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SECTION 1 - INTRODUCTION 
 
1) The purpose of this policy is to outline the financial framework authorised by the Trustees of The Blue School (the 

Governors) to ensure sound, efficient and effective management of the School’s financial resources with the aim of 
providing the best possible resources and environment in which children can learn and develop to their full potential. 
 

2) This policy relates specifically to The Blue School Ltd and its subsidiary trading company Wells Blue Sports Centre (WBSC) 
Ltd.  Although the same financial framework and principles contained herein are similar, it does not specifically apply to 
Wells Blue School (Charity No: 310266) (otherwise referred to as The Foundation). 

 
3) For information, the freehold of The Blue School’s campus resides with the Official Custodian of Charities on behalf of our 

landowner, The Trustees Foundation Trust. In 2011, the Foundation Trust agreed a 125-year lease of use of the campus to 
The Blue School Ltd.  

 
4) This policy reflects The Blue School’s legal status and resulting statutory obligations as 1) a private company limited by 

guarantee, “The Blue School Ltd” and 2) as an exempt charitable trust under the Academies Act 2010 and 3) any additional 
requirements of the ESFA and other significant funding bodies.  Accordingly, when reference in this policy to the “Trust” or 
“Company”, it is The Blue School Ltd that is being referred to. 
 

5) This policy has been drawn up with reference to the DfE’s Governance Handbook 2020; the ESFA’s Academies Handbook 
2019; the ESFA’s Annual Academies Accounts Direction 2018-19; The Blue School’s Memorandum and Articles of 
Association (2011); and The Blue School’s Funding Agreement with the Secretary of State (commencing 17th August 2011).   

 
SECTION 2 - ORGANISATION and RESPONSIBILITIES 
 
6) Members 

 
a) The Blue School’s Members total 5 and are 1) the Chair of Trustees (as Trustees/Members link), 2) the Archdeacon of 

Wells, although the office of the Church of England Diocese of Bath & Wells has indicated that this is a “corporate 
member role”; and 3) three additional independent members, who are not Trustees. 
 

b) Members meet once per year in the spring as part of the review process of the previous academic year, unless 
circumstances of the Trust require additional meetings throughout the year as such. 
 

c) Members formally appoint the External Auditors of The Blue School Ltd and WBSC Ltd as recommended to them by 
the Board of Trustees.  Members can if they wish appoint their own choice of External Auditor, instead of the 
recommendation of the Board of Trustees.    
 

7) Board of Trustees  
 
a) The Blue School continues at times to adopt the term ‘Governors” when referencing its Trustees or Directors.  

Accordingly, the “Board of Trustees” or “the Board” refers to the full governing body of The Blue School.   
 

b) The Board of Trustees meets at least four times a year and can only proceed with any business at a meeting if it is 
quorate.  
 

c) The Board elects its Chair and Vice-Chair on an annual basis in September. 
 

d) The Board ensures that funds, whether restricted or unrestricted, are used in accordance  
 

i) with the Law,  
ii) the objectives of The Blue School as set out in its Memorandum and Articles of Association,  
iii) requirements under the Funding Agreement as signed with the Secretary of State and  
iv) all other statutory guidance and regulation specifically as set out by Government in the form of the Department for 

Education (DfE) and its Education and Skills Funding Agency (ESFA), the Charity Commission and Companies 
House. 

 
e) The Board ensures funds are discharged reasonably and in a way that commands broad public support.  It does this 

through proper stewardship, including regularity and propriety, and by ensuring value for money through the economic, 
efficient and effective use of The Blue School’s funds. 
 

f) As members of the Board, both individually and corporately, Trustees are aware of their duties and responsibilities as 
set-out in the DfE’s Governance handbook; as Trustees outlined by the Charity Commissions guidance paper CC3: 
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The Essential Trustee: What you need to know, what you need to do; and as Directors under the Companies Act 2006, 
principally to: 
 
i) act within their powers 
ii) promote the success of The Blue School 
iii) exercise independent judgement 
iv) exercise reasonable care, skill and diligence 
v) avoid conflicts of interest 
vi) not accept personal benefits from third parties in relation to their role with The Blue School 
vii) declare any interest in proposed transactions or arrangements, particularly with connected parties to The Blue 

School. 
 

g) The Trustees’ Register of Business Interests is updated annually in September.  Declarations of interest are sought at 
the beginning of every Board and Committee meeting throughout the year in relation to matters on the Agenda as a 
standing item.  In the event of an interest being declared, the Trustee will be unable to participate in the discussion 
(including lobbying of fellow Trustees) or vote relating to the relevant Agenda item.    

 
h) The Board identifies the skills and experience that it has against its needs through a skills audit exercise undertaken on 

a timely basis.  Identified gaps are addressed through continued subscription to and participation in Somerset’s 
Governor Training Programme and the recruitment of new Trustees with specialist knowledge and/or experience.    
 

i) The Board publishes The Blue School’s governance arrangements in the annual accounts, subsequently published on 
the school’s website. 
 

j) The Board is aware of and reviews the 20 key questions to ask itself as set out by the All-Party Parliamentary Group 
on Education, Governance and Leadership on a timely basis. 
 

k) The Board has set up a Finance and Resources (F&R) Committee to oversee the detail of the school’s adherence to 
this financial framework, approving its Terms of Reference every September.   
 

l) The Board has set up a Pay Committee to oversee the detail of the school’s response to local and nationally agreed 
Pay Bargaining and Conditions of Service for both teaching and support staff, with the resulting impact on the school’s 
budget costs, approving its Terms of Reference every September. 
 

m) The Board appoints the Chair, Vice Chair and membership of both the F&R Committee and Pay Committee on an 
annual basis every September. 
 

n) In the unlikely event of a difference of opinion on a recommendation arising between the F&R and Pay Committees, 
the Board will make the final decision. 

 
o) The Board approves the annual budget for the following academic year and budget forecasts for the following two 

years, following recommendation of the F&R Committee.  This in a timely manner to reflect the most recent forecast 
position whilst allowing preparation time for the ESFA’s Budget Forecast Return before its end of July submission 
deadline.   
 

p) In setting its annual budget, the Board will ensure that The Blue School remains a going concern and is solvent.  This 
includes maintaining a level of reserves in line with the adopted policy as outlined herein. 
 

q) The Board approves the end of year accounts to 31st August, including review of the External Auditor’s report, following 
recommendation of the F&R Committee.  This in a timely manner before the end of the autumn term, to meet the 
ESFA’s submission deadline at the end of December.   By approving the end of year accounts, the Board coincidently 
approves the school Annual Accounts Return to the ESFA, allowing preparation time before its submission by the end 
oft January.  Further, the Board coincidently meets its requirement to publish the school’s end of year accounts on its 
website by the end of January. 
 

r) The Board approves amendments to this policy, following review of the recommendations of the F&R Committee, on 
an annual basis and reflecting updated guidance and regulation. This includes the sub-policies on Investments, 
Reserves and Fraud Prevention contained herein.  
 

s) The Board endeavours to minimise fraud and subsequent financial loss to the school by appointing an internal 
assurance visit by its Accountants.  This supplementing the annual work of the external auditor, undertaking an 
ongoing risk review and checking of adherence to financial controls and procedures. 
 



3 
 

t) The Board will arrange for the provision of such other information as statutory and other funding bodies may 
reasonably require satisfying that the financial management and organisation of the governing body are such as to 
enable it to fulfil its obligations.  
 

u) The Board will ensure that the school’s risk register is appropriate, maintained and reviewed on a timely basis.  Risk in 
a wide context defined as possibly impacting on the viability of The Blue School as a going concern, including 
compliance, financial, legal, political and reputational hazards. 
 

v) The Board will approve or not the write-off of debts, the entering into of liabilities and/or payment of severance or ex-
gratia payments to staff following recommendation by the F&R Committee. 
 

w) The Board will approve the submission of grant applications (including the ESFA’s Condition Improvement Fund) and 
the liabilities or obligations resulting from any associated conditions of the grant following recommendation of the F&R 
Committee. 
 

x) The Board appoints the Headteacher as the senior executive officer of The Blue School.  The title adopted at The Blue 
School is Headteacher (instead of Principal or Chief Executive) who is the Accounting Officer.   
 

y) The Board appoints the Leadership Team members following recommendation of the appointment panel, which will 
always include the Headteacher.  This includes the post of Business Manager (BM) as the Chief Financial Officer.  
 

z) Members of the Leadership Team are expected to attend meetings of the Board, as Associate Trustees with no voting 
rights but with the authorisation to comment if invited by the Chair. 
 

8) Responsibilities of the Finance and Resources (F&R) Committee 
 

a) The main purpose of the Trustees’ F&R Committee is to assist the decision making of the Board, by enabling more 
time for detailed consideration of the financial framework outlined in this policy including planning, monitoring and 
assurance of probity. 
   

b) Through report from the Committee’s Chair, the F&R Committee makes recommendations to the Board as well as 
drawing its attention to matters of significance or concern.  

 
The Committee: 

 
c) reviews the school's indicative student numbers and forecast funding, income and expenditure over 3 years to assess 

the potential budget implications for the school.  As well as student number forecasts from partner primary schools, this 
includes the impact of known Government policy on future levels of funding at the time and anticipated increases in 
expenditure eg pay inflation. 

 
d) considers whether to recommend the school's annual budget as proposed by the BM and Headteacher.  This in a 

timely manner to reflect the most recent forecast position; the subsequent need to allow for time for requested changes 
by the Committee;  the subsequent need to allow for time for consideration and any requested changes by the Board, 
whilst allowing preparation time for the ESFA’s Budget Forecast Return before its end of July submission deadline.  
 

e) will not recommend a budget that is not balanced, where “balanced” is defined as forecast income and expenditure 
out-turn in the year supported with an amount of reserves above the minimum limit, if needed.   
 

f) will recommend the level of reserves through its policy contained herein and in recommending a balanced budget will 
not call on reserves below the minimum reserve limit set.  To achieve this the Committee will review budget forecasts 
on a regular basis so that necessary cost savings can be achieved on a timely basis eg: staff turnover reductions.  This 
should avoid the situation where the school has to approach the ESFA for a short-term loan because its reserves have 
been exhausted.  The only scenario where this may not be possible is because of a sudden, one-off, unforeseen loss 
of income or increased expenditure event, which exceeds the school’s budget contingencies and exhausts all reserves 
in a given year.      

 
g) as part of the annual budget approval exercise, the F&R Committee considers the financial priorities arising from the 

school’s development plan.  This may include curtailing aspirations in the development plan if the resulting resources 
cannot be funded.  
 

h) throughout the year the F&R Committee receives and reviews the financial management reports produced by the 
Finance Manager (FM), monitoring the progress of expenditure against budget and income levels against target. To 
include the recommendation of budget virements to the Board (presented by the BM as budget revisions at every 
meeting held throughout the year) and drawing any matters of concern to the attention of the Board. 
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i) through the management reports, reviews the school’s cash-flow position on a timely basis.  Given the existing level of 

reserves, this is not a significant concern for the school at the current time.  
 

j) oversees the school’s procurement procedure, both in terms of expenditure items and service contracts with suppliers, 
as outlined in this policy; ensuring value for money is being achieved.  The Committee approves significant items of 
expenditure on behalf of the Board, unless it is considered appropriate for the Board to make the decision at its next 
meeting.  This may be because of the nature of the contract as much as its cost.  
 

k) reviews in detail the end of year accounts as prepared by the school’s accountant for recommendation to the Board 
and in a timely manner to meet the ESFA’s end of December submission deadline.  

  
l) acts in the role of Audit Committee, to receive both the Internal Assurance and External Auditors’ reports and to 

recommend to the Board action as appropriate in response to audit findings.  This includes formation of a response to 
an Audit Qualification or Management Letter for Board approval.   [Except where the External and/or Internal Auditor 
has criticised the actions/decision making of the F&R Committee, in which case the Board will assume the 
responsibilities of the Audit Committee].   When acting as Audit Committee, the Minutes of the Meeting should reflect 
as such, including start time and end time.  During this period the Headteacher as Accounting Officer should attend to 
provide information and participate in discussions, but may not vote on any resolution of the Audit Committee.  The BM 
as CFO should similarly attend if required to provide information. 

 
m) recommends to the Board the appointment or re-appointment of the Accountant and Auditors of the school, (which in 

turn will recommend this for formal appointment or otherwise by the Members). 
 

n) reviews this Financial Administration Policy and its sub policies as contained herein on an annual basis or more 
frequently as and when new regulations arise for recommendation by the Board, in particular the ESFA’s Academies 
Handbook. 
 

o) reviews and recommends bad debt write offs to the Board. 
 

p) oversees the school’s compliance with statutory and regulatory controls.  This includes health and safety, copyright, 
data protection etc.   
 

q) oversees the performance of the school’s “business” related services, including administration functions, transport, 
catering, estates, ICT and WBSC Ltd. 
 

r) oversees the school’s community provision, including services to partner primary schools and other stakeholders. 
 

s) As said, the Committee’s Chair reports comment and recommendations for ratification to the Board.  However, the 
operational aspects of the above responsibilities are delegated to the Headteacher as Accounting Officer and BM as 
Chief Finance Officer.  Both the Headteacher and BM are expected to attend the meetings of the F&R Committee. 

