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1. Introduction 

1.1 Harris Federation (referred to herein as the “Trust”) was established on 26 April 2007.  The Trust is a  
multi-academy trust capable of operating and maintaining a number of academies (each an “academy” 
and together the “academies”). 

 
1.2 The Trust is both a company limited by guarantee and an exempt charity, regulated by the Secretary of 

State for Education, who acts as the principal regulator. 
 

1.3 The Trust’s constitution and its charitable objective is set out in its Memorandum and Articles of 
Association (“Articles”). 

 
1.4 Trustees have an overriding duty to act freely and in the best interest of the Trust and the academies at 

all times. 
 

1.5 The purpose of this Scheme of Delegation is to provide operating clarity as to the roles, responsibilities 
and authority of those who contribute to the governance and oversight of the academies and the Trust 
itself. This Scheme of Delegation is subsidiary to the Articles, the Funding Agreement(s) and all 
schools/academies legislation. 

 
1.6 The Trustees reserve the right (in their absolute discretion) to review and alter this Scheme of 

Delegation and the level of delegated responsibility at any time, and will be formally reviewed for its 
effectiveness at least every two years. 

 
1.7 The Effective Date of this Scheme of Delegation is 1 September 2022. 

2. Accountability: Governance and Management Structures  

2.1 The Trust is a company limited by guarantee. It has no shareholders. The highest tier of oversight is 
provided by the “Members” who, through general meetings, are the guardians of the Trust, its purpose 
and welfare. Each Member’s liability is limited to £10 and, in view of the limited liability and therefore 
scope for accountability, they have limited governance and no day to day management responsibilities.  
Members cannot be employees. 

 
2.2 The next tier of oversight is provided by the “Trustees”. Trustees are appointed by the Members to 

whom they report. They are trustees for charity law purposes and also company Trustees are appointed 
directors registered with Companies House.  The Trustees are personally responsible for the actions of 
the Trust and the academies and are accountable to the Members, the Secretary of State for Education 
and the wider community for the quality of the education received by all pupils of the academies and 
the expenditure of public money. The Trustees are required as trustees and pursuant to the Funding 
Agreement(s) to have systems in place through which they can assure themselves of the quality, safety 
and good practice of the affairs of the Trust.  The Trustees meet as a board of Trustees, generally known 
as the “Trust Board”. 

 
2.3 All Trustees have the same responsibility to act in the best interests of the Trust and the academies, 

irrespective of any other role they may undertake within the academy. 
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2.4 The Trust Board will oversee the management and administration of the Trust and the academies run by 
the Trust and herein delegates authority and responsibility to others. The Trust also appoints an 
appropriately qualified Clerk. 

2.5 The main delegation will be: 
 

 to “Trust Board including Committees” of the Trust Board, who will act either in a permanent 
capacity or a temporary capacity where the terms of delegation will be determined by the Trustee 
Board. 

 
 to the “Chief Executive Officer”, who will be responsible for the day-to-day management of the Trust 

and the academies.  The Chief Executive Officer will be appointed by the Trust Board and report 
directly to it. 

 
 to an “Academy Governing Body” for each academy to undertake elements of the Trustee Board’s 

role of strategic direction and oversight at a local level. Each Academy Governing Body is 
accountable to the Trust Board in relation to any matter delegated to it. The duties, responsibilities 
and authorities of each Academy Governing Body may vary between academies as determined by 
the Trust Board in consultation with the Chief Executive Officer. 

 
 to the “Executive Team” which is the executive management arm of the academy trust, focusing on 

operations. They operate under the leadership and direction of the Chief Executive Officer, who is by 
virtue of his position a Trustee of the Federation. The Executive Team work directly with the staff in 
each academy to ensure that the required outcomes are achieved in accordance with the direction 
and vision of the Trust Board. There are two discreet Executive teams that work closely together; 

 
• the Central Services Executive Team who particularly focus on areas covered by the Academy 

Trust Handbook, the team comprises of the Chief Executive Officer, Chief Information Officer, 
Chief Financial Officer, Director of Estates and Commercial, Director of Risk and Compliance and 
Director of People. This team ensure strong support and challenge to Academies and central 
teams to ensure rigorous compliance and high expectations in terms of effective and efficient 
strategies for management of finances, HR, legal, procurement and estates management, all 
areas of compliance including health and safety, IT and IT security, data protection, risk 
management, talent management. 
 

• the ” Education Executive team” who particularly focus on ensuring a high quality of 
educational provision in each Academy, this includes effective and efficient strategies to 
manage continuous improvements for students in the quality of teaching, behaviour and 
attitudes, personal development and welfare, including safeguarding. This team comprises the 
Chief Executive Officer, Director of Secondary, Director of Primary and Director of Academy 
Improvement, Secondary and Primary Directors are also supported by eight Assistant Directors 
who will also be delegated responsibilities under this scheme of delegation. 

 
 to the “Principal” (includes Executive Principal, Principal) through the formal delegation of powers 

from the Trust Board through the Executive Team. The operation of each academy will be managed 
by a named Principal or Executive Principal. The duties, responsibilities and authorities, of a 
Principal, may vary as between academies as determined by the Chief Executive Officer in 
consultation with the Trust Board. A Principal will report to their Quadrant Assistant Director who 
report directly to the Secondary Director or Primary Director. 
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3. The role of the Members  

3.1 The role of the Members is laid out in the Articles and in company law. Their role is that of guardians of 
the constitution, ensuring the charitable object is fulfilled and to conduct oversight of the Trust Board.  
Members have limited governance and no day-to-day management responsibilities. 

3.2 The Members’ key responsibilities are: 
 

▪ to ensure the Objects of the Trust are met;  
▪ to receive the Annual Report (prepared by the Trustees) at a General Meeting of the Trust;  
▪ to appoint the Trust’s auditors;  
▪ to determine the Trust’s constitution by adopting the company’s Articles;  
▪ to exercise either a direct power under the Articles or a statutory power; 
▪ to appoint and remove Trustees (noting any powers delegated by the Members to the Trust Board to 

make such appointments and removals).  
 

3.3 Notwithstanding any provision of the Articles, the Members have formally delegated to the Trustees the 
power and responsibility to appoint and remove Trustees, and such appointments will be ratified at the 
next General Meeting of the Members. Any removal by the Trust Board of a Trustee appointed or 
ratified by the Members can only be undertaken by majority vote in general meeting or by written 
resolution of a majority of the Members. 

4. The role of the Chairman of the Trust Board   

4.1 The Chairman of the Trust Board (“Chairman”) has a fundamental role in leading the business of the 
Trust and as a fulcrum between the Trustee Board and the Chief Executive Officer. 

 
4.2 The Chairman is first amongst equals but has no defined individual power (except in an emergency). 

 
4.3 The specific tasks and responsibilities of the Chairman are as follows: 

▪ to ensure the Trust Board provides a strategic focus to the Trust and its academies; 
▪ to manage the business of the Trust Board to ensure it undertakes its duties efficiently and effectively 

in and between board meetings;  
▪ to build, develop and meld the Trustees into an effective team, taking account of recruitment, 

succession and the professional development needs of the Trustee Board;  
▪ to work in partnership with the Chief Executive Officer, developing a professional relationship, 

providing appropriate encouragement, challenge and support;  
▪ to promote a culture of robust evaluation and continuous improvement across the Trust striving to 

drive up standards everywhere;  
▪ to ensure the Trustee Board meets all its legal requirements by working closely with the clerk to the 

Trustee Board;   
▪ to represent the Trust to key external partners, the media and the public when required. 

5. The role of the Trustees and the Trust Board  

5.1 The Trustees have overall responsibility and ultimate decision-making authority for all the work of the 
Trust. 

 
5.2 The Trust Board will set the strategic direction of the Trust, maintain legal oversight, monitor all 

activities, assess the performance of the academies and establish & review material policies and 
practices governing the life of the academies. 
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5.3 The specific tasks and responsibilities of the Trust Board are as follows: 
 

▪ to determine the vision and ethos of the Trust whilst acknowledging the uniqueness of each 
individual academy and the needs of the communities they serve; 

▪ to, in conjunction with the Chief Executive Officer, develop a strategic plan for the Trust and to 
ensure the effective communication of that plan so it can be implemented across the Trust and in all 
the academies;  

▪ to establish and maintain the academies (including considering expansion of the Trust by taking 
existing schools into the Trust or opening new schools); 

▪ to determine and ensure the implementation of material policies and procedures which it is intended 
will achieve a consistently high standard of education and financial prudence across all areas of the 
Trust;  

▪ to make or ratify suitable appointments of individuals who serve or will serve on the Academy 
Governing Bodies, such as the Chair of Governors including removing such individuals who fail to 
fulfil the expectations of the role;   

▪ to approve the overall Trust budget and the budgets of each academy, having regard to any 
recommendations of the Finance Committee which will be responsible for conducting a thorough 
review of all budget proposals;  

▪ to formally appoint the Chief Executive Officer;  
▪ to ensure there is an effective risk management strategy in place 
▪ to provide challenge and support to the Chief Executive Officer and through him to the academies  
▪ to set goals and undertake the performance management of the Chief Executive Officer;  
▪ to ensure that the Chief Executive Officer is effectively overseeing the objectives and outcomes of 

each of the academies;  
▪ to ensure that the Federation IT strategy is effective and efficient and robustly secure; 
▪ to oversee the delivery of the benefits that collaborative working, common approaches and common 

systems will bring across the academies;  
▪ to oversee the performance and delivery of any service provided by the Trust to the academies; 
▪ to ensure proper advice is available to the Trust in relation to legal and compliance matters; 
▪ to ensure that the Trust operates effective health & safety systems and procedures (including 

safeguarding);  
▪ to ensure appropriate performance management systems are in place and are effective across the 

Trust and are accompanied by relevant programmes for the professional development of all staff;  
▪ to regularly review and receive;  

 

o a high-level overview on safeguarding, this will include a Federation overview of how 
safeguarding is monitored across academies and ensuring that support and challenge from 
Directors is robust 

o a high level overview of Health and Safety across the Federation 
o the KPIs from the academies, which will cover student attendance, exclusions, leavers and public 

examination data, along with a short analysis as appropriate; 
 

Through established committees:  
 
 Finance Committee - to ensure there are robust financial systems and procedures in place that are 

adhered to by the Trust and each academy (using periodic internal audits to provide such assurance); 
 Audit Committee - to ensure a comprehensive risk management framework and appropriate risk 

management strategies are put in place and maintained across the Trust; to ensure internal Audit is 
effective in identifying areas for improvement; estates management is effective and ensures all 

http://www.harrisfederation.org.uk/


 
 

 
PUBLIC 

7 
 

academies are environments conducive to good educational provision and safe for staff and 
students, procurement services ensure good VfM is achieved and economies of scale are realised 
wherever possible; 

 Renumeration Committee – to ensure pay awards are in line with guidance in the Academy Trust 
Handbook and take account of performance, the need for recruitment and retention, the level of 
challenge of roles and affordability; 

 Curriculum Committee – to ensure that the central education support is effective and efficient and 
that compliance with national expectations across the group is adhered to. Academy governing 
bodies will review curriculum at a local level. 
 

