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should be read and absorbed by all staff interacting with the Trust’s finances. It is split 

into two documents: the first being the Trust’s policy which is visible on the Trust’s 

website and relates to this document, the second document covers the more detailed 

operational procedures across the Trust.  

  

1.3 It is incumbent on Members, Trustees, Directors, Staff and all parties engaged by or with 

the Trust to observe both the letter, but also the spirit of the Trust Finance Policy and the 

Trust Financial Operational Procedures Handbook. The Trust is responsible for public 

money and, as such, the duty of care is naturally set very high. Whenever in doubt and 

where the policy and handbook do not specifically set out an appropriate approach, the 

highest principles should be observed to ensure the Trust is able to 
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accounting officer, for the financial resources under the Trust’s control and 

is also required to submit to ESFA an annual statement indicating the 

Trust has secured value for money. The CEO is not a member of the Trust 

Board  

  

2.3.3 The Chief Financial Officer (CFO) is the Trust’s finance director, business 

manager or equivalent, to lead on financial matters, ensuring sound and 

appropriate financial governance and risk management arrangements 

are in place, preparing and monitoring of budgets, and ensuring the 

delivery of annual accounts. The CFO is not a member of the Trust Board.  

  

2.3.4 Finance and Estates Committee and Audit and Risk Committee- 

Academy Trusts must establish a committee to provide assurance over 

the suitability of, and compliance with, its financial systems and 

operational controls. Members of the Finance and Estates Committee 

and Audit and Risk Committee are appointed by the Trust Board. Trusts 

which have a level of annual income below £50 million have flexibility to 

establish either a dedicated audit committee, or to include the functions 
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4.5 Annual Budget  

  

4.5.1 The Chief Financial Officer in conjunction with the Trust Executive 

Leadership Team/Head Teacher and/or the School Operations Manager 

is responsible for preparing and obtaining approval for the annual budget. 

The budget must be approved by the Accounting Officer, the FE and the 

Trust Board.  

  

4.5.2 The approved budget must be submitted to the ESFA by the specified 

deadline each year and the Chief Financial Officer is responsible for 

establishing a timetable which allows sufficient time for the approval 

process and ensures that the submission date is met.  

  

4.5.3 The annual budget will reflect the best estimate of the resources available 

to the Academy for the forthcoming year and will detail how those 

resources are to be utilised. There should be a clear link between the 

Strategic Plan objectives and the budgeted utilisation of resources.  

  

4.6 Monitoring and Review  

  

4.6.1 Regular budget monitoring will be undertaken by the CFO and SOM.   

Regular reports will be prepared by the CFO for disclosure to the CEO 

and Executive Leadership Team/Head Teachers. The reports will detail 

actual income and expenditure against budget at a summary level for the 

Head Teacher and the Trust’s FE.   

  

4.6.2 Any potential overspend against the Academy budget must in the first 

instance be discussed with the Chief Financial Officer and Senior 

Leadership Team/Head Teacher.  

  

4.6.3 The monitoring process should be effective and timely in highlighting 

variances in the budget so that differences can be investigated and action 

taken where appropriate.  

  

4.7 Virements and Overspends  

  

4.7.1 Any change (virement) within the nominal codes up to the agreed value 

that can be managed within the existing budget parameters can be 

authorised by the SOM/Central Operations Manager (COM) as part of 

their role of managing their budget as long as the overall surplus or deficit 

as set at the initial budget stage does not change. This is still at the 

discretion of the CFO who can request changes within this. Anything in 

excess of the agreed value must be approved by the Directors of 

Education (DoE) and the CFO. However, please also note that virements 

between cost sections of the agreed value must be approved by the 

Directors of Education and the CFO. E.g. A staffing saving that you want 

to utilise as a building maintenance spend. All virements over the agreed 

value must be noted on the management accounts reports on a monthly 

basis.  
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4.7.2 If there are any increase in educational costs or staffing required for the 

school, this must be approved by the Head teacher, the DoE and the 

CFO. Any additional non-educational costs that have not been included 

in the budget for the school must be approved by the Head teacher and 

CFO. This may be referred to the Trust Board if any of the approvers 

deem it necessary. Trust Board are also required to approve in advance 

if the amount exceeds the agreed value.  

  

4.7.3 If there is any additional spend in relation to the Trust Support Hub 

budget, then this is to be agreed as follows:  

  

4.7.3.1 Any increase in spend above the agreed value – Approval 

required from Trust Board prior to the spend taking place,  

4.7.3.2 All virements/overspends up to the agreed value are reported to 

the FE for information purposes.  