 
9) Responsibilities of the External Auditor (EA) 

 
a) The External Auditor (EA) is the independent, statutory auditor and certifies whether the end of year accounts present 

a true and fair view of The Blue School’s financial performance and position, in line with the requirements of the 
Companies Act 2006. 
 

b) The EA is appointed by Members following recommendation by the Board of Governors.  The contract with the EA is 
made in writing, the letter of engagement relating to the external audit only. 
 

c) The EA’s letter of engagement provides for the removal of the EA before the expiry of the term of their contract, but 
only in exceptional circumstances.  A decision to remove the EA will only be made following a majority vote of the 
Members to do so, who will then subsequently advise the Board of their reasons for doing so. 
 

d) The EA’s letter of engagement requires the EA to write an explanation to the Board within 14 days of any decision on 
their part to resign as EA before the term of their contract expires.   
 

e) In the circumstances of 9c and 9d, other than at the normal contract expiry periods, the Board will immediately notify 
the ESFA of the removal or resignation of the EA and the reasons why.  In the case of resignation, the Board will 
forward the EA’s stated explanations to the ESFA without alteration or comment. 
 

f) As a part of its duties in relation to the end of year accounts, the EA will undertake a review of the Headteacher’s 
statement on regularity, propriety and compliance.  This statement covers the requirements as set out in the annual 
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accounts direction.  The opinion of the EA on regularity is published as part of the end of year accounts and thereby 
notified to the ESFA.   
    

10) Responsibilities of the Internal Assurance  (IA) 
 
a) The Internal Assurance (IA) exercise is acts as an independent review and ongoing assurance to the Board, ensuring 

that:- 
 

i) the financial responsibilities of the Board are being properly discharged; 
ii) resources are being managed in an efficient, economical and effective manner; 
iii) sound systems of internal financial control are being maintained; and 
iv) financial considerations are fully taken into account in reaching decisions. 

 
b) At The Blue, the The IA is also appointed by the Members following recommendation of the Board of Governors. The 

contract with the IA is made in writing, the letter of engagement relating to the requirements of the internal audit only. 
   

c) Since 2021 the EA and IA have been separate independent audit companies, complying with Charity Law and ESFA 
requirement.  

 
d) The IA’s letter of engagement provides for the removal of the IA before the expiry of the term of their contract, but only 

in exceptional circumstances.  A decision to remove the IA will only be made following a majority vote of the Members 
to do so, who will then subsequently advise the Board of their reasons for doing so. 
 

e) The IA’s letter of engagement requires the IA to write an explanation to the Board within 14 days of any decision on 
their part to resign as IA before the term of their contract expires.   

 
f) The IA will be required to undertake transactional checks, ensuring that the correct procedures have been followed as 

outlined in this policy, including:-  
 
i) bank reconciliations; 
ii) payroll, including interface with the payroll provider 
iii) procurement procedures, including best value checks and the appropriateness and authorisation of expenditure 
iv) procurement processes, including purchase ordering, non-order invoices, school credit cards’ transactions and 

petty cash payments; 
v) staff personal expense reimbursement claims; 
vi) adhoc review of DfE/ESFA and other statutory returns to ensure accuracy; 
vii) income collection procedures, including the management of bad debts and processing of cash at catering outlets 

and at WBSC Ltd. 
 

g) The IA inspection takes place towards the end of the academic year, with further inspections scheduled if and when 
required by the Board, F&R Committee or Headteacher.   
 

h) The IA inspection reports are distributed to the F&R Committee at its next scheduled meeting for review. 
 

i) On occasion, the EA or IA company is engaged to undertake bespoke or adhoc audit checks, including the statutory 
annual audit of the Teachers’ Pension contribution amount from The Blue School as employer. 

 
11) Responsibilities of the Headteacher (Accounting Officer) 
 

a) At The Blue School, in line with ESFA requirement, the Headteacher is the Accounting Officer.   
 

b) As The Blue School’s Accounting Officer, the Headteacher is aware of his specific personal responsibilities to 
Parliament and the ESFA’s Accounting Officer for the financial matters of The Blue School, including:- 

 
i) Value for money; 
ii) Regularity; 
iii) Propriety; 
iv) Compliance 

 
c) The Headteacher completes and signs an annual statement stating that the four areas highlighted in 11b have been 

met by The Blue School.  This statement is included in the end of year accounts along with the EA’s opinion on 
whether the statement is accurate or not.  In this way, the ESFA is notified by the Headteacher of The Blue School’s 
compliance or not and will form its own reassurance about whether its own intervention is required or not. 
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d) The Headteacher adheres to the “seven principles of public life” and is aware of HM Treasury’s guidance publications 
on “Managing Public Money” and “Regularity, Propriety and Value for Money”.  
 

e) The Headteacher is entitled and expected to take appropriate action if the Members or Board contemplate taking a 
course of action which he or she considers:- 
 
i) would infringe the requirements of propriety or regularity (including the provisions of the ESFA’s Academy 

Handbook, Funding Agreement or other documents setting out the financial duties of the Members or Board or of 
any other rules governing the conduct of the body), or  

ii) would not represent prudent or economical administration, or 
iii) would not represent the efficient or effective discharge of the Members or Board's functions.   
 
In such circumstances, the Headteacher would be required to put his or her objections in writing to the Members and/or 
Board and to advise them of his/her requirement to inform the ESFA’s Accounting Officer and the EA.  Such 
notification would occur without undue delay, in writing and in the knowledge of subsequent intervention by the ESFA. 
 

f) As outlined in 11e), the Headteacher is entitled to take the same action if he/she believes that the Board is ignoring or 
avoiding a responsibility to the ESFA or other regularity body.  
 

g) Although the Headteacher has personal responsibility as Accounting Officer that cannot be delegated, the delivery of 
The Blue School’s accounting processes is delegated to the BM.  Through intervention of the HR policies of The Blue 
School, the Headteacher can ensure that the BM and other staff with a financial responsibility are working to comply 
with the requirements of the personal responsibility placed upon him or her.     

 
12) Responsibilities of the Business Manager (BM) (Chief Financial Officer) 
 

a) At the Blue School, the Business Manager (BM) is the Chief Financial Officer. 
 

b) The BM is responsible to the Headteacher for:- 
 

i) the day to day management of financial issues; 
ii) the management of The Blue School’s financial position; 
iii) the maintenance of effective systems of internal control; and 
iv) ensuring that the annual accounts are properly presented and adequately supported by the underlying books and 

records of the academy. 
 

c) Specifically, this includes:-  
 

i) preparing the School’s annual budget, and exercising budgetary control throughout the year, including the 
proposal of all virements; 

ii) undertaking and presenting financial plans for the short, medium and long term with particular regard to known 
funding changes, student number and staff profile trends; 

iii) preparing the school’s end of year accounts to trial balance for completion by the school’s externally appointed 
accountant service and EA; 

iv) preparing the school’s risk register; 
v) ensuring the integrity of the School’s finances, adhering to good audit practice and following The Blue School’s 

financial regulations; 
vi) preparing annual accounts for statutory bodies in the format they require by regulation, eg: Companies House; 
vii) ensuring management reports are produced for the ESFA, Board and Headteacher as appropriate on budget 

variations, projected out-turns, cash flow forecasts, final accounts, creditor/debtor analysis, trends and other 
statistical information as appropriate in the format requested and on a timely basis as appropriate; 

viii) liaising with and responding to the EA and IA, including preparation and execution of any action plans arising, 
ix) reviewing the policies of The Blue School, including this Finance Administration Policy and proposing changes for 

the consideration of the Board to ensure compliance; 
x) ensuring, within reason, adherence to control procedures and maintenance of separation of duties to reduce the 

risk of fraud, 
xi) overseeing and (primarily in the absence of the Finance Manager) undertaking day-to-day financial procedures, 

including nominal, payroll, purchase and sales ledger maintenance: authorising expenditure; processing supplier 
orders and invoices; payment processing; bank reconciliations; petty cash; debtor control; income collection; 
cashing up and banking; VAT returns; journal entries; inventories; credit card transactions; foreign currency 
requests. 

xii) undertaking best value exercises including competitive tendering as and when appropriate, 
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xiii) managing the School’s payroll, (either via as currently a 3rd party payroll service or in-house), ensuring correct 
payments and payslips and reports are made to staff, HMRC (including dispensation approval), pension funds, 
professional associations, charities and other bodies by the appropriate deadline in the format requested, 

xiv) overseeing the performance and financial integrity of the school’s trading activities, catering and ICT technician 
support. 

xv) overseeing the performance, financial integrity and compliance of the school’s subsidiary company, Wells Blue 
Sports Centre Ltd including timely statutory reporting.   

xvi) ensuring, as far as is reasonably possible, compliance with HMRC’s treatment of VAT on the School’s 
transactions, including timely submission of VAT returns. 

xvii) accurately completing all financial aspects of funding bids or grant awards and management of funds thereafter.  
This includes ESFA grants for specified purposes, such as pupil premium. 

xviii) ensuring comprehensive insurance is in place as required and administering all claims for reimbursement as they 
may arise.  

xix) ensuring that procedures are in place to keep data in accordance with the requirements of the Information 
Commissioner and thereby reducing potential loss to the school through fines in the event of breaches 

xx)  ensuring that procedures are in place for the effective management of health and safety in accordance with the 
Law and thereby reducing the potential financial loss to the school through increased insurance premium costs 
due to increased injury claims. 

xxi) ensuring the maintenance of a Business Continuity Plan, particularly concerning the financial and ICT operational 
aspects of the School. 

xxii) overseeing the performance, financial integrity and compliance of the school’s subsidiary company, Wells Blue 
Sports Centre Ltd including timely statutory reporting.   

 
d) The BM undertakes the above duties with the support of the Finance Manager.  The Blue School also appoints an 

external accountancy service specifically to complete the end of year accounts on an annual basis (ensuring 
compliance with current accounting regulations for charity and academy reporting) and to advise on other specialist 
areas, such as VAT compliance.  

 
13) Responsibilities of the Finance Manager (FM) 
 

a) The FM supports the Headteacher and BM and is responsible for:- 
 
i) assisting with the preparation of the annual school budget and forecasts.  
ii) carrying out end of year procedures in accordance with the required timetable for closing old year accounts, 

identifying accruals and preparing information required by the externally appointed accounts service and EA. 
iii) the preparation of monthly management accounts for the F&R Committee.  
iv) the day to day monitoring of departmental budgets, including reporting to budget holders. 
v) processing of nominal ledger journals, including transactional corrections and clearance of nominal control 

accounts 
vi) maintaining the purchase ledger: encouraging the raising of orders for purchases; checking goods and services 

have been received against delivery notes; ensuring the school is charged only for goods received; authorising 
and processing supplier invoices; preparing BACs and cheque payments; processing credit card payments and 
the reconciliation of postings to the accounts system. 

vii) maintaining the sales ledger: ensuring, as far as is reasonably, full income collection; timely production of debtor 
invoices; receiving and prompt banking of all income; correct processing of direct debit payments; correct setting 
up and processing of SCOPAY payments; pursuing bad debts; preparing the annual bad debts list; 

viii) undertaking monthly bank reconciliations 
ix) maintaining the payroll ledger: processing all overtime, additional hours, casual and other pay related claims 

including payroll payments to 3rd parties; reconciling the monthly payments and control accounts; journaling costs 
to the accounting system and alerting the BM to all variances.  

x) administering all insurance claims for reimbursement as they may arise. 
xi) maintaining the accounts of Wells Blue Sports Centre Ltd including preparation of an end of financial year report 

and submission of all records for the auditor. 
xii) maintaining an up to date fixed assets register and inventory of school equipment. 
xiii) maintaining the school’s accounts system, including liaison with the software supplier and school’s IT support 

service. 
xiv) supporting the prevention of fraud by ensuring that financial controls and separation of duties (as outlined herein) 

are maintained and that the Finance Assistants are aware of high risks; eg: money laundering, online payments 
(including request to change supplier payment details) and cash. 
 

14) Responsibilities of the Finance Assistants 
 
a) The FM is supported in undertaking day-to-day financial procedures and operations by the Finance Assistant.   
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b) The Finance Assistant is expected to act in a proper manner at all times following the school’s procedures and 
controls.  This includes maintaining accuracy with data entry to SAGE. 
 

c) The Finance Assistant is expected to fully cooperate with the work of the school’s appointed IA and EA.    
 

d) The Finance Assistant is expected to be alert to and promptly report any concerns they may have regarding possible 
fraud or other financial impropriety to the appropriate person, whether FM, BM or Headteacher. 
 

15) Responsibilities of the Catering Manager 
 

a) In addition to the responsibilities as a Budget Holder and member of staff, specifically, the Catering Manager is 
responsible for:- 
 
i) ensuring accurate records on hospitality and the provision of primary school meals are maintained, so that the 

Finance Assistant can ensure full income recovery from debtors. 
ii) ensuring that all the Catering team are aware of the correct procedures to follow when procuring food, supplies 

and equipment or operating the tills and collecting cash from students and staff 
iii) ensuring that the Catering team are aware that VAT is applied to the cost of sales to adults (including staff) and at 

some out-of-school activities. 
iv) ensuring that the Catering team are aware of the importance of fraud prevention,  
v) undertaking a stock take of all food and supplies as at the year-end, 31st August, and advising the FM accordingly. 