5.4 The organisation of the Trust Board is set out in the Articles of Association which determine the 
minimum meeting frequency, quorum and the process for appointment of a Chairman and Vice-
Chairman of the Trust Board.  In summary, the Trust Board is required to meet at least three times a 
year and the quorum for any meeting is the greater of three or a third of the Trustees appointed at any 
one time. 

6. The role of the Chief Executive Officer  

6.1 The Chief Executive Officer will be responsible for managing the Trust and its academies and the central 
services on a day to day basis. The role, function, responsibility and authority of the Chief Executive 
Officer are delegated by the Trust Board and may be varied at its sole discretion.  

 
6.2 The specific tasks and responsibilities of the Chief Executive Officer are as follows:  
 

 to support the Trustee Board in the formulation and development of its strategy;  
 to work as an Executive Principal / Principal as required and to undertake designated work as defined 

by School Teachers Pay and Conditions; 
 to ensure that all decisions made by the Board are implemented in a timely and effective manner;  
 to actively promote the values of the Trust through actions, policies and procedures;  
 to ensure striving for outstanding educational performance is embodied across the Trust;  
 to provide direction and oversight to all of the Trust’s operations;  
 to line manage the Central Executive Team and the Education Executive Team;  
 to manage the central operations of the Trust and the delivery of the key objectives of the functions 

delivered by the central Executive Team;  
 to provide strong and effective leadership to the Trust staff to achieve the highest levels of 

educational and financial performance and ensure a culture of continuous improvement;  
 to present an annual self-evaluation and federation improvement plan effectively communicated to 

all stakeholders.  
 to work effectively with the range of external stakeholders, including communities, parents, 

government, funding and regulatory bodies;  
 to ensure the highest standards of safeguarding and child protection are maintained across the Trust 

and in each academy;  
 to oversee the effective management of risk within the Trust;  
 to ensure, as Accounting Officer, robust financial systems are in place so that the Trust’s funds are 

used properly, efficiently and effectively;  
 to ensure the Trust’s internal communications with staff, pupils, parents and governors are effective;  
 to develop the relationship that the Trust has with the Secretary of State for Education (including 

also the Department for Education, the Education and Skills Funding Agency, the Regional Schools 
Commissioner and Ofsted);  
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 to develop strategic partnerships with other bodies and organisations, including service providers, 
which will further the Trust’s strategic plan;    

 to represent the Trust to key external partners, the media and the public on a national platform.  

7. The role of the Central Services Executive Team  

7.1 The “Central Services Executive Team” is made up of the key leads that oversee functional operations 
and resources on a Trust wide basis this includes 
 People – including recruitment and talent management  
 Finance  
 Commercial - including Estates and Projects, Health & Safety and Procurement.  
 Compliance - including Data Protection, Safer Recruitment, Risk management, Internal Audit, 

Governance and Admissions. 
 IT and Data management - including IT security 

 
7.2 The purpose of this central executive team is to support the educational performance of the academies.  

The Executive Team works directly with the staff in each academy to ensure that the Trust’s strategic 
plan (incorporating the Education Improvement Plan) is being implemented and the required outcomes 
are achieved in accordance with the strategy and vision of the Trust Board. The individuals who form the 
Executive Team operate under the leadership and direction of the Chief Executive Officer. 
 

7.3 Each functional lead within the Executive Team has individual responsibilities, performance targets and 
are managed directly by the Chief Executive Officer. The Executive Team as a body has no executive 
authority or responsibility, as all functions that it delivers are the responsibility of an individual with the 
team. 

 
7.4 The Executive Team will seek input and advice from internal and external experts, including the 

Education Executive, and may on occasion seek to utilise and/or deploy staffing resources (on a 
temporary or permanent basis) for the benefit of the Trust as a whole. 

 
7.5 The Executive Team supports the Chief Executive Officer in delivering the following specific tasks and 

responsibilities: 
 

▪ engage fully with the Education Executive Team, agreeing SLAs and communicating proactively as 
required; 

▪ to manage the processes for schools joining the Trust, working with the Education Executive Team 
(including carrying out appropriate due diligence and identifying any actions required to address 
areas of weakness or opportunities for improvement); 

▪ to advise on, facilitate, supplement or provide (as necessary) any operational or managerial support 
to each academy, with regard to the core functions overseen by the Executive Team in accordance 
with the requirements of the Trust Board; 

▪ to specify management controls and management reporting requirements, audit the associated 
processes, procedures and outcomes in each academy, and identify and ensure the delivery of 
appropriate training and support; 

▪ to provide operational and management support to the Principals and senior leadership teams 
within the academies; 

▪ to assist the Trust, by supporting the Academy Governing Bodies, to achieve the collective strategic 
aims and objectives of the academies; 
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▪ to implement and review systems for the benchmarking of the academies across the Trust, 
developing systems for cross fertilisation and supporting the Chief Executive Officer in maximising 
the opportunities for resource sharing and collaboration; 

▪ to build and keep under constant review a comprehensive risk management framework ensuring risk 
management strategies are executed appropriately across the Trust and in each academy   (including 
the adequacy of insurance); 

▪ to undertake the strategic management of the Trust’s estate, including drawing up a strategic asset 
plan which identifies areas in need of expansion and/or development and areas likely to be surplus 
to requirements; 

▪ to take a lead on any capital bids and allocations, supporting each academy’s premises team to carry 
out works safely and cost effectively; 

▪ to support each academy and Academy Governing Body in the development of the respective 
academy’s strategic goals and vision and strategy of the Trust; 

▪ to seek out and apply for grant funds for the Trust and each academy and to raise further 
discretionary funds from the DfE/LA and third-party sources; and 

▪ to aid the Chief Executive Officer in reporting appropriately to the Trust Board. 
 

7.6 The cost of the functions undertaken by the Chief Executive Officer and Executive Team will be funded 
on a fair basis by the academies by the contribution of a percentage of the government funding 
provided to each academy (the “Federation Contribution”). This contribution will be set each year 
based upon a budget for the shared costs approved by the Trust Board. The percentage will vary from 
year to year depending on the level of activity carried out by the Executive Team and any additional 
specific needs determined to be necessary by the Trust Board for an individual academy. 

8. The role of the Education Executive Team 

8.1 The Trust has a Primary and Secondary Executive Team as well as a School Improvement Team which 
is drawn from the senior leading educators within the Trust (e.g. Assistant Directors and Executive 
Principals) and will be led respectively by either the Primary Director or Secondary Director. It is advisory 
only and acts to support the Chief Executive Officer with a particular focus on educational standards and 
outcomes. 

 
8.2 The size and membership of the Education Executive Team will be determined by the Chief Executive. 

 
8.3 The Education Executive Team supports the Chief Executive Officer in delivering the following specific 

tasks and responsibilities:  
 
 To continuously improve the Quality of Education across the Trust and sustain high standards; 
 To propose appropriate educational standards to the Trust Board for all academies; 
 To continuously improve the Personal Development, Behaviour and Attitudes’ of students across all 

Academies; 
 To ensure students are successful in public examinations; 
 To proactively work to develop high quality leaders across all academies including Principals and 

Executive Principals; 
 To develop the professional competence of all the staff; 
 To consider succession planning and career development of the staff;  
 To cross fertilise improvement and ensure collaboration delivers better outcomes for children; 
 To engage fully with support and challenge from the Central Services Executive Team; 
 To ensure academies are assisted to manage their annual budgets and with, no deficits; 
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 To ensure adequate reserves are in place for capital projects including IT lifecycle; 
 To abide by financial scheme of delegation; 
 To ensure full compliance with all statutory policies including H&S, data security; 
 To ensure good maintenance of estates; 
 To ensure staff recruitment and retention is strong and that staff have effective performance 

management; 
 To ensure staffing structures and pay meet the needs of each academy and are made in line with 

agreed policies and procedures; 

9. The role of the Academy Governing Body   

9.1 The Trust Board has determined to establish an “Academy Governing Body” for each academy. The 
overarching purpose of an Academy Governing Body is to provide strategic direction, support and local 
accountability for the performance of the relevant academy within the framework and parameters set 
by the Trust Board. It is a non-executive body supporting the Trust Board to deliver its responsibilities. 

 
9.2 Those serving on Academy Governing Bodies are accountable to the Trust Board and must ensure that 

at all times they act in good faith and in the best interests of the academies and the Trust, exercising 
reasonable care and skill having particular regard to personal knowledge and experience. Members of 
the Academy Governing Body must comply with the Trust’s Conflict of Interest Policy. 

 
9.3 An annual self-review will be undertaken in which AGB members will be asked to articulate their 

contribution to the success of the Trust and the academy in the period of review. 
 
9.4 The core duties of the Academy Governing Bodies are ensuring clarity of vision, ethos and strategic 

direction; holding the Principal to account for the educational performance of the academy and its 
students. The Department for Education Governors’ Handbook states: 

 

   It is essential to have skilled Governors but equally important to emphasise that the skills 
required are those to create robust accountability, not to do the academy’s job for it. 

