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INTRODUCTION 

 
This manual is divided into sections, organised to reflect the key financial decisions which staff, 
budget managers, the senior management team and the governors may need to take. 
 
It is important for everyone to be aware that this document exists, and that its primary purpose is to 
protect individuals and the College from allegations of impropriety in financial matters. 
 
It is also important that all those who may be in a position to commit the College financially in 
anyway, read and understand the relevant sections before taking action. 
 
In particular, sections 1 and 3 must be read by all those authorised to acquire or disburse money or 
assets on behalf of the College, or involved in accounting for such transactions.   Although the level of 
detail will vary, nothing contained here should conflict with the responsibilities outlined in individual job 
descriptions.  But, if you are in any doubt about whether, or how, you are authorised to act, seek 
advice from your line manager before you do so.  If necessary, the matter will be referred to the Vice 
Principal - Finance, Funding and Management Information.  You should note that failure to follow the 
instructions contained within this manual could result in disciplinary action against you. 
 
 
 
 
 
 
Note: 
Please refer to the human resources procedures for guidance with regard to staff appointments. 
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1. FINANCIAL REGULATIONS 
(As approved by the Board on 7 July 2021) 

 
Introduction 
 
The Financial Regulations set out the College’s broad policies relating to financial control.  The 
associated Financial Procedures lay down precisely how they will be implemented.  Both are 
subordinate to the Instrument and Articles of Government and to any restrictions contained within the 
College’s financial memorandum with the Education & Skills Funding Agency (ESFA) and the ESFA’s 
audit guidelines. 
 
The Finance and General Purposes Committee is required to undertake an annual review of the 
Financial Regulations in the context of the Board’s responsibility for the effective and efficient use of 
resources, the solvency of the College and the corporation and for safeguarding its assets. 
 
Regulations 
 
In addition to the basic principles of ethics, legality and prudence which govern the actions of the 
executive, it is proposed that the following more specific limitations should be adopted to underpin the 
College’s financial management: 
 
1. the Senior Management Team (SMT) shall prepare an annual budget for presentation to the 

Finance and General Purposes Committee in June each year for the approval of the Board in 
July.  In addition, the executive shall prepare a 3 year financial forecast each year for 
presentation to the Finance and General Purposes Committee for the approval of the Board. 

 
2. the SMT shall not fail to achieve the overall budget surplus (or exceed the overall budget 

deficit) approved by the Board without reference to the Board - through the Finance and 
General Purposes Committee. 

 
3. the SMT shall maintain an appropriate level of budgetary control and shall produce monthly 

management accounts to include income and expenditure, balance sheets, cash flow 
statements and loan covenant calculations normally within 15 working days of the month end, 
identifying variances from budget on the year to date and including a forecast out-turn for the 
year against the approved budget - these accounts shall be made available to all Board 
members and external stakeholders as required. 

 
4. the SMT shall not enter into any contract for the receipt of goods or services without 

appropriate research, quotation and tender arrangements in accordance with limitations set 
out in Schedule A; as well as applying criteria to satisfy fitness for purposes and value for 
money. 

 
5. the SMT, and its individual members, shall not exceed the schedule of financial limits 

attached as Schedule A without reference to the Finance and General Purposes Committee. 
 
6. the SMT and its individual members shall not accept quotations or tenders for supplying 

goods or services in excess of the limits attached as Schedule B without reference to the 
Finance and General Purposes Committee. 

 
7. the SMT shall maintain an updated asset register and maintain appropriate level of insurance.  

In addition, a full inventory will be maintained for IT assets. 
 
8. the SMT shall not put at risk the assets of the corporation through inappropriate investment or 

imprudent expenditure and shall not offer the corporation assets as security for borrowing 
without the recommendation of the Finance and General Purposes Committee to the Board 
for approval and the ESFA. 

 
9. the SMT shall comply at all times with the record keeping and information requirements of the 

ESFA and other external agencies from which funds are received, and shall not use any part 
of such funds for the purposes other than those for which they have been granted. 
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10. the SMT shall not set fees for educational provision at a level significantly above that 

necessary to cover the College’s overall fixed and variable costs reasonably incurred in 
delivering the work.  Fixed costs will include a reasonable provision for future investment. 

 
11. the SMT shall be empowered to set charges for commercial activities in line with market 

rates. 
 