 
16)  Responsibilities of the WBSC Manager 
 

a) In addition to the responsibilities as a Budget Holder and member of staff, specifically, the WBSC Manager is 
responsible for 
 
i) ensuring accurate records on membership, bookings and other activities are maintained, so that full income 

recovery from debtors can be achieved. 
ii) ensuring that all the WBSC team are aware of the correct financial procedures to follow when collecting payments 

at Reception from members or procuring equipment and supplies. 
iii) ensuring that the team are aware of the different VAT rules applying to the different activities of WBSC. 
iv) ensuring that the WBSC team are aware of the importance of fraud prevention, particularly when managing cash 

payments at Reception. 
v) undertaking a stock take of all vending purchases as at the year-end, 31st August and advising the FM 

accordingly. 
vi) supporting the FM with preparation of WBSC’s end of year accounts, including the calculation of accruals and 

other adjustments. 
 
17) General responsibilities of Budget Holders 

 
a) The School’s budget is split into cost centres, with a member of staff appointed as “budget holder” for each cost centre, 

responsible for ensuring that:- 
 
i) expenditure is made in line with the purpose for which the budget was allocated; 
ii) the purpose remains in line with the educational objectives of The Blue School;  
iii) expenditure is procured correctly; 
iv) expenditure does not exceed the approved budget and equally, 
v) funds are fully spent by the end of the financial year (or other agreed timescale); 
vi) prudent income targets, where set, are achieved. 

 
18) Shared responsibilities of the Leadership Team 
 

a) The following responsibilities are shared by one or more member of the Leadership Team, being:- 
 

i) the complete and accurate reporting on the School’s Management Information System (SIMS) of student 
enrolments and characteristics, including age, attendance, pupil premium eligibility and SEN designation, and 
consequently how this is recorded on funding returns to the DfE and other bodies eg: via the termly Census.   

ii) the implementation of the curriculum plan, in line with the School Development Plan and the efficient and effective 
allocation of staff resources. 

iii) the correct application of human resources procedures, particularly in relation to the employment of staff. 
iv) the adherence to and enforcement of controls and regulations (as contained herein) to maintain compliance 

throughout the activities of The Blue School, thereby reducing the risk of fines from regulators or other loss of 
funding from the ESFA and/or others.  



9 
 

 
19) General responsibilities of all Staff 

 
a) All staff are expected to abide by the School’s financial management procedures relating to all financial 

transactions/activities they undertake on behalf of the School.  
 

b) All staff are expected to promptly report any concerns they may have regarding possible fraud or other financial 
impropriety to the appropriate person. 
 

SECTION 3 – STATEMENT OF RISK AND OPPORTUNITY MANAGEMENT 
 
The Board is aware that it must have a strategy in place for managing risk and opportunity, where risk is defined as something 
that might have a detrimental impact on the achievement of the School’s objectives or for it to be deemed a “going concern”.  
Risk and opportunity management is defined as encouraging innovation through a managed process, ensuring that tangible and 
intangible assets are safeguarded. 

 
20) Management of risk 

 
a) Examples of the types of risks which the School face include:- 

i) Failure to comply with statutory obligations and regulations such as those covering the environment, health and 
safety, employment practice, and human rights 

ii) Anything that poses a threat to the achievement of educational objectives, including failure to take opportunities to 
improve educational standards within the School. 

iii) Failing to fulfil its duty of care to those that the School comes in to contact with. 
iv) Loss or deterioration of assets beyond normal wear and tear. 
v) Anything that could damage the School’s reputation and undermine public confidence. 
vi) Not protecting the environment from the actions of the School itself or from others operating within the boundaries 

of the School. 
b) The Board is aware that Risk needs to be managed rather than avoided and that in addition to identifying and defining 

risks associated with the activities of the School, risk management is seen as a tool for identifying and assessing 
opportunities. The documented assessment of opportunities will provide the level of confidence required to make 
informed decisions. The School recognises that it works in an increasingly litigious and risk-averse society. 

c) The Board undertakes to develop a consistent approach to risk analysis, which will be an integral part of school 
planning and project management, but achieved with the minimum of bureaucracy.  This will involve establishing a 
systematic and consistent approach to risk identification, analysis and control which: 
i) Embeds risk management as part of School decision making; strategic planning;  and project management 
ii) Enables the School to deliver its priorities and services effectively 
iii) Contributes towards the achievement of sustainable improvement, 
iv) Contributes to the School discharging its duty of care to students and its staff 
v) Reduces the number and cost of insurance and contractual claims arising, 
vi) Minimises damage to the School’s reputation 

d) It is the responsibility of all Trustees and staff to consider risks and opportunities as part of their decision-making and 
day-to-day activities for the School. This will include highlighting risks and opportunities as well as implementing 
agreed actions. 

 
21) Risk Register 

 
a) The BM is responsible for maintaining the School’s Risk Register. It is updated for the Board following review and 

recommendation of the F&R Committee, ensuring it reflects the current position for the School. 
b) The Risk Register is a standing agenda item for the F&R Committee. 
c) As well as identifying risks, the register suggests the treatment thereof and timescale involved.  
d) In 2022, the school has increased its awareness around potential cyber-attacks on the school’s ICT infrastructure and 

response to the financial risks associated with the price inflation situation. 
   

SECTION 4 - BUDGET PLANNING 
 

The Board is responsible for the strategic direction of the school, which includes the approval of the school’s annual budget and 
awareness of financial forecasts up to 5 years.   

 
22) Funding 

 
a) The majority of the funds received by The Blue School are provided by the ESFA via the General Academies Grant 

(GAG), in line with the Funding Agreement signed with the Secretary of State in August 2011.  Limited additional 
funds, mainly for SEN provision, are also provided by Somerset County Council and other grant awarding bodies. 
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b) The Headteacher is responsible to the Board for the accurate completion of the DfE’s Census Returns, including the 

correct reporting of student numbers and programmes of learning (applicable to the Sixth Form) for funding purposes.  
The completion of the school census returns is delegated to the BM. 
 

23) Preparation of the School Budget 
 
a) The annual budget is prepared by the BM (with the assistance of the FM), in consultation with the Headteacher.  This 

will be presented to the F&R Committee for their consideration and recommendation, or not, to the Board. 
 

b) The budget produced is based on: 
 
i) anticipated funding and other income, including student numbers and Government initiatives; 
ii) planned staffing levels for the coming year 
iii) historical expenditure adjusted for inflation and any known changes 
iv) curriculum budgets set based on need. Team Leaders produce annual development plans; the BM reviews these 

plans to ensure that financial implications are included in the annual budget plan. 
v) new initiatives that are known and included in the School Development Plan (SDP). The priorities within the SDP 

contain financial estimates and form the basis of development items in the budget.   
 

c) The annual budget includes a desire at the beginning of the year to maintain a general contingency to cater for 
unforeseen circumstances, to be reduced as the year progresses.  This contingency being additional to the minimum 
reserves limit as set out in the reserves policy contained herein. 
 

d) The Blue School has in the past and may have to in the future set deficit budgets for a number of years, calling on 
reserves to ensure solvency.  This in the context of increased student numbers with anticipated stability for a number 
of years moving forward.  The Board is aware that the minimum reserve limit must be maintained and that cuts to 
expenditure must be achieved to reduce the risk of breaching this limit.  The Board is also aware of the need to inform 
the ESFA if all reserves have been used up and a deficit budget situation continues.  The Board understands that this 
would result in intervention by the ESFA and a probable Financial Notice to Improve.  The Board will avoid this 
scenario by all reasonable attempt. 

 
e) Following approval at a meeting of the Board, which is minuted, the annual budget is signed off by the Chair in a timely 

manner to allow time for submission to the ESFA by its July deadline. 
 

24) Budget Monitoring and Reporting 
 
a) Regular monitoring of income and expenditure against the agreed budget is central to effective financial management. 

 
b) The FM produces a “Budget Statement” report for budget holders directly from SAGE, showing the approved budget, 

sums committed but not paid, any income received, actual expenditure to date and balances remaining.  Budget 
holders are expected to review their statements and liaise with the FM regarding any queries arising. 
 

c) The FM produces a management report in excel which is supported with printouts taken directly from SAGE (primary 
record) on a calendar month basis.  This report summarizes income received against target and expenditure against 
budget allocation.  The BM and FM review the monthly management report to identify any variances/unexpected 
trends. These reports may not be published in Months 1 and 2 due to the EOY closedown procedure meaning that 
accurate data is not available.  

 
d) The BM presents a financial report to accompany the monthly management report, providing explanatory notes, details 

of budget virements and any remedial action taken/required or items requiring further discussion. The report includes 
the Balances Sheets for both The Blue School and WBSC Ltd.  The BM also provides revised out-turn and budget 
forecasts.  A 12 month cash flow forecast is also presented.  At most F&R Committee meetings approval is sought for 
the latest budget revisions reflecting the recent forecast, for subsequent approval by the Board. 
 

e) If the school’s circumstances change significantly and suddenly in-year (due to an unforeseen loss of income or 
increase in expenditure) resulting in the school entering into a deficit situation having exhausted its reserves, the 
Headteacher will call an emergency meeting of the Board and inform the ESFA.  In such an unlikely situation, ESFA 
intervention will be required to avoid a cash flow problem for the school. 
 

f) The BM and FM both monitor cash flow and this may determine budget profiling particularly when meeting the monthly 
payroll costs and for one-off projects such as building capital works. 
 

25) Virements/Budget Movements 
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a) The Board has agreed an amount of £20,000 that can be vired without their prior approval to allow some flexibility 

within the everyday running of the school. 
 

b) All virements are reported to the F&R Committee at the next available opportunity, presented as a revised budget 
forecast as outlined in 24c above. 
 

26) Forward Financial Planning 
 
a) The BM reviews the school’s student number forecasts for 5 years based on numbers in The Blue School’s partner 

primaries.  This is adjusted to reflect the historic trend of students choosing The Blue from non-partner schools.  
 

b) During the budget setting process, the BM produces an indication of future year budget trends, albeit subjective given 
the number of possible factors impacting on future estimates not least of which being Government policies on funding. 

  
c) The estimated levels of funding for future years are compared to fixed expenditure costs, current staffing establishment 

costs and other plans to identify any trends/concerns to be brought to the F&R Committee’s attention. 
 

27) Reserves Policy 
 
a) The Blue School does not hold a large reserve as it is intended that its total funding and income, should in general 

terms, be expended each year to support the delivery of education to its current students.  The Board aims to secure 
an out-turn that will result in a modest surplus to enable the enhancement of educational facilities, fund future projects, 
provide a “cushion” to cope with unforeseen expenditure and ensure reasonable cash flow flexibility can be maintained 
throughout the year. 
 

b) The aim is to achieve a budget resulting in a reserve approaching one month of average operating costs, (including 
payroll).    
 

SECTION 5 - HUMAN RESOURCES (HR) and PAYROLL 
 

It is the Board’s strategic responsibility to ensure compliance with employment law and HMRC PAYE, pension and safeguarding 
regulations. It achieves this through the work of its Pay Committee, Teaching and Learning Committee and F&R Committee.  
The Headteacher, Deputy Headteacher (Standards) and BM are the members of the Leadership Team responsible for ensuring 
the decisions of the Board are enacted.  In so doing, the Board will endeavour to ensure that its decisions are compliant with the 
Law and good HR practice, with professional advice sought when required.  
 
28) HR and Payroll Services 

 
a) The Blue School has continued to use Somerset Services for Education’s (SSE) HR Consultancy and external payroll 

bureau service.  Experience has shown both services represent value for money, both in terms of cost and quality of 
provision.  Most importantly, the services have a clear understanding of teachers’ and support staff conditions of 
service, as applied both nationally and locally in Somerset, as well as familiarity with the requirements of our two main 
pension providers, Teachers Pensions and Peninsula Pensions (LGPS).   
 

b) The BM will initiate a review of the school’s HR and Payroll services in the circumstance of any significant value for 
money concern arising or as a result of policy decisions taken by SSE regarding its services to The Blue School.  
Because these are key services for the school any decision on a change of contractor will be taken at Board level, 
following consideration and recommendation by the F&R Committee. 
 

c) Due to the complexity of HR and Payroll services, it is the view that The Blue School will always rely in part on the 
services of an external contractor.  The need for accurate understanding of the law and calculation of pay for staff will 
be the key factors in choosing the school’s HR and payroll services provision.  
 

