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Welton St. Mary’s Church 

of England Primary 

Academy 

 

As an inclusive Christian community we value each person, 

seeking to release everyone’s full potential as promised by 

Jesus Christ. We seek to provide a safe, inspiring and creative 

learning environment providing opportunities for all to 

flourish. Through challenge, support and care, we strive for 

excellence in all that we do; always building on the 

foundations of shared values with consistently high 

expectations rooted in God’s love. Together we are 

encouraged to be agents of positive change in this world.  

  

‘May the God of hope fill you with all joy and peace as you 

trust in him, so that you may overflow with hope by the power 

of the Holy Spirit.’ Romans 15:13 

  

 



WELTON ST MARY’S CHURCH OF ENGLAND PRIMARY ACADEMY 
 

FINANCE POLICY 2021/2022 

 

1   Introduction 

The governing body recognises that it is ultimately responsible for the financial management of the 

academy and has produced this policy document to help it fulfil those responsibilities. 

2   Organisation 

In view of the importance and complexity of financial management in the academy, the governing 

body has established a Finance and Premises Committee to enable due consideration to be given to 

all financial matters. 

The governing body determines the membership and proceedings of the Finance and Premises 

Committee. The governing body also reviews the establishment, terms of reference, constitution 

and membership of the Committee annually. The membership of the Committee may include 

associate members, provided that a majority of members of the Committee are governors. 

The governing body has delegated a number of its powers to the Finance and Premises Committee 

(details of roles and responsibilities are set out later in this policy document). 

The Finance and Premises Committee members are: 

 Mr A Johnson (Vice Chair) 

 Mrs C Tunstall 

 Ms V Mahoney 

 Mrs N Gough 

Others attending include: 

 Mrs I Lemon (Clerk to Governors) 

 Mrs M Harkness (School Business Manager) 

The Chair of the Finance and Premises Committee is elected by the Governing Body at the start of 

each academic year. 

The Finance and Premises Committee plans to meet four times each year: 

November to receive the first draft end of year accounts 

 to consider the first budget monitoring report for the year 

   

February to consider the second budget monitoring report of  

 the year  

 

 April  to consider the third budget monitoring report for the year 

 

 



June to consider the final budget monitoring report for the year and to 

agree the budget for the new financial year  

  

The Finance and Premises Committee will report, and make recommendations, to the full governing 

body. Minutes of each Finance and Premises Committee meeting will be presented to the next 

meeting of the full governing body. 

Finance and Premises Committee members will be required to maintain strict confidentiality with 

respect to payroll and other sensitive information presented to them. 

Accountants and Auditors are: 

   Nicholsons 
   Newland House 
   The Point 
   Weaver Road 
   Lincoln 
   LN6 3QN 

3   Roles and Responsibilities 

The governing body recognises the importance of governors, Finance and Premises Committee 

members, the Headteacher and staff being clear about their respective roles and responsibilities 

with regard to the financial management of the academy. This section sets out those roles and 

responsibilities 

3.1   The governing body will: 

 agree, and record in writing, the roles and responsibilities of the Finance and Premises 
Committee and Headteacher 

 review those roles and responsibilities on an annual basis in September 

 elect the Finance and Premises Committee members each year in September 

 approve the academy’s budget each year, ensuring that a copy is attached to the minutes 
of the meeting in July each year 

 ensure the School Business Manager submits the approved budget to the ESFA within the 
specified timescale 

 approve the academy’s original and revised financial plans each year 

 to limit the academies ability to over spend on the budget 

 contact the ESFA and seek approval to overspend where this seems unavoidable 

 authorise the academy’s applications for loans  

 satisfy itself that the Finance and Premises Committee and Headteacher are fulfilling 
their responsibilities as set out in this policy document 

 review detailed budget monitoring reports each term, ensuring that copies are attached 
to the minutes 

 record in writing the transaction/process authorisation limits, etc. relating to the 
academy’s financial system for relevant members of staff (see Appendix A) 

 agree the academy’s virement policy (see Appendix C) 

 the policy should clearly state what financial levels have been delegated to individuals: 
E.g. budget holders for procuring goods/services; placing orders/goods receipting etc. 

