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Introduction  
 
The purpose of this handbook is to ensure that East Midlands Academy Trust (EMAT) 
academies maintain systems of financial control which conform to the requirements both of 
propriety and of good financial management. It is essential that these systems operate 
properly to meet the requirements of the Funding Agreement with the Department for 
Education (DfE).  
 
The academy must comply with the principles of financial control outlined in the Academies 
Financial Handbook effective from September 202
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Section 1 - Governance  
 
1.0 Governance  
 
1.1 Overall responsibilities  
 
The EMAT Board has overall responsibility for ensuring the academy’s budget is monitored 
as a continuous process and that income and expenditure are maintained at levels as 
outlined in that budget or at levels subsequently ag
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1.3 Governance arrangements for academies  
 
The EMAT Board is the body responsible for the governance of the funds granted to it and 
its academies. This is set out in the Master Funding Agreement, which is a contract between 
EMAT and the Department for Education (DfE) for the provision of education services for 
each academy.  
 
A sub-committee of the Board known as the Finance HR and Estates (FHRE) Committee 
reports into the Board. The FHRE Committee assists in the decision making of the Board by 
enabling detailed consideration to be given to the financial responsibility of the Board, 
ensuring sound management of the academies’ finances and resources, including proper 
planning, budgeting, budget monitoring and probity. The FHRE Committee responsibility 
includes HR, ICT, and Estates in addition to Finance.  
 
The EMAT Financial Handbook is compliant with the Education and Skills Funding Agency’s 
(ESFA) Academies Financial Handbook. Academies need to follow the processes and 
procedures derived from the detailed requirements of the EMAT Financial Handbook.  
 
All EMAT academies will receive an internal audit assessment each year which will monitor 
compliance with the EMAT Financial Handbook. The annual External Audit will provide 
external scrutiny of the financial management of EMAT, which includes the academy 
processes. A sub-committee of the Board known as the Audit and Risk Group reports into 
the Board and provides the governance oversight to both the External and Internal Audit 
processes. The Audit and Risk Committee also has responsibility for monitoring the risk 
registers. Each academy is required to hold a risk register. The trust uses the electronic GRC 
one system. The Head Teacher is responsible for ensuring the risk register is up to date and 
relevant   
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1.9.2 Gifts  
Gifts of cash are clearly the easiest to value. However, it is recognised that a proportion of 
contributions may be in the form of gifts in kind, hospitality, awards, or prizes.  
 
EMAT will need to disclose total gifts in kind within its financial statements and will be 
required to split this by academy for reporting to the ESFA.  
 
The value placed on gifts in kind should be a reasonable estimate of their gross value to the 
academy or (less likely) the amount actually realised as in the case of second-hand goods 
donated for resale.  
 
In addition to this, if an EMAT employee is treated to hospitality by a client, the value of that 
hospitality should be recorded in the Gifts Register, but not in the financial statements. 
(They must also have approval to attend from the line manager before accepting the 
invitation.)  
 
1.9.3 Donated Services and Facilities  
Academies may also receive assistance in the form of donated services (e.g., ‘time’) or 
facilities. Such incoming resources should be recorded in the local accounting system where 
the benefit to the academy is reasonably quantifiable and measurable. This would usually be 
limited to donations by an individual or entity as part of their trade or profession. For 
example, if a local accountancy firm agreed to supply an accountant free of charge to assist 
the academy’s finance department for a couple of hours a month, this should be included in 
the accounts.  
 
However, a police officer talking to a group of pupils as part of his/her community liaison 
role would not be classified as a donation, as this service would always be provided free as 
part of police activities.  
In contrast to donations as part of a trade or profession, the contributions of volunteers 
should NOT be recorded in the local accounting system, as the value of their contribution 
cannot be reasonably quantified in financial terms. For example, parents or other volunteers 
assisting with reading in the classroom would be excluded. However, the exclusion of these 
contributions should be disclosed in the EMAT’s Trustees’ Annual Report. Each academy will 
therefore need to record such activities at the end of the financial year on the Gifts Register 
and return to the Chief Financial Officer.  
 
Again, the value placed on those donations which are included in the Financial Statements 
should be the price the academy estimates it would pay in the open market for the services 
or facilities.  
 