 
 

9.5 The Federation Key Document, Academy Governing Body Procedures outlines in detail the roles and 
responsibilities of the Academy Governing Body. Specific areas which the Academy Governing Body will 
oversee include: 
 
 ratifying the Academy Improvement Plan (AIP) and Self Evaluation (SEF); 
 Review a termly report from the Principal adding support and challenge as appropriate; 
 ensuring the compliance of the curriculum (INTENT) and strong IMPLEMENTATION leads to positive 

IMPACT on student outcomes; 
 reviewing Federation KPIs provided for Student Attendance and Exclusions, adding challenge as 

appropriate; 
 reviewing student leavers and joiners data (including in year admissions), ensuring the academy 

intake is always full; 
 ensuring a continued focus on equality by understanding the demographics of the academy and 

potential areas for inequality in outcomes for students, key demographics will include SEND, PP, 
ability, ethnicity, gender; 

 reviewing the academy improvements in terms of quality of curriculum and teaching; 
 reviewing academy implementation of the safeguarding policy and SEND policy; 
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 monitoring the academy safeguarding procedures and compliance;  
 approving the Academy admissions policy annually, ensuring consultation as appropriate; 
 where the Academy is its own admissions authority Governors must review and ratify in-year and out 

of age range admissions and this must be recorded as a summary in each termly meeting; 
 ratifying specific academy policies (e.g. related to SEND, Safeguarding, Curriculum (Intent, 

Implementation and Impact), Behaviour, Anti-bullying, etc.); 
 reviewing assessment data including public examination results; 
 noting of Federation policies that impact on the activities of the academy; 
 monitoring the attainment of the academy against the objectives that it has been set; 
 regularly reviewing staff and students views of the Academy, by meeting with a range of students 

and staff regularly during school visits (including SEND students); and 
 reporting back on academy visits completed and raising any areas on interest. 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

Vision, Values 
and Strategy  

 

▪ Set vision and ethos for 
the trust 

▪ Set the strategy for 
growth and direction of 
the Trust 

▪ Approve the Federation 
targets for 
improvement and the 
improvement plan 

▪ Self evaluate the impact of 
their services annually 
Identifying strengths and 
areas for improvements  

▪ Agree improvement plans 
for the departments they 
lead 

▪ Respond to change and 
growth with respect to the 
vision and ethos set by the 
trust 

 

▪ Evaluate strengths and 
areas for improvement 
across the phase of 
education they lead on 

▪ Agree a phase 
improvement plan with 
key areas identified for 
improvement across all 
academies 

▪ Approve the Academies 
specific SEFs and AIPs  

▪ Respond to change and 
growth with respect to 
the vision and ethos set 
by the trust 

 

▪ Within the vision and 
ethos set by the Trust, 
develop and monitor the 
unique vision, ethos and 
culture of their 
academy. 

▪ Ratify the academy’s 
self-evaluation form 
(SEF) and strategy for 
improvement as set out 
in its Academy 
Improvement Plan (AIP) 
proposed by the 
Principal and the 
Primary or Secondary 
Director  

▪ Monitor the progress 
made against targets 
and monitor its 
implementation. 

▪ Within the vision and ethos 
set by the Trust, develop 
the unique vision, ethos 
and culture of the academy 
and communicate this to all 
stakeholders 

▪ Identify the academy 
strengths and areas for 
improvement 

▪ Be responsible for 
preparing the AIP and SEF 
in conjunction with senior 
teams and communicate 
this to all stakeholders 

▪ Monitor progress towards 
targets set out in AIP. 

Academy 

Budget  

 

▪ Approve annual 
budgets as presented 
to the Finance 
committee for 
discussion and 
approval 

The Chief Financial Officer 
will: 

▪ develop the Trust’s financial 
controls, policies and 
procedures to ensure the 
safeguarding of funds and 
assets in compliance with 

▪ Review any budgets 
where deficits are 
predicted or become a 
risk throughout the year 

▪ Work with central 
Finance and Principals to 
mitigate financial risks 

▪ Review in detail Pupil 
Premium Grant spend 
and impact. 

▪ Review in detail catchup 
spend and impact. 

▪ Ensure that accurate 
accounting records are 
kept by the academy   
showing the receipt and 
use of all funds (ensure 
compliance with the 
requirements of the Trust’s 
Financial Powers and 
Duties, the academy’s 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

▪ Receive agreed 
budgets for approval 
annually  

Through the Finance 
committee:  

• Review detailed 
budgets termly and 
support the federation 
to manage risks and 
opportunities 

▪ Agree the contribution 
% from academies to 
the central services 
and the central benefit 
fund 

▪ Agree any additional 
spend from reserves 
that an academy may 
wish to make a case 
for, as approved by the 
Education Executives 

▪ Agree any required 
loans to an Academy as 
approved by the 
Education Executives 

▪ Ratify any proposals for 
restructures that may 

relevant guidance and 
advice. 

▪ monitor the academy’s 
compliance with such 
financial controls, policies 
and procedures. Inform 
Education executives of any 
concerns or material risks. 

▪ provide management 
accounts, draft and final 
budgets and other financial 
information in an accurate 
and timely way and in an 
approved format to the 
Principals on a monthly 
basis, to the ADs at BPSG 
termly and as otherwise 
requested by the Finance 
Committee. 

▪ recommend the academy’s 
annual budget to the Trust 
board having had this 
scrutinised by the Finance 
committee who will have 
also appropriately 
considered the priorities of 
each academy and the 
deployment of resources 
(staff and other) to 

▪ Recommend any 
spending from Academy 
reserves to the Finance 
committee 

▪ Ensure budgets have 
been appropriately 
delegated by principals 
to support high quality 
provision and 
compliance  

▪ review of annual 
curriculum and financial 
planning model, with 
agreed benchmarks. 

▪ Ensure academy 
reserves are in place or 
being worked towards, 
to cover future capital 
spend and/or risks 

▪ Recommend 
restructures to finance 
board for agreement, 
where cuts in staffing 
may be required 

▪ Review any other ring 
fenced spending and 
monitor impact of this 

▪ Support/challenge any 
proposed capital spend. 

▪ Support/challenge for 
any proposed 
restructuring or cuts in 
staffing. 

▪ Be aware of any risks to 
the budget future years, 
for example falling 
student numbers, cuts 
in funding, support and 
challenge on how this 
may be dealt with. 

 

Finance Policy, the 
Academies  Handbook and 
any other relevant 
Trust/academy   policies. 

▪ Be responsible for 
recruiting and deploying 
staff, securing adequate 
resources to create a high 
quality provision withing 
budget 

▪ Manage annual budgets 
efficiently and plan to save 
up to 4% for reserves, to 
ensure the Academy has 
funds available for known 
and unknown future 
projects. 

▪ To have regard for local 
and national benchmarks 
when designing a 
curriculum model to 
ensure sound financial 
planning 

▪ Be responsible for 
approving any plan to raise 
voluntary funds (subject to 
agreement by the CEO ) 
provided the purpose for 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

involve cuts and/or 
redundancies 

▪ Review 3 year 
forecasts, with 
particular focus on 
student numbers and 
known increases in 
costs. 

 

successfully deliver the 
necessary outcomes 

which they have been 
raised is within the 
charitable object of the 
Trust.  

Curriculum and 
Standards 

Intent 

Implementation 

Impact  

 

 

 have ultimate 
responsibility for 
Curriculum and 
Standards. 

 

The Chief Executive Officer 
working with the Director for 
School Improvement will: 

 Ensure deployment of 
Subject consultants across 
all academies to support 
and challenge Intent, 
Implementation and Impact 

 To agree rigorous support 
to the Education Executives 
during academy reviews  

 To review the quality of 
education by subject, using 
observation, discussions 
with leaders and 
assessment data, and to 
review this termly with, 
Education Executives 

The Chief Executive Officer 
working with the 
Secondary and Primary 
Directors will:  

 Monitoring academy 
curriculums ensuring 
compliance in all phases. 

 Monitor pupil progress 
in terms of pupils 
knowing more and 
remembering more   

 Carry out formal reviews 
on the quality of 
teaching (including 
personal development) 
at least once every 3 
years, supported by the 

 Monitor and evaluate 
the curriculum offer 
including the extra 
curricular offer to 
ensure that it fully 
meets the requirements 
of the National 
Curriculum in terms of 
Intent, Implementation 
and Impact, and that it 
is broad, balanced, well 
sequenced and builds 
social capital 
appropriately for the 
local context. 

 Ensure that there is an 
appropriate training 
plan so that staff are 
appropriately trained 

 Be responsible for 
designing and delivering a 
fully compliant curriculum 
with high quality Intent, 
Implementation and 
Impact in order to achieve 
high standards. 

 Be responsible for the 
quality and delivery of the 
curriculum on a day-to-day 
basis and for implementing 
any strategic plan for the 
improvement of the 
curriculum, standards & 
attainment and delivery of 
the academy   
Improvement Plan.  
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

including ADs and 
Principals. 

 To set annual standardised 
assessments for each year 
group, that will allow 
academies to benchmark 
what students know and 
remember against other 
Harris Academies 

 

 

 

Director of school 
improvement 

 Carry out a range of less 
formal ongoing reviews 
to check the quality of 
education as and when 
appropriate 

 To ensure the quality of 
professional learning in 
each academy is having a 
positive impact 

 To monitor teacher 
workload across all 
academies and ensure 
this is appropriate.  

and upskilled to deliver 
the curriculum. 

 Ensure that the wider 
curriculum of PHSE 
including SRE, mental 
health and safeguarding 
are well established and 
effective in keeping 
students well informed 
about risks and safe. 

 Be responsible for ensuring 
high quality professional 
learning where teachers 
will become experts in 
every classroom 

 Be responsible for students 
personal development 
with a high quality PHSE 
programme underpinning 
this 

 

Student 
welfare 
including 
behaviour and 
attendance  

 Ensure the central 
policies that support a 
robust approach to 
student welfare are 
reviewed annually and 
fit for purpose eg 
medical needs, school 
trips and visits, health 
and safety, staff 
expectations etc.  

 Monitor exclusions 
data which will be 

  ensure academies  
complete an audit 
assuring compliance in 
all areas of student 
welfare and 
safeguarding each 
September 

 Review academies 
annually against the 
completed quality 
standards in the Audit, in 
the form of  a physical 2 

 Review and ratify the 
Academy behaviour and 
exclusion policy 
annually  

 Review and ratify the 
Academy attendance 
and exclusion policy 
annually  

 Review any other 
policies the Academy 
presents to support 
student welfare, for 

 Ensure that behaviour and 
attendance and other 
replated policies are 
reviewed thoroughly each 
year, with attention to any 
updated guidance and 
changes in the context of 
the Academy 

 Ensure that what is written 
in policies is evident in the 
day to day operation of the 
Academy and all staff and 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

presented termly 
alongside a high-level 
summary analysis  

 Monitor attendance 
data which will be 
presented termly 
alongside a high-level 
summary analysis  

 Receive reports for 
chairs on the trust 
board regarding visits 
to academies and 
feedback from 
students  

day visit to the academy 
which will involve talking 
to students 

 Monitor KPIs for 
attendance and 
exclusions termly using 
power-bi to analyse and 
concerns and follow 
these up with Principals. 

 Regularly visit schools 
and review students’ 
behaviour and attitudes 

 

example anti-bulling 
policy 

 establish a student 
discipline Panel to 
consider any decision by 
the Principal to 
permanently exclude 
any pupil in accordance 
with the DfE Guidance 
on Exclusions. Consider 
any fixed term exclusion 
decision by a Principal 
which results in more 
than 15 days exclusions 
in a term, in accordance 
with the DfE Guidance 
on Exclusions 

 Meet with students at 
risk of exclusion as 
appropriate 

 observe students 
behaviour and attitudes 
when visiting 
academies, talk to 
students about their 
views on behaviour 
around the school and 
in lessons 

students follow the agreed 
policy. 