12. within 5 months of the financial year end, or as otherwise determined by the ESFA, the SMT 

shall submit a statement of final accounts for each financial year, via the Finance and General 
Purposes Committee, for approval by the Board, prior to submission to the ESFA and other 
external stakeholders as required. 

 
13. the SMT shall not delegate any responsibility for the purchase of goods and services or for 

the setting of fees and charges except to those members of staff who have received training 
and/or written instruction on the procedures to be followed and the limitations to be observed. 

 
14. the reports of the College’s internal and external auditors will inform the continuous 

improvement of such procedures which will be reviewed by the SMT and reported to Audit 
Committee, which in turn will report to the Board  

 
15. the SMT shall investigate all instances of suspected fraud or financial irregularity and report 

these to Audit Committee and to stakeholders per funding rules. Police incident references 
will also be logged along with the results of any investigation. 

 
16. the College seal be authenticated by the Chair/Deputy Chair of the Board and the Chief 

Executive & Principal. 
 

17. All bank accounts shall be in the name of the College and will require signatures of the Chair 
of the Board and Chief Executive & Principal.  

 
18. contract renewals for services must comply with procurement rules and follow best practice of 

re-tender wherever practical. 
 
19. all contracts which bind the College for a period of 5 or more years shall be approved by 

Finance and General Purposes Committee. 
 
20. the SMT and individual members of staff shall be economical in their expenditure on travel 

and accommodation when on College business.  For domestic travel the appropriate line 
management budget holder shall approve such expenditure.  The Chief Executive & 
Principal’s expenses shall be approved by the Chair to the Board, or the Chair of the Finance 
& General Purposes Committee in the absence of the Chair to the Board.  The Chair’s 
expenses, to a maximum of £150, shall be approved by the Chair of the Finance & General 
Purposes Committee.  The College will not pay for foreign travel without the approval of the 
Chair of the Finance & General Purposes Committee. 

 
21. the College will not make any donations that are, or appear to be, political.  Approval must be 

obtained from the Vice Principal - Finance, Funding and Management Information for any 
charitable donation prior to the raising of a payment request. 
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SCHEDULE A 
 
SCHEDULE OF FINANCIAL LIMITS  
 

1 £100,000    Limit at which projects require full investment appraisal (ESFA 
requirement) 

2a £20,000     Limit to Chief Executive & Principal’s write-off authority 

2b £10,000 Limit to Deputy Principal, and Vice Principal - Finance, Funding and 
Management Information’s write-off authority 

2c £10,000 Limit to the Vice Principal Quality, Compliance and Improvement 
authority to write-off course fees payable by individuals, or their 
employers, following either 

 substantiated and serious written complaints about the failure of the 
College to discharge its responsibilities, or 

 exceptional personal circumstances giving rise to mid-term 
withdrawal from a course 

2d £10,000 Limit to the Vice Principal Quality, Compliance and Improvement 
authority to grant partial credit of tuition fees in the event of exceptional 
personal circumstances giving rise to mid-term withdrawal from a course. 

3 £1,000 Lower limit for asset capitalisation, for inclusion of items on the 
Corporation’s asset register (with the exception of IT equipment all of 
which, irrespective of value, will be recorded on the asset register and the 
IT equipment inventory). 

4a £150,000  Limit to which Chief Executive & Principal, Deputy Principal and Vice 
Principal – Finance, Funding and Management Information may 
authorise expenditure on individual capital and recurrent items, including 
costs associated with franchised curriculum provision.   

4b £10,000 Limit to which Vice Principal Quality, Compliance, and Improvement may 
authorise expenditure on individual capital and recurrent items, including 
costs associated with franchised curriculum provision. 

4c £5,000   Limit to which Head of MIS, Head of Finance, Head of Brand 
Engagement and Recruitment, Head of Adult and Online, Head of 
Apprenticeships, Traineeships and Subcontracting, and Exams Manager 
may authorise expenditure on individual capital and recurrent items, 
including costs associated with franchised curriculum provision. 

4d £2,000   Limit to which Management Accountant and other Budget Managers may 
authorise expenditure on individual capital and recurrent items, including 
costs associated with franchised curriculum provision. 

4e £250,000 Limit to which Chair of the Board, Chair/Vice Chair of F&GP, may 
authorise expenditure on individual capital and recurrent items, including 
costs associated with franchised curriculum provision.  Above this level, 
F&GP approval is required. 

