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This policy is effective in all Academies within the Learning without Limits Academy Trust and
the Trust Central Team. Where the term ‘Trust’ is used in this policy, it covers all Academies

and the Trust Offices.
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Introduction

This policy outlines the respective financial responsibilities of the Learning without Limits

Academy Trust. The policy also provides a standardised approach to all finance related tasks

within the Trust and its dademies.

Please note this policy should be used in conjunction with the AcademyHandbookand
the Academy Trust Governance Guide

Role of the Membersand Trustees

The Learning without Limits Academy Trust (the Trgsd)company limited by guarantee

with charitablestatus. The Trust imadeup of membesand the Bard of Tustees, who are
also directors, and has a strategic role in running the academies, with control over its land
and assets.

Trustees and management must have the skills, knowledge and experience to rumshe T
ensuring the flust complies with legal and contractual duties.
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3.4.
3.5.

3.6.

3.7.

request of the Board, promptly give or make available to the Board such information, reports
and other documents to enable the Board to carry out its duties.

TheTrust Executive Teamports to the Board.

In order to effectively implement decisions made by the Trust Executive @aeaoademy
level, the outcomes from the Trust Executive Teagetings will be considered when setting
the agenda of the Academy Operations Group meetings.

The COO coordinates the work of the Academy Operations Managers, who are line managed
by the Academy Principals, to assist Thest Executive Teaim fulfilling its responsibilities.

Academies Operations Group

3.7.1. The Acadenes Operations Group comprises of the Academy Operation Managers
and is chaired by the @t Operating Officer.

3.7.2. The Academies Operations Group shall deal with thetdajay operation othe
Trusts Academies, implementing strategic plans, policies and procedures that have
been recommend and approved by the Trust Executive Tdém group will
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8. Trust Finance
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9.6. GoodsReceived

9.6.1. ltis the responsibility of the AOM to ensure that adequate procedures are in place
to check delivery of all orders placed. This is a crucial step as without this,
payments to suppliers will be delayed. It is important that we retain positive
working relationships with all our suppliers

9.6.2. Academystaff must ensure that GRNs (Goods Received Note) are procensbd
web portal as part of the above proceduri@sa timely mannefwithin 48 hours)
The majority of invoices are received by email and sent within a day of orders being
dispatched. In order for them to be processed the completed GRN is required.

9.6.3. Any damaged or missing items also need to be notified to suppliers immediately or
within a maximum o24 hours.

9.6.4. Iffor any reason it is not possible complete the GRN online the Finance team
must be provided with a copy of theRBlannotated to confirm that all items listed
meet above requirements, signed by an authorised signdtoagcordancevith
the above time scales.

9.7. Invoice Processing

9.7.1. Allinvoices must be sent directly to the central finance department at
finance@lwlat.org.ulkndividual email addresses must not be used as this increases
the risk of fraud and can also result in delays in processing and payments.

* Where a purchase order has been placed and a goods received note recorded
against this, an invoice with no cost discrepancies will automatically be
approved for payment. This is documented using the finance system workflows

» If there is a variance to the purchase order of greater than 5%, the invoice will
require reapproval.

» valuable items that are portable and desirable must be security marked and
added to the inventory or asset register immediately.

» where amounts have been charged to theaflemy and are in dispute due to
issues with the supply of the goods or services or the charges applied, these
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invoices are approved intanely manner to ensure that@ymentscan be mad in
line with the termsand conditions.

9.8.3. All payments from the Trustamk account must be approved line with the
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12.

12.1.

12.2.

12.3.

12.4.

12.5.

12.6.

13.

13.1.

Risk Management

TheTrust must manage risks to ensure its effective operation and must maintain a risk
register. Thelrust's management of risks must include contingency and business continuity
planning.

The Trust risk register is maintained centrally and regutesiewedby the Trust Executive
Teamand the CEO and Principals.

The Principal izsponsible for identifying potential areas of risk aimdconjunction with the
Trust Executive Tegmtablish procedures for reducing risks where possible.

The Principal shall immediately notify the Trust Executive Tafaamy loss, liabilitydamage
or event likely to result inraincreased risk to the Trust

Academy staff should notify theaiRcipal of anyloss, liabilitydamage or event likely to
result in an increased risk to the Trust, who will notify the Trust Executive dgaeguired.

The Trust and its@ademieanusttake such action as may be necessary to satisfy any
insurance policy conditions (e.g. notifying police and obtaining crime identification numbers).

Virements within Budget Share

The Principal is authorised to vary the agreed annual budget
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14.2.2.

14.2.3.

14.2.4.

14.2.5.

14.2.6.

A designated administrator must be assigned the responsililitgnaintaining a
register of assets/equipment loaned or taken off the premises by other
establishments, staff or pupils. A separate register should be kept of long term
loans (e.g. musical instruments) and loans relating to specific grants (e.g.
computers at home initiative).

Serial numbers included on the inventory should, wherever possible, be the
manufacturer’s serial number.

Annually, a physical check of all inventory items should be carried out. All
discrepancies shall be reported in line with the Financial Scheme of Delegation.

Inventories shall be kept up to date to record all items received or disposed of by
whatever means on a monthly basis

Where assets are disposed off this must be recoraedlin accordance withtte
financial Scheme of delegatioAny income received from disposataist be
documentedandrecorded on the Trust approved finance system.

14.3. Disposal of assets or stocks

14.3.1.

14.3.2.

14.3.3.

LwLATFinane Policy

Any physical item on an Academy site remains the property of the Trust regardless
of its location (this includes items in storage, bins or skips). Should a member of
staff identify an item that is no longer required on site, that could be repurposed or
sold, they must liaise directly with the Academy Principal in the first instance. It is
the responsibility of the Principal to ensure the following processes are followed.

Before disposing of any assets (including IT equipment), consideration should
always be given to where other Trust Academies would be able to make use of the
assets. These should be bought to the attention of the CFO and discusterd by
Trust Executive Tean®nce this has been determined, assets can be either
reallocated or disposed of in line with the Trust Financial scheme of delegation.

In disposing of IT equipment, an assessment must be made of such equipment to
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14.4. Gifting of assets
14.4.1.
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16.7. Trips
16.7.1. All trips must be pre approved by the Academy Operations Manawgartp any
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VAT Value
» Total Cost

17.5.2.
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