, economic and efficient 
means available: 
 
  Challenge 
  Comparison 
  Consultation 
  Competition. 
 
Section 3 Financial planning 
 
3.1. Preparing the Trust budget 

 A Trust budget will be prepared for the following financial year alongside a three year 
budget forecast for the Trust that will reflect central service costs. 

 Budgets will support the MAT and Academy Improvement Plans. 
 
Preparing the Academy budget 

 A detailed budget will be prepared for the following financial year alongside a three to 
five year budget forecast for each Academy by the Headteacher and SBM 

 Each Academy will set a balanced in year budget 

 Academies should be spending their allocation for the benefit of the students on roll in 
the financial year unless money is being set aside for a specific trust approved project 
for the Academy 

 Key factors that must be considered when preparing the budget include: 

 Each academy to set and maintain a balanced budget and remain within 
1% including a 0.5% contingency 

 Budget share allocation 

 To aim for no more than 75% of the total budget being allocated to 
staffing. If this is not the case, the school must provide a plan of how they 
will achieve this 

 In year pay and price increases  

 Teachers are paid according to the School Teachers Pay and Conditions 
document 

 Staff are recruited and paid in line with the agreed staffing structure.  Any 
changes to the staffing structure require a consultation process with 
governors and staff prior to advert and appointment 

 The headteacher authorises all salary increases which have been 
monitored and approved by a panel of the LGB 
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 Teachers will be employed to teach and support staff to provide the 
support for teaching 

 An appropriate level of monies should be allocated to cover staff absence 
– see appendix 5 Cover for Absent Staff 

 In each Academy, budgets delegated to designated budget holders as in 
appendix 3 

 Capitation for teaching resource provision, eg for departments, will be 
allocated using an agreed formula. This will be reviewed annually 
according to the curriculum offer.  

 An appropriate budget to enable CPD to ensure the provision of high 
quality and well informed staff 

 Existing contract commitments and capital requirements 

 An allocation for maintaining and improving the academy environment 

 SEN and pupil premium funding will be used for the purposes as specified 
by the EFSA 

 Key factors that must be considered when projecting the budget include: 
o Budget share allocation 
o Projected student numbers 
o The curriculum 
o Staffing profile 
o Pay and price increases 
o Changes in funding formulae 
o Leasing and capital requirements 
o Estimated underspend. 
 

3.2       Tendering/Contracts Procedures (best value) 

 The academy will refer to guidance in the current Academies Financial Handbook 
with regard to procurement 

 Best value is ensured by obtaining and comparing three quotes/tenders for 
purchases in excess of £10,000  

 Appropriate checks made before contracts awarded   

 High value tenders are carried out in compliance with EU regulations.  

 Tendering decisions over £50,000 are agreed by the LGB 

 Tendering decisions over £100,000 are agreed by the Business and Audit 
Committee 

 Contracts and agreements files are maintained by finance staff in each academy. 
These are reviewed by budget holders annually to ensure negotiations are 
underway regarding renewal or that adequate notice is given to terminate 

 Competitive exercises are carried out when renewing existing and taking out new 
contracts in order to obtain best value 

 The contracts and agreements register identifies the length of all leases and 
agreements so that this may be included in the year-end financial statements 
where appropriate. 

 
3.3      Approving the Academy budget 

The draft budget is reviewed by the CFO on behalf of the CEO.  Once accepted on behalf of 
the Trust, the LGB Finance Link Governor reviews the draft and recommends a budget to the 
LGB 
 
The LGB will meet to consider and recommend the budget to the Trust Business Committee 
who then proposes the individual academy budget to the Trustees for approval 
 
3.4      Approving the Trust budget 

The CEO/CFO recommend the consolidated budget to the Trustees for approval. 
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On approval the CFO submits the consolidated budget on their behalf to the ESFA on the 
approved Budget Forecast return in accordance with the Academies Financial Handbook.  . 
 
 
3.5      Budget Holders budget preparation (see appendix 2) 

Budget holders are required to complete a financial plan.  Budget holders wanting additional 
monies submit this request in writing to the Headteacher 
  
 
Section 4 Financial monitoring 
 

 Monitoring and control must be continuous throughout the financial year.  This is an 
ongoing function and is important, not only in the current year to gauge actual 
performance, but also to aid future planning and decision-making about allocating 
funds 
 

 Any variances identified from the reports are investigated and prompt action taken.  
Where appropriate, virements may be implemented with the approval of the 
SBM/Headteacher according to the authorised limits 

 

 Trustees monitor the management accounts of the individual academies and of the 
Trust itself and these are discussed and approved at the termly Trustee meetings 

 

 Monitoring roles are carried out by the following who report directly or indirectly to the 
Trustee Board: 

 

 Budget Holders in each academy 

 Business Manager in each academy 

 Headteacher in each academy 

 Finance Link Governor in each academy 

 Local Governing Body for each academy 

 CFO for the Trust 

 CEO for the Trust 

 Business and Audit Committee for the Trust. 
 

 Budget Holders have responsibility to monitor their budgets to ensure the effective 
use of monies and that there is no overspend 

 The line management system of the Academy will ensure that budgets are monitored   

 Where approved by exception, overspends will be deducted from the following year’s 
budget holder’s allocation. 

 
Section 5 Managing the budget in year 

 
5.1  Salaries 

 All changes in year to individual staff salaries are authorised by the headteacher.   

 The Headteacher’s pay is reviewed by the LGB and CEO  

 Changes to trust level staff salaries are approved by the Trustees 
 
5.2  Virements 

 Virements may be necessary 

 Approval for a virement must be made prior to the spending taking place 

 Updated budgets are provided for the LGB termly. 

 Thresholds for approving a virement are: 
o Virements over £100K per item are approved by the Trustees 
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o Virements over £50K per item are approved by the LGB 
o Virements lower than £50K per item are approved by the Headteacher 

 
5.3  Reserves 

 The Board of Trustees agree the level of reserves the Trust and individual academies 
should hold to assist in strategic planning and to ensure the stability of the academy’s 
operations. This includes its ability to adjust quickly to financial circumstances such 
as large unplanned expenditure, cyclical maintenance and working capital 
requirements.  

 Trustees include their reserves policy in their annual report  

 If there are surplus funds, the Trustees will agree an appropriate amount to be 
retained and carried forward for future accounting periods. 

 
Section 6 End of month/Year-end Arrangements 
 
Each Academy within the trust will adopt the procedures for completing end of month and 
year end accounts as outlined in appendix 5 Month and Year End Processes 
 
 
Section 7 Controlling the budget/assets 

 
It is a priority for the Business Manager that accounting transactions and records be 
maintained up to date as in the appendix 8 operational procedures 
 
7.1  Safe arrangements and Safe Insurance  

 Individual academies are covered by the ESFA Risk Protection arrangements 

 Individuals are not covered to hold cash so should not bring large sums of money into 
the academy 

 The finance safe has two designated key holders 

 The examinations safe has two designated key holders  

 Safes are in an alarmed area and are kept in separate rooms 
 
7.2  Data Protection procedures 

 The Trust ensures that it is kept aware of the current issues and updates the Trust 
policy. 

 There is a designated member of staff in each academy responsible for implementing 
the changes 

 Each academy is registered with the Information Commissioners Office 
 
7.3  Credit card procedures and internal controls 
Each academy has a credit card and takes responsibility for ensuring that the card is used to 
perform purchasing duties with competence and honesty and for monitoring the effectiveness 
of the accountability structure 
 

 
Monitoring and Evaluation of the policy 

 
This policy will be reviewed annually by the Business and Audit Committee. 
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