5 £2,500     Cost above which quotes must normally be sought for supply of goods 
and services (other than building work) 
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SCHEDULE A 
 
SCHEDULE OF FINANCIAL LIMITS (continued) 

 

6 £5,000     Quotation limit for contracted building work 

7a £50,000    Limit above which Chief Executive & Principal and Chair of Finance & 
General Purposes Committee must both authorise revenue 
consequences of “free” capital gifts. 

7b £50,000 Limit below which the Chief Executive & Principal may authorise revenue 
consequences of “free” capital gifts 

7c £10,000 Limit below which the Deputy Principal, and Vice Principal - Finance, 
Funding and Management Information may authorise revenue 
consequences of “free” capital gifts 

8a £4,733,252* Procurement limit for capital works above which Tendering Regulations 
apply 

8b £189,330* Procurement limit for supplies, services and design contracts above 
which Tendering Regulations apply 

8c £25,000 Limit at which full competitive tendering is required 

8d £25,000 Limit at which full competitive tendering is required for collaborative 
arrangements with other colleges. 

9a £10,000     Limit of Chief Executive & Principal’s authority to sell off assets/surplus 
goods 

9b £5,000 Limit of Deputy Principal, and Vice Principal - Finance, Funding and 
Management Information’s authority to sell off assets/ surplus goods 

10 £500 Limit for advance for overseas travel 

11 £400  Limit of advance for purchases and for UK travel  

12 £2,500      Limit of credit for new customers without credit references 

13 £500 Limit of cash held normally by the Finance Office  in the safe for 
emergency learner payments 

14 £20 per person Limit for acceptable expenditure for entertaining guests up to a maximum 
of £200 for any one occasion 

  
*Updated for 2020/21 levels  
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SCHEDULE /B 
  
ACCEPTANCE OF TENDERS FOR SUPPLYING GOODS OR SERVICES 
 
 

 Chief 
Executive 
& 
Principal 
or member 
of SMT 

Chief 
Executive 
& 
Principal 

Chair/ 
Chair or 
Vice Chair 
of F&GP 

Finance & 
General 
Purpose 
Committee 

VALUE OF CONTRACTS:     

Up to and including £150,000 X    

Up to and including £250,000   X  

In all other cases unless 
otherwise approved 

   X 

     

Single tender:     

Up to and including £35,000 
single tender  

X    

Up to and including £50,000 
single tender 

 X   

Up to and including £250,000 
single tender 

  X  

In all other cases unless 
otherwise approved 

   X 

 
 
Where quotes or tenders are required, the College will normally obtain a minimum of three. 
 
In all cases where a single tender is received, a “Single Source Justification” form must be completed. 
The College needs to demonstrate that all reasonable steps have been taken to identify, and invite to 
tender, other suppliers.  There will be occasions where the number of suppliers available for specialist 
goods or services and the reason for this choice of action must be clearly explained in the single 
source justification. Procurement will be reviewed as part of the annual external audit.  
 
The Chief Executive & Principal is authorised to sign orders, invoices and contracts in relation to 
tenders accepted by either the Chair of the Finance & General Purposes Committee or the full 
Committee as appropriate, up to the limit of the tender approved by the Chair or Committee. 
 
Special meetings of the Finance & General Purposes Committee may be convened for the purpose of 
considering expenditure proposals and/or tenders in excess of £250,000, in circumstances where to 
wait until the date of the next scheduled meeting of the Committee would result in unnecessary delay.   
 
If at any time a Special Meeting of the Finance & General Purposes Committee was not going to be 
quorate, i.e. with three members, the Clerk to the Board would call on other Governors outside the 
members of Finance & General Purposes Committee to ensure the meeting had sufficient members 
to enable it to convene. 
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2. PROCEDURE FOR THE INVESTIGATION OF SUSPECTED FRAUD, BRIBERY AND  

FINANCIAL IRREGULARITY 

 
Introduction 

 

1. The Board of Governors is responsible for ensuring the establishment and maintenance 
of adequate systems of internal control, which includes controls for the prevention and 
detection of fraud, bribery and financial irregularities. 

 
2. All members of staff at the College and others associated with the College have a duty to 

comply with the College’s Financial Regulations, Anti-Bribery Policy and other policies 
and procedures and to behave honestly and with integrity. 

 
3. From time to time circumstances may arise where suspected fraud, bribery or financial 

irregularities are found which require investigation.  For the protection of all concerned it 
is necessary to have in place a procedure to be followed in such circumstances. 