 That behaviour in the 
Academy is at least good 
and that staff and students 
agree this is the case 

 That good attendance and 
punctuality is a high 
priority for continuous 
improvements 

 That exclusion and 
attendance data 
scrutinised and used to 
identify effective strategies 
to improve the outcomes 
for students. 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

Safeguarding  

 

 

 

 

 

 appoint a Trustee to 
govern the 
safeguarding across the 
Trust.  

 

The Chief Executive Officer 
will:  

 develop and propose all 
policies, practice and 
procedures to be operated 
across the Trust with regard 
to safeguarding. 

 appoint a safeguarding lead 
who will oversee the DSL 
network group and ensure 
that all DSLs receive timely 
updates from DfE and other 
agencies  

 ae available to support 
DSLs/Principals with any 
serious safeguarding 
situations 

 carry out a full 
safeguarding (inc 
behaviour and 
attendance) audit 
annually 

 follow up any areas for 
improvement to secure 
highly effective 
safeguarding in every 
academy 

 ensure that each 
academy adopts and is 
compliant with all 
safeguarding policies, 
practice and procedures 
as determined by the 
Trust Board. 

 monitor safeguarding 
across the Federation for 
compliance and report 
by exception any 
concerns to the Trust 
Board. 

 appoint a safeguarding 
Governor, with 
appropriate training and 
support to carry out 
termly visits to the 
Academy, checks on 
safeguarding (including 
the Single Central 
Record) and feed back 
to the Governing body. 

 Review any 
safeguarding reports 
presented to the 
Academy 

 

 Appoint an effective DSL to 
the statutory JD agreed 
centrally 

 To write a comprehensive 
safeguarding policy for the 
academy, which is 
contextual to the academy 
needs and complies to 
KCSIE requirements 

 ensure compliance with all 
safeguarding elements to 
central policies, as 
determined by the Trust 
Board and the Chief 
Executive Officer. 

 engender a culture that 
promotes safeguarding. 

 report any serious 
safeguarding incidents to 
the federation. 

Risk 
Management  

 

The Trust Board will   

ensure a comprehensive 
risk management strategy 
is in place to effectively 

 Central Services Executives 
will complete termly risk 
assessments for their 
departments and update 
their associated Risk 

 Secondary and Primary 
Directors will oversee 
the management of risk 
in their respective 
education phases, 

 Review the top risks 
termly and understand 
the impact of these if 
they were to occur 

 Maintain an Academy Risk 
Register, which is to be 
reviewed and updated 
termly. 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

identify, assess and 
manage risks at all levels 
of the Federation. 

 

Registers in a timely 
manner.  

 The Chief Executive Officer, 
through the Director of Risk 
and Compliance, will: 

 be responsible for the 
identification, assessment 
and effective management 
of risk across the Trust.  

 ensure the Federation 
Consolidated Risk Register is 
updated termly and that 
these risks are shared and 
discussed by Executive 
Directors. 

 ensure the Federation’s Top 
Ten risks are presented to 
the Risk & Audit Committee 
termly and to the Trust 
Board on an annual basis 
(Autumn term board)  

 

including the 
identification, 
assessment and 
escalation of risks as 
appropriate to the 
Federation Consolidated 
Risk Register.  

 Identification of risks will 
included those identified 
through CSRs and CMRs. 

 ADs are to ensure 
academy risks in their 
respective 
Clusters/Quadrants are 
managed effectively and 
ensure actions identified 
during CSRs and CMRs 
are properly mitigated 
against and monitor 
progress against 
required actions with 
Principals termly at 
BPSGs. 

  

 Support and challenge 
actions taken by the 
Principal to mitigate 
risks alongside the 
effect on Academy 
provision. 

 

 Support the Central 
Executive Team to identify 
risks through engagements 
with CSRs and CMR 
reviews and site visits. 

 Ensure that appropriate 
action and follow-up is re 
taken to mitigate risks 
identified in a timely 
manner. 

 Report any emerging high 
risks to Secondary/ Primary 
Directors and appropriate 
Central Executive 
Directors, as appropriate. 

 Oversee the 
implementation of all risk 
management strategies 
within the academy guided 
by the Executive Teams.  

 Have in place an Incident 
Management Team to deal 
with any  comprehensive 
and red and tested critical 
incident plan  

Health and 
Safety  

The Trust Board will:   The Chief Executive Officer, 
through the Director of 

 Ensure that each 
academy adopts and is 

 To appoint a medical 
needs Governor with 

 Appoint appropriately 
experienced and trained 

http://www.harrisfederation.org.uk/


 
 

 
PUBLIC 

19 
 

 
The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

  Agree the main policies 
to be operated across 
the Trust with regard 
to health & safety 
(including 
safeguarding?). 

 Appoint an external 
adviser for H&S 

 Review a high-level 
Health and safety 
report termly covering 
any trends in strengths 
and areas for 
improvement 

 

Estates and Commercial, 
will:  

 Develop and propose all 
policies, practice and 
procedures to be operated 
across the Trust with regard 
to health & safety 

 Ensure all national updates 
are communicated 
effectively and incorporated 
into polices when reviewed 

 Monitor the health and 
safety across the Federation 
for Compliance and report 
by exception any concerns 
to the Trust Board 

 Complete annual internal 
audits alongside Academy 
experts and develop a 
comprehensive annual 
action plan for 
improvement 

 Procure an appropriate 
external adviser for H&S 
and manage that contract 
effectively 

compliant with all health 
& safety policies, 
practice and procedures 
as determined by the 
Trust Board, including 
the medical needs policy 

 Ensure that Principals 
have appointed 
appropriated persons to 
manage all areas of H&S 
including medical needs 
and educational visits. 

 Ensure that academies 
comply with CMR 
findings from the Head 
of H&S and work closely 
with the central team to 
mitigate any risks 

appropriate training and 
support to carry out 
visits to the Academy, 
and feedback to the 
Governing body 

 Review termly any 
identified high-level 
risks that may impact on 
the Academy provision. 

staff to manages all areas 
of Health and safety 
including medical needs 
and educational visits  

 Ensure compliance with all 
health and safety policies, 
practice and procedures as 
determined by the Trust 
Board and the Chief 
Executive Officer. 

 Engage with actions 
identified on CMR audit 
and attend BPSG meetings 
termly with ADs to check 
progress 

 Engender a culture that 
promotes robust health 
and safety throughout the 
Academy 

 Report any serious health 
and safety incidents to 
Secondary or Primary 
Director as well as Health 
& Safety manager. 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

Human 
Resources 

 

 

 

 

The Trust Board will:  

 Delegate to the Chief 
Executive Officer, the 
appointment of the 
Principal of each 
academy. 

 Operate a 
Renumeration 
committee to 
undertake salary 
reviews annually inline 
with guidance in the 
Academy Trust 
Handbook and taking 
account of the need for 
recruitment and 
retention, level of 
challenge and 
affordability. Ratify the 
main policies to be 
operated across the 
Trust with regard to 
the management of 
staff (including Pay 
Policy and the 
Performance 
Management Policies). 

 

The Chief Executive will: 

 lead the performance 
management of the 
Principal engaging the Chair 
in the process. 

Delegate to the Director of 
people;  

 monitoring and support for 
all significant HR cases” 
including tribunals and 
LADO referrals and HR 
compliance. Managed by a 
central team of HRBPs 

 the Federation talent 
management strategy from 
recruitment to professional 
learning and career paths 
withing Harris. 

 the performance 
management strategy 
across the whole Federation 
for both support staff and 
teaching staff, this to 
include policy development 
and delivery. 

 a strategy for monitoring 
and making 

 Ensures Federation HR 
policies are adhered to 
by all staff 

 Ensure Safer recruitment 
is rigorous and SCRs are 
accurate and kept up to 
dates 

 Chair staff disciplinary or 
appeals hearings where 
appropriate, including 
grievances 

 Carry out HR 
investigations cases 
where required  

 CEO advised by 
Secondary Director or 
Primary Director will 
approve any significant 
costs in relation to the 
appointment or 
resignation of a member 
of staff, including in 
relation to ill health 
retirement or the 
settlement of any claims 
or grievances in 
accordance with the 

 The Chair will participate 
in the performance 
management of the 
Principal. 

 Review a high level 
summary of staff 
leavers and joiners 
alongside a summary of 
performance 
management outcomes. 

 Support and challenge 
for any staffing 
concerns e.g. lack of 
specialist teachers, loss 
of key staff which may 
affect provision, 
exceptional 
circumstances that 
arise. 

 The Chair of the 
Academy Governors will 
be informed of any Lado 
referrals and outcomes 

 Ensure that safer 
recruitment processes are 
followed for the 
recruitment of staff. 

 Ensure that robust and 
transparent performance 
management is in place, 
with clear targets set and 
monitored 

 Implement and comply 
with all policies dealing 
with staff issued by the 
Trust Board. 

 Approve the progression of 
staff between pay grades 
ensuring any progression is 
objectively based on 
successful performance 
management outcomes.  

 Approve any initial 
disciplinary action or the 
commencement of a 
capability review in respect 
of staff other than the 
Principal and keep HRBP 
informed 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

 recommendations for 
continuously improving 
staff satisfaction and well 
being 

 Ensure the adoption of any 
standard contracts or terms 
and conditions for the 
employment of staff issued 
by the Trust Board. 

Scheme of Financial 
Delegation. 

 Education Directors will 
monitor HR cases 
through Principals and 
HRBPs 

 Appoint all staff following 
Federation guidance 

 Ensure high quality  
professional development 
of staff including 
engagement with any 
training and support 
available from or procured 
by the Executive Team. 

 Manage any claims and 
disputes with staff 
members having regard to 
any advice and 
recommendations given by 
the Chief Executive Officer 
and the Trust’s HR 
department.  

Admissions and 
Leavers  

 

 

 

 

 

 

The Trust Board will:  

 delegate responsibility 
(subject to agreement 
of changes by the CEO) 
to the individual 
academies to review, 
amend and determine 
their admission policies 
annually.  

 review the admissions 
policies from time to time 
and, if a change is believed 
to be in the best interests of 
the Trust, make such 
recommendations to the 
Academy Governing Body 
or Trust Board. 

