£Marlborough

Science Academy

Schedule of Financial Delegation

The board of trustees (Governing Body) has wide discretion over its use of the AT’s
(Academy Trust’s) funds. It is ultimately responsible for ensuring economy, efficiency
and effectiveness in their use — the three key elements of value for money.

This document has been updated (and should be read) in conjunction with the
Academies Financial Handbook (2025) as issued by the DFE.

(@) The Governing Body will:

e approve the school's medium term financial plan (3-year budget) and review this
document in the light of any significant factors that come to the attention of the
Governing Body

e approve the school's annual budget and its” submission to the DFE by the required
reporting deadline

e formally approve the Schedule of Financial Delegation on an annual basis once it has
been fully reviewed and updated by the F & R (Finance & Resources) committee

e ratify the school’s financial procedures manual once they have been fully reviewed
and signed off by the F & R committee

e ensure the maintenance of a Register of Business Interests of all Governors and staff

e approve orders for all goods and services above £150,000. The Chair of Governors
will sign any contracts with a value in excess of £150,000.

e The Procurement Act 2023 came into force on 24 February 2025. However,
this only affects purchases you make over the public procurement threshold
(currently £214,904 for goods and most services, and £5,372,609 for works). A
procurement process that started before this date can continue to run under the old
regime.

e Schools and trusts are exempt from the below-threshold requirements of the new
legislation. This means any purchasing you do below the threshold
remains unchanged.
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https://www.legislation.gov.uk/ukpga/2023/54/introduction

Approve write offs or losses over £500 and up to the following limits (subject to a

maximum of £250,000):

e 1% of total annual income or £45,000 (whichever is smaller) per single transaction

e Cumulatively, 5% of total annual income in any financial year per category of
transaction

¢ Anything above these limits must be approved by the DFE

e See the Academies Financial Handbook for further information on write-offs and
entering into liabilities

The Finance & Resources (F & R) Committee will:

review the budget monitoring reports and the projected out-turn position half-
termly

consider and approve the school's medium term budget plan (3 year forecast) in the
light of the school’s requirements and the level of future resources

consider the draft school budget and key issues and proposal of the balanced budget
for the year for the approval of the Governing Body

fully review the Schedule of Financial Delegation once a year which is then passed
onto the FGB (Full Governing Body) for formal approval

fully review and sign off the school’s financial procedures manual which will then
be ratified by the FGB

consider the completed audit report and any subsequent action plan for
implementing the recommendations proposed

approve virements of money between budget headings over £5,000

monitor and control expenditure against the budget during the financial year

set a charging policy for consideration by the Governing Body

approve and write off bad debts accruing to the school over £200 and up to a value
of £500

approve the bad debts procedures

review the risks to internal financial control at the AT, and agree a programme of
work that will address these risks, inform the statement of internal control, and
provide assurance to the external auditors

undertake an assessment of risk management for insurance purposes at the school
approve orders for all goods and services above £50,000 and up to a value of
£150,000

approve the charging policy for income

approve and periodically review the policy for security arrangements at the school
(including procedures for call-out and key replacements)

to determine a value above which assets should be recorded on the school's
inventory

to determine a value above which discrepancies in the inventory should be reported
to the Governing Body

approve the policy for disposal of surplus stock and equipment and the sale of
property, other than land and buildings
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e approve all accounting policies as prepared by the Academy and in line with the
Academies’ Financial Handbook requirements

e approve the school’s lettings policy and the standard lettings charges payable by
hirers of the school premises

¢ ensure that the school's Data Protection Registration is renewed annually

e The Chair of the F & R Committee shall act as Chief Officer for the purpose of
signing contracts over the value of £100,000. A second signature is also required.
This will be the Headteacher or the Director of Finances & Resources.

e To review on an annual basis the school’s contract register

(b) The Chair of Governors will:

¢ (along with the Headteacher) approve all financial returns as required by DFE/DfE

e open and approve bank accounts or the variation of signatories thereto approve all
payments made to the Headteacher personally, i.e. reimbursement of payments for
goods/services purchased on behalf of the school and/or personal expenses incurred,
e.g. travel expenses; providing the total in any one term is less than £1,000. This
amount relates to all types of expenditure that the Headteacher might incur and not
just travel related. For expenses above this amount the F & R committee will approve
the expenses

(c) The Board of Members will:

e onayearly basis (at the AGM), formally review the recommendations given to them
for the appointment of the school’s Auditors and agree the appointment of

The Headteacher (aka the Academy Trust’s Accounting Officer)

AT Accounting Officers are personally responsible to Parliament and to the Accounting
Officer at the DFE for the resources under their control. They must ensure that there is
appropriate oversight of financial transactions and are responsible for:

ensuring regularity & propriety

ensuring prudent and economical administration

avoiding waste and extravagance

securing value for money through the efficient, effective and economic use of
available resources and

e the day to day organization, staffing and management of the AT. The role and
financial responsibilities of the Headteacher (AO) cover several budgetary,
planning, control and reporting subheadings as follows.