 
4. There is a separate procedure in place for dealing with suspected fraud or irregularities, 

which come to light through ‘whistleblowing’.  The fraud, bribery and financial irregularities 
procedure outlined here is intended for dealing with matters concerning staff below Senior 
Management level.  If a matter involves a member or members of the Senior 
Management Team or Board, then the whistleblowing procedure should apply. 

 
 

Procedure 
 

1. Concerns relating to suspected fraud, bribery or financial irregularities might arise from 
any Governor, member of staff or from internal or external audit.  Where a member of 
staff has concerns, she/he should ordinarily discuss these with their line manager, who 
will in turn raise these with the appropriate member of SMT.  However, in circumstances 
where these concerns relate to their line manager the member of staff should first raise 
the matter with the appropriate member of SMT.  Where the concerns are raised by a 
governor, or internal or external audit, the matter should be brought to the attention of a 
member of the Senior Management Team. 

 
2. The appropriate SMT member should undertake an initial investigation to establish 

whether there is serious cause for concern and inform the Senior Management Team.   
 
3. If the Senior Management Team consider the matter to be both insignificant and 

unintentional, then a record should be made of the nature of the concern raised and the 
decision taken.  The person or persons raising the concern should be informed of the 
decision. 

 
4. Where after initial consideration of the matter the Senior Management Team concludes 

that the irregularity appears significant and/or intentional, internal audit shall be informed 
and requested to perform a detailed investigation.  Further, the Chief Executive & 
Principal shall notify the following: 

 

 Chair of the Board of Governors 

 Chair of Audit Committee  

 Clerk to the Board 

 Head of Human Resources in order to consider suspension or other disciplinary              
procedures 

 The ESFA, if the nature of the circumstances is of sufficient seriousness 

 The police, if criminal actions are suspected. 
 

5. The scope of the detailed investigation will be agreed between internal audit, the Chief 
Executive & Principal, Deputy Principal, and Vice Principal - Finance, Funding and 
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Management Information and Head of Human Resources, and shall be approved by the 
Chair of Audit Committee. 

 
6. The detailed investigation shall be undertaken by internal audit in conjunction with the 

Vice Principal - Finance, Funding and Management Information and Head of Human 
Resources. 

 
7. On completion of the detailed investigation, a written report shall be presented to the 

Chief Executive & Principal and the Senior Management Team.  The report will include 
the following: 

 

 whether there has been an irregularity 
 

 the nature of that irregularity 
 

 the extent of the irregularity 
 

 the effect of the irregularity 
 

 the person(s) involved in the irregularity 
 

 advice and recommendations on actions that may be appropriate in dealing with the 
irregularity, and 

 

 advice and recommendations on action that should be taken to prevent such an 
irregularity in future. 

 
8. The Chief Executive & Principal will consider the report of the detailed investigation 

together with any proposed actions and will decide, inter alia: 
 

 whether further investigation of any particular areas is required 
 

 whether disciplinary action should be taken 
 

 whether legal proceedings should be pursued 
 

 what other action may be required in respect of this particular irregularity, and 
 

 what changes (if any) in procedures are required to prevent such an irregularity arising 
in future. 

 
9. The Chief Executive & Principal will draw the report, and his/her decision to the attention 

of the Audit Committee and the Chair of the Board of Governors and the External 
Auditors. 

 
10. The Chief Executive & Principal will provide a written report to a meeting of the Board of 

Governors. 
 
11. The Audit Committee shall have a right of access to the record of suspected fraud, 

bribery and financial irregularities considered by management. 
 
12. Without prejudice to the protection afforded by the College’s whistleblowing procedure, 

any communication with the press shall be dealt with in accordance with the College’s 
established procedure. 
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3. ROLES AND RESPONSIBILITIES 
 
 
3.1 Introduction 
 
In order to ensure that what we do in practice is consistent, the manual defines: 
 
i. where accountability for specific decisions rests i.e. who is authorised to take particular action 
ii. the context in which specific decisions may be taken - i.e. when it is appropriate to take 

particular action 
iii. what documentation, action steps and/or communication is required - i.e. how to implement 

specific decisions. 
 
In most of the sections that follow, each main category of financial decision-making is treated 
separately - to define   what 
     who 
     when 
     how 
 
Where it is not self-evident, the text also includes a brief explanation of ‘why’. 
 