 Support academies in 
managing admissions 
appeals and ensure they are 

 Support the Trust Board 
to  

 in line with the vision 
and values of the Trust 
Board determine the 
admission policy for its 
academy including 
whether to expand an 
academy 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

 Review the admission 
policies from time to 
time and if a change is 
believed to be in the 
best interest of the 
Trust make that 
change,  in discussion 
with the Academy 
Governing Bodies. For 
example,  to ensure 
each academy has an 
admission policy that is 
consistent across the 
Trust or is compliant 
with the Admissions 
Code. This may require 
each academy to 
consult and make 
changes to their 
policies. 

compliant with statutory 
requirements when carry 
out appeals including casual 
admissions, informing 
Secondary and Primary 
Directors of any concerns 

 monitor Federation KPIs 
for leavers and joiners, 
student leavers data 
which should be 
presented with detailed 
analysis Monitor 
attendance data which 
should be presented 
with detailed analysis 
from the Academy 
termly 

 review , ratify and 
monitor in year and out 
of age range admission 
decisions. 

 actively ensure that 
incorrect or illegal off-
rolling is not taking 
place 

 approve any changes to 
the admissions policy of 
the academy and 
approve the policy 
annually. 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

Complaints  Ratify the complaints 
policy annually 

 Ensure the complaints 
policy covers statutory 
requirements and is 
reviewed and updated 
annually  

 Manage any complaints 
that go to independent 
review, stage 2 of the 
complaints policy 

 Review complaints 
where complainant has 
been unsatisfied with 1a 
response (stage 1b) 

 Attend independent 
review panel of any 
complaints moving to 
stage 2 (with or without 
Academy Principal) 

 Attend any independent 
panels as a panel 
member, as required. 

 Ensure up to date 
complaints policy is on 
web-site and sign posted 
correctly 

 Ensure any complaints 
received are dealt with in 
line with the complaints 
policy 

 To deal with stage 1a of 
any formal complaint 
(unless the complaint is 
about the Principals) 

 Keep a confidential folder 
of complaints resolved and 
unresolved in the 
Principal’s office  

IT and IT 
security  

 Approve IT security 
policies annually 

 Receive an annual 
report on IT progress 
towards improvement 
targets  

The Chief Executive will: 

Delegate to the Chief 
Information officer 

 IT security as outlined in the 
agreed IT security policy, 
working closely with the 
Federation Data Protection 
Officer 

 The Federation data 
management strategy 

 Ensure the IT security 
policy is adhered to in 
each Academy 

 Ensure any actions for 
improvement of IT 
security are dealt with in 
each Academy 

 Engage in the IT user 
group to feedback any 
concerns and be made 
aware of any emerging 

 To be presented with 
the Academy IT strategy 
for support and 
challenge, this should 
include lifecycle costs 
and targets for Impact 
on the quality of 
provision. 

 Monitor the effect of It 
on the Quality of 

 ensure good maintenance 
of IT systems and 
equipment appropriately 
and have an accurate asset 
register, recording 
acquisition and disposal 
and loss of assets 
appropriately. 

 Manage finances 
appropriately to ensure 
lifecycle strategy is 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

including effective use of 
the MIS system 

 Procurement of IT 
equipment and systems, 
working closely with the 
procurement manager 

 Ensure an effective IT 
service delivery with 
positive levels of staff 
satisfaction 

 Ensure effective and secure 
It infrastructure  

concerns from the 
central team 

 Agree IT lifecycle 
strategy for their 
academies 

 

education with annual 
update from Principal  

appropriate and enhances 
the quality of education 

 Agree and adhere to 
agreed build up of reserves 
to cover 5 year lifecycle 
replacement for Academy 

 

Estates 

 

 

 approve capital 
spending across the 
Federation annually 
ensure VfM 

 approve the overall 
asset management 
strategy for the 
premises owned or 
managed by the Trust. 

 determine any 
disposals or 
acquisitions of land to 
be used by the Trust. 

 

The Chief Executive Officer, 
through the Director of 
Estates and Commercial, will:  

 implement an overall asset 
management strategy for 
the premises owned or 
managed by the Trust. 

 have overall responsibility 
for the management and 
maintenance of the 
premises owned or 
managed by the Trust giving 
due consideration of the 

The Chief Executive 
Officer, through the 
Secondary and Primary 
Directors will: 

 Ratify the capital 
spending plans to be 
implemented by the 
estates team 

 ensure Principals have 
built up adequate 
reserves to cover large 
maintenance costs (eg 
boilers) that may not be 

 be informed of capital 
spend and the necessity 
of this and impact of the 
work on provision 

 be informed of any 
capital spend to be 
covered by  

 be responsible for the day-
to-day environment having 
regard at all times to the 
safety of the users of the 
buildings and the facilities. 

 develop, with the support 
the Executive Team, a long 
term estates management 
strategy to ensure the 
suitability of building and 
facilities in light of long 
term curriculum needs. 

 be responsible for, within 
the constraints of the 
academy   Budget, the 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

estate management 
strategies of each academy. 

 make applications for grants 
and other capital funding to 
improve the estate of the 
Trust.   

funded out of capital 
budgets 

 ensure Principals secure 
a high level of estates 
maintenance to avoid 
high costs of 
unnecessary repair and 
replacement 

 to approve any business 
case for refurbishment 
or additional build 
including Astro-turf 

upkeep, maintenance and 
care of the buildings and 
facilities used by the 
academy. 

 attract and manage short 
term lettings and day to 
day use of the school 
buildings and playing fields 
under such lets.  

Equality 

 

 To ratify the equality 
policy and the 
Federation Equality 
Duty 

 To report on gender 
pay gap annually 

 To analyse any centrally 
manged data by 
demographics and to take 
actions as appropriate 
where there are any 
identified gaps  

 To review each 
Academies Equality Duty 
Plan for appropriateness 

 To monitor differences 
in outcomes by 
demographic, agree 
actions to be taken and 
monitor impact to share 
good practice and make 
difference across the 
group  

 To appoint an Equalities 
Governor with 
appropriate training and 
support to carry out 
visits to the Academy, 
and feedback to the 
Governing body 

 Have a good 
understanding of the 
Academy demographics 
and any 
underperformance of 
different groups 
nationally.  

 To ensure that there is a 
“living” Equality Duty plan, 
based on evidence from 
the Academy outcomes, 
observation or student 
staff voice, that actions are 
communicated and 
discussed and there is 
regular monitoring of 
improvements. 

 To ensure all data analysis 
includes demographic 
analysis, particularly of PP, 
SEND, Gender and 
ethnicity. Any gaps 
between demographic 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

 approve the Academy 
Equality Duty plan.  

 review all KPI data with 
regard to equality 
(Attendance, Exclusions, 
Leavers and 
Achievement). 

 challenge the Academy 
in any areas they may 
have concerns about, 
this maybe through 
national media or local 
complaints or from 
visits to the Academy. 

 To appoint an SEND 
Governor with 
appropriate training 
and support to carry 
out visits to the 
Academy, and feedback 
to the Governing body 

 

groups should be 
scrutinised and questioned 
with actions taken as 
appropriate. 

Community 
and 
stakeholders  

 To take a strategic 
approach to the Harris 
brand and how all 
stakeholders engage 
with the Federations 

 Liaise with contractors 
particularly catering and 
cleaning and ensure 
positive outcomes 

 Ensure each academy 
understands the 
community they are 
working alongside and 
the particular 

 Encourage parents 
feedback through 
engagement in an 
appropriate way, this 
maybe through parent 

 Ensure all stakeholders 
including the local 
community are given 
opportunities to contribute 
to the continuing success 
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The Trust Board will: The Central Executive Team 

will: 
The Education Executive 

Team will: 
The Academy Governing 

Body will: The Principal will: 

 Advise on the bigger 
political landscapes and 
support where PR resources 
are required.  Ensure the 
Harris brand is protected 
and promoted for the good 
of all academies and the 
wider stakeholder 
community 

demographics and 
context that will affect 
all stakeholders in the 
Academy 

voice feedback or other. 
To challenge the 
Academy leadership on 
how they engage and 
work with the 
communities they serve 

of the Academy, this 
maybe through a parent 
voice group, parent 
questionnaires, annual 
meetings for community 
groups associated with the 
academy 
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Annex A - Financial Powers and Duties   
In order to allow the academy to function efficiently, delegation to committees and the principal is necessary.  
The extent and level of any such delegation is set out in the matrix of responsibilities below. 

Where committees are established, the name of the committee to which the function is delegated is specified 
in the matrix except for the Finance and General Purposes Committee which is referred to as F&GPC. 
 

Key to abbreviations: 
 
Abbreviation Full name Status 

 
AD Assistant Director Federation appointment 
AIP Academy Improvement Plan Academy document 

ATH Academy Trust Handbook  ESFA Document 
AGB Academy Governing Bodies Committees of the FBD 

CEO Federation Chief Executive Officer Federation appointment 

FD Finance Director Federation appointment 

DfE Department for Education Government Department 

DPE Director of Primary Education Federation appointment 

DSE Director of Secondary Education Federation appointment 
ESFA Education & Skills Funding Agency Agency of the DfE 

FBP Finance Business Partner Federation appointment 

FC Federation Financial Controller  Federation appointment 

FFH Federation Financial Handbook Federation document 

F&GPC Finance and General Purposes Committee Academy GB committee 

FBD Federation Board of Directors Appointed by Sponsor 
FO Finance Officers Academy appointments 

HOT Head of Talent and Attraction  Federation appointment 

HFBP Head of Finance Business Partnering  Federation appointment 

HOP Head of Procurement Federation appointment 

HR Human Resources Department of the Federation Federation appointment 

IA Internal Auditor Federation appointment 
ICT IT Cluster Managers Federation appointment 

DEC Director of Estates and Commercial  Federation appointment 

DRC Director of Risk and Compliance Federation appointment 

PM Premises Managers Academy appointment 

PCM Procurement Manager Federation appointment 

SFBP Senior Finance Business Partners Federation appointment 
TOCA Transfer of Control Agreement Federation document 
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1.  
 

Asset Safeguarding 

1.1.  Arranging security of 
physical assets such as 
buildings, furniture, 
equipment, stock, stores and 
cash. 

 Principal oversees academy 
staff responsible for 
arranging security of physical 
assets and site. 
 
Academy staff are 
responsible for ensuring the 
physical security of petty 
cash. 

 

1.2.  Checking annually the 
inventory to verify the 
location and condition of 
each item of equipment. 

 Principal directs academy 
staff to physically check 
assets and update records 
accordingly. 

FBPs and FOs amend 
financial records to reflect 
losses and disposals. 

Write offs of lost equipment 
have to be approved by the 
FBD Audit Committee. 

1.3.  Authorising the disposal of 
unusable or obsolete 
equipment included in the 
inventory and ensuring that 
the best value is obtained on 
disposal. 