29) Payroll Processes, Authorisation and Segregation of Duties 
 
a) The following staff have access to the school’s management information system for Personnel:- 

 
i) The Headteacher 
ii) The Deputy Head 
iii) The BM 
iv) The Headteacher’s PA 
v) The HR Assistant 
vi) The FM 
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The payroll contractor is aware that only the above staff at The Blue School are authorised to contact them in relation 
to payroll related matters. 

 
b) Monthly payroll preparation routines:- 

 
i) The FM completes the load files for the payroll contractor, for all existing staff, including details of overtime, travel 

and other non-contractual changes to pay that month.   
 

ii) Such claims are submitted by the post holder to the FM on a calendar month basis, by the 3rd working day of the 
following calendar month.  The post holder signs an undertaking that they have done the work that they have 
claimed for on the form. If appropriate, the post holder’s line manager counter-signs the claim for confirming that it 
is being correctly made for authorised reasons.  All claim forms are signed off as authorised for payment by the 
BM.  The load files are submitted to the payroll contractor by the FM, for the authorised claim forms only, which 
are retained securely by the FM as evidence to support the load file submission.    
 

iii) In addition to the load files completed by the FM, the Headteacher’s PA and HR Assistant undertake the 
administration of existing staff contractual changes; the setting up of new staff; and processing of leavers using 
the school’s Personnel management information system to generate contract amendment reports to notify the 
payroll contractor.  In this way, the school’s HR and Pay records are maintained as the primary record. 

 
iv) All contractual changes are submitted (by post or scanned document email) to the Payroll contractor by the 15th of 

the calendar month, for payment at the end of that month. 
 

c) Monthly payroll - authorisation routines:- 
 
i) The Deputy Head and BM are responsible for ensuring that the wishes of the Board, via its Pay Committee, are 

followed in relation to pay awards and any staff contractual changes made.  
 

ii) The Deputy Head and BM authorise most staff contractual changes, including all new starters and leavers, with 
the following exceptions:-   
(1) Only the Chair of the Board can authorise changes relating to the Headteacher  
(2) Only the Headteacher can authorise contractual changes relating to members of the Leadership Team, 

including that of the Deputy Head and BM.  
 

iii) The calendar month’s pre-pay run reports are emailed (encrypted) to the BM by 22nd day. 
 

iv) The BM undertakes a check of every payslip due for payment, comparing to payments made the previous month 
where applicable; against the claim forms submitted; against known leavers; against known starters.  The payroll 
contractor issues new payslips for all corrections requiring amendment. 

 
v) The BM authorises the pay-run by email to the payroll contractor, based on the checks made, and after identifying 

amendments to the total net pay cost.   
 

vi) No further changes to an individual’s gross payments are expected after the BM has authorised the payroll.  
However, final changes to a post holder’s net pay can occur on rare occasions after recalculation of their pension 
contribution at the final stage before the payroll contractor raises the BACs file. 

 
vii) Following the BM’s authorisation, the payroll contractor is responsible for ensuring that the BACS file is raised in 

time to ensure that payment is made to all staff by the last working day of the calendar month. 
 

viii) It is the responsibility of the BM, within reason, to ensure that cash flow has been managed to ensure there are 
adequate funds in the school’s bank account to avoid failure of the BACs run on the last working day of the 
month, and for subsequent payments to pay-related third parties and the HMRC. 
 

d) Monthly payroll – post pay day routines:- 
 
i) The payroll contractor issues final reconciled reports to the BM 

 
ii) The BM reviews the reports, identifying any post authorisation changes between the provisional and final pay-run. 

 
iii) The FM is responsible for posting the monthly payroll cost to SAGE, in a timely manner as part of the month 

closedown routine.  The BM signs off the payroll journals completed and posted by the FM. This process is also 
verified by the need to reconcile the monthly pay costs to the bank deductions made. 
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iv) At the end of the monthly payroll process, the Headteacher’s PA undertakes a final check, identifying any 

changes between the provisional and final pay-run.  In this way, the work of the BM and FM is checked and 
authorisation loop closed.  The Headteacher’s PA has the authority and wherewithal to report any concerns 
directly to the Headteacher, being line managed by the Headteacher. 
 

e) Annual payroll routines 
 

i) The BM is responsible for ensuring that all annual payroll rated routines are completed, including cooperation with 
the work of the internal and external auditors and completion of the annual audit exercise required by Teachers’ 
Pensions. 
 

30) HR and Pay Regulations 
 
a) The school is aware of a number of areas where HMRC regulations affect or determine the way payments are made. 

This is of particular importance relating to IR35 regulations with individuals who are self-employed offering services to 
the school (this excludes individuals/companies subject to CIT scheme).  At The Blue School, all individuals 
“employed” are paid via the payroll and not via purchase ledger payment or petty cash. 
  

b) The Board has established the above procedures for the administration of HR activities, including appointments, 
terminations and promotions and it is the responsibility of the Deputy Head and BM to ensure that they are followed. 
 

c) In line with HMRC requirements, payroll related information, both hard copy and electronic, are kept secure for seven 
years, with only authorised staff allowed access to personal records.  An individual member of staff is entitled to review 
their own personal file on request.  The Headteacher’s PA and HR Assistant maintain the school’s payroll records. 
 

d) All correspondence and starter, leaver and contract amendment notification forms between the school and HR and 
payroll external contractor are uploaded/downloaded via a secure, password protected portal.  
 

31) Staff Severance, Compensation and Ex gratia payments  
 

a) Staff severance and compensation payments are rarely made, and only where value for money can be demonstrated 
against the cost of a potential Employment Tribunal or other legal action. 
 

b) Approval of staff severance or compensation payments is delegated by the Board to the Headteacher.  The 
Headteacher is required to seek and follow professional advice and notify the Board of all such payments. 
 

c) It is very unlikely that staff severance or compensation payments will exceed the ESFA approval limit, but if this occurs 
the necessary referral to the ESFA will be made by the Headteacher (or BM specifically acting on the instruction of the 
Chair of Governors if the payment relates to the Headteacher) 

  
d) The school does not anticipate making Ex gratia payments, but if such circumstances arise these will be referred to the 

ESFA for approval as required. 
 

32) Senior staff pay 
 

a) The Board will not authorise payments to senior staff other than via its payroll.  Thereby, concerns regarding the tax 
arrangements for such staff do not arise at The Blue School. 
 

SECTION 6 – PROCUREMENT 
 
The Board is aware that value for money must be sought in all procurement of goods and services on behalf of The Blue School.  
The Board expects the F&R Committee to oversee the school’s procurement procedures and policies and to ensure that these 
follow ESFA regulations and good practice. 
 
33) Procurement – value for money 

 
a) The School endeavours to achieve value for money, procuring what is needed, in the correct quality, quantity and time 

at the best price possible.  The school establishes whether the price being obtained is competitive by online searches, 
consulting catalogues and seeking alternative quotations or undertaking formal tendering.  Price is not always the 
overriding factor in deciding which suppliers to use.  The school is aware of its place in the community of Wells and the 
Mendips and the need to support local businesses when this is practical. 
 

b) The following procurement procedure is followed: 
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Up to £7,500 

 
One quotation (recorded verbal, internet, email, catalogue or written). 

 
£7,501 up to £30,000 

 
Three quotations (recorded verbal, internet, email, catalogue or written) 

 
£30K to UK replacement 
threshold* 

 
Invitation to tender to at least three candidates 

 
At and above UK replacement  
threshold* 

 
EU / (UK replacement) procedure* 

 
 Exclusions apply.   
 The equivalent regulations/threshold (if applicable) that applies under UK legislation following an exit from the EU. 
 

c) Certain specific exclusions apply:- 
 
i) Energy contracts - procured via The Blue School’s appointed Broker compared to the Government’s Crown 

Commercial offer.  
 

ii) Insurance – long-term agreement with existing commercial insurance provider will be compared to membership of 
the ESFA’s Risk Protection for Academies, at the time of renewal. 
 

iii) Somerset Support Services for Education (SSE) will be procured via the SSE ordering service, following 
comparison with other providers but only if available to The Blue School (geographically) and able to deliver the 
same level of specialist support. 
 

iv) All building (construction, maintenance or refurbishment) contracts undertaken by the school expected to exceed 
£30,000 will be subject to advertised tender,  
 

v) All building (construction, maintenance or refurbishment) contracts undertaken under the ESFAs Condition 
Improvement Fund (CIF) will be procured in line with the regulations of the award at the time, usually undertaken 
by the school’s appointed project consultants. 
 

vi) Where one supplier has a monopoly with no feasible alternatives eg: Microsoft Licensing, Capita SIMS licensing, 
Bristol Water and Sewerage Supplies, every effort will be made to challenge the level of renewal, but within the 
reality of the school’s buying power. 
 

d) To increase its buying power, The Blue School will explore joint procurement exercises with other Somerset schools or 
other national and local consortia.  However, the rules of such joint procurement must be of benefit to The Blue School. 
 

e) The school may decide to appoint a contractor who has not submitted the lowest price where experience and/or 
information is a reliable indicator that the contractor will deliver value for money. 
 

f) Through investigation at the time and use of professional advice where required, the school will be wary of quotations 
where “corners may have been cut” to achieve the lowest price.  For example, contractors who do not adhere to 
regulations on waste disposal or payment of the minimum wage to contractor’s staff. 
 

g) The school will undertake reviews of its support services in response to a projected failure to be able to continue to 
deliver in-house.  Such a decision will be based on the cost of continuing the in-house provision, or inability to meet 
new regulations affecting the provision or to recruit suitable staff.  Currently the school believes that greater value for 
money is achieved by keeping its support services in-house.  
 

34) Procurement Processes, Authorisation and Segregation of Duties 
 
a) By purchase order:- 

 
i) Individual staff prepare orders on school requisition forms. (Email communication is accepted if forwarded by the 

appropriate Budget Holder). 
 

ii) Budget Holder signs this Proforma. (Budget holders may delegate responsibility for signing orders to a nominated 
representative up to the value of £200). 
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iii) Finance Assistant prepares orders on SAGE and prints them out for email.  Thereby, other staff cannot generate 

orders on behalf of the school. 
 

iv) FM authorises order on SAGE. 
 

v) All deliveries are checked by the recipient to ensure that the goods listed have been “Received”.  Checks are 
evidenced in writing on the delivery note, with any discrepancies referred to the Finance Assistant to follow-up 
with the supplier. 

 
vi) Delivery notes are then passed to the Finance Assistant who raises a goods received note on SAGE, and 

subsequently the supplier’s invoice for payment. 
 

vii) Where goods are supplied by a supplier registered for VAT, a valid VAT invoice is required from the supplier. 
 

viii) Payments are only made against supplier invoices and not from statements or ‘brought forward balances’. 
 

ix) No alterations are made to any supplier invoices.  If a change is required, the Finance Assistant requests an 
amended invoice or credit note from the supplier. 
 

x) If payment is to be made on a copy invoice, as the original has been lost, the Finance Assistant undertakes 
checks to ensure it has not previously been paid.  It must then be endorsed ‘copy’. 
 

xi) The original order and delivery note documentation are attached to the invoice. 
 

xii) The Finance Assistant undertakes a minimum fortnightly cheque\BACS run, ensuring that prompt payment is 
achieved within suppliers’ credit terms.  The school does not believe it acceptable to withhold payment due to 
suppliers and notes this is often detrimental given the school’s buying power. 

 
xiii) Finance Assistant prepares SAGE BACs pay run or cheque payment.  

 
xiv) Two out of the following four staff sign the BACS report or cheques:  Headteacher, BM, Deputy Head or 

Headteacher’s PA.  The BACS report or cheque must contain at least one signature from one of the Headteacher, 
BM or Deputy Headteacher. 

 
xv) Telephone orders made direct by staff other than in the Finance Office, are discouraged.  If an order is placed in 

this way, the member of staff must inform the Finance Assistant immediately to enable a confirmation order to be 
raised on SAGE, to be sent to the supplier. 

 
xvi) If inspection copies are requested for books or equipment a copy of the request is given to the Finance Assistant 

so that an order can be raised as in 34xv above.  
 

xvii) Staff are aware that they do not have the authority to enter in contracts on behalf of the school.  In particular, staff 
are warned about not subscribing to online offers or product services without the prior approval of the BM, 
following a review of the terms and conditions of the online offer. 
 

b) By Business Charge Card purchase:- 
 
i) The school’s Business Charge Cards are not Credit Cards as such, the balance of all transactions in one calendar 

month paid off in full by direct debit the following calendar month.  
 

ii) Increased use of the Business Charge Cards reflects that better value for money can be achieved through online 
purchases against credit accounts.  
 

iii) Only the school’s Business Charge Cards can be used to make online purchases on behalf of the school.  These 
cards are retained in the school’s safe and are in the name of the BM, FM and Finance Assistant:-  
(1) BM - £5,000 monthly limit 
(2) FM - £10,000 monthly limit.  The main card. 
(3) Finance Assistant - £5,000 monthly limit.   
(4) Specified Technician staff – £200 monthly limit   

 
There is a limit of £3,000 on any one transaction. 
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iv) Individual staff request online purchase via email communication to the Finance Assistant, often with the link to 
the online supplier (accepted if forwarded by the appropriate Budget Holder). 
 

v) Individual staff can also request orders from various online supplier portals eg: Amazon Business, but with 
subsequent electronic authorisation undertaken by the Finance Assistant (following relevant Budget Holder 
approval). 

 
vi) Finance Assistant orders online transaction via school credit card, downloading to electronic file all supporting 

information. 
 

vii) Finance Assistant reconciles monthly credit card statements to transactions ordered during the month. 
 

viii) FM reviews the journal entry against the credit card statement. 
 

ix) Two out of the following four staff check and sign the Business Charge Card transactions against the statement:  
Headteacher, BM, Deputy Headteacher or Headteacher’s PA.  The Business Charge card reconciliation 
statement must contain at least one signature from one of the Headteacher, BM or Deputy Headteacher. 

 
x) In relation to the BM’s designated Business Charge Card, the Headteacher, Deputy Headteacher or 

Headteacher’s PA check transactions against the statement.  
 

xi) Finance Assistant prepares the credit card journal entry to SAGE and FM checks before posting. 
 
xii) Staff are advised to use reputable, mainstream online suppliers only.  With some companies, the school has set-

up an online business account eg: Amazon Business, to streamline the administration of transactions processing. 
 

c) By petty cash:- 
 
i) The school has stopped the routine use of petty cash floats for Art, Science and DT: Food and Textiles curriculum 

areas that make small, ongoing purchases for their learning resources.  Instead purchase cards have been 
allocated to designated, appropriate Technician staff. 
 

ii) On adhoc occasions a cash float may be created eg: Productions, External Visits.  This will be allocated to a 
member of staff, responsible for the appropriate use of the cash floats allocated to their department, including its 
safe and secure keeping. 
 

iii) Petty cash float reimbursements are managed by the Finance Assistant, following reconciliation of expenditure 
against transaction receipts. 
 

d) By direct staff procurement:- 
 
i) Such reimbursements are discouraged, staff expected to use the methods outlined in 34a, b and c above.  Staff 

are instructed to avoid mixing up their personal finances with school related transactions. 
 

ii) When such does arise, which can sometimes be for the most practical reasons, the same principles of 
authorisation as outlined in 34a are applied.  Reimbursements are only made following Budget Holder and BM 
approval, and the BM may refuse reimbursement if unsatisfied with the reason of the purchase in relation to the 
school. 
 