and virements. 

 review the academy’s charging policy on an annual basis 

 ensure that the school fund is audited each year 



 ensure that the Auditor and Chair have a signed statement confirming that the school 
fund has been audited  

 review the financial training needs of governors, the Headteacher and staff on annual 
basis and fund training needs, as appropriate.  

 ensure that the academy’s Register of Business Interests and Conflict of Interests is kept 
up to date 

 ensure that a Statement of Internal control is completed and signed each year  

 review this policy document on an annual basis 
 

3.2   The Finance and Premises Committee will: 

 familiarise themselves with this policy document and their roles and responsibilities 

 ensure that the academy complies with the Academies Financial Handbook, as approved 
by the Secretary of State 

 familiarise themselves with the way in which academies are funded 

 contact the ESFA for advice in relation to leasing arrangements, as appropriate 

 produce a timetable of meetings at the start of the year outlining their key purpose 

 consider the draft budget papers prepared by the School Business Manager 

 consider the draft medium term finance plan prepared by the School Business Manager 

 consider budget-monitoring reports produced by the School Business Manager 
throughout the year 

 monitor the financial performance of all contracts (where applicable) throughout the 
year 

 ensure that the academy obtains value for money 

 use management information, particularly that supplied by the ESFA, to challenge the 
way in which the academy uses its financial resources.  The Consistent Financial 
Reporting website can also be used to assist with comparisons 

 ensure that the academy complies with the ESFA’s financial regulations  

 ensure that the academy does not overdraw its bank account (where applicable) 

 ensure that the academy produces a Best Value Statement and adheres to it 

 scrutinise the financial benchmarking data and use it when setting a best value budget 

 report to the full governing body 

 ensure that audit recommendations are implemented within a reasonable timescale 

 ensure that the academy has a list of certifying officers for the purpose of signing 
cheques, certifying employee claims etc. and review this on an annual basis 

 ensure that assets are disposed of in accordance with the guidance set out in, section 
5.24 of the Finance Handbook 

 ensure that the VAT is claimed within set timescale 

 ensure the main budget is audited and all returns completed and submitted within set 
timeframe 

 

3.3  The Headteacher will: 

 familiarise him/herself with this policy and his/her role and responsibilities 

 ensure that Academy Development Plan priorities are properly costed and linked to the 
academy’s budget and finance plan 

 monitor the budget on a monthly basis 

 oversee the day to day running of the academy’s financial administration and ensure that 
the ESFA’s timetable is adhered to 

 ensure that proper checks and controls are in place to cover day to day activities. (Advice 
on internal checks and controls should be sought from the academies accountant audit 
team) 



 authorise transactions/processes within the academy’s financial system up to limits 
agreed by the governing body.   

 act as an authorised signatory for the purposes of signing cheques, certifying employee 
claims, etc. 

 review reconciliations and returns on a regular basis and initial documents as evidence 
that such checks have been carried out 

 carry out monthly checks on income processes, traced from receipting through to 
banking 

 Check that the claims entered by the finance administrator have been entered on to the 
payroll portal, check the payroll report prior to approving 

 approve new starter/leaver forms and submit to the finance administrator for uploading 
to the payroll portal 

 ensure that the school fund records are kept up to date 

 ensure that school fund’s annual accounts are prepared, audited, approved by the full 
governing body and submitted to the Charity’s Commission in the timescale specified 

 agree virements up to his/her authorised limit (see Appendix C) 

 ensure VAT is correctly accounted for 

 countersign cheques  

 Approval 2 of any Lloyds Commercial BACs payments 

 approve credit card payments once reconciled by the School Business Manager 

 ensure an inventory is maintained 

 approve all fixed asset disposals 

 ensure that assets are disposed of in accordance with the guidance set out in, section 
5.24 of the Finance Handbook 

 ensure any debts are monitored and contact the customer to agree a payment plan if all 
other form of communication has failed. 