 Principal approves, in 
writing, any disposal of an 
asset that cost less than 
£10k when acquired. 

FD is responsible for 
approving disposals of 
assets originally costing 
over £10k if recommended 
by the academy Principal. 

Any item given away must 
be signed for by the 
recipient to confirm that 
they made no payment for 
the item. 

1.4.  Maintaining a record of all 
property borrowed by staff 
or third parties. 

 Principal ensures that there 
is a system in place and that 
relevant staff record issues 
and returns of equipment. 
 

  

1.5.  Maintaining a fixed asset 
register. 

  FBPs and FC are 
responsible for maintaining 
the accounting record of all 
capital assets. 
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2.  Financial Planning, Budgeting, Monitoring and Reporting 

2.1.  Setting budget objectives 
and reserves levels. 

FBD set parameters 
for reserves as part 
of approving the 
reserves policy. 

Proposes the level of 
reserves as part of the 
Academy Development Plan 
(ADP). 
 
Academies must prepare a 
business case to submit to 
the Federation if they 
propose an in-year deficit. 
The business case should 
include a recovery plan. 

FD ensures the proposed 
reserves levels comply with 
Federation policy.  
 
FD and CEO will review and 
consider academy plans to 
use reserves. 

Available reserves may be 
used in-year in exceptional 
circumstances, but this will 
need CEO/FD approval.  

2.2.  Involvement of Principals 
and Executive Principals who 
have resigned during the 
academic year 

 Principals and Executive 
Principals will not be allowed 
to make financial decisions 
during their notice period. 
Their role is confined to 
providing advice and 
information only during the 
budget process. 

FO ensures DSE or DPE take 
the lead on setting the 
budget objectives or 
delegate it to other senior 
member of staff. 

 

2.3.  Approving use of brought 
forward reserves. 

FBD approval is 
required for any 
use of reserves in 
excess of £100k. 

Principals must submit a 
written proposal with 
justification for using their 
reserves to the DSE or DPE 
as appropriate. 

DSE or DPE will review 
proposals and if they 
endorse them recommend 
approval to CEO. 
FD will scrutinise all 
proposals and make a 
recommendation to the 
CEO who in turn decides 
whether to allow use of 
reserves up to £100k. 
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2.4. Producing a 3-year forecast 
that covers high level 
objectives and plans and 
allows for known and likely 
changes. 

 Principal and senior team 
produce reviews of 
performance each Autumn 
and propose changes to 
three-year forecast to the 
FBD. 

FBP costs plans and assists 
with information to propose 
savings where necessary to 
make the forecast balance. 
 

 

2.5. Maintaining a premises and 
asset management plan and 
ensuring that financial plans 
allow for funds to be accrued 
to meet longer term costs. 

FBD Finance 
Committee to set 
policies for reserves 
that should be held 
by the academy to 
meet known long-
term premises costs 
that will not qualify 
for Schools 
Condition Allocation 
(SCA). 
 

Report to DEC on condition of 
premises and asset 
management plan and 
consider affordability of 
works. 

DEC to report to Directors 
and FBD Finance Committee 
on condition of premises 
together with a long term 
plan to invest in the school’s 
premises.  

Ideally the premises and asset 
management plan should be 
reflected in the 3-year 
forecast. Health and Safety 
issues raised related to 
premises will need immediate 
actions and risk management. 

2.6. Overseeing the preparation of 
the annual budget to reflect 
the priorities established by 
the Academy Development 
Plan (ADP). 

 Principals discuss priorities 
and objectives with FBPs to 
reflect ADP so they can draft 
budget; 
 
Final budget to be submitted 
agreed with Principal and 
underlying assumptions 
explained by FBP. 

The FD/HFBP oversees the 
preparation of a budget 
template and stipulates 
assumptions to be followed 
in budgeting. 

FBPs draft budgets to reflect 
principals’ instructions 
within the template. 

Budget assumptions will 
always include an objective to 
set at least a balanced budget 
or to generate an in-year 
surplus. 

A 3-year plan/forecast should 
be prepared along with the 
annual budget. 
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2.7. Approving the final budget. FBD Finance 
Committee review 
the consolidated 
Federation budget 
and report 
recommendations 
to FBD. 
FBD approval of the 
final budget must 
be minuted. 

 DPE and DSE review the 
budgets of their respective 
academies.  
 
FD presents consolidated 
budget to the FBD Finance 
Committee and thereafter 
to the Federation Board for 
approval. 
 

 

2.8. Notifying the approved 
budget to ESFA within the 
required timescale. 

  FC submits consolidated 
budget and forecast return 
in July to the ESFA. This 
needs to be approved by 
Trustees. 
 

FC issues a budget timetable, 
to coincide with the ESFA 
reporting deadlines, to the 
academies. 
 

2.9. Approving transfers between 
budget headings (virements). 
 

 Principal can make transfers 
between budgets (virements) 
provided that the changes do 
not impact on the overall 
budgeted outturn. 
 

 A virement is a re-allocation 
of planned expenditure.  
 

Virements should not affect 
the overall budget forecast 
for the year. 

2.10. Approving expenditure not 
provided for in the annual 
budget that would otherwise 
put the academy into in year 
deficit unless budgeted. 

Any proposal that 
would put an 
academy £100k 
over budget would 
require approval by 
the FBD Finance 
Committee.  

 DSE and DPE will need to 
put a business case forward 
to the CEO and FD.  The 
CEO will approve amounts 
up to £100k. 

Any request for additional 
spend to be approved must 
be supported by a written 
business case setting out the 
advantages of the additional 
spend. 

3.  Value for money, awarding contracts, Placing orders 
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3.1. Appointing Preferred 
Suppliers. 

  PCM will review prices and 
terms proposed by any 
supplier seeking Preferred 
Supplier status. 
HOP will make final decision 
on any proposal to appoint 
a preferred supplier. 
 

Preferred Suppliers are those 
whose rates/prices and terms 
and conditions have been 
checked in advance to ensure 
that they will provide good 
value for money so that it is 
not always necessary to 
obtain competitive quotes 
before ordering from them. 
 
Preferred suppliers have 
normally arisen from a 
formal tender or 
benchmarking exercise 
overseen by the PCM. 

3.2. Using the Preferred Supplier 
List (PSL) for the supply of 
agency workers and 
introduction of permanent or 
fixed staff. 

 Principal must follow this 
framework. 
Consideration to go outside 
of this will only be made for 
very hard to fill vacancies or 
particularly niche posts 
where a particular skillset is 
required; in these 
exceptional instances, prior 
written approval of the Head 
of Recruitment will be 
required. 
 

Federation heads of 
department must use this 
framework. 

This is a dynamic purchasing 
system (DPS) which means it 
is subject to periodic 
‘refresh’. HOP will evaluate 
suppliers’ performance and 
consider new recruitment 
agencies for appointment to 
the PSL. 

3.3. Selecting a supplier for good 
and services below £3,000. 

 FOs or individual budget 
holders will select a supplier 

Principals will authorise 
orders and ensure that 

Preferred Suppliers must be 
used where available unless 
the academy can 
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for each order demonstrating 
value for money. 

Preferred Suppliers are 
used where available. 

demonstrate that another 
supplier provides better 
value for money. 
 
FBPs should be mindful of 
value for money (VFM). 
 

3.4. Selecting a supplier for good 
and services between £3,000 
and £10,000  

 FOs or individual budget 
holders must obtain one 
written quote. 
 
Principals must authorise any 
proposed purchase where 
the lowest cost offer is not 
accepted. 

FBPs will authorise orders 
and ensure that the chosen 
supplier is either a 
Preferred Supplier or that 
one written quote was 
obtained.  
 

Academies must either use a 
Preferred Supplier or obtain 
one written quote prior to 
selection.  

3.5. Selecting a supplier for good 
and services between 
£10,000 and £25,000. 

 FOs or individual budget 
holders must obtain two 
written quotes from 
potential suppliers. 
 
Principals must authorise any 
proposed purchase where 
the lowest cost offer is not 
accepted. 

FBPs will check that two 
written quotes were 
obtained, and that 
Preferred Suppliers were 
included in the two prices 
where available and make a 
recommendation of award. 
FD will authorise orders. 
 

Two written quotes for the 
supply must be obtained. All 
Preferred Suppliers must be 
asked to provide prices. 
 
If required, the Procurement 
team can run formal tenders. 
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3.6. Selecting a supplier for good 
and services between 
£25,000 and £50,000. 

 FOs or individual budget 
holders must obtain three 
written quotes from 
potential suppliers. 
 
Principals must authorise any 
proposed purchase where 
the lowest cost offer is not 
accepted. 

FBPs will check that three 
written quotes were 
obtained, and that 
Preferred Suppliers were 
included in the three prices 
where available and make a 
recommendation of award. 
FD will authorise orders. 
 

Three written quotes for the 
supply must be obtained. All 
Preferred Suppliers must be 
asked to provide prices. 
 
If required, the Procurement 
team can run formal tenders. 

3.7. Selecting a supplier for good 
and services over £50,000. 

 Principal will direct staff to 
prepare a detailed 
specification setting out the 
academy’s (or department’s) 
requirements.  

HOP will oversee tender 
process. 
 
PCM will keep a register of 
all tenders issued and 
results. 

Formal tender process per 
the procurement guidelines 
will be followed. 
 
The award must be based on 
criteria set out in the tender 
document. 
 3.8. Selecting a supplier for 

urgent site 
maintenance/repair works 
between £3,000 and £5,000. 

 Premises Manager will 
propose a supplier for each 
order. 

Federation Estates Manager 
to sense check proposal 
and endorse. FBPs will 
authorise orders and 
ensure that Preferred 
Suppliers are used where 
available. 

Factors to be considered 
include urgency of need, 
ramifications if works are not 
undertaken (for instance, 
health & safety issues) in a 
timely manner, and of 
course, VFM. 

3.9. Selecting a supplier for 
Works between £5,000 and 
£50,000. 

 FOs or individual budget 
holders must obtain two 
written quotes. 
 
Principals must authorise any 
proposed purchase where 
the lowest cost offer is not 
accepted. 

FBPs will authorise orders 
and ensure that the chosen 
supplier is either a 
Preferred Supplier or that 
two written quotes were 
obtained.  

Academies must either use a 
Preferred Supplier or obtain 
two written quotes prior to 
selection.  
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3.10. Selecting a supplier for good 
and services between 
£50,000 and £150,000. 

 FOs or individual budget 
holders must obtain three 
written quotes from 
potential suppliers. 
 
Principals must authorise any 
proposed purchase where 
the lowest cost offer is not 
accepted. 