35) Procurement – Leasing 
 
a) The Blue School endeavours to avoid leasing arrangements for the purchase of services or goods. 

 
b) Where this is unavoidable (due to financial constraints of the capital cost in one accounting year), the school will only 

enter into operating leases.  The advice of the school’s externally appointed accountant will be sought to verify the 
proposal as an operating lease arrangement. 

 
c) The ESFA will be notified by the Headteacher, in the unlikely event that any future lease procurement proposal meets 

the requirement for ESFA approval. 
 

d) This excludes the lease agreement in place between The Blue School Foundation Trust and the Scout Association for 
use of land for the Wells Scout HQ.  This lease is outside the remit of the ESFA’s regulations as outlined in the 
Academies Handbook. 
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36) Procurement – Related Parties 
 
a) The school will avoid procurement or other financial transactions with related parties (as defined by the ESFA).  This 

avoids the sensitivities surrounding this issue. 
 

b) If in rare circumstances, where use of a related party can be evidenced as of clear benefit to the school, any 
procurement or financial transaction involving provisions of goods, services or professional advice to the school will be 
notified to the ESFA and its approval sought if relevant to the procurement amount. In all cases, any transaction with a 
related party will be agreed on an “at cost” basis. 

 
c) As set out by the ESFA, the “at cost” requirement will apply to all financial transactions with connected parties above 

£2,500 (one-off and cumulative within the year). 
 
37) Procurement – Connected Parties 

 
a) The school will undertake procurement or other financial transactions with connected parties (as defined by the ESFA), 

including Somerset County Council, Mendip District Council and neighbouring Academy schools.  This does not impact 
on related parties procurement. 

 
38) Procurement – Other 

 
a) Where the school is engaging in works such as building, decorating etc where the Construction Industry Scheme (tax) 

applies, the Site Manager ensures that the supplier is registered under the scheme before accepting them to carry out 
the work.    
 

b) The Headteacher will not authorise entering into a financial agreement with long-term financial or capital implications 
without the approval of the Board.  

 
c) The Board will not authorise novel and/or contentious transactions, without seeking appropriate professional advice, 

undertaking consultation with stakeholders as appropriate and seeking the approval of the ESFA. 
 

d) Procurement for the benefit, of private individuals (whether staff or not) or organisations cannot be made via the 
school.  

 
e) The school’s inventory is updated by the Finance Assistant for items valued at £100 or more.  The FM reviews the 

inventory for inclusion of items over £1,000 in the Fixed Assets Register on an ongoing basis, in preparation for the 
end of year closedown routine. 

 
f) The FM reviews the outstanding creditors’ list report generated by SAGE as part of the monthly closedown routines, 

identifying any reasons for delayed payment to suppliers.   
 

g) The FM reviews outstanding commitments on SAGE as part of the monthly closedown routines, ensuring that these 
commitments have only been raised for known expenditure within the accounting year.  The FM will cancel 
commitments that are no longer applicable. 
 

h) In line with ESFA requirement, the school does not procure alcohol nor excessive gifts for anyone. 
 

i) Other than fundraising events, operated by students, the school does not make charitable donations from school 
funds.   
 

SECTION 7 - INCOME 
 
The school’s main source of income remains funding from the ESFA or other public bodies.  This section relates to other 
amounts of income collected through the activities of WBSC Ltd, catering services and other adhoc income generation activities 
of The Blue School.  The Board is aware of the responsibility to ensure full income collection, maximising possible resources for 
the school.  The F&R Committee oversees this on behalf of the Board.  The BM has Leadership Team responsibility for this area 
of the school’s financial activities.  
 
39) Income collection system 

 
a) The objectives are:- 

 
i) all income due to the school is collected in a timely manner; 
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ii) that all income collection is VAT compliant 
 

iii) all collections are receipted and banked promptly and completely; 
 

iv) SAGE debtors’ accounts are properly and promptly updated. 
 

v) that adequate division of duties exists between the collection, transfer of monies, recording and banking of 
income. 
   

b) Debtor Invoices 
 
i) The raising of speculative debtor invoices is avoided.  Only when the school is confident that the income is legally 

due to the school for a service provided or for the undisputed recovery of loss, will a debtor invoice be raised. 
    

ii) Staff have a responsibility to advise the Finance Office of any income due that needs to be invoiced as a part of 
an activity associated with their employment that is due to The Blue School. 
 

iii) In particular, the Catering Manager is responsible for ensuring that the Finance Assistant is aware of any external 
catering that has taken place, and the charge agreed with the customer that needs to be invoiced.  
 

iv) All debtors’ invoices will be raised by the Finance team via SAGE, in a timely manner, and sent promptly to the 
debtor. 

 
v) An exception to this relates to debtor-invoiced income due for WBSC Ltd, where WBSC staff originate invoices to 

clubs, societies and members for use of its facilities directly from the separate WBSC booking software system.  
The Finance Assistant will enter such income as a cash entry on SAGE, the primary record.  In this case, it is the 
responsibility of the WBSC Manager to ensure that debtor invoices are accurate and in compliance with HMRC 
guidance for VAT.  
 

vi) Bad debts will be pursued by the FM and money recovered wherever possible.  Where money is not recovered, 
the matter will be referred to the BM who may write off the debt for amounts of £100 or less.  Due to the punitive 
cost of legal action, debt recovery will only be pursued through the courts for amounts greater than £100.  This will 
follow approval by the F&R Committee on behalf of the Board and in line with ESFA requirements. 

 
vii) The ESFA delegated limits for debt write-off are unlikely to be reached through the income generating activities of 

school, but if this ever occurs the Board will refer to the ESFA for write-off approval as required.     
 

viii) A summary of written off debts is presented annually to the F&R Committee. 
 

ix) Where debts due accrue from a single debtor up to a total value of £3,000 in any one financial year, the school 
will cease any further income generating activity with the debtor until payment is received or resolved. 
 

x) The FM records attempted recovery action taken in considering bad debt write-off.  The BM will review insurance 
arrangements to determine if income due can be reclaimed in full or part by any other means. 
 

c) Collection and Banking of Income 
 
i) Staff are discouraged from collecting cash or cheque payments from students.  The main exception to this is fund 

raising events where Tutors may collate the collection of donation payments from their groups before passing on 
to the Finance Office.    
 

ii) Students are expected to make cash payments direct to the Finance Office, or in the case of catering, via one of 
the two designated pay-stations (not at the servery tills).  
 

iii) All cheque or cash income is collected and recorded on SAGE by the Finance Assistants and FM. 
 

iv) Receipts are issued by the Finance Assistant for cash and cheques received on request. 
 

v) All cash and cheques are kept in the school’s safe prior to banking, which takes place weekly during term-time via 
an externally appointed secure cash transfer contractor.  During school holiday periods banking takes place on an 
adhoc basis, ensuring that the cumulative amount of money held in the safe does not exceed current insurance 
limits. 
 

d) Direct Credit of Income (direct debit payments from customers) 
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i) The school uses SCOPAY as a software package, providing the means for direct credit of income from 

parents/carers directly into the school’s bank accounts for catering purchases, trips and activities and curriculum 
resource voluntary contributions.  SCOPAY is also used to collect lottery membership fees on behalf of The Blue 
School’s Parent Teacher association (PTA). SCOPAY is not used for income generating activities relating to 
WBSC Ltd. 

 
ii) WBSC Ltd has a BACS point of sale reader for direct and credit card payments from its members and customers, 

mainly used for the payment of adhoc activities, rather than regular bookings. 
 

iii) Processing staff have been advised of the controls in place for such payments, the requirements of BACS and the 
need for fraud prevention awareness. 

 
iv) WBSC Ltd also collects monthly fee payments from its fitness members, via use of BACS.  The FM liaises with 

the WBSC Manager on the accuracy of the direct credit run before it is run for payment collection from members.   
 

e) Recording and Reconciliation 
 
i) All income (collected by whichever method listed above) is recorded on SAGE on a prompt basis. 

 
ii) A check is made by the Finance Assistant to ensure that the correct VAT treatment has been applied relating to 

the reason for the income and that this has been correctly recorded in SAGE. 
 

iii) Reconciliation of income collected is carried out by the FM as part of the bank reconciliation process as part of the 
monthly closedown procedure. 
 

SECTION 8 – BANK 
 
The internal controls documented in this section guard against potential error or fraud. 
 
40) Bank Accounts 

 
a) The current banking arrangements have remained in place since the school’s conversion to an academy in 2011.  

Given the current commercial market, the school does not envisage changing its banking arrangements for the near 
future.  If this were to be considered (because of an increase in bank charges or change of policy by the bank towards 
the Academy sector), consideration of alternatives would be subject to Board approval following recommendation of 
the F&R Committee.  
 

b) The school has the following bank accounts: 
 
i) Lloyds Bank plc – Main Current Account 
ii) Lloyds Bank plc – Main Deposit Account 
iii) Lloyds Bank plc – Wells Blue Sports Centre Ltd. 
iv)  [Nb: The Trustees Foundation Trust (with its separate bank account) falls outside the remit of the policy]. 

 
c) The Board has agreed four signatories on the school’s bank mandates, two to sign for each transaction and two others 

to cover any absence. ID checks have been undertaken for each authorised person in line with the bank’s 
requirements, the bank including the provision of sample signatures.   
 

d) Payments by cheque are kept to a minimum with verified BACS payments used wherever possible. 
 

e) Blank cheques are never signed. 
 

f) Cheque stationery is kept securely in the school’s safe.  Spoilt cheques are also retained. 
 

g) The Finance Assistant prepares the initial stage of the BACS payment run to creditors via SAGE on a regular timely 
basis.  The FM completes this stage on SAGE and acts as first approver to the online banking payment run uploaded 
from SAGE.   This process includes the checking of bank details of all suppliers with total payments exceeding £1,000 
to ensure that no unauthorised payment changes have been made ie: as a result of cyber fraud on SAGE software.   
The BM acts as 2nd approver to the online banking payment run.   Where either the FM or BM are beneficiaries of a 
payment included in the BACS run, the bank payment report will be counter signed by either the Headteacher, Deputy 
Headteacher or Headteacher’s PA. 
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h) The school processes Direct Debits and/or Standing Orders for regular expenditure, set-up by the FM and authorised 
by the BM and another Bank Signatory. 
 

i) Funding advances from the ESFA are credited direct into the main account on the first working day of each month and 
notified direct to the BM by email, subsequently recorded in SAGE by the FM.    

 
j) No one other than the Board can approve the opening of an alternative bank account, which could in anyway be 

perceived as relating to the activities of The Blue School. Likewise, only the Board can approve closure of a bank 
account relating to the school. 
 

k) No individual, staff or student, should use their personal bank account to operate activities that could in any way be 
perceived as relating to The Blue School.  

 
41) Bank account reconciliations 

 
a) The main and deposit bank accounts are reconciled to the last day of the calendar month (last bank working day).  The 

FM undertakes the reconciliation between the school accounting system’s bank ledger transactions and the bank’s 
statement of transactions, as part of the month end closedown procedure.   
 

b) Other than unrepresented cheques and lodgements, any other discrepancies on the bank reconciliation are 
investigated and “repaired” in the following calendar month, i.e: not allowed to be carried forward on an ongoing basis.  
All documentation relating to the bank reconciliation, including accounting system report and bank statement for the 
month are retained.  The reconciliation is checked and certified correct by the BM. 

 
42) Overdrafts 

 
a) In line with ESFA requirement, the school is not allowed to enter into an overdraft facility with its bank.  Any cash flow 

difficulty will be notified to the ESFA with a request for a loan from them, following Board approval, and in the 
knowledge that this situation is to be avoided due to the following intervention from the ESFA.  
 