1.9.4 Other Considerations on Valuation  
Time spent by governors in attending Local Advisory Board meetings is part of their 
responsibility in undertaking their governance role and therefore should not be included as a 
business contribution. However, if a governor gives additional free time to the academy 
providing professional advice, outside their role as a governor, this may be accounted for as 
a donation. Academies should ensure they are clear about what constitutes the work and 
role of governors before determining whether additional assistance from a governor is 
classified as a donation.  
“Free gifts" (or unsolicited gifts – gifts you received but did not ask for) will only have a 
value to the academy if the gift assists in achieving its objectives as set out in the Strategic 
Plan. These gifts should be recorded in the Gifts Register, but not in the financial 
statements.  
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1.9.5 The Giving of Gifts  
When giving gifts, the Trust must ensure that the value of the gift is reasonable (i.e. below 
£50), is within the Trust’s scheme of delegation of financial powers, the decision is fully 
documented, and has due regard to propriety and regularity in the use of public funds. 
Procurement, purchasing and authorisation procedures must be followed as with all 
purchases.  
 
In consideration of significant contributions to the academy community, such as long-service 
and retirement, academies should discuss any plans with the EMAT Marketing and 
Communications Manager.  
An academy may provide small value rewards to pupils, provided that such rewards are 
directly related to expected behaviours or achievements. Academies should ensure that 
these rewards are given with due regard to financial probity, fairness, and equity, forming 
part of the academy’s agreed policy for achievement rewards and not granted on an ad hoc 
basis.  
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1.10 Business Continuity Plan  
Academies should each have a plan in place to cope with any potential event which could 
cause a disruption to their daily activity (a “Business Continuity Plan”). Each academy has its 
own set of circumstances and should therefore tailor its Business Continuity Plan to those 
individual circumstances. It is the responsibility of the Head teacher to ensure that such a 
plan is in writing and communicated to all staff (and copied to the Trust).  
The Trust has Business Interruption Insurance in place to assist with any additional costs 
incurred in temporarily relocating the academy premises.  
In the first instance the Trust should be notified immediately of any such event or 
occurrence, and in the second instance the insurers should be notified. Contact information 
can be found in Appendix E. (ESFA Academy Handbook 2021 – 2.39) 
 
1.11 Risk management  
The academies must manage risks to ensure its effective operation. The academies should 
maintain a risk register. The trust’s management of risks must include contingency and 
business continuity planning. (ESFA Academy Handbook 2021 – 2.38)  
 
The academy trust must have adequate insurance cover in compliance with its legal  
obligations or be a member of the academies risk protection arrangement (RPA). Not  
all risks are covered in the RPA.  
 
EMAT uses GRC ONE software for an integrated and distributed approach to managing and 
reporting risk and compliance. The LAB will review the risk register at their meetings. The 
Audit and Risk Committee reviews the global risks for the trust. Each Academy Head 
Teacher is responsible for maintaining the risk register for their school. The Head Teacher 
will nominate a staff member to ensure the risk register is up to date. The Trust will support 
each academy in this process. However, each academy is responsible for maintaining their 
risk register and reviewing this with the local advisory board each term and needs to have a 
user trained in the use of the software.  
 
1.11.1 GRC ONE 
GRC ONE for Education, is a single solution for managing and reporting the organisations 
Governance, Risk Management and Compliance. 
The system establishes the link between a risk and the underlying controls used to manage 
it, to create a library of evidence that helps you to demonstrate you are managing your risk 
effectively. 
GRC ONE allows us to keep all your risk related materials in one place, linked together and 
effectively managed.  
The interface makes it possible to record risk, access and manage control documents, report 
incidents and track remedial actions.  
The solution encourages a more proactive approach, ensuring that key risks are identified 
and managed before an audit or inspection. 
GRC ONE provides an instant Risk Register for the organisation, with the individual 
governance items identified and allocated to our organisational structure. 
The system implements both a traditional and a “Bow Tie” methodology for Risk 
Management, whereby the Core Risk is broken down into its underlying Threats (or causes).  
Each Threat is scored as to the Probability of it happening (likelihood) and the Impact it will 
have in the event of it happening, giving you both an Inherent and Residual risk score.  
Control Measures are implemented to reduce either the probability of the risk becoming an 
event or reducing the impact felt when an event happens.  
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1.12 Health and Safety 
 