No document of this nature can prescribe every eventuality.  The efficient running of the College will 
always depend on staff being able to use their own best judgement to determine the right course of 
action in particular circumstances.  In doing so, it is important that they do not compromise either 
 
a) their personal integrity, or 
 
b) the necessary administrative and communication processes of the College. 
 
 
3.2 General responsibilities - all staff 
 
i. all employees, regardless of their status or the nature of their contract, are required to abide 

by the Financial Regulations and associated procedures and the College’s Anti-Bribery Policy. 
 
ii. under no circumstances may private transactions be conducted as if by the College or 

through or with any College contractor or supplier.  Private transactions are those which may 
not properly be entered in the official accounts of the College or its subsidiary or associated 
companies. 

 
iii. all employees must declare to the Vice Principal - Finance, Funding and Management 

Information any pecuniary, management or other interest they have in any organisation likely 
to enter into a contractual relationship with the College, or its subsidiary or associated 
companies.  The Vice Principal - Finance, Funding and Management Information will maintain 
a register of all such declared interests.  Contracts will not be entered into with those 
organisations without the express permission of the Chief Executive & Principal. 

 
iv. no employee may accept gifts from organisations carrying on, or seeking to enter into, a 

business relationship with the College or its subsidiary or associated companies (see Anti-
bribery Policy).  The only exceptions will be gifts of low value (below £15).  Any significant 
gifts (above a value of £15) should be donated to the staff Christmas raffle, the proceeds of 
which should be donated to charity and hospitality should be recorded in the hospitality 
register. 

 
v. all income that results from work, goods or services provided by employees of the corporation 

in the course of their duty, is income belonging in whole to the corporation as a whole. 
 
vi. all assets and income of the corporation held by an employee must be clearly identified in the 

accounts and records of the corporation. 
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vii. no member of staff may authorise an invoice or claim form for the reimbursements of 
expenditure to themselves, or for a superior. 

 
viii. no vehicles, equipment or materials owned or leased by the corporation may be used by an 

employee for any purpose other than authorised College business without the express written 
permission of the appropriate member of SMT- who will seek advice from the Vice Principal - 
Finance, Funding and Management Information where necessary. 

 
ix. the costs associated with any private use of College facilities made by staff must be 

reimbursed to the College.  (Learners must be asked to use personal mobiles for all calls 
except emergency calls.) 

 
x. all employees are required to co-operate with the College’s duly appointed internal and 

external auditors in supplying such information relating to cash, stores or College property as 
may be requested for audit purposes 

 
xi. all documentation relating to the financial affairs of the corporation is subject to statutory 

limitations regarding it retention and storage, as defined in the Data Retention Register, and is 
not to be destroyed without the permission of the Vice Principal - Finance, Funding and 
Management Information 

 
xii. all suspected instances of fraud or financial irregularity must be dealt with in accordance with 

the procedure outlined in section 2 above. 
 
 
3.3 Board responsibilities 
 
The College’s financial memorandum with the Education & Skills Funding Agency sets out the board’s 
responsibilities as follows: 
 
i. ensuring the solvency of the College and the safeguarding of the College's assets. * 
 
ii. appointing, grading, suspending, dismissing and determining the pay and conditions of 

service of the Chief Executive & Principal and other senior postholders. * 
 
iii. setting a framework for pay and conditions of service of all other staff. 
 
iv. ensuring that the financial, planning and other management controls, including controls 

against fraud and theft, applied by the College are appropriate and sufficient to safeguard 
public funds. 

 
v. approving the appointment of external auditors and an internal audit service. 
 
vi. securing the efficient, economical and effective management of all the College's resources 

and expenditure, capital assets and equipment, and staff, so that the investment of public 
funds in the College is not put at risk. 

 
vii. ensuring that appropriate financial and value for money considerations are taken into account 

at all stages in reaching decisions and in their execution. 
 
viii. planning and conducting its financial and academic affairs so that its total income is not less 

than sufficient, taking one year with another, to meet its total expenditure. 
 
ix. approving an annual budget before the start of each financial year. * 
 
x. determining (the policy for) tuition fees. 
 