 Check and approve the monthly payroll  
 

3.4  The School Business Manager 

 prepare draft budget papers and a medium term finance plan 

 produce budget-monitoring reports throughout the year and make these available to the 
trustees via a secure area on the website 

 maintain the accounting records using the academy’s financial package  

 carry out transactions/processes with the academy’s financial system up to limits agreed 
by the governing body (see Appendix A) 

 submit income and expenditure statements, VAT returns, etc. to the ESFA and HM 
Customs within the specified timescales  

 ensure all fixed assets with a value of £500 or more are recorded on the depreciation 
spreadsheet 

 ensure depreciation is entered on the accounting package monthly 

 ensure any fixed asset for disposal is recorded on the depreciation spreadsheet 

 reconcile the control accounts for VAT 

 Ensure the budget is submitted to the ESFA and the BFRO is submitted mid-year within 
the required timescale 

 Ensure the land and buildings return is updated and returned to the DFE within the 
required timescale 

 contact the academy’s accountant with concerns or queries regarding financial 
administration 

 ensure all banking is recorded, cheques sent to the processing centre and cash banked 
fortnightly at the local post office 

 ensure the high interest 32-day notice account is monitored and authorisation for funds 
withdrawn or invested approved by the Headteacher 



 ensure that purchase orders are raised prior to ordering goods/services, wherever 
possible, to aid effective budget monitoring and management  

 ensure that payments are made to suppliers within the academy’s payment policy, i.e. 28 
days of the date of the invoice 

 ensure that, where appropriate, claims for sickness absence scheme are made promptly 
and no later than 7th of each month 

 produce a payroll checklist for each period, detailing new starters, leavers, claims to 
delegate duties to the finance administrator, Headteacher and School Business Manager 

 produce new starter/leaver forms for staff and pass to the Headteacher for authorising 

 ensure that the payroll (Dataplan) variance report is run on a monthly basis, as close to 
23rd of the month as possible, and that checks are undertaken to ensure the data is 
correct 

 ensure that a payroll (Dataplan) journal is entered on the accounting package, as close to 
23rd of the month as possible  

 ensure that any budgets that are delegated to senior staff or departments operate within 
a similar control regime, i.e., with regard to budget monitoring and reporting etc. carry 
out bank reconciliations fortnightly for budget and petty cash account reconcile all credit 
card payments against the statement and attach receipts 

 countersign cheques  

 ensure all cheque stubs are initialled by two signatories 

 process supplier payments through the accounting system and upload to Lloyds 
Commercial 

 Approval 1 of any Lloyds Commercial BACs payments 

 raise purchase orders through the accounting system for goods/services over £500 

 ensure all purchases under £500 are entered on the accounting system and initialled by 
the Headteacher 

 ensure that receipts are issued from the budget and school fund accounts for payments 
received of £10.00 or more. 

 
3.  The Finance Administrator 

 ensure all income and expenditure is entered on the school fund spreadsheet 

 ensure all banking is recorded, cheques sent to the processing centre and cash banked 
fortnightly at the local post office 

 ensure all debit/credit card payments for the school fund are processed and recorded  

 ensure all +Pay payments are reconciled  

 ensure all payroll claims are entered on the payroll portal (Dataplan) and provided to the 
Headteacher for checking 

 ensure correct staff deductions are entered on the Payroll spreadsheet for submission to 
Payroll 

 ensure all new starters/leavers are uploaded to the payroll portal 

 check the payroll each month prior to pay date in order to rectify any 
queries/discrepancies against claim forms submitted including de 

 ensure all contractual changes are uploaded to the payroll portal 

 ensure all TLR’s are correctly entered on the payroll portal 

 ensure support staff 5-year service awards are entered on the payroll portal and the 
correct number of weeks worked is updated 

 ensure P45/46 submitted to Payroll and action taken for staff placed on emergency tax 
and incorrect tax codes 

 ensure Maternity leave forms submitted to Payroll in a timely manner 

 ensure staff are issued with contracts and copies kept on staff personal file 

 ensure annual incremental increases are submitted to Payroll  

 create invoices for EA work undertaken by the Head Teacher and teachers ensuring 
correct amount is being claimed 



 create various financial forms for completion by staff (i.e. claim forms, expenses forms, 
pro-forma for EA work undertaken by Headteacher and teaching staff) 

 create all invoices on the school’s accounting package (Sage) 

 ensure staff are registered to receive electronic payslips and other documents (e.g. P60’s) 

 ensure children entitled to FSM/PP receive the relevant discount for school trips, music 
tuition etc.    