At East Midlands Academy Trust, we recognise our responsibilities under the Health and 
Safety at Work Act 1974 and will take all reasonably practicable steps to provide and 
maintain safe and healthy working conditions (on the school premises and during school-
sponsored activities), equipment and systems of work for all our pupils, school personnel 
and visitors to the school.  
The Health and Safety at Work Act etc. (HASAWA) 1974 remains the principal enactment for 
occupational health and safety in the UK. HASAWA establishes the responsibilities of 
employers, employees, and contractors in relation to health and safety at work 
We believe we can help prevent accidents and provide a safe and healthy working and 
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Section 2 – Budget and Audit 
 
2.1 Budget Setting  
 
2.1.1 Budget Setting Process  
The budget setting process and timetable is set out in February each year. A timetable 
together with budget assumptions will be presented to Finance committee at the spring 
term meeting for approval and will then form the basis for the budget and 5-year plan. The 
budget assumptions will set out the planning assumptions agreed by trustees to be used by 
the academies and head office for the formulation of the plan.  
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The General Annual Grant (GaG) will be pooled with the trust allocating a school grant to 
support the net costs of the academy. The school grant will cover the staff costs included in 
the ICFP modelling together with the non-pay costs of Educational and other supplies and 
services. These will be allocated on a bench marked cost per pupil. Special consideration will 
be made for the additional costs associated with the SEND departments which attract higher 
needs funding.  
 
All capital will be pooled and allocated by the trust dependent on need. Schools may bid for 
small projects during the budget review process.  
 
Where staff are supporting disadvantaged pupils from pupil premium monies, these staff 
duties must explicitly be assigned to these pupils in the model to demonstrate the additional 
support given, and not used for general teaching.  
 
The Head teacher and the Finance Officer in consultation with the Trust Finance Business 
partner, will put together a draft Budget for the next academic year including the future 
staffing requirements and priorities. A deficit budget may not be set. The budget submission 
will include KPI’s as outlined in the budget instructions issued each year at the start of the 
annual planning exercise. The Finance business partner will compile a roll forward plan for 
the 4 subsequent years as a desk top review. This will be shared with the head teacher.  
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The Finance Officer at the school must ensure all entries are made in the accounting system 
by day 3 after month end. The monthly Management Reporting pack will be prepared by the 
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In addition, the trust may vire the contingency held in the head office to a school where it 
has been agreed that additional resources are required with a business case outlining the 
reason for the request to use contingencies and the impact of that money on students.  
 
The budget can only be moved where the income or expenditure was included in the 
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Section 3 – Accounting Processes 
 
3.0 Accounting Processes  
The responsibilities of the School Finance Officer include but are not limited to those 
described in this Handbook.  
 
3.1 Local Accounting System  
Access to the computer based local accounting system (currently PS Financials) will be 
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3.2.4 Bank Reconciliations  
The Trust Finance Business Partner must ensure bank statements are received regularly and 
that reconciliations are performed at least on a monthly basis. Reconciliation procedures 
must ensure that:  

 All bank accounts are reconciled to the academy’s cash book  
 Reconciliations are prepared by the Trust Finance team  
 Reconciliations are subject to a monthly independent review carried out by the Chief 
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3.3.2 Debtors’ Accounts  
The credit history of debtors should be considered before deciding whether or not to insist 
on payment in advance.  
 
All invoices raised will bear a unique sequential number generated by PS Financials when 
the invoice is raised.  
When invoices are paid, the payment is entered on the Cash Analysis spreadsheet by the 
Finance Officer and matched to the appropriate invoice.  
 
The Finance Officer is responsible for monitoring all outstanding debts to the academy and 
sending reminders to the debtor after payment is outstanding for more than one month.  
 
For debts still outstanding after the reminder, the Finance Officer will send further reminders 
or arrange for a letter from the Head teacher. Direct contact will also be made by 
telephone/e-mail. Any debts still outstanding will be reported to the Head teacher or the 
Local Advisory Board.  
 
If further difficulty is encountered in recovering the income, the Finance Officer will pursue 
appropriate action in consultation with the Head teacher, seeking Legal Advice if required 
and advise the relevant Trust Finance Person.  
Debts older than three months must be reported to the Chief Finance Officer and a  
provision made to the accounts.  
 
3.3.3 Write Offs of Liabilities  
Write offs must be approved at Trust level. 
 
3.3.4 Banking  
All income collected must be banked in total without any deductions. The Finance Officer is 
responsible for ensuring that banking takes place regularly but at least once a fortnight and 
before the insurance limit for the safe is reached. No personal cheques are cashed from 
official income.  
 