 

* The Board shall not delegate responsibilities in respect of these 
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3.4 Chief Executive & Principal’s responsibilities 
 
i. personal responsibility, which may not be delegated, for: 

 ensuring the proper and effective operation of the financial, planning and management 
controls referred to above  

 giving effect to the Board's policies for securing the efficient, economical and effective 
management of all the College's income, assets and expenditure 

 
ii. preparing a budget for consideration and approval by the Board and for managing the College 

within the budget approved by the Board  
 
iii. ensuring that funds from the funding bodies are used only for the purpose for which they are 

given and in accordance with any terms and conditions attached to them. 
 
 
3.5 Vice Principal - Finance, Funding and Management Information’s responsibilities 
 
The Vice Principal - Finance, Funding and Management Information is responsible to the Chief 
Executive & Principal for: 
 
i. ensuring compliance with all necessary financial regulations set down by the ESFA and other 

legislation. 
 
ii. the preparation of the annual College budget and three-year financial forecasts. 
 
iii. providing regular financial reviews and forecasts. 
 
iv. achieving effective and efficient systems of cash flow management, banking, cost 

accountancy, capital and revenue budget control. 
 
v. ensuring the College maximises funding from the ESFA and other sources in conjunction with 

the SMT. 
 
vi. implementing policies and practices which maximises potential College investments and 

minimises adverse corporate financial risk taking. 
 
vii. assisting the Chief Executive & Principal to meet internal and external audit requirements with 

regard to finance – ensuring the College achieves the maximum value for money. 
 
viii. maintaining and developing the College financial and management information systems. 
 
ix. supervising the staff who manage the day to day running of the finance office. 

 
x. managing the College’s cash flow. 

 
xi. ensuring the College has adequate insurance cover. 
 
 
3.6 Head of Finance’ responsibilities 
 
Under the direction of the Vice Principal - Finance, Funding and Management Information, the Head 
of Finance, with the assistance of the Finance Office staff, is responsible for: 
 
i. the effective and efficient operation of all financial and management accounting systems. 
 
ii. ensuring that all income is promptly collected and accounted for and all payments are 

properly due and authorised, so as to maintain accuracy and reliability in all financial records. 
 
iii. ensuring the regular and timely production of accurate financial information for budget 

managers and the SMT.  
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iv. assisting budget managers with the preparation of budgets. 
 
v. advising budget managers on tendering and quotation arrangements. 
 
vi. ensuring all financial operations comply with the College’s Financial Regulations and 

procedures. 
 
vii. developing purchasing procedures to assist budget managers with achieving best value for 

money. 
 
viii. controlling and monitoring the use of all College credit cards 
 
 
3.7 Budget managers’ responsibilities 
 
The Financial Regulations approved by the Board (see section 1), require the production of annual 
budgets for both revenue and capital expenditure, and the exercise of an appropriate level of 
budgetary control. 
 
The College budget is formulated and monitored in accordance with the procedure outlined in the next 
section.  The College’s budget managers are designated by the Chief Executive & Principal and are 
responsible for: 
 
i. providing estimates of anticipated expenditure and/or income, within agreed budget limits. 
 
ii. authorising expenditure against those budgets once approved. 
 
iii. monitoring the level of actual expenditure and income against budget.  
 
iv. taking remedial action to re-align variances from budget. 
 
They have a particular duty to ensure that all transactions relating to either capital or revenue 
expenditure in the area covered by their budget are carried out in strict accordance with: 
 

a) the Financial Regulations 
b) the procedures detailed in this manual 

 
and may not delegate their budgetary authority without the permission of the appropriate member of 
SMT. 
 
 
3.8 Audit arrangements 
 
To meet both internal and external audit requirements the College’s auditors are appointed annually 
by the corporation.  The corporation also approves the internal audit plan submitted by the auditors, to 
ensure sufficient detailed audit of systems procedures and resource utilisation. 
 
The internal and external auditors and/or their representative are authorised, for audit purposes, to: 
 
i. enter at any time on College premises or land and have access to all records, documents and 

correspondence relating to any financial or other transaction of the College. 
 
ii. require and receive such explanations as are necessary concerning any matters under 

examination. 
 
iii. require any employee of the College to produce cash, stores, or any other College property 

under his/her control. 
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4. BUDGETS 
 
 
4.1 The budgeting process 
 
Each budget holder is responsible for preparing revenue and capital budgets for his or her cost 
centre(s) - in accordance with the format and timetable set by the Vice Principal - Finance, Funding 
and Management Information.  In executing their responsibilities, they are required to: 
 
i. use the College strategic plan and operating statement for the year to inform their thinking - 

particularly on areas of potential expansion/contraction and proposed capital expenditure - 
see (iv) below. 