 invoice outside agents the correct fee for hiring of the school hall 

 invoice parents for music tuition ensuring correct rate applied for the instrument being 
taught making deductions where necessary.  To also invoice for hiring of an instrument 
where appropriate 

 processing refunds on Parentmail where appropriate 

 liaise with companies when running trips to negotiate discounts 

 to set up payment plans for parents paying for school trip 

 ensure the school fund is submitted for auditing in a timely manner 

 provide a copy of the audited accounts to the Clerk to Governors for approval and signing 
off 

 submit the school fund accounts data to the Charity Commission within the required 
timescale 

 ensure all payments for trips/hoodies etc. are entered through +Pay 

 countersign cheques and approval of BACs payments 

 ensure all cheque stubs are initialled by two signatories  

 approval 2 of any Lloyds Commercial BACs payments 

 monitor outstanding debts and send reminder letters via the accounting package 

 notify the Headteacher of any outstanding debts which have not been recovered after 3 
months 

 

Authorisation Limits for Purchase Orders (see Appendix A)  

 School Business Manager/Administrator £1,000 

 Headteacher £50,000  

 

Signatories 

Two signatures are required for all cheque payments and two approvers are required for any BACs 

payments made through Lloyds Commercial Banking 

Current signatories:   

 Headteacher 

 School Business Manager 

 Finance Administrator 

 Assistant Headteachers 

 

Purchase Orders/Cash Manager Exempt Transactions (see Appendix B)  

The governing body has agreed that payments up to the value of £500 gross may be processed 

on SAGE, without the need for a purchase order/goods receipt, all receipts must be initialed 

by the Headteacher.  A purchase order must be raised for any goods/services over the value 

of £500. 



Virement Limits (see Appendix C)  

Virements of £15,000 or more should be approved by resolution of the full governing body.  

The following virement limits have been agreed: 

 Finance and Premises Committee  £15,000 

 Headteacher    £5,000 

4.   Payroll 

Dataplan Payroll currently provide a payroll and human resources service to the academy.  
Communication and information is uploaded to their secure payroll portal (VERA) by the Finance 
Administrator, School Business Manager or Headteacher.  Any queries are directed to our 
nominated payroll advisor or human resources advisor.  Dataplan are responsible for making the 
payments to the Local Government Pension Scheme and the Teacher’s Pension Scheme and the 
PAYE payments to HMRC.  Dataplan deal with any queries relating to pensions through WYPF or 
Teacher’s Pension and complete the EYOC form on behalf of the academy. 

5. Training 

The governing body recognises the importance of financial training for governors and staff in helping 
them to fulfil their responsibilities in relation to the financial management of the academy. 

The training needs of all governors and staff will be reviewed each year. Appropriate budgetary 
provision will be made, where necessary, and governors and staff will be actively encouraged to 
undertake that training. 

6.    Budget Setting 

The governing body recognises the importance of setting a detailed budget at the start of the year. 

The School Business Manager will draft a detailed budget for each line of income and expenditure.  
The budget will be re-evaluated each year (as opposed to, say, incremental budgeting) for the 
Finance and Premises Committee’s consideration. 

The School Business Manager will include options for increased spending, as set out in the 
Academy’s Development Plan, and options for cost cutting measures, where appropriate. 

7.    Budget Monitoring 

The governing body recognises the importance of regular budget monitoring in helping to detect 
accounting errors and identify, as early as possible, potential under and overspendings. 