The paying-in book will be completed by the Finance Officer, who agrees the total with the 
cash receipt system.  
 
All income received up to the date of banking will be deposited intact with the paying-in 
book signed by the person carrying out the banking. Any discrepancies will be annotated on 
the banking records and brought to the attention of the Finance Officer.  
 
All cheques received will be listed in detail, showing the amount of each cheque and details 
of what it relates to.  
 
The Finance Officer will ensure that adequate precautions are taken by staff taking income 
to the bank to safeguard them and the income when in transit. The use of a secure cash 
collection service is encouraged.  
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A standard budget must be prepared by the lead staff member for each school trip. This 
must include 
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3.5.4 Limits and Authority  
The EMAT Accounting Officer reserves the powers to give prior approval to the opening of 
new bank accounts; no accounts may be opened or operated of which the Accounting 
Officer has not approved.  
 
3.5 Purchasing  
The Trust has a duty to achieve the best value for money from all its purchases. This means 
it wants to get what it needs in the correct quality, quantity, and time at the best price 
possible. A large proportion of purchases will be paid for with public funds and it needs to 
maintain the integrity of these funds.  
 
Any Related party transactions must be pre-approved by the ESFA and on a cost 
only basis (see the section on Related Party Transactions). A full list of related 
parties can be found in Appendix C.  
 
3.5.1 Ordering  
A purchase requisition must be completed for all goods and services to be ordered. This 
requisition must be authorised by the department head and head teacher before a 
purchase order is raised. If the order is for a value in excess of £1,000 then the requisition 
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3.5.2 Receipt of Goods and Services  
All goods and services will be checked against the Purchase Order for quality and quantity 
by the Academy Support Staff or a person designated by the Finance Officer.  
 
The delivery note will be annotated and signed by the checker and sent to the Finance 
Officer as an advice that the order has been completed satisfactorily or with details of any 
shortages, rejected items, inadequate service or any other disputed item of goods or 
service. The Finance Officer will take appropriate action to address this and notify the 
supplier when relevant.  
 
A separate record will be maintained by the Finance Officer, who will monitor the provision 
of replacements or credits.  
 
3.5.3 Processing Invoices  
All invoices will be sent to the Finance Officer, who ensures it is a valid invoice for goods 
that have been received in good order or for services delivered to an accepted standard.  
 
Where a contract is in place these will be in accordance with the contract and any signed 
variations. Any other additional requests for payments on contracts should be referred to 
the Procurement and Contracts Manager.  
Invoices will be recorded by the Finance Officer in the purchase ledger. The Finance Officer 
will stamp invoices with a grid against which the following can be evidenced: 
  

a) Invoice details agreed to official purchase order  
 

b) Goods/services received in a satisfactory condition  
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Finance Department or as part of the Internal Controls Review by the EMAT Audit and Risk 
Group.  
 
All key supplier statement should be reconciled to the purchase ledger quarterly to ensure 
all invoices have been accounted for and the cost is recorded in the trust accounts.  
 
3.6 PROCUREMENT AND CONTRACTS  
 
3.6.1 Principles  
3.6.1.1 This section aims to promote good procurement and contract management practice. 
The Finance and Finance and Operations Director is responsible for ensuring compliance 
with these procurement and contract management policies, guidance, and templates. 
 
3.6.1.2 All procurement of goods and services, must:  

i. achieve best value for money.  
ii. be consistent with the highest standards of integrity.  
iii. ensure fairness in awarding contracts regardless of value.  
iv. comply with all legal requirements, statutory objectives, and these procedures.  
v. support the corporate goals and objectives.  
vi. include consideration of equality and sustainability.  
vii. comply with the terms and conditions of the agreed contract unless otherwise 

authorised by the Finance and Operation’s Director.  
 
3.6.1.3 The Public Contracts Regulations 2015 (PCR 15), and Government guidance for 
procurement and contracts are incorporated into these financial procedures. Where updates 
to public regulations occur, guidance will be updated to reflect changes.  
 
3.6.1.4 To ensure value for money is obtained all purchases of goods or services should 
normally follow a competitive process unless identified as being out of scope  
(Section 3.6.2).  
 