43) Borrowing 
 
a) The Blue School has an historic loan in place from prior to its conversion to academy status in 2011, relating to a debt 

owed on the Science Block extension, which is due to Somerset County Council. 
 

b) The Blue School has an 8 year interest free SALIX loan under the ESFA Condition Improvement Fund in relation to the 
2017/19 Heating Refurbishment Project, annual payments commencing 2020. 
 

c) The school will consider operating leases that comply with current ESFA and audit requirements where the cost of 
capital purchase is prohibitive in one financial year. 

 
d) Other than 43a and 43b above, The Blue School will not consider other forms of borrowing other than from the ESFA 

to resolve a short-term cash flow situation. 
 
SECTION 9 – INVESTMENTS 

 
44) Investments 

 
a) The Blue School has a current account with Lloyds Bank plc.  Bank charges are not applied for most transactions 

passing through the account. 
 

b) The Blue School holds a reserve amount of cash in a “30-day notice of withdrawal” deposit account with Lloyds Bank 
plc. 

 
c) The Board will not entertain any investment route for its limited reserves that risks the security of the funds.   This 

supersedes any consideration of the need to maximise revenue from investments.  It also reflects that gains from less 
secure investment routes are unlikely to justify the risk, given the school’s level of reserves to invest for the near future 
and need for short-term access.  

 
d) This does not apply to the investment decisions of The Blue School Foundation Trust, which employs professional 

advisors to manage its investment portfolio and falls outside the remit of this policy. 
 
SECTION 10 – TAX and OTHER REGULATORY CHARGES 
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The school endeavours to comply with the most recent HMRC tax legislation and regulations relating to its payroll, services and 
supplies.  The school is supported by its externally engaged payroll bureau and appointed accountant to ensure compliance in 
these areas. 

 
45) VAT 

 
a) Both The Blue School and WBSC Ltd are VAT registered.  The BM is responsible for submitting quarterly claims to 

HMRC for both entities by the required deadline. 
 

b) VAT Input is only claimed for eligible activities of the school or WBSC Ltd where proper VAT invoices/or VAT identified 
receipts have been provided by the supplier.  
 

c) VAT output is deducted from the VAT claims for all eligible trading supplies provided by the school or WBSC Ltd. 
 

d) The BM utilises SAGE to provide the total figures required for the VAT return.  All records supporting the VAT return 
are thereby retained on SAGE and supporting report hard copies are printed off for each VAT return.   
 

e) The FM and Finance Assistants support the BM with the accurate completion of the VAT returns, by endeavouring to 
ensure that transactions are entered correctly into SAGE, for the correct period.   
 

f) The school has worked with its external accountant and sought external advice on HMRC’s current understanding and 
regulations regarding the payments made and income received by the school and WBSC Ltd.  Wherever there is doubt 
and a lack of clarification regarding a certain activity, the School has acted prudently by not claiming VAT.   
 

46) Construction Industry Tax (CIT) 
 
a) As a registered charity under the Academies Act 2010, The Blue School is excluded from the Construction Industry 

Tax Scheme. 
 
47) Corporation Tax 

 
a) In general, The Blue School does not pay corporation tax on its main educational activities, given its charitable trust 

status.  However, in relation to activities that could be deemed as “commercial trading”, the school engages external 
accounting support to calculate any liability due.  Such activities include the provision of meals to primary schools and 
consultancy services/training by staff charged to other schools or entities.  In all such cases, the school is confident 
that such trading activities do not generate profits for the school that would be subject to a corporation tax charge, the 
services provided at breakeven if that when all true costs are included. 
 

b) As a standalone entity, WBSC Ltd would pay corporation tax on any profits it makes by the end of the accounting 
period.  However, it is the practice to Gift Aid such “profits” to The Blue School, which is acceptable under the Law, 
retaining funds within the school. 
 

48) Payroll – Tax, NI and Apprenticeship Levy 
 
a) The school’s engaged external payroll bureau calculates the amounts of tax, national insurance and other deductions 

due (including Apprenticeship Levy on the monthly pay cost) and arranges payment to the HMRC and relevant 
Government Agencies via BACS direct from the school’s bank account. 
 

b) The FM journals these payments into SAGE and the BM authorises, having checked the deductions made against the 
payroll reports from the external bureau.   
 

49) Payroll – Direct Earnings Attachment (DEA)  
 
a) When notified by the appropriate regulatory bodies of an attachment to earnings order for one of the school’s 

employees, the BM is responsible for notifying the external payroll bureau to process the order.  In line with regulation, 
the school will always proceed with the DEA until a stop or amendment notice is issued by the appropriate body.   The 
payroll bureau arranges payment to the appropriate body and a £1 administration charge is levied on the employee. 
 

b) The FM journals these deductions into SAGE and the BM authorises, having checked the deductions made against the 
payroll reports from the external bureau.   
 

SECTION 11 – ASSETS and INSURANCE 
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The Board is aware of its strategic responsibility to protect The Blue School’s assets.  The F&R Committee oversees this on 
behalf of the Board.    

 
50) Land and buildings 

 
a) The Blue School is responsible for its buildings and assets, under its 125 year lease agreement (commencing 17th 

August 2011) with “Wells Blue School” (Charity number 310266).  Wells Blue School is often referred to in school as 
the “Foundation Trust”, a separate legal entity to The Blue School, and the landowner of the main campus (via the 
Official Custodian for Charities). 
 

b) The Blue School cannot dispose of its land or other assets, as it is not the landowner.  Similarly, the Foundation Trust 
would not be able to dispose of all or part of the land relating to The Blue School campus and maintain its charitable 
objectives.  The legal situation is not clear, but in the unlikely event of any such disposal attempt, it is anticipated that 
the ESFA and/or Charity Commission would intervene with the Foundation Trust. 
 

c) Wells Blue School (The Foundation Trust) is a separate legal entity in its own right and will utilise its resources to 
maximise return in line with its charitable objectives.  Other than with the main campus, the Foundation Trust does not 
refer to the ESFA regarding other acquisitions or disposals of its estate or assets.    

 
51) Land and building estate - security and protection of assets 

 
a) The campus boundary is clear, with perimeter fencing and hedges in place.  The East Mendip Way public footpath cuts 

through the campus and the school has procedures in place to monitor the conduct of members of the public using the 
path during the school day.  In general and reflecting the logbook of reported incidents, the presence of members of 
the public using this path is perceived as adding to security of the campus rather than detracting from it. 
 

b) All entrances are signposted, clearly indicating to all visitors that they are on The Blue School site. 
 

c) With the exception of the public footpath (2 pedestrian entrances), the remaining 4 vehicle access and 1 pedestrian 
gates are locked overnight.  

 
d) The school buildings are alarmed out-of-hours (defined as not in use), and connected to a remote monitoring centre. 

 
e) Extensive internal and external CCTV coverage is in place to act as a deterrence as much as for evidence gathering, 

post incident. 
 

f) Through the budget setting process, the Board allocates a reasonable level of resources to ensure maintenance of the 
school’s estate in a satisfactory and safe condition.  This includes compliance with statutory requirements. 

 
g) The estate is inspected on an on-going basis to ensure that the buildings are properly maintained. 

 
52) Equipment – security and protection of assets 

 
a) All individual items costing at purchase £1,000 or more are recorded in the school’s Fixed Asset Register (except ICT 

equipment – see below) by the Finance Assistant upon receipt, giving details of: 
 
i) Value 
ii) Date Purchased 
iii) Description 
iv) Serial Numbers (where applicable) 
v) Location within school. 

 
b) The FM reviews the Fixed Asset Register on a regular basis. 

 
c) The Fixed Asset Register records all disposals, including the proceeds of the sale, the date of transaction, and the 

name and address of purchaser. 
 

d) The ICT Manager is responsible for maintaining a separate Fixed Asset Register of ICT equipment and for ensuring all 
such equipment is security marked, checked and disposed of correctly.   The ICT Fixed Asset Register records items 
of a lesser value than £1,000 per item. The ICT Manager reviews the ICT Fixed Asset Register on a regular basis and 
treats the recording of all disposals in the same way as the school’s fixed asset register. 

 
e) If staff wish to take equipment home for use, this is allowed subject to the approval of their line manager and for a 

stated, temporary period only. 
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f) Staff are aware that equipment purchased from the school’s resources remains the property of the school.   

 
g) The school does not allow furniture to be removed from the school for non-school related community events or 

personal staff activities.     
 

53) Cash and Cheque Books – security and protection of assets 
 
a) See 32 above. 

 
54) Protection of all risks via adequate insurance arrangements 

 
a) It is the BM’s responsibility to review the school’s insurance requirements and to ensure that cover is adequate.  This 

includes:- 
 
i) Material damage – buildings, equipment or other assets. 
ii) Business interruption 
iii) Works in progress 
iv) Money 
v) Public liability 
vi) Hirer’s liability 
vii) Employer’s liability 
viii) Libel and slander 
ix) Trustees’ (as Trustees and Directors) Liability 
x) Motor vehicles belonging to The Blue School 
xi) Legal expenses and uninsured loss recovery 
xii) Plant inspections 
xiii) Engineering inspections 
xiv) Deterioration of stock (freezer failure) 
xv) Fidelity guarantee 
xvi) Personal accident cover for Staff, Volunteers, Trustees and Students 
xvii) School Journey including overseas trips and ski holidays 

 
b) The school does not take out Terrorism incident insurance cover, reflecting the limited scope of such cover in the 

school’s context.  
 

c) The cover outlined in 51a above, includes the activities of WBSC Ltd and The Blue School’s external trading activities, 
including the provision of meals and support services to partner primary schools.  
 

d) All hirers of the school premises (other than commercial organisations who should have their own Public Liability 
cover) are expected to have Public Liability insurance in place.  However, the school has also taken out its own Hirer’s 
Indemnity Insurance to protect it in the event that no insurance has been taken out. 
 

e) The school is aware of the ESFA’s Risk Protection Arrangement (RPA).  The Board will consider membership of the 
RPA at the time of the existing long-term agreement renewal, with regard to whether the RPA covers all the school’s 
activities included those identified in 51a above. 
 

55) Insurance for staff and students 
 
a) The Blue School is the employer and an Employers Liability Insurance is held in its name. 

 
b) The school has in place activities insurance for pupils for all trips and activities on and off the school site.   Details of 

the key benefits are available from the Finance Office.  Parents/carers can consider taking out additional insurance 
cover for their child if they require benefits above those provided by the school.   

 
c) The school provides cover for its employees against proven or agreed negligence. 

 
d) The school does not accept liability or provide any insurance cover for the loss or damage of personal items of 

students or staff on the school site and consequently they are advised not to bring valuable items into school.   
 

e) If students have occasion to bring items of value to school, such as a bicycle, laptop or musical instrument, 
parents/carers are advised to ensure that they have these items covered on their own insurance policy. 
 

SECTION 12 – ANTI-FRAUD & CORRUPTION 



24 
 

 
The Board expects all Trustees and staff to demonstrate the highest standards of honesty, probity and integrity in the discharge 
of their functions relating to the school.  The same standards apply in relation to activities undertaken outside of the school, 
which by virtue of their association could bring the school’s reputation into disrepute. 
 
56) Anti-Fraud - Expectations of Members, Trustees and Staff 

 
a) Members, Trustees and staff must not partake in acts of theft, false accounting, bribery or corruption, deception or 

collusion. 
 

b) If following investigation, members or staff are found to have partaken in any of the above their continued association 
with the school, membership or employment, will be subject to the outcome of the school’s disciplinary and grievance 
procedure following due process. 

 
c) If following investigation, members or staff are found to have ignored signs of fraud or malpractice, “turning a blind 

eye”, their behaviour could be construed as collusion, and their continued association with the school, membership or 
employment, will be subject to the outcome of the school’s disciplinary and grievance procedure following due process.  
Accordingly, it is the expectation that Trustees or staff report concerns they may have immediately. 
 

57) Fraud awareness 
 
a) The Chair of the Board will ensure that every Governor is aware of the school’s expectations in relation to fraud and 

other malpractices. 
 

b) The Headteacher will ensure that every member of staff is aware of the school’s expectations in relation to fraud and 
other malpractices.  

 
c) Awareness includes the clear message that fraud or malpractice will be automatically referred to the police or other 

external statutory enforcement bodies, in line with the Law.   
 

d) Awareness includes the clear message that the school reserves the right to pursue individuals for compensation or 
loss of income or assets.  
 

58) Fraud – Reporting 
 
a) The school has a Confidential Reporting Policy (see extract Section 13) in place to enable the raising of concerns 

about suspected fraud or malpractice. 
 

b) The school has a Disciplinary and Grievance Procedure in place to ensure due process is followed in any subsequent 
investigation. 
 

59) Anti-Fraud Controls 
 

a) The school has financial and other controls in place to reduce the risk of fraud and other malpractice. 
 

b) It is a requirement of prospective Trustees and all staff to disclose any criminal convictions to the Headteacher on 
application to the school and subsequently, following commencement of employment at the school. Subject to review, 
this may bar candidates from association with the school. 

 
c) The school contracts an internal audit service to support Trustees to identify and deter fraud, in addition to the statutory 

external audit required as part of the end of year accounts. 
 

d) Trustees and staff involved with procurement eg: finance staff and budget holders, must declare any external interest 
in a connected third party and will immediately be excluded from any decision making relating to that procurement 
process. 

 
e) Through awareness, members and staff are made fully aware of the consequences of conducting fraud or malpractice 

as a deterrence. 
 