FBPs will check that three 
written quotes were 
obtained, and that 
Preferred Suppliers were 
included in the three prices 
where available and make a 
recommendation of award. 
FD will authorise orders. 

Three written quotes for the 
supply must be obtained. All 
Preferred Suppliers must be 
asked to provide prices. 
 
If required, the Procurement 
team can run formal tenders. 

3.11. Selecting a supplier for 
Works over £150,000. 

 Principal or Director will 
direct staff to prepare a 
detailed specification setting 
out the academy’s (or 
department’s) requirements.  

HOP will oversee tender 
process. 
 
PCM will keep a register of 
all tenders issued and 
results. 

Formal tender process per 
the procurement guidelines 
will be followed. 
The award must be based on 
criteria set out in the tender 
document. 

3.12. Waiving pricing/quote 
process for procurements 
between £3,000 and £50,000 
where only one supplier is 
considered suitable. 

 Academy must submit 
statement signed by Principal 
explaining why only one 
supplier is considered 
suitable. 
Principal to approve 
following PCM endorsement. 

PCM will endorse waiver 
after reviewing reasons 
given. 

Waiver has to be confirmed 
by email and copy attached 
to PO or contract. 
Waiver will be entered in 
procurement statistics if 
procurement award a 
contract. 

3.13. Waiving tender process for 
procurements between 
£50,000 and £100,000 where 
only one supplier is 
considered suitable. 

 Academy must submit 
statement signed by Principal 
explaining why only one 
supplier is considered 
suitable. 

FD or DEC will endorse 
waiver after reviewing 
reasons given. 

Waiver has to be confirmed 
by email and copy attached 
to PO or contract. 
 
Waiver will be entered in 
procurement statistics as 
contract must be issued. 
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3.14. Waiving tender process for 
procurements over £100,000 
where only one supplier is 
considered suitable. 

Board to approve. Academy must submit 
justification statement signed 
by Principal explaining why 
only one supplier is 
considered suitable. 

 

HOP will consider merits of 
request and provide CEO 
with a recommendation. 
CEO will consider waiver 
after reviewing justification 
statement and HOP’s 
recommendation. 
 

Waiver has to be confirmed 
in email and copy attached to 
PO or contract. 
Waiver will be entered in 
procurement statistics. 
 

3.15. Purchases up to £250.  Principal authorises invoice 
prior to payment. 

 No purchase order is 
required for purchases less 
than £250. 
 

3.16. Purchases up to £20,000.  Principal authorises PO on 
P2P system. 
 

Budget Holders can 
approve requests up to 
their authorised limit. FBP 
also are required to 
approve the PO’s.  

FBPs will review all academy 
orders prior to Principal 
approval.  

3.17. Purchases over £20,000.  Principal authorises PO on 
P2P system. 
 

FD and FC authorise PO on 
P2P system. 

P2P system is programmed 
only to accept FD 
authorisation for orders over 
£20,000. 
 
FBPs will review all academy 
orders prior to Principal 
approval. 
 

3.18. Executing contracts for a 
total or potential value up to 
£5,000. 

 For academies FBP & 
Principal to financially 
approve via email. 
Contract signed by Principal. 

For Federation – FC and 
Director approve via email 
and HOP to formalise and 
DEC or HOP to sign 
contract.  

 All signed contracts must be 
saved to academy ’s Dropbox 
and Procurement’s 
SharePoint. 
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3.19. Executing contracts for a 
total or potential total value 
between £5,000 and 
£40,000. 
 

 For academies FBP & 
Principal to financially 
approve via email. 
Contract signed by HOP. 

For Federation – FC and 
Director approve via email 
and HOP to formalise and 
DEC or HOP to sign 
contract.  

All signed contracts must be 
saved to academy ’s Dropbox 
and Procurement’s 
SharePoint. 
 

3.20. Executing contracts for a 
total or potential total value 
of between £40,000 and 
£250,000. 

 For academies FBP & 
Principal to financially 
approve via tender 
evaluation report (TER). 
 
Contract signed by FD once 
approved by HOP. 

For Federation – FC and 
Director approve via tender 
evaluation report and HOP 
to formalise and DEC or 
HOP to sign contract. 

Endorsed TER to be saved in 
Procurement’s SharePoint. 
All signed contracts must be 
saved to academy ’s Dropbox 
and Procurement’s 
SharePoint. 
 

3.21. Executing contracts for a 
total or potential total value 
of between £250,000 and £2 
million. 

 For academies FBP & 
Principal to financially 
approve via tender 
evaluation report. 

For Federation – FC and 
Director approve via tender 
evaluation report and HOP 
to formalise contract.  
Contract to be signed by 
CEO. 

Endorsed TER to be saved in 
Procurement’s SharePoint. 
All signed contracts must be 
saved to academy ’s Dropbox 
and Procurement’s 
SharePoint. 
 3.22. Executing contracts for a 

total or potential total value 
of over £2 million. 

Provide delegation 
to CEO to sign 
contract. 

For academies FBP & 
Principal to financially 
approve via tender 
evaluation report. 

For Federation – FC and 
Director approve via tender 
evaluation report and HOP 
to formalise contract.  CEO 
to sign contract if delegated 
to do so by the Board. 

Endorsed TER to be saved in 
Procurement’s SharePoint. 
All signed contracts must be 
saved to academy ’s Dropbox 
and Procurement’s 
SharePoint. 

3.23. Ensuring compliance with 
Public Contracts Regulations. 

Audit and Risk 
Committee receive 
reports on 
Compliance from IA 
that will highlight 
any failure to follow 
Regulations. 

 This Scheme of Delegation 
sets the limits and 
procedures for quoting and 
tendering. 
 
HOP encourages academies 
to follow these procedures. 

HOP monitors all formal 
tenders and formalises the 
award of contract to ensure 
compliance. 
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3.24. Appointing an external 
consultant. 

  The CEO in consultation 
with a director can approve 
the appointment of 
external consultants. 

 

3.25. Procurement and spending   The Federation prohibits 
the purchase of alcohol 
except for use in religious 
services. 

 

3.26. Photocopier Leasing and Cost 
per Copy Charge 
Agreements. 

 Principal approves the 
contract once FBP has 
reviewed it financially. 

HOP formalises and signs 
the contract. 

 

4.  Income including disposals and granting leases 

4.1.  Approving a lettings policy 
and setting rates to be 
charged. 

FBD set the overall 
policy for letting 
premises. 

Principals have authority to 
allow discounts on rates for 
staff members and charities 
within limits set by the AGB. 
They delegate responsibility 
for checking legal obligations 
are met by hirers to Finance 
Officer or Admin staff. 

DEC will provide advice to 
academy staff if unsure 
that legal obligations are 
being met by hirers. 

TOCAs and leases must be 
referred to DEC for legal 
checks before completion. 

4.2.  Writing off debts for income 
not received. 

The FBD Audit 
Committee will 
review all write offs 
over £1,000 
approved by AGBs 
and may instruct 
the FD to 
investigate any 
item. 

Principal can authorise write 
offs up to £1,000 per item 
and must recommend any 
greater write off to the AGB. 

FBP must prepare a report 
on any recommendation to 
write off a debt including 
actions already taken to 
recover the debt. 

In all cases, the academy 
must require payment in 
advance for hiring to 
minimise the risk of bad 
debts. 
Material write offs 
(exceeding 1% of total 
income per transaction) 
must be approved by the 
ESFA. 
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4.3.  Authorising other income 
generating activities such as 
after school clubs and sports 
clubs and granting a licence 
to use the premises out of 
hours. 

 Prepares plans and 
proposals, including risk 
assessments, for approval by 
Governing Body, proposes 
schedule of charges. 

FBPs will support the 
Principal in preparing the 
plans and proposals. 
 
HOP to assess the 
proposals and determine if 
income generating activity 
should be competitively 
tendered to comply with 
PCR 2015. 
 
DEC will oversee risk 
assessment and viability 
appraisal for potential 
activities. 

If any exclusive (all hours/all 
days) use of building or site 
is granted as part of the 
proposal it will need 
approval by ESFA, as treated 
as a disposal. DEC can advise 
if use is exclusive (See point 
7.4). 

4.4.  Disposals of land and 
granting of leases or licences 
for exclusive use of areas of 
the academy site. 

FBD Finance 
Committee to 
consider the 
proposals and 
agree the 
application of any 
capital receipts to 
building projects. 

Produces reports with the 
DEC and comments on the 
feasibility of options.  

DEC assists Principal with 
appointing specialists to 
advise on value of disposals 
and feasibility of options; 
produce report for 
principal on the options. 
Once signed off by AGB the 
DEC makes the case to the 
ESFA for approval of the 
disposal. 

Any disposal of land or 
leases need to be agreed by 
ESFA as condition of Funding 
Agreement. Disposal of 
“playing fields” by Secretary 
of State will be picked up 
specifically in this process. 

5.  Insurance and Risk Management 

5.1.  Reviewing insurance cover in 
the light of a risk assessment 
and claims records. 

 Academies will provide FO 
team with all information 
required to arrange cover. 

FD team review cover 
levels and negotiate 
insurance cover. 
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5.2.  Maintaining a Risk Register. FBD Audit 
Committee reviews 
overall risk 
management 
strategy, approach 
and attitude to risk 
and decides the 
Risk Management 
Policy. 
FBD must review 
the Federation Risk 
Register at least 
annually. 

Principals supported by 
appropriate staff will 
compile local risk registers in 
support of the Federation 
register and policy. The 
Principal must every year 
submit the Risk Register 
including the contingency 
and business continuity 
planning to the Federation.  
 
AGB will review the Risk 
Register at each meeting. 
 

The Federation must 
manage risks to ensure it 
effective operation.  DRC 
drafts Risk Policy and 
Federation Risk Register. 

Risk Register is based on 
Government Orange Book 
and DfE guidance and 
complies with the Charity 
Commission requirements 
for and guidance on Risk 
Policy. 
 

5.3.  Producing Contingency and 
Business Continuity Planning 
(CBCP) for risks that cannot 
be controlled. 

 Principal and senior staff 
responsible for academy 
CBCP. 

DRC prepares the template 
for plans to follow and 
advise academies on 
completing their plans. 
 

Contingency and Business 
Continuity Plan is an AFH 
requirement. 

6.  Investments and Borrowings 

6.1.  Setting aside funds not 
required in the short term. 

FBD decides the 
investment policy 
and in particular 
specifies what 
types of 
investment may be 
made. 
 
 

 FC prepares proposals for 
investment. FD reviews all 
proposals and FBD approve 
it. 
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6.2.  Borrowing funds Any proposal to 
borrow funds must 
be approved by the 
FBD. 