School Development Plan:

e Prepare the school’s SEF which incorporates the development plan in consultation
with key members of the school and the Governing body/AT

e Secure the implementation of the development plan with the collective support of
the school staff.

Financial Planning: The Medium-Term Financial Plan:
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e Prepare a three-year medium-term budget based on the cost of current policies, the
proposals for change (drawn from the school's development plan) and estimate the
level of future resources.

Annual Budget Plan:

e DPrepare the school's draft annual budget, based on the agreed objectives of the
school as set out in the development plan; these are for consideration by the F & R
Committee.

Budget Monitoring and Control

¢ Authorise virements between budget headings up to a value of £5,000

e Authorise additional budget allocations of up to £5,000

e Monitor and control expenditure against the budget during the financial year;
including approval of reports for the F & R Committee and Governing Body, and the
production of a register of staff responsible for managing budgets

e Ensure that the AT has a clear plan for how it will use any surplus GAG to benefit
their pupils

e Ensure that budget forecasts sent to the DFE declare any unspent funds expected to
be carried forward

Annual timetable for budget management

¢ Ensure that the Academy operates to the financial reporting timescales as set by the
DEFE or as per the Academies Financial Handbook

Financial reporting to the DFE

¢ In conjunction with the Chair of Governors, approve all year-end accounts, new
budget submissions and any other financial returns as required by the DFE/DfE

e Prepare the Accounting Officer’s statement on governance, regularity, propriety, and
compliance as part of the AT’s annual report

Audit and Inspection Reports

e Work with the external auditors and HCC Internal Audit to ensure sound financial
management of the AT

e Produce a formal response to the audit reports, and action plans showing how the
recommendations will be implemented.

Retention and disposal of accounting records

¢ Maintain complete financial accounts and full supporting financial records for all
accounts.
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Computer systems and the Data Protection Act 2018 (General Data Protection
Regulations)

e Ensure that the school complies with the requirements of the Data Protection Act
2018 (The Data Protection Act 2018 is the UK's implementation of the General Data
Protection Regulation (GDPR) - the setting up and maintaining of access profiles for
system users and the production and security of back-up disks and files, to the IT
Team.

Banking arrangements

e Authorise payments as required and to be one of the joint signatories for the
Academy bank account (cheques and BACS payments)

e Ensure that there is segregation of duties so that more than one person is responsible
for reconciling and checking the Academy bank accounts

e Approve bank reconciliations monthly

e Approve the arrangements made to bank monies

Petty cash

e To ensure that no more than £500 is held in the school as petty cash and ensure the
periodic check of the completeness of financial records.

Personnel and payroll

e To ensure that periodic reconciliations of gross pay with contracts and other
authorised documents are undertaken.

e Authorise staff pay advances up to the value of £1000. Anything above this must be
approved by the Chair of Governors. If the advance is for the Headteacher then this
must be approved by the F & R committee.

e Put together business cases for staff severance payments and compensation
payments when required. These must be approved by the AT’s Board through the
Personnel committee, and must show careful appraisal of the facts, including legal
advice and that value for money will be achieved. Consideration must be given as to
whether the AT would successfully defend the case at employment tribunal if
settlement not made. If the non-statutory element of the payment is for £50,000 or
more, then prior approval will need to be sought from HM Treasury, via the DFE.
(Please see the AFH for further clarification around the processing of staff severance
payments and also compensation payments as a result of loss or injury)

e Use of confidentiality clauses associated with severance payments do not prevent an
individual’s right to make disclosures in the public interest (whistleblowing) under
the Public Interest Disclosure Act 1998

e To review all performance related pay grade changes and present to the Personnel
committee for approval
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Purchasing - provision of goods and services

e Monitor purchasing regulations to ensure compliance by the school.