3.6.1.5 The Trust or its schools may purchase from or through centralised purchasing 
arrangements, agencies including recruitment agencies, hire, rental or lease of any goods or 
equipment and the delivery of services.  
3.6.1.6 The use of an existing Trust contract or centralised purchasing arrangement is 
compulsory except where it is not in Trust’s or the schools’ interests to do so. A waiver must 
be obtained from the Procurement and Contracts Manager (PCM).  
 
3.6.1.7 The PCM is responsible for ensuring that the Trust has policies and procedures and 
guidance in place for the control of procurement and contract management activity. They 
are responsible for policies and procedures to be in place to ensure all Trust procurement is 
compliant.  
 
3.6.1.8 Staff must use the up-to-date templates and guidance when undertaking 
procurement and contract management.  
 
3.6.1.9 All staff should declare any interests, pecuniary or otherwise, to their line manager 
as soon as practicable, in connection to any procurement or contract which could bring them 
into conflict with Trust's interests. A purchase must not be recommended or made where 
the person doing so has a conflict of interest with that organisation. 
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3.6.2 Out of Scope - Procurement and Contracts  
3.6.2.1 The following contracts are excluded from the need to follow competitive 
procurement processes i.e., obtain quotations or tenders, however the appropriate approval 
process must always be followed:  

(i) purchases made using a Commercial Credit Card Government Procurement card 
(GPC) providing those purchases are made in accordance with the Government 
Procurement Card Policy before the FRs are published. Ref FR here & link to policy  

(ii) purchases made through CCS frameworks that have an on-line catalogue that create 
a supplier quote and can be used for direct purchases.  

(iii) where another public body is in the lead in a procurement, on behalf of, or in 
collaboration with Trust, providing participation in the collaboration has been 
approved in accordance with the Scheme of Delegation.  

(iv) purchases through centralised purchasing arrangements in place with other public 
bodies providing it was procured in accordance with these FRs.  

(v) public-to-public contracts within the public sector where all the conditions within PCR 
15 can be met.  

(vi) contracts entered into by, or on behalf of, Trust for the appointment of Legal 
Counsel.  

(vii) the acquisition, disposal, transfer, renting of, subletting of or to, any land or 
building for the purposes of occupying that land or building.  

(viii) contracts for Treasury management or loans.  
(ix) subscriptions for publications where the supplier is the sole source of that publication 

or where grouping of publications from a single supplier will result in value for 
money. 

(x) courses, attendances at conference and lecture fees if approved by Chief Operating 
Officer  

(xi) contracts of employment, agency, and temporary staff contracts.  
(xii) advertising in the media, including social media and for recruitment purposes. 

 
3.6.3 School Improvement Experts  
3.6.3.1 This section is applicable to School Improvement experts are appointed through 
Trust's online application process.  
 
3.6.3.2 The procurement system need not be used, as the School Improvement experts’ due 
to the nature of the resource and the need for expertise in this very important area of 
school development
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3.6.7 Credit Card  
 
3.6.7.1 The Trust's Credit Card Policy governs the use of all corporate cards used in Trust. A 
credit card must never be used for personal purchases or to avoid the procurement process.  
 
3.6.7.2 To ensure Value for Money is obtained where the purchase is £500 or over three 
online quotes must be obtained and saved for audit purposes.  
 
3.6.7.3 Special conditions may be applied to specific cards controlling their use and these 
must be adhered to.  
 
3.6.8 Waivers/Single Tender Justifications  
 
3.6.8.1 The Chief Executive may waive the procurement rules in these FR using a single 
tender justification in the following circumstances:  

a. where an existing Trust contract or framework  
b. where the timescale genuinely precludes a competitive process. Failure for 

the organisation to plan the work properly including procurement time would 
not be regarded as a justification for a waiver.  

c. where specialist expertise is required and is available from only one source.  
d. when the task is essential to complete the project and arises as a 

consequence of a recently completed assignment and engaging a different 
supplier would be inappropriate. The proviso to this is that the original 
contracts were procured in accordance with these Regulations and the 
benefits must outweigh any potential financial advantage to be gained by 
competitive tendering  

e. where there is a clear benefit to be gained from maintaining continuity with 
an earlier project providing the original contracts were procured in 
accordance with these procedures and the benefits must outweigh any 
potential financial advantage to be gained by competitive tendering. 

 
 
3.6.9 Contract Values, Mixed Contracts and Thresholds  
 
3.6.9.1 Chief Operating Officer is responsible for advising the trustees regarding the 
thresholds for which quotations or tenders must be obtained.  
 