 FD will prepare any 
proposal for borrowing and 
check compliance with 
ESFA rules.  
CEO must approve any 
proposal before 
consideration by Board. 
 
FD will apply for ESFA 
approval where necessary 
prior to consideration by 
FBD. 

This requirement extends to 
any purchase providing cash 
back facilities or deferred 
payment terms. 

6.3.  Inter-academy loans  FBD to approve 
loans between 
academies. 

 CEO to review and agree 
proposals prior to FBD 
Finance Committee. 

Transfer of funds between 
academies is permitted 
without need for ESFA 
approval. Loans will be at nil 
interest rate. 

6.4.  Entering into operating 
leases. 

  Head of Procurement 
approves all leases. 

Academies may only enter 
into operating leases that do 
not exceed 3 years.  
Finance leases are not 
permitted. 

7.  Payments 

7.1.  Authorising bank payments – 
general levels. 

Chair of FBD 
Finance Committee 
and Chair of FBD 
Audit & Risk 
Committee act as 
“A” signatories on 
the bank mandate. 

Principal and Vice Principal 
act as “C” signatories on the 
bank mandate. 

CEO and FD act as B 
signatories on the bank 
mandate. 
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7.2.  Authorising payments to 
suppliers, students and staff.  

One of the A 
signatories is 
required to 
approve any 
transfer or 
payment over 
£250k. 

Principal must authorise the 
draft BACS payment run and 
any Bankline payment 
request prior to payment. 

FBP checks the BACs 
payment run and bank line 
payments.   
 
Central Finance Team 
check all back up 
documentation received 
for payments over £20k 
and expense claims over 
£150 and that 
authorisations are held. 
FC reviews all BACS runs 
prior to presenting to FD. 
FD authorises the cover 
sheet for all payment runs 
and specifically authorises 
the Federation payment 
run. 

 

7.3.  Approving applications for 
Business/Credit Cards. 

 The Principal must approve 
any request for additional 
cards to be issued to staff at 
the academy. 

FD approves all 
applications for credit 
cards. The FC approves any 
application to increase the 
card limit. 

Unless there are exceptional 
circumstances academies 
will only be issued one credit 
card. 
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7.4.  Authorising use of academy 
credit card. 

 Principal authorises use of 
the card. The card should be 
kept in a locked cabinet, 
drawer or the academy’s 
safe and can only leave site 
with the Principal’s 
permission. Principal must 
sign the statement with 
supporting documentation 
attached. 

FBPs are required to review 
the expenditure for each 
academy on a monthly 
basis and report on any 
unusual transactions. 

Purchase orders are required 
for all purchases over £250. 
FO must match every 
transaction on the statement 
against the supporting 
documentation.   
Federation and academy 
credit cards must not be 
used to meet personal 
expenses. 

7.5.  Issuing cheques drawn on 
the academy bank account. 

   The use of cheques as a 
means of making payments 
is not allowed. 
 

7.6.  Setting up direct debits.   Direct debits must be 
approved by both the CEO 
and FD. 
 

FBPs and FOs must ensure 
that all direct debit forms 
are signed by the CEO and 
FD. 
 

7.7.  Authorising reimbursement 
of personal expenses. 

Expenses policy is 
set by FBD. 

Principals authorise all 
expense claims within their 
academy or delegate 
authority to budget holders. 
 
Principals may not authorise 
their own claims, nor may 
they be authorised by any 
other member of academy 
staff. 

FBPs check that academy 
expense claims comply 
with policy before 
processing payment. 
SFBP or Executive Principal 
can authorise principals’ 
claims up to £250.  
Where the structure 
allows, Assistant Director, 
Executive Principals can 
authorise Principals’ 

Staff must not purchase 
materials or equipment and 
then seek to recover the cost 
via expense claims. 
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expenses over the £250 
level. 
The DPE and DSE authorise 
Assistant Directors 
expenses. 
CEO authorises Directors’ 
expense claims. 
FD team check Federation 
staff claims comply with 
policy before processing 
payment. 
 
CEO expenses must be 
authorised by the Chair of 
the Audit and Risk or 
Finance Committee. 
 

8.  Salaries and Pensions 

8.1. Approving Terms and 
Conditions of Employment 
including salary scales, 
benefits and allowances. 

Remuneration 
Committee 
determines Terms 
and Conditions. 

The Principal decides on 
application of Terms and 
Conditions in individual 
cases where the policy 
allows discretion. 

HR will advise on Terms 
and Conditions and take 
legal advice to ensure 
compliance. 
CEO will take final decision 
to approve terms. 

 

8.2. Approving variations and 
changes to salary, 
allowances and working 
hours for individuals. 

 The Principal may authorise 
change provided that savings 
elsewhere are made so that 
it does not result in total 
cost exceeding the approved 
budget. 
 

FBP reviews payroll 
changes for each month to 
ensure significant 
variations have been duly 
authorised. 

The letter informing the 
employee of the change in 
salary needs to be filed in 
the individual staff HR file. 
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8.3. Approving temporary 
variations to salary payable. 

 The Principal authorises 
temporary variations to 
individual’s salary such as 
overtime payments or 
unpaid leave. 

FBPs are responsible for 
checking that significant 
monthly variations are 
authorised before payment 
is made. 

Authorisation must be in 
writing and must contain 
sufficient detail to make it 
clear why any additional cost 
was incurred. 

8.4. Approving calculation of pay 
and deductions prior to 
payment. 

 The Principal signs the draft 
payroll to authorise the 
payroll service provider to 
process payment. 

FBP will review the draft 
payroll and highlight 
significant variations to the 
Principal. 
 
Principal must be provided 
with a ‘variations report’ 
showing pay anomalies 
prior to authorisation. 
The CEO authorises all 
monthly changes to the 
Fed/Principal’s payroll.  The 
PA to the CEO/HR 
Administrator processes all 
changes to the payroll. The 
FD reviews and physically 
authorises the payroll. 
 

Authorisation to pay each 
month’s salary is given to the 
payroll service provider 
online through their portal. 
Authority to approve 
payments is restricted by 
password. 

8.5. Approving salaries awarded 
to individual staff. 

Salary and Bonus of 
Principals and their 
equivalents in 
seniority are 
determined by the 
‘Remuneration 
Committee’; 
Chaired by the 

The Principal reviews staff 
salaries (other than their 
own) and recommends 
changes in individual’s pay 
scales, within budget. 

FBP reviews overall salary 
structure as part of the 
budget approval process 
 

Important that material 
changes in pay and 
honoraria are in line with 
Federation Policy to avoid 
possibility of equal pay 
claims as the Federation is a 
single employer.  
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Chair of the FBD 
and a minimum of 
two Directors.  CEO 
also attends. 
 

8.6. Approving bonuses. Policy for 
performance 
related bonuses 
are set by FBD. 

Principal cannot authorise a 
bonus payment. Only the 
CEO has the authority to do 
so. 

CEO is the only person who 
can authorise staff 
bonuses. 

 

8.7. Appointing staff to 
vacancies. 

 Principal decides on staff 
appointments for all posts so 
long as the appointment 
does not cause an outturn 
deficit.  

  

8.8. Obtaining legal advice on 
severance payments. 

  HR Dept. brief lawyers, and 
obtain opinions on liability, 
in all cases other than 
redundancy payments. 

Legal advice must be taken 
on any disputed settlement 
items.  Where legal advice is 
that the Federation’s 
chances of success are 
greater than 50% the claim 
must be defended. 

8.9. Authorising severance 
payments to individuals, 
including redundancy, below 
£10k. 

 Principal recommends 
severance to HR Dept. 

HR Dept. prepare report 
and recommendations on 
all severance for approval 
by CEO. 
FC checks all calculations. 
HR Dept should prepare a 
summary of all Severance 
payments for year. 

Ex gratia payments must not 
be made. 
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8.10. Authorising severance 
payments, including 
redundancy in excess of 
£10k to any person. 

 Principal recommends 
severance to HR Dept. 

HR Dept. prepares report 
and recommendations on 
reasons for severance and 
legal position.  
 
FD team checks calculation 
of sum due. CEO authorises 
offer of settlement. 
 
FC checks all calculations. 

Approval from HM Treasury 
is required for staff 
severance payments that 
exceed the statutory or 
contractual minimum by 
£50k or more. 
 
Ex gratia payments must not 
be made. 
An academy trust must 
obtain prior ESFA approval 
before making a staff 
severance payment where 
an exit package which 
includes special severance 
payment is at or above 
£100k. 
 

9. Taxation 

9.1. Complying with VAT 
regulations. 

  FD team prepares guidance 
for academies on charging 
VAT on income and 
recovering input tax. 
 

VAT returns are submitted 
monthly 
by Federation and sums 
recovered distributed to 
academies once received.  
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9.2. Complying with PAYE 
regulations. 

  FBPs check that any 
payments to consultants 
and self-employed persons 
are tax compliant. 
 
Head Office supplier 
management team ensure 
that appropriate 
consideration has been 
given to IR35 status of all 
consultants and other 
individuals not on payroll. 

All self-employed persons 
and consultants must have a 
contract for service. 

9.3. Ensuring that senior 
employee’s payroll 
arrangements fully meet HM 
Treasury’s tax requirements. 
 

  FBPs must check all 
consultants’ appointments 
for tax compliance. 
 
FC checks all senior staff 
tax arrangements. 

 

10. Other 

10.1. Administration of voluntary 
funds. 

 The Principal reviews 
accounts, and makes 
decisions on use of funds 
subject to fund rules as set 
by AGB. 

FBP/FO are responsible for 
maintaining fund records 
and reporting income, 
expenditure and balances. 
 
FD will set policy for 
voluntary funds including 
uses for which the funds 
collected may be applied. 
 

Voluntary funds are distinct 
from PTA funds, which are 
not the responsibility of the 
academy and must have 
their own bank accounts and 
treasurer. 
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10.2. Compliance with Companies 
Act regulations. 

  FD acts as Company 
Secretary. FC updates all 
statutory records. 
  

 

10.3. Compliance with Charities 
Act regulations. 

  FC checks regulations and 
advises FD. 
  

External Auditors consider 
compliance with Charity Law 
as part of the annual audit. 
 

10.4. Making controversial, 
significant or unusual 
decisions. 

Relevant 
Committees will 
decide on issues 
where financial 
consequences of 
decisions are 
between £5,000 
and £100,000. 
 
FBD decides all 
issues over 
£100,000. 
 

 FD will consider whether 
any transaction under 
consideration needs to be 
referred to the ESFA. 

AFH requires novel and/or 
contentious decisions to be 
referred to the ESFA before a 
final decision is taken. 
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