4.7.3.2  Settlement costs – To be approved by the People Committee as 

in accordance with the Scheme of Delegation.  

  

4.7.4 All approvals must be sought prior to the service/goods being ordered in 

accordance with the guidance in section 4.10. If this procedure isn’t 

followed, this may result in the Trust invoking disciplinary procedures in 

line with CIT policy.  

  

5. Staff and Payroll  

  

5.1 Payroll Administration  

  

5.1.1 The Trust payroll is administered by the Central Finance Team and all 

data is held in the Cloud through a payroll software provider. The 

Academy Office/HR Representative/SOM are responsible for updating 

the payroll information and passing it to the Central Finance Team in a 

timely manner on a monthly basis.  

  

5.1.2 Changes to contracts, including details of any new appointments, 

terminations, contract changes or additional payments are prepared by 

administrative staff and must be authorised by Senior Leadership Team 

member/Head Teachers and CIT Central Finance before passing to the 

Payroll and Pensions Officer for action.  

  

5.2 Changes to Payroll  

  

5.2.1 Changes to payroll documents (including payment of extra hours, change 

to pay scale, etc.) must be authorised appropriately and then forwarded 
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6.2.3 For the continuation of the use of Frameworks it is advisable that at 

regular intervals prices are double-checked against the market to ensure 

best value for money.  

  

6.2.4 For the continuation of the use of Frameworks it is advisable that at 

regular intervals service levels and quality are checked to ensure sub-

standard services and goods are not being delivered and, as such, the 

Trust may not get the best value for money.  

  

6.3 Contracts  

  

6.3.1 If it is known that more than one order may need to be placed for goods 

which require quotes, it may be prudent to enter into a longer-term 

contract with the supplier who has been awarded the business.  

  

6.3.2 Contract lengths:   

  

6.3.2.1 Minimum length – No minimum length is required, but dependent 

on time taken to seek quotes/tenders, negotiate terms, value of 

the order and subsequent requirements, it would be prudent to set 

this at no less than 6 months.  

  

6.3.2.2 Maximum length – 5 years (60 months), spilt over a 3-year initial 

term with a 2-year mutually agreeable extension clause.  

  

6.3.2.3 Rolling contracts – It is advisable to set a maximum time frame on 

the contract, but state when negotiating that the contract should 

run on a monthly rolling basis and that the Trust has the right to 

give 30 days’ notice of cancellation of said contract at any time 

during the agreed period with no get out clauses or penalties. That 

the supplier has to give a minimum of 60 days’ notice of 

termination and must complete any and all on going commitments 

or be liable for any and all costs arising for breach of commitment.  

  

6.3.3 Due Diligence during Contracted Period  

  

6.3.3.1 Prior to entering a contract with a supplier, where possible, a 

meeting should be arranged with said supplier to ascertain the 

following information:   

  

• Financial stability – Profit and Loss accounts for the current and 

previous two full years should be checked by the Chief Financial 

Officer.   

• Ability to fulfil the agreed commitment and any future 
requirements within the Trust as a whole.  

• Quality of product through samples and site visits where 

appropriate.  

  

6.3.3.2 For contracts in excess of £10,000 per annum, during the 

contracted period, the supplier should be checked to ensure that 

there have been no changes to the initial agreement and 
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6.5.2.3 The cost is related to trip expenditure,  

  

6.5.2.4 A formal contract has been entered into whereby other means of 

approval are valid,  

  

6.5.2.5 
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13.2 Scope  

  

13.2.1 This Policy applies to all individuals working in CIT Schools and to 

individuals working in CIT offices, as well as CIT Members, Trustees and 

Governors. The Policy applies to the receipt and offer of gifts, awards, 

hospitality and benefits.  

  

13.2.2 The underlying principles of the Policy are as follows:  

  

13.2.2.1 Employees, Members, Trustees and Governors should exercise 

extreme caution when accepting or giving gifts and hospitality 

whilst conducting CIT business. They should not use their position 

for the personal gain of themselves or others.  

  

13.2.2.2 Under no circumstance should gifts, awards, hospitality and 

benefits be accepted where there is a risk that it might be seen as 

an attempt to influence a business decision, or where personal 

integrity may be compromised.  

  

13.2.2.3 Gifts and hospitality of low value up to £50 can be accepted, 

subject to certain conditions. Higher value gifts above £50 may be 

permitted subject to approvals, but must be recorded. Further 

details are outlined below.  