3.6.9.2 The values included in Appendix D Procurement and Contracts Approval are to be 
automatically varied where the Government announces amendments to Public Contracts 
Regulations (PCR) thresholds. A project lead must not select a method of calculating the 
total value to minimise the application of these procedures. They must not disaggregate 
purchases that could be obtained under one contract to achieve this.  
 
3.6.9.3 Where the value is based on a mixed contract of goods, services and works, the 
advice of the PCM must be sought regardless of contract value.  
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3.6.9.4 The following classifications apply to procurement processes as detailed in Appendix 
D Procurement and Contracts Approval:  

a. all contracts with a total contract value of £10,000 or more, will be included 
on the Central Contract Register. 
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3.6.12 Quotations and Tenders  
 
3.6.12.1 Quotations and tenders must be compliant with the Guiding Principles in the FRs, 
PCR15, Cabinet Office Procurement Policy Notes and good procurement practice.  
3.6.12.2 All contracts where the anticipated total contract value is £25,000 or above should 
be advertised as an opportunity on Contracts Finder.  
 
3.6.12.3 Competitive quotations and tenders submitted after the closing date and time 
should only be considered in exceptional circumstances with written approval of Chief 
Operating Officer providing the bids have either not been opened or have not left the 
custody of the PCM.  
 
3.6.12.4 The guidance and templates for use with quotations and tenders must be followed 
and changes may only be made to the templates where indicated.  
3.6.12.5 A contract reference available from the PCM, must be used on all documentation 
including purchase orders, waivers, subsequent business cases, reports, and invoices.  
 
3.6.13 Approvals and Contract Signing or Sealing  
 
3.6.32.1 Approval to procure, authorise, award, sign contracts, variations and extensions 
must be in accordance with Appendix D Procurement and Contracts Approval.  
 
3.6.13.2 The authorisation and the award must always be in writing: in the case of the 
Board this will be recorded in the minutes. 
 
3.6.13.3 The Board may be requested to delegate the award of a contract and subsequent 
variations that are within their approval level within specific parameters.  
 
3.6.13.4 The contract must be signed or sealed as appropriate after the award has been 
authorised. Both parties must sign or seal the contract before the contract commences and 
any goods or services delivered. 
 
3.6.14 Terminations  
 
3.6.15.1 Terminations of contracts before their natural conclusion can only be undertaken 
upon agreement with the PCM. All terminations must be authorised by the Chief Financial 
Officer stating the reason why the termination is required.  
 
3.6.15.2 All terminations must be issued stating the contract's clause for terminations.  
 
3.6.15 Contract Management including Variations/Change Requests  
3.6.15.1 All variations, change control or extensions must be in writing using the form 
included within the contract or Trust's standard template.  
 
3.6.15.2 Where variations or extensions are for contracts with a total contract value of 
£25,000 or above, the PCM must be consulted and a copy of the final document, signed by 
both parties, must be provided to the PCM. These documents must be signed before any 
additional spend occurs or extension period commences.  
 
3.6.15.3 The rules contained for variations, change control or extensions to contracts above 
the EU threshold for central government must comply with PCR15.  
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3.6.15.4 All extensions and variations must be pre-approved and signed in accordance with 
the Appendix D Procurement and Contract Approval.  
 
 
3.6.16 Leasing  
All leases must gain prior approval at Trust level.  
There are two types of leases, as defined under relevant financial reporting standards. There 
are finance leases (which are a form of borrowing) and there are operating leases (which do 
not involve borrowing). If there is any doubt as to whether a particular lease does or does 
not involve an element of borrowing the issue should be resolved by contacting the Trust 
financial staff, who may need to verify via the external auditor.  
The Trust must seek and obtain prior written approval from the Secretary of State, via the 
ESFA, for the following leasing transactions:  
Taking up a finance lease on any class of asset for any duration from another party, as this 
would represent borrowing  
Taking up a leasehold or tenancy agreement on land or buildings from another party for a 
lease term of more than five years and  
Granting a leasehold or tenancy agreement on land or buildings to another party for a lease 
term of more than five years.  
The Trust may take out and grant other types of leases, without the Secretary of State’s 
approval. Leases should be disclosed in the Trusts annual accounts in accordance with the 
Academies Accounts Direction.  
If the Trust does wish to enter into a lease that requires the Secretary of State’s consent, 
then the Trust will need to contact the ESFA. This must first be authorised by the 
Accounting Officer. The Trust must ensure that any lease arrangement maintains the 
principles of regularity, propriety, 
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 Correct and up to date legislation is applied, deducting student loan repayments, 

national insurance contributions and income tax are all obligations from HMRC to the 

payments team.  