 
ii. be realistically prudent in their estimates of both income and expenditure. 
 
iii. consult with the Vice Principal - Finance, Funding and Management Information. 
 
iv. have regard to the schedule of financial limits recorded in the Financial Regulations and, in 

particular, the lower limit for asset capitalisation. 
 
v. submit their budget with supporting ‘business case’1 documentation where required to SMT. 
 
vi. where practicable, modify their budget, if requested by SMT, in the light of operational 

imperatives. 
 
vii. remember - submission of a budget does not equal approval for expenditure because: 
 

 the Finance and General Purposes Committee of the corporation, and the Board, must 
approved the College annual budget before expenditure is incurred. 

 

 the Schedule of financial limits within the Financial Regulations will apply. 
 

 the procedures for ordering and contracting detailed in section 5 of this manual must be 
followed. 

 
 
4.2 Budgetary control - revenue expenditure 
 
The revenue budget, where approved, will identify sums of money to be managed by each budget 
manager, against main budget headings.  Budget managers should note: 
 
i. transfer between main budget headings (virement) may only be carried out with the prior 

approval of the budget manager’s line manager and the Vice Principal - Finance, Funding and 
Management Information. 

 
ii. expenditure exceeding the approved cost centre budget may not be incurred without the prior 

approval of the budget manager’s line manager, the Vice Principal - Finance, Funding and 
Management Information and Chief Executive & Principal.  No order committing expenditure 
above budget will be processed without this approval. 

 
iii. the Vice Principal - Finance, Funding and Management Information will prepare budget 

monitoring statements showing income and revenue expenditure, both incurred and 
committed: 

 

 monthly to governors and the senior management team via the progress reports (Vice 
Principal - Finance, Funding and Management Information). 

 

 monthly to the Chief Executive & Principal and budget managers (Head of Finance). 

                                                 
1  Supporting business case justification must be provided for all capital bids.  
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iv. budget managers are responsible for both the prudent management of the cost centre budget 

and the regular monitoring of actual expenditure against budget. 
 
v. careful stewardship of College funds and cost-effective income generation are both important.  
 
 
4.3 Budget control - capital 
 
Capital items are those with both an accounting life span longer than one year and for statutory 
accounting purposes, a VAT inclusive cost exceeding the limit referred to in the Financial Regulations. 
 
The procedure for the submission of capital expenditure bids is referred to under the section on 
expenditure.  Budget managers who succeed in their bid should note: 
 
i. funds designated as capital can only be used for capital purposes. 
 
ii. revenue budget allocation may only be used to purchase capital items with the approval of the 

budget manager’s line manager and the Vice Principal - Finance, Funding and Management 
Information. 

 
iii. all sums of money approved for capital expenditure are deemed to be cash limited and 

inclusive of VAT where applicable. 
 
iv. if the actual cost of an approved capital item is likely to exceed the budgeted cost, the Vice 

Principal - Finance, Funding and Management Information must be notified immediately.  The 
balance of the cost may fall to the budget manager’s revenue expenditure budget. 

 
v. Capital expenditure to be reported monthly as part of the management accounts. All capital 

expenditure should be considered for inclusion in a bid to external funding for capital support. 
Any successful funding bids will be accounted for as deferred capital income and released as 
income in line with depreciation calculations for the relevant assets.
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5 EXPENDITURE PROCEDURES  

5.1 Orders for works, goods or services 

WHAT WHEN WHO HOW WHY 

1. Purchase order to be 
raised for works, goods or 
services 

For all budgeted expenditure 
including: 
 

 items of a recurring nature e.g. 
gas, rates, water, electricity, 
telephones, examination fees 
where a blanket order can be 
raised based on budget. 

 
And excluding 
 

 items to be purchased on 
College credit cards 

 

 staff hours or any services which 
form part of a personal contract 
of employment 

 

 private transactions for anyone 
employed by or connected with 
the College or the corporation 

Budget manager  
 
 

 To be entered directing into PS Financials, 
the College finance system as trained by 
Finance. 

 Ensure purchase order request includes a 
clear description, includes correct quantity 
and price per unit and calculates the correct 
total price for the order. 

 Check with Finance for names of approved 
suppliers and/or centrally negotiated 
contracts/purchasing arrangements. 