SECTION 13 – GIFTS and HOSPITALITY 
 

For the protection of the school and individual, Trustees and staff must not receive gifts, hospitality or benefits of any kind other 
than the exceptions listed below from a third party in relation to their association or employment with The Blue School.  This is 
because such gifts could be perceived as compromising their personal judgement or integrity. 
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Any item provided to a member of staff in relation to their employment duties at the school belongs to the school, not the 
individual.   Any item provided to students will be reviewed at the time in relation to the reason given to the individuals 
concerned. 

 
60) Expressed reasons for gifts/hospitality being given by “the school to individuals” 

 
a) Gifts not exceeding £30 in recognition of a special event or as expressions of gratitude on behalf of the “Trustees, staff 

and students”. [Such gifts must be given and received on the clear understanding that no obligation to a colleague has 
been inferred or accepted].  

b) Courtesy hospitality provided for the benefit of all staff by the school, at school meetings or events. 
c) Courtesy hospitality where staff are hosting guests/events at the school. 
d) Courtesy hospitality where staff are undertaking work related activity in addition to their main duties and/or during their 

free time eg: participation in recruitment events during lunch-time. 
e) Courtesy hospitality at external business lunches/dinners or approved attendance in an official capacity on behalf of 

the school at a public function.  
 

61) Expressed reasons for gifts/hospitality being received from “others to individuals” 
 

a) Incidental promotional gifts from suppliers such as stationery and calendars. 
b) Receipt of small items from suppliers or contractors as expressions of gratitude, such as boxes of chocolates, where 

the item is valued less than £15.  (Such gifts must be received on the clear understanding that no obligation to the third 
party has been accepted). 

c) Supplier Prize Donations for the students’ EPraise Rewards System. (Such gifts must be received on the clear 
understanding that no obligation to the third party has been accepted). 

d) One-off gifts of gratitude to teachers or support staff from parents or students not exceeding £20 at the end of a period 
of study, for “above and beyond” contribution they have made. 
 

62) Examples of unacceptable gifts (given or received) 
 
a) Gifts of money (excluding donations paid directly to the school or academy). 
b) Gift vouchers 
c) Christmas hampers, presents for individuals  
d) Free personal memberships or subscriptions eg: sports clubs. 
e) Foreign travel unless as part of a school approved activity 
f) Free goods, services or equipment, which are normally provided to the school at a charge. 

 
63) Hospitality 

 
a) In school, hospitality will be limited to that provided by the school’s in-house catering service.   
b) The use of external contractors for hospitality events in school is not allowed, unless authorised by the Leadership 

Team for specific events 
 

64) Notification 
 
a) Trustees and staff are required to notify the BM immediately of any inappropriate gifts or offers of hospitality, so that 

the supplier can be advised of the school’s policy in this matter and to avoid further misunderstanding. 
b) On rare occasions, where a delicate situation may have arisen, gifts can be accepted by the school for donation as a 

raffle prize or donation to the PTA.  The Head teacher will take such a decision on acceptance of the gift. 
 

SECTION 14 – CONFIDENTIAL REPORTING (Financial) 
 

The Board believes in the principle of confidential reporting or “Whistle Blowing”, ensuring that staff or other associated 
individuals can draw attention to any concern of probity they may have without fear of reprisal or other undue repercussions 
following upon them. 

 
65) If a member of staff has any concerns regarding the probity of the School’s finances, they are invited to write to the BM in 

the first instance, outlining their concern.  However, if the member of staff’s concern relates to actions by the BM, they 
should write to the Headteacher.  If the member of staff’s concern relates to actions by the Headteacher, they are invited to 
write to the Chair of the Board.  If the concern relates to the Chair of the Board, they should write to the Vice Chair of the 
Board.  In extreme cases, perhaps where the role of the whole Board is being questioned, the concern may be expressed in 
writing to the ESFA.  
 

66) Concerns must be expressed in writing and not be anonymous. 
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67) Any investigation will, as appropriate to the concern raised, be undertaken independently of those involved, e.g.: external 

auditors, reporting independently to the Board’s Disciplinary Panel or as otherwise as required by the ESFA.   
 

68) Reference the school’s separate Confidential Reporting Policy. 
 

SECTION 15 – ICT and DATA SECURITY SYSTEMS 
 

The Board is aware that a key part of the school’s ability to operate as a “going concern” is dependent upon its ICT infrastructure 
to process and record financial and other management data efficiently.  It is important that the systems are resilient and that the 
information is properly protected, using a controlled and managed data backup regime. There also needs to be a recovery plan 
to ensure continuity of financial management in cases of emergency.  Both physical and system security should act together to 
prevent unauthorised access to management information systems. The degree of access should be specific to the user and 
adequate for the purpose. Individuals need to be aware of the impact the Data Protection Act has on them personally and the 
organisation.  

 
69) Data Protection (GDPR) 

 
a) The School is registered with the Information Commissioner annually under The Data Protection Act.  It is the BM’s 

responsibility to control access to all data in the school in accordance with the Data Protection Act and to ensure that 
all staff are aware of their responsibilities/obligations at all times.  

b) All information relating to individuals is: 
i) obtained and processed fairly and lawfully 
ii) held only for specified lawful purposes 
iii) adequate, relevant but not excessive for those purposes 
iv) accurate and up to date 
v) available to those people referred to 
vi) kept securely. 

c) Information should not be kept longer than necessary and neither used nor disclosed other than in accordance with the 
above purposes. 

d) Staff are made aware that they have a personal responsibility under the Disciplinary Code to protect the School from 
infringements of Data Protection through any action on their part. 
 

70) Access/Security 
 

a) The purpose for controlling access is to ensure that only authorised personnel are able to access information that is 
relevant to the tasks for which they are responsible.  It prevents unauthorised access to information which could result 
in accidental or deliberate corruption of the data and which might contravene the confidentiality part of the Data 
Protection Act. 

b) The ICT Services Manager is responsible for managing the control of access to ICT systems. 
c) Computers or other devices should not be left unattended with information displayed on the screen, or be easily 

accessible by any unauthorised users. 
d) Access to software is restricted according to the level required for a member of staff to carry out their job to an 

expected level.  Access rights are managed and reviewed regularly by the ICT Services Manager and his/her team. 
e) Only Licensed Software, authorised by the ICT Services Manager, is installed onto the Schools network. End-user PC 

systems are protected by an endpoint protection software running as a ‘resident shield’. This monitors all disk read and 
write activity for hostile code ‘infection’. The protection software is monitored and automatically updated on a daily 
basis.  

f) The school operates its own Office365 business account.  
g) Access to SAGE is restricted to the members of the Finance team and the BM. 
h) Members of the ICT Services Team (who have the ability to access all ICT systems and software) are fully aware of 

their responsibility to respect access levels, and the need for confidentiality of data they might read as part of carrying 
out their technical support duties.  

i) The school is developing its resilience to a cyber security attack through its ICT infrastructure. Specific cybersecurity 
measures include: 
 
i) In the event of a cyberattack. Staff must follow The Blue School‘s procedure e.g. turn off device and inform the 

School’s ICT team and do not connect device to the school network until it has been checked by the school’s ICT 
team.  [The Blue School’s ICT team will closedown the school’s ICT infrastructure pending investigation, if a wider 
infection is suspected].   If systems are suspected to be infected, The Blue School will follow its Business 
Continuity Plan – Cyberattack and inform Government’s Action Fraud. If personal data has been accessed, 
disclosed or is irretrievable, The Blue School will follow the Data Breach procedure.  

 
ii) Password security. See below.  
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iii) Admin password security. The Blue School will retain all high-level login details for their systems including 

administrator passwords for the network, wireless connections, anti-virus, remote learning systems. The login 
details will be kept securely in the school’s safe, managed by the ICT Manager. 

 
iv) Permissions. User access to systems will be regularly reviewed by the school’s ICT Team and access will be 

removed or downgraded when no longer required e.g. when a user has left The Blue School. All access will be 
reviewed annually as part of end of year tasks. 

 
v) Anti-virus and firewall protection. The Blue School has endeavoured to have appropriate systems in place to 

protect against cyberattack, ransomware and compromised accounts. This will be annually checked by the 
school’s ICT team 

 
vi) Encryption. All devices that have access to data attached to the network are fully encrypted in line with current 

industry guidance. 
 
vii) Personal devices. At school, personal devices may connect to the school’s secure wireless wifi (filtered).  

Personal devices cannot be connected into the school’s hard network infrastructure.  The Blue School’s ICT team 
will inform the user of the school’s wireless wifi that if a mobile device connects to The Blue School’s internet 
connection, then the device’s online activity will be monitored and logged by the school’s Internet Service 
Provider. 

 
viii) Back-ups. Information including data in SIMS and the school network drives is backed up both onsite and 

remotely at regular intervals determined by the school’s ICT team. The Blue School’s ICT team carry out annual 
testing of the back-ups to ensure that information can be restored in the event of the systems being compromised  

 
ix) Staff cybersecurity training. Staff will be reminded to complete the National Cyber Security Centre’s online training 

module to increase awareness of possible risk. This will be part of induction for new staff and a requirement for 
existing staff. 

 
x) Acceptable User Policies. Staff and students will sign and follow the The Blue School’s appropriate Acceptable 

Use Policies. The Blue School’s ICT team will sign and follow the specific AUP for technicians. 
 
xi) Any member of staff found to be in breach of the above security measures may be subject to disciplinary action. 
 

71) Passwords 
 
a) Individuals are responsible for the accuracy of information and keeping it secure from unauthorised persons. 
b) Each user has a personal network logon account and a personal SIMS.net account. and a PS Financials system 

account 
c) Passwords must: 

i) not be disclosed to anyone else, deliberately or otherwise 
ii) be changed regularly eg. every three months, or immediately if compromised 
iii) be complex to avoid being guessed i.e. avoid using names etc 
iv) be of 8 characters minimum and comprising a mixture of alphabetic, numeric and special characters 

 
72) Servers 

 
a) SAGE and management information systems are hosted on real and virtual server platforms, which:- 

i) are housed in a secure, environmentally controlled machine room. 
ii) are protected from a loss of power by an uninterruptible power supply (UPS). In the event of an extended power 

failure, the UPS will instruct the servers to shut down gracefully before the batteries protection is exhausted. 
iii) use server hardware with RAID based storage to provide system resilience. 

 
73) Back Ups 

 
a) The whole server system is backed up to disk each weekday. A disk rotation regime is used to ensure an effective 

disaster recovery and rollback capability 
b) The ICT Services Team are responsible for checking and logging the status of the backup each morning and for 

controlling the storage and retrieval of data.  
c) The backup disks are replaced as and when necessary.  

 
74) Virus Protection and Malware Threat Prevention 
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a) Primary strategy is to protect network services and systems using endpoint protection.  This is achieved through a 
combination of threat protection software installed on key file servers and end-user systems and by limiting particular 
user permissions, to prevent the execution and propagation of hostile code. 

b) The ICT Services Manager is responsible for ensuring this endpoint protection is regularly maintained and updated. 
c) Given the sophistication of modern day cyber-attacks, the School is aware that total protection cannot be achieved. 

 
End of policy document. 



29 
 

APPENDIX 1 
 
THE BLUE SCHOOL 
 
GOVERNORS’ REGISTER OF PECUNIARY INTERESTS 
 
 
The Governing Body of The Blue School has agreed that all governors should declare any links they have with 
companies or organisations from which the school may wish to buy goods or services.  It is important for anyone 
involved in spending money to demonstrate that they do not benefit personally from decisions that they make. 
 
The Governing Body has defined a ‘pecuniary interest’ as a situation where the person concerned, their family 
(immediate family and other relatives) or close friends have a connection with a potential supplier, or where there is 
any other business connection (as employer, employee or major shareholder), or where a family member or partner 
of a person concerned could be advantaged or disadvantaged by a decision of the governing body. 
 
Please fill in the form below for our records and state ‘nil’ in the box if you have no pecuniary interests. 
 
 
 
Your name ……………………………………………………………………………………… 
 
Address …………………………………………………………………………………………. 
 
…………………………………………………Postcode ……………………………………... 
 
Telephone …………………………………….. Email ………………………………………... 
 
Please note how frequently you check your emails:   
 
□  Daily □  Every two or three days  □  Once a week □   Rarely 
 
Name of company or organisation Nature of the business and/or your interest in it 

 
 
 
 
 
 
 

 
 
 
 
Signed ………………………………………………………………………………………… 
 
 
(For clerk’s use) Date entered in register …………………………………………………….. 
 
 
 
Please return to Jo Stitch asap. 
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APPENDIX 1 (Contd) 
 
THE BLUE SCHOOL - RELATED PARTY DECLARATION FORM 
 

Name: ………………………………………………………………………………………………… 

Entity (The Blue School/The Wells Blue Sports Centre Ltd): 
………………………………………………………………………………………………………… 

Position held: ………………………………………………………………………………………… 

I have read the guidance notes attached and understand the need to disclose any related party transactions I have 
between 1 September 2018 and 31 August 2019. I have also considered whether I need to make any additional 
disclosures in relation to my close family and any bodies in which I have a controlling interest. 