e Ensure that a minimum of 2 written quotes are sought for purchases and contracts
valued at over £5,000 and up to a value of £10,000. If it is above £10,000 and up to
£50,000 then 3 written quotes must be obtained wherever possible. (Some categories
may be subject to referral to the governors for approval, e.g. contracts for more than
one period, such as leases, or of a particular type, e.g. those that relate to premises.)

e Use of the Crescent Purchasing Consortium (CPC) and other DfE procurement
portals is recommended by the DFE for large scale purchases, for e.g. Insurance.
Tendering support and services can also be provided by HCC as well as many other
independent Consultants

e Tojointly act as Chief Officer along with the Director of Finances & Resources for the
purpose of signing contracts with a value of between £10,000 and £100,000

e EU guidelines should also be followed when tendering for purchases/contracts

¢ Ensure that a Contracts Register is maintained and kept up to date

Leasing

Obtain approval on the following basis:

» “Finance Leases” include an element of borrowing, and these are now an option
for trusts. There is an approved list that do not require prior approval by the
DfE.DFE. Any not on this list will still require approval by the DfE.

» Taking up a leasehold or tenancy agreement on land or buildings from a third
party for a lease term of seven or more years

» Granting a leasehold or tenancy agreement on land or buildings to a third party
for any duration

»  Operating Leases do not require prior approval however these still require
disclosure in the accounts

Orders for goods and services and payment of accounts

e Approve orders for goods and services up to the value of £50,000

e Control the placing of orders for the purchase of all goods and services by budget
holders. Any orders over £1,000 require a co-signatory (either the D of F & R or the
Headteacher). The authorisation of employee-related expenses to be paid through
the school's payroll provider (e.g., employee’s overtime, special allowances & travel
expenses, etc.). Reimbursement of expenses for food purchased during school trips
may be processed directly from the Finance Office (as per the expenses procedures).

Income

e Set suitable controls for the recording and collection of monies due, and for the
movement and banking of monies for all accounts under the control of the school.
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e Authority to write off bad debts accruing to the school from parents, pupils, and
hirers of up to £200
¢ Ensure the security of monies held on site.

Security of stocks and other property

e Produce and implement a policy for security arrangements at the school (including
procedures for call-out and key replacements).

e Ensure the physical security of the school's assets and maintain and periodically
inspect an up-to-date inventory.

e A policy is available for the disposal of surplus stock and equipment and property,
other than land and buildings, and for authorising items for disposal Ensure a
register of key holders is kept up to date.

Insurance

e Ensure that there is adequate insurance cover for the school, and that there is a
register of policies taken out. The D of Finances & Resources to act as the main point
of contact for insurance purposes and to ensure that policies are reviewed on an
annual basis

Supervise contractors and service providers

Supervise contractors and service providers to ensure the receipt of best value for money
and compliance with legislation.

Lettings
e Ensure that the most effective use is made of the school premises, and this operates

in line with the Lettings Policy as approved by the Governing Body

(d) Delegations from the Headteacher

The Headteacher has delegated the following responsibilities:

Budget monitoring and control

¢ The control and monitoring of budgets to the Director of Finances & Resources
(hereafter known as D of F & R)
e The preparation of all financial reports for the F & R committee by the D of F & R

Financial Reporting

e The preparation of the year-end accounts and other returns as required by the DFE
for consideration by the Headteacher, to the D of F & R
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Banking arrangements

e The signing of cheques, all of which must be signed by two signatories listed in Appendix A

e The input of BACS payments to the Finance Team, and authorized by two approved users

e The control and reconciliation of the school's bank accounts for consideration by the Headteacher
tothe D of F & R

e The preparation of receipts for banking, to the Finance Team and the physical banking of monies
to the Finance Team.

Petty cash

e The maintenance of accounting records, the security and regular reconciliation of petty cash, to
theDof F & R

Personnel and payroll

e Personnel records to be held securely by the People Manager/HR Admin Assistant. Any changes
which affect payroll to be advised to the D of F & R so that the budget can be updated and for the
monthly reconciliations of payroll which are also carried out by the D of F & R

e The HR Admin Manager to complete all new employee starter forms and any contractual changes
required for existing staff. These are signed off by the HT, or in her absence the D of F & R

e Payroll information to be held securely by the D of F & R/HR Admin Assistant

e Determining employee status for all individuals working on behalf of the school (i.e. not
contracted through payroll) is done by the Finance Officer along with the D of F & R.

e Monthly payroll returns submitted to an external provider, who process all payments to staff, are
completed by the HR Admin Assistant, checked by the People Manager and then authorised by
the D of F & R and fully signed off by the HT

Leasing
e The maintenance of a register for all leases held by the school to the D of F & R

Orders for goods and services and payment of accounts

e The maintenance of an authorised signatory list for orders to the D of F & R.