 Additionally, the Edupay payments team file their payroll under Real Time 

Information (RTI) conditions as well as maintaining and securely keeping accurate 

payroll and pension records.  

 EMAT is statutory obliged to make deductions from employees pay for attachment of 

earnings orders served against employees and responsible for processing, collecting, 

and paying voluntary deductions from employees pay such as a trade union 

subscription.  
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4.0 Provision of Information  
4.0.1 The academy trust must provide ESFA, or its agents with information required for 
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fraudulent; where there is deliberate abuse of position to make a gain in the form of goods 
and services at a discount price or to get the Academy to pay for them. 
 

5.2.2 Corruption 
 
Corruption will normally involve the above with some bribe, threat or reward being involved. 
 

5.2.3 Bribery 
 
There are four key offences under the Bribery Act 2010: 

i. bribery of another person 
ii. accepting a bribe 
iii. bribing a foreign official 
iv. failing to prevent bribery 

Bribery is not tolerated. It is unacceptable to: 
 give, promise to give, or offer a payment, gift or hospitality with the expectation or 

hope that a business advantage will be received, or to reward a business advantage 
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Joshua Coleman, the Chief Executive Officer of the Trust (CEO). If the CEO is not 

available on the day or there are concerns about reporting to the person holding that role, 

the incident should be immediately reported to Kevin Crompton, the Chair of Trustees. 

When staff report suspected fraud, it is important that their suspicions are treated seriously 

and that all details provided by the reporting employee are recorded accurately and in a 

timely manner. They should be signed by the reporting employee to confirm understanding. 

It is essential that staff are put at ease, since the decision to report the suspected fraud 

may be traumatic for the individual concerned. Those reporting fraud should be assured 

that all information will be dealt with in the strictest confidence and that anonymity will be 

preserved if requested in the first instance, however anonymity may not be able to be 

preserved if it is incompatible with a full and fair investigation. 

The EMAT whistleblowing policy offers guidance on how to report a concern as well as 

providing free and confidential advice through 

https://protect-advice.org.uk/


East Midlands Academy Trust Academy Financial Handbook 

42 
 

The trust must notify ESFA, as soon as possible, of any instances of fraud, theft and/or 

irregularity exceeding £5,000 individually, or £5,000 cumulatively in any academy financial 

year. Any unusual or systematic fraud, regardless of value, must also be reported.  

The following information is required:  

 full details of the event(s) with dates  

 the financial value of the loss 

 measures taken by the trust to prevent recurrence  

 whether the matter was referred to the police (and if not why)  

 whether insurance or the RPA have offset any loss  

 

The ESFA may conduct its own investigation and publish this report. ESFA has a guidance on 

reducing fraud, for Academy’s reference as part of its risk management approach. (ESFA 

Academy Handbook 2021 - 6.10) 

5.3.4 Anti-fraud checklist for academy trusts 
Fraud occurs in every sector and although the level of identified fraud in academies is very 

low, academy trusts need to be aware of the potential for it to occur. 

The 10 questions below are intended to help trustees, accounting officers and chief financial 

officers to review their arrangements for preventing, detecting, and dealing with fraud should 

it occur. 

Arrangements will vary according to the size, complexity, and structure of the trust. 

1. Are the trustees, accounting officer and chief financial officer aware of the risk of fraud 

and their responsibilities regarding fraud? 

2. Is fraud included within the remit of the trust’s audit committee? 

3. Has the role of the trust’s external auditor and responsible officer (or equivalent) 

regarding fraud been established and is it understood? 

4. Is fraud risk considered within the trust’s risk management process? 

5. Does the trust have a fraud strategy or policy and a ‘zero tolerance’ culture to fraud? 

6. Is the fraud strategy or policy and ‘zero tolerance’ culture promoted within the trust? 

For example, through financial regulations, disciplinary procedures, checks on new 

staff, induction process, staff training, vetting of contractors? 

7. Does the trust have policies on whistleblowing, declarations of interest and receipt of 

gifts and hospitality? 

8. Does the trust have appropriate segregation of duties around financial transactions, 

including, but not limited to, accounting, processing, and banking arrangements? 