              I have no related party transactions to disclose.   

              I have related party transactions to disclose (see tables below).  

Tick or delete as appropriate. If you require more space for disclosures please attach a blank sheet. Disclosures 
should be given in sufficient detail to understand the nature of the transaction, the amount involved and the parties 
concerned. 

 

Signature: ………………………………….        Date: …………………………….. 

Include below a description of any transactions between you and the Blue School Group 
Names of the party/ies 
concerned and description of 
the relationship between the 
related party and The Blue 
School /Group. 

Description of the transaction Amount(s) involved in the 
transaction 

Any other useful background 
information 

 
 
 

   

Include below a description of any transactions between your close family and the Blue School Group 
Name of the party/ies 
concerned and description of 
the relationship between the 
related party and The Blue 
School Group 

Description of the transaction Amount(s) involved in the 
transaction 

Any other useful background 
information 

 
 
 

   

Include below any transactions between any bodies in which you have a controlling interest and the Blue School 
Group 
Name of the party/ies 
concerned and description of 
the relationship between the 
related party and Blue School 
Group 

Description of the transaction Amount(s) involved in the 
transaction 

Any other useful background 
information 
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APPENDIX 2 
 

THE BLUE SCHOOL - POLICY DOCUMENT VERSION DATE 07/22 REVIEW DATE 07/23 
 

 
Charges for School Activities 
 
The school has discretion to charge for optional activities provided wholly or mainly out of school hours, and the right to invite 
voluntary contributions for the benefit of the school or in support of any activity organised by the school whether during or outside 
school hours. 
 
The Trustees will operate the following policy on charges and contributions for school activities where such activities involve 
additional expenditure. 
 
The school will charge in the following circumstances: 
 
(a) The provision of music tuition given to students as individuals or in groups of up to four except where it is given to fulfil: 

 Statutory duties in relation to the curriculum, or 
 Requirements specified in the syllabus for a public exam 

(b) Ingredients and materials for Art, Design and Technology: Food and Textiles and Design and Technology: Graphics 
and Product Design will be charged for, or parents/carers will be required to supply these on the assumption that the 
parents/carers own the finished product. 

(c) Activities, which involve students in nights away from home eg: residential trips. 
(d) Activities that take place wholly or mainly outside school hours and which are not a statutory part of the curriculum, e.g. 

outings, visits, fixtures, coaching etc. 
 Charges will be made for all or part of a student’s travel costs, board and lodging costs, materials and equipment, 

entrance fees, support staff costs, any insurance and costs of engaging teaching staff specifically for the activity. 
(e) No charges will be made for examination entries except where: 

 A student requests to re-sit an examination in which they have already achieved a pass grade 
 The student has failed to complete the requirements of the exam without a valid reason.  

(f) Reasonable administrative/invigilation charges will be made for examination entries made on behalf of students or 
external candidates where no preparation for the examination has taken place at the school.   

 
Voluntary Contributions 
 
Voluntary contributions will be sought from parents/carers for activities which supplement the school curriculum, e.g. outings and 
visits which take place wholly or mainly during school hours; visits to the school by theatre groups and other organisations 
providing an educational service. 
 
In relation to Enrichment Week, a range of free alternative opportunities are provided on every day for all students.  Non- 
voluntary payments (covering all costs) are required for all fee charging trips and activities during Enrichment Week. 
 
In relation to the school’s “Holidays” non-voluntary payments from parents/carers/students* (covering all costs) are required.  
 
In relation to the school’s Year 7 Camp, Year 9 Battlefields, DofE Programme and Ten Tors non-voluntary payments (covering all 
costs) are required.  However, with these pastoral/curriculum activities the school will consider financial support if required.    
 
When voluntary contributions are requested, the terms of the request will clearly state: 
 
(a) There is no obligation to contribute 
(b) The proposed activity may not take place unless a substantial majority of parents/carers contribute the suggested amount to 

cover costs 
 
Remission 
 
It is the policy of the Board of Trustees to: 
 
(a) remit an agreed proportion of charges for school activities to parents/carers who meet the statutory requirements for free 

school meals or whose child is designated pupil premium (to the maximum value of their applicable pupil premium grant) 
(b) look at individual cases where parents/carers have been unable to give a donation 

 
CHARGING POLICY (a subset of the School’s Financial Administration Policy) 
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(c) agree how to fund shortfalls for activities 
(d) reimburse surplus trip funds to parents/carers if the amount is equal to or above £10 per student 
 
Other Charges 
 
(a) Staff services for training course delivery, research, examination and marking and moderation. These will be subject to VAT 

regulations. 
(b) Private Photocopying/Telephone Calls.  These will be subject to VAT regulations. 
(c) Hire of School Minibus. To cover insurance and wear and tear of the vehicle. 
(d) Income from Sales 

 Some goods may be purchased through the school for the convenience of parents/carers, students or teachers.  The 
school will not seek to make a profit from these sales.   

 Some goods will be sold through the school with the intention of making a profit and thus raising money for the school.  
Goods in this category may be subject to VAT. 

(e) Income from Donations.  From time to time, the school will seek voluntary donations for specific purposes.  This may be via 
non-uniform days, sponsorship etc.  It will be made clear at the time of asking that such donations are voluntary and the 
purpose for which the donations will be used. 

(f) Income from Lettings.  Trustees set charges made for the use of school premises.  The charges include actual caretaking 
costs, insurance and a premises charge.  The Trustees will not charge the PTA for its activities in the school. 

(g) Damage to school property.  The school will seek voluntary contributions from parents when damage is caused wilfully by 
students and when it arises from misbehaviour or other irresponsible and thoughtless conduct. 

 
Responsibilities 
 
This policy will be reviewed as part of the review cycle for the school’s Financial Administration Policy. 
 
The Board of Trustees, following review and recommendation of its Finance and Resources Committee, approves this policy.  
Operation of the policy is delegated to the School’s Business Manager who will determine the costs of activities other than those 
set by the Trustees. 
 
All staff responsible for collecting income are made aware of the current charge rates and be aware of VAT implications. 
 
End of policy document. 
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APPENDIX 3 
 

THE BLUE SCHOOL - POLICY DOCUMENT VERSION DATE 07/22 REVIEW DATE 07/23 
 

 
This policy sets out the arrangements for the use of the school premises (including WBSC Ltd) by groups, individuals or 
organisations. 
 
All hirers of the school premises will be made aware of the hire costs, terms and conditions, including insurance requirements, 
before the hire and the agreement is signed. 
 
Hire charges will be reviewed annually by the School’s Business Manager.  The charges will cover any costs incurred, i.e. heat 
and lighting, caretaker and insurance.  Caretaker costs are based on the number of rooms hired.  An element for heating, lighting 
and insurance is added. 
 
The school has included Hirer’s liability insurance as part of the school’s overall cover.  This protects the school in relation to the 
activities of a hirer.  Potential hirers are expected to make their own insurance arrangements to cover the nature of their activity 
in the school and risks arising. 
 
Charges to children, youth groups and charitable bodies may be subsidised.  This is to be agreed on individual circumstances by 
the Headteacher on behalf of the Trustees. 
 
There is currently no charge for the use of the premises by the PTA. 
 
Political organisations, or other interest groups, cannot hire the school’s facilities.  This is to maintain the school as a neutral, 
apolitical public body, and to avoid any perception to the contrary within the community of Wells. 
 
Commercial organisations cannot hire the school’s facilities for trading or other profit making activities, eg: markets, craft fairs. 
 
CONDITIONS OF HIRE 
 
1. In these conditions, 

(a) “the establishment” means The Blue School’s and WBSC Ltd’s premises 
(b) “the Hirer” has the meaning defined at paragraphs 3 and 4 below 
(c) “the facilities” means the premises and/or equipment forming part of or belonging to the establishment, which 

the Hirer has identified on his/her application form 
(d) “the responsible body” means the establishment’s governing body, its management committee or any other 

body charged with responsibility for the use of its premises by the community 
(e) “the Authority” means The Board of Trustees of The Blue School. 

2. All applications for the hire of the facilities must be in writing on the printed form. 
3. The person signing the application form shall be deemed the Hirer and must be over 18 years of age. 
4. Where the Hirer indicates that he or she signs the application form on behalf of any club or organisation, that club or 

organisation shall also be deemed the Hirer and shall be jointly and severally liable with the applicant for any breach or 
non-observance of these conditions.  Should there be any default of payment by that club; the person signing the form 
shall be deemed personally liable. 

5. The facilities will be used solely for the event described on the application form.  If this booking relates to a regular and 
continuing booking this one undertaking shall be binding for all occasions when the facilities are used. 

6. The Headteacher, or his/her representative, may refuse admission to any person without giving any reason for doing 
so and may similarly require any person to leave the premises. 

7. The Hirer will be responsible for the provision of all such information, instruction and supervision as is necessary to 
ensure the safety of any activity for which the facilities are used. 

8. The behaviour of all persons attending at the establishment for this booking is the responsibility of the Hirer. 
9. The Board shall not be liable for any loss or damage to any property arising out of the hire, nor any loss, damage or 

injury which may be incurred by or be done or happen to any person or persons using the centre during the hiring, 
arising from any cause other than the negligence of the Authority, its servant or agent. 

10. The Hirer shall be responsible for all damage or loss to any fixtures, fittings, sports or other equipment or property 
occurring during the period of the hiring however and by whosoever caused, together with any additional expenses 
and/or consequential losses arising from the damage or loss. 

 
LETTINGS POLICY (a subset of the school Financial Administration Policy) 
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11. Details of the insurance arrangements which The Blue School is able to offer are made known to potential hirers.  
Hirers should consider and effect such cover by way of insurance they may deem necessary for risks not mentioned 
(eg, cancellation costs - see condition 18). 

12. The Hirer must familiarise himself/herself with the emergency procedures for fire, first aid and accident reporting and 
carry them out to the best of his/her ability. The Site Manager ensures that the Hirer is familiar with such arrangements. 

13. The facilities must be clean and tidy and all equipment must be put back after use.  If the facilities are not cleaned to 
the reasonable satisfaction of the Site Manager the Hirer will be responsible for any payment necessary to have them 
cleaned and this sum will be added to the bill. 

14. A qualified supervisor is present during all activities of a hazardous nature, i.e., karate, trampolining, gymnastics, 
swimming, judo or where the hiring organisation is a youth group. 

15. The Hirer is solely responsible for the adequacy, suitability and safety of all equipment brought on to the facilities. 
16. It is the sole responsibility of the Hirer to obtain any necessary licence for the performance of plays and similar 

productions and for the playing of pre-recorded music. 
17. The consumption of alcohol at the event must be declared by the Hirer on application.  The Headteacher may refuse 

such consumption as part of the letting approval.  If approved, the Hirer must apply for the Temporary Event Notice 
from Mendip District Council and designate the responsible individual accordingly for the safe consumption of alcohol 
on-site throughout and immediately after the event. 

18. The Hirer must ensure that there are sufficient stewards to prevent unauthorised persons from entering the facilities 
and to ensure that guests are restricted to the facilities and to the necessary means of access thereto. 

19. It may be necessary for the establishment to cancel or postpone this hiring.  In that event, neither the Authority nor the 
responsible body shall be liable for any consequential loss that he/she may sustain. 

20. The responsible body reserves the right to vary these conditions at any time without notice or to make special 
arrangements in any particular case. 

21. Authority to accept, decline, or postpone a booking shall rest with the Headteacher of the establishment or his/her 
representative whose decision shall be final. 

22. The caretaker will be present to unlock the premises at the beginning of the hire and will lock up at the end.  He/she 
will not be available during the period of the hire. 

23. Payment will be made if possible in advance of the hire.  If the hire is for a regular let, the establishment will invoice the 
hirer on a termly basis. 

24. The Headteacher or school representative will be entitled to refuse entry to any individual attending the event, 
regardless of the Hirer’s invitation, particularly in relation to known concerns regarding safeguarding, criminal activity or 
other issues of potential reputational damage to the School or WBSC Ltd.  
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THE BLUE SCHOOL - APPLICATION FOR HIRE 
 
I hereby apply for the use of the facilities detailed below: 
 
Club/Organisation:   
 
Accommodation required:   
 
Equipment/Furniture required:   
 
Equipment, etc to be brought onto premises by Hirer (if any):   
 
 
Heating required:        Yes/No . . . . . . . . . . . 
 
Insurance required:       Yes/No . . . . . . . . . . . 
 
Qualification of Hirer (if relevant) see No 14 of Conditions of Hire:  
 
 
 
Applicant’s Name:   
 
Address:   
 
 
 
Telephone No:   
 
Treasurer:   
 
Address:   
 
Telephone No:   
 
Date required:   
 
Alternative Date:   
 
Times:      From:       To:   
 
Approximate number of people:   
 
I have read and agree to be bound by the Conditions of Hire. 
 
Signed in a personal capacity and on behalf of  __________________________________________ 
whose authority I have to bind them by signing this application. 
 
Signed:   
 
Date:   
 
 
 
End of Policy Document 
 