¢ The maintenance of the school’s contract register

e The signing of contracts with a value up to £10,000 to the D of F & R. Anything above this value
(up to £100,000) to be signed by the Headteacher plus the D of F & R

e The authority for the signing of official orders for the purchase of goods and services up to the
value of £1,000, other than by the Headteacher, to the relevant budget holder (full list of budget
holders can be found in the Finance Office)

e The confirmation of the receipt of goods and services, by either the Budget Holder and/or Finance
Team

e The preparation of cheques/BACS payments for payment of services, to the Finance Team.

e The preparation and submission of invoices to the Finance Team.

Value Added Tax

e TheD of F & R (with support from the Academy’s appointed Accountants) will monitor the
regulations on VAT, ensuring compliance by the Academy



The VAT return to be completed on a quarterly basis by the Finance Team with assistance from
our VAT specialist (from appointed Accountants) as required

Income

Most income is now dealt with through Arbor Payments (previously School Gateway). Other
departments may also receive money from students (although this is discouraged) This too must
be accounted for by the department receiving the money and then passed into the Finance Office
for safe storage and banking

The Lettings Assistant may also receive income from private hirers which is passed as soon as
possible to the Finance Office

TMSA has introduced online payments for parents, and this is the preferred method of payment
for all trips/resources/catering etc....This reduces the risk somewhat of cash/cheques on site and
the reconciliation of these

Site Works & Contractors

The D of F & R, along with the Estates Manager have the authority to meet with contractors, with
regards to obtaining quotes for possible works and to discuss these, with a view to putting
forward recommendations to the Headteacher/Governing Body where required. For maintenance
and preventative works under the value of £20,000 the D of F & R has the authority to give the go
ahead (subject to the appropriate signatory limits). Anything above this to be discussed with the
Headteacher prior to confirming the works.

The D of F & R, and the Estates Manager to be the main points of contact for contractors both
during term time and during school holidays.

For IT related works, the IT Team will be the main point of contact

Retention and disposal of accounting records

The retention, secure storage, and disposal of accounting records in accordance with statutory
requirements, to the D of F & R and Finance Assistants
The maintenance of full financial records for all accounts, to the D of F & R and Finance Assistants

Asset Management, computer systems and the Data Protection Act 1998/General Data Protection
Regulations (GDPR)

Ensure that the school complies with the requirements of the Data Protection Act 1998. — Since
May 2018 we have ensured compliance to the new GDPR (General Data Protection Regulations)
which replaces the DPA 1998

The setting up and maintaining of access profiles for system users, and the production and
security of back-up disks and files, to the IT Team. This will be overseen by the D of F & R who
also line manages the IT Team

To ensure that the Academy has a robust asset management database in place that is always kept
up to date



e Ensuring that the Academy maintains an up to date, accurate contracts register and that all ICT
contracts are monitored and managed effectively and reviewed regularly

School Journeys & Trips

e Alljourneys/trips are now paid for via Arbor payments. This is also the case for any other school
events that require donations/payments (for e.g., non-uniform days)

e The trip leaders are responsible for ensuring that their trip is financially viable

e Once the trip/journey has taken place, a reconciliation of all income received, and expenditure
incurred, is completed by the member of SLT with responsibility for Trips. This member of SLT
(in conjunction with the Headteacher) will also decide what happens with regards to any
surpluses/shortfall resulting from any trips

Lettings

e The Lettings Assistant is responsible for the day-to-day administration of the school’s lettings, to
include (along with the other Finance Assistant) the processing of invoices for the use of the
school premises

e The Lettings Assistant & D of F & R have the authority to agree one off bookings at amended
amounts due to the individual circumstances - for e.g., if there are higher on-costs due to it being a
bank holiday, or if there are no cleaning costs involved. These will be documented for future
reference

e The Lettings Assistant & D of F & R have the authority to agree amended charges for regular
hirers dependent on individual circumstances — for e.g., if there has been a problem with the site
preparation, or if the school had to close unexpectedly. These will be clearly documented for
future reference

e The Lettings Assistant & D of F & R will prepare for the F & R committee an annual review of the
lettings charges, as well as half termly updates