9. Is it clear to whom suspicions of fraud in the AT should be reported? 
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To mitigate the impact of a Cybercrime or a Cyber incident the trust implemented the following 

measures  

 We have commissioned a Cybersecurity incident response Plan (CSIRP). 

 There is in place an ICT Business continuity plan. 
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Appendix A – Definitions 

 
Accounting Officer (AO) As described in the ESFA 

Academies Financial Handbook, the 
AO is personally responsible to 
Parliament for the Trust’s overall 
management and resources 

Academy Improvement Team 
(AIT) 

Governance measure put in place if 
the academy is in an OFSTED 
category. This will then be replaced 
with an LAB if the academy makes 
the necessary improvement 

Bursar See “Finance Officer” 

Business Manager See “Finance Officer” 

Chief Financial Officer (COO) As described in the ESFA 
Academies Financial Handbook, the 
COO is responsible to the ESFA for 
the finances of the Trust and its 
academies. Chief Operating Officer 
is the COO for the trust. 

Credit Card Any charge card used by academy 
staff including bank, store cards 
and Purchasing cards 

Department for Education (DfE) The government department 
responsible for education 

Education and Skills Funding 
Agency (ESFA) 

The funding body of the DfE 

Finance Business Partner The central finance team person 
responsible for supporting the 
Academy Head Teacher with 
Finance information. This will be 
the Management Accountant, or 
Finance Manager or equivalent. 

Finance Committee The committee of the Board of 
Trustees which focuses on the 
finances of the Trust and its 
academies. 

Local Advisory Board (LAB) The body to which the Board 
delegates the monitoring of 
Finance at a local level 

 
 
 
 
 
 
 
 

Head of an academy 
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Head teacher 
Finance Officer (FO) For the purposes of this handbook, 

the terms School Finance Officer, 
Finance Officer and Bursar are 
interchangeable, and all refer to 
the person within the school with 
responsibility for Finance within an 
East Midlands Academy Trust 
School 

Procurement and Contracts 
Manager (PCM) 

Purchasing Card. The person within 
the Trust with responsibility for 
procurement and contract 
management across all the 
academies 

Purchasing Card For the purposes of this handbook, 
the terms purchasing card, 
commercial card, credit card, store 
card and Government Procurement 
Card are interchangeable, and all 
refer to the use of a card to pay for 
goods and services. 

Board The board of trustees of the Trust 

Trust East Midlands Academy Trust 
central management 
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Appendix B – Key Staff and Authorised Signatories 
 

Central team  
CEO & Accounting Officer Josh Coleman 

Chief Operating Officer Paul Wheeler 

Head of Academy Development Katy Russell 

Trust Data Manager Ann Guest 

Academy Improvement Partners Giles Osbourne 

Head of Safeguarding and Inclusion  Lorna Beard 
Senior Workforce Planning & HRBP Hena Mahmood  

Workforce Planning and Talent Management Officer Lorna Stockwell 
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Appendix C – Related parties 
 

 
Section 1 – Approved Related Parties  
 
The following related parties have been approved by EMAT and the ESFA for use as a 
supplier for EMAT and its academies:  
 
None  
 
All transactions with the above related parties are at cost, as required by the ESFA.  
 
Section 2 – Other Related Parties  
 
No related parties have been identified and transactions should not normally be entered into 
any person related to an officer or staff member of the trust. If for some reason a 
transaction between EMAT or one of its academies and a related party becomes necessary, 
permission must be sought from the ESFA via the Accounting Officer. 
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Appendix D 

Procurement and Contracts Approval 

Total 

Contract 
Value 

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 Column 7 

Authority 

to start 
process 

Contract 

Terms 

Procurement 

Route 

Authority 

to award 
contract 

Contract 

Signing 

Purchase 

Order and 
Invoice 

Variations 

and 
Extensions 

Strategic 

Contract 
OJEU 

thresholds 
as defined 

in Public 
Contract 

Regulations 

2015 (PCR) 
Part 2 Sub 

section 2 
Thresholds 

Clause 5 

See Notes 
1 &2 below 

Board of 

Trustees 
with a 

request to request to 

Board of 

Board of  CC
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Total 

Contract 
Value 

Column 1 Column 2 Column 3 Column 4 Column 5 Column 6 Column 7 







East Midlands Academy Trust Academy Financial Handbook 

54 