  

13.3 Gifts  

  

13.3.1 Gifts include items, services, prizes or other benefits which are received 

free of charge or are offered to the individual on terms which are not 

available to the general public. Examples of gifts that should not be 

accepted are gifts of cash and gifts from a supplier immediately before or 

during a competitive tender exercise.  

  

13.3.2 Gifts that are accepted on behalf of the Academy/CIT remain the property 

of the Academy/CIT. Gifts or items that are sent free of charge as part of 

a special offer when purchasing goods on behalf of the Academy/CIT 

belong to the Academy/CIT and must be used accordingly.  

  

13.3.3 Employees are permitted to accept gifts, rewards or benefits from 

members or the public or organisations which the academy has official 

contacts only where they are isolated gifts of a trivial character, or 

inexpensive seasonal gifts (such as diaries or calendars). Gifts should not 

therefore be accepted if they appear to be disproportionately generous or 

could be construed as an inducement to affect a business decision. Staff 

must not accept gifts where there is any possibility that their professional 

integrity may be compromised.  

  

13.3.4 It is common for students and their parents or carers to give gifts as a 

small token of appreciation or as a thank you to members of staff at 

certain times throughout the academic year. Staff may accept gifts from 

students and their parents or carers provided that they meet this 

definition.  
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13.3.5 All acceptances of gifts and acts of hospitality other than a nominal value 

(up to £50) must be noted in the Academy’s register of hospitality and 
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have, and receive feedback on action taken and gives protection from reprisals or 

victimisation for ‘confidential reporting’ in good faith.  

  

14.2 GDPR compliance by a separate GDPR Policy.  
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The committee shall give due consideration to laws, regulations and any published guidelines 

or recommendations regarding the remuneration of directors of charitable trusts not limited to 
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• 
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committee, will be separate to the Finance Committee and not have overlapping 

membership.  

  

Any Trustee may attend a meeting of the Audit and Risk Committee, including those who 

are not members of the Audit and Risk Committee.  

  

The Chief Executive Officer/Accounting Officer and Chief Financial Officer should also 

attend meetings.  

  

16.3 Resignation and removal  

A person serving on the Audit and Risk Committee shall cease to hold office if:  

He/she resigns their office by giving notice in writing to the Clerk or Chairman  

The Trustees terminate the appointment of the Committee member, whose presence or conduct 

is deemed by the Trustees, at their sole discretion, not to be in the best interests of the Trust.  

  

16.4 Quorum  

  

The quorum necessary for the transaction of business shall be three full members or where 

greater, any one third (rounded up to a whole number) of full members.   

  

 16.5   Frequency of meetings  

Meetings shall be held at least three times per year and on the basis of a pre- determined 

timetable agreed by the committee in meeting. Additional meetings may be held in order to 

meet urgent business requirements, upon notification to the Clerk to the Board of Trustees or 

to the committee Chair of any Full or Associate Member supported by at least 2 other Full or 

Associate Members.   

  

16.6 Agendas and Notices of Meetings   

Agendas shall be prepared by the Clerk to the Board of Trustees and approved by the 

committee Chair prior to issue. Agendas will always contain items such as apologies, 

determination of quoracy, declarations of interest, approval of the previous minutes and 

matters arising from the previous minutes. Inclusion of any other item may be requested by 

any Full or Associate Member, such inclusion being at the discretion of the committee Chair.   

Unless otherwise agreed, notice of each meeting confirming the venue, time and date together 

with an agenda of items to be discussed and supporting papers, shall be forwarded to each Full 

and Associate Member of the committee and to the Chair of the CIT Trust Board, no later than 

five working days before the meeting.   

  

  

16.7 Proceedings of Committee meetings  

  

Full Member present in person or via TEAMS shall be entitled to one vote.  

  

Resolutions are passed by a majority vote of the Full Members  
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Where there is an equal division of votes the Chair shall have a further casting vote.  
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• Provide assurance to the Trust Board that risks are being adequately identified 

and managed.  

  

• 



https://assets.publishing.service.gov.uk/media/66a3909aab418ab055592dda/Academy_trust_handbook_2024_FINAL.pdf
https://assets.publishing.service.gov.uk/media/66a3909aab418ab055592dda/Academy_trust_handbook_2024_FINAL.pdf
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Amended Existing Financial Management Policy September 2023 and Existing Financial 

Operational Procedures Handbook September 2023 for annual changes in 2024 

    

  

The Community Inclusive Trust   

Financial Management Policy  

  

This Policy has been approved by the Finance and Estates Committee  

  

  
      

Signed……………………………… Name............................................ Date:  
  