The Headteacher will monitor the budget on a monthly basis by reviewing printouts from the 
school’s financial system for: 

 errors 

 miscoding 

 large or unusual items 

 potential under-spending or overspendings against budget and act promptly, where 

appropriate 



 

8.    Tender Process 

Governors and school leaders will develop procedures for assessing need and obtaining goods and 

services which provide ‘best value’ in terms of suitability, efficiency, time and cost. Measures already 

in place are: 

 Competitive tendering procedures (e.g. for goods and services over £10,000) 

 Three quotes for goods and services over £1,000 

 Procedures for accepting ‘best value’ quotes which are not necessarily the cheapest (e.g. 

suitability for purpose and quality of workmanship) 

 Procedures which minimise office time by the purchase of goods and services under £500 

direct from known, reliable suppliers (e.g. stationery, small equipment) 

9. Financial Administration 

The governing body recognises the importance of proper financial administration to safeguard 

against inaccuracies and out of date information being used to make erroneous financial decisions in 

the academy. 

The Headteacher will monitor the financial administration functions carried out by the school 

business manager/administrator ensuring that: 

 accounting systems are kept up to date 

 bank reconciliations, petty cash claims, credit card etc. are completed regularly 

 appropriate action is taken where our accountant advises the academy that its day to day 

administration is not up to date 

10.    Reporting 

The governing body recognises the importance of receiving detailed, accurate and up to date 

financial information to enable it to oversee and control the financial position of the academy. 

The School Business Manager will prepare budget-monitoring reports for consideration by the 

Finance and Premises Committee. 

The reports will include for each line of income and expenditure: 

 the original budget 

 changes to the budget 

 current budget 

 expenditure and commitments to date 

 an explanation for all variances exceeding £1,000 in value 

 details of proposed virements 

 details of proposals for additional spending or cost-cutting measures 
 

In addition to the reports in the academy’s financial system, the ESFA issues spreadsheet and word 

processing documents to academies on an annual basis to provide a framework for the preparation 

of finance plans and budget monitoring reports to governors.   

 

11.    Financial Planning 

The governing body recognises the importance of financial planning beyond the current year. 



The School Business Manager will prepare a financial plan covering the next three years. 

The plan will show the projected numbers on roll and the impact this has on the academy’s budget 

share, expenditure and carry forward. 

The level of detail shown in the plan will include, as a minimum, the information set out in the 

Education & Skills Funding Agency financial planning spreadsheet, which is issued to the academy 

each year. 

The plan will include contingency plans, setting out the academy’s proposals for dealing with 

variations including, in particular, changes in the projected number on roll. 

The governing body will consider the impact that the medium term finance plan may have upon 

staffing levels and develop outline plans and strategies for avoiding redundancy costs for future 

years. 

 

12.   Audit 

The governing body recognises the importance of the ESFA’s audit regime in assessing the adequacy 

of the academy’s financial controls. 

The governing body and Headteacher will ensure that auditors are given access to staff, all relevant 

records and property, as the auditors consider necessary. 

An internal audit will be carried out by Lincolnshire County Council each academic year. 

The Headteacher will ensure that audit recommendations are implemented as soon as possible. The 

Finance and Premises Committee will review any recommendations from the Auditor. 

The Headteacher will familiarise him/herself with the Financial Procedures and Academies Financial 

Handbook, which give guidance on best practice, internal controls and statutory requirements. 

13.   Debt Recovery and Write Off Approvals 

Debt recovery and write off approvals are as detailed in the Debt Recovery Policy. 

 

14.Review 

The governing body recognises the importance of keeping its Finance Policy up to date and will 

review the policy on an annual basis. 

 

 



APPENDIX A 
 

Authorisation Limits 

 

The authorisation limits relate to processing and release of purchase orders and invoices.  The 

Finance Policy should clearly state what authorisation levels have been delegated to individuals to 

process or release purchase orders or invoices. 

 

 

The default purchase order release limit for the School Business Manager/Administrator is £1,000.  It 

is possible for this to be increased at the discretion of the Governing Body.  For the Headteacher the 

default limit is £50,000. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