 If supplier is not in system, you may be asked 
by Finance to provide evidence for selecting 
the supplier before being asked to provide 
the information to set up a new supplier in PS 
Financials. 

 Ensure that there are sufficient funds 
available in the designated budget. This 
functionality is within PS Financials. 

 Ensure order is compliant with limits as 
described in Schedules A and B of these 
Regulations. 

 All purchase order requests will be 
automatically processed through a work flow 
of authorisations in line with financial 
regulations before final approval and a 
Purchase Order (PO) number being 
generated. 

 Do not place order with supplier until 
authorised Purchase Order is confirmed 
within PS Financials. The system generates 
and sends the Purchase Order to the 
supplier. 

 Invoices received without valid purchase 
orders will not be paid and an investigation 

To obtain value for money. 
 
 
 
 
 
 
 
To ensure adherence to 
Financial Regulations. 
 
 
 
To help maintain financial 
control. 
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may be undertaken to understand how the 
financial regulations had not been followed. 

To avoid misunderstanding 
or subsequent debate. 

 
WHAT WHEN WHO HOW WHY 

2. Place orders for works, 
goods or services by 
telephone or internet. 

If a valid PO number exists, such 
as a blanket order placed with a 
preferred supplier based on a 
recent and still valid tender 
process. 
 
OR – for low value items being 
purchased using the College credit 
cards by the named card holder. 

Budget manager  For partial orders against a blanket purchase 
order, check balance against order in PS 
Financials and ensure there are no other 
open orders in progress which would lead to 
overspend against budget 

 

 All credit cards purchases will need copies of 
the order, so retain emails or screenshots for 
College records. 

To help maintain financial 
control 

3. Despatch purchase 
order for works, goods or 
services 

A purchase order will be generated 
by PS Financials where the 
authorisation process satisfies that: 

 contractor/supplier identified on 
order is on ‘approved supplier’ 
list and not on the register of 
staff interests 

 tender arrangements have been 
followed as per algorithm in 
appendix B/C 

 available and appropriate 
budgetary provision is identified 

 services ordered do not fall 
within any of the excluded 
categories (see 5.1 (1)) 

 order is correctly authorised in 
accordance with Financial 
Regulations 

Work flow within 
PS Financials 
and checked by 
Finance 
 

 Each individual in the work flow process must 
undertake the following checks before 
approving in PS Financials. 
 

 Check details of order, including description, 
quantity and unit cost 

 

 Check who raised the order 
 

 Check against available budget using check 
budget button in PS Financials 

 

 Check appropriate quotes/ tender 
submissions have been obtained 

 

To maintain financial 
control and comply with 
the Financial Regulations 

4. Monitor delivery and 
progress chase 

Budget manager to keep a log of 
open orders 

Budget manager Regular review of outstanding orders To ensure receipt 

5. Complete Goods 
Received Note (GRN) in 
PS Financials  

On receipt of goods/services from 
suppliers, when satisfied re: 

 condition/fitness for purpose 

 quantity 

Budget manager Goods Received Note to be completed in PS 
Financials to record details of actual receipt 
which may reflect partial delivery of the original 
order.   

To ensure College does 
not pay for faulty goods/ 
incomplete orders. 
Payment cannot be made 
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 timeliness of delivery until items have been 
goods receipted in the 
system. 

 
WHAT WHEN WHO HOW WHY 

6. Authorise invoice for 
payment 
 
NOTE - in the event of 
any dispute with a 
supplier, payment will be 
withheld until the Vice 
Principal - Finance, 
Funding and 
Management Information 
is satisfied that the matter 
is resolved to the 
satisfaction of the budget 
manager and the Head of 
Finance. 

 Correctly authorised delivery 
note/goods received note 
received from budget manager 
and matched with purchase 
order will release the invoice in 
the system for payment 

 
 

Head of Finance  System identifies invoices ready for payment 

 Checks made against supplier payment 
terms by Head of Finance to identify payment 
schedule for bank payment run 

 Payment schedule checked in detail by Vice 
Principal – Finance, Funding and 
Management Information before processing 
through bank system which includes 
authorisation by SMT member. 

 

To ensure College 
correctly pays for goods/ 
services received and 
within payment terms. 

7. Update inventory of IT 
equipment (if applicable) 
and update fixed asset 
register. 

 If goods have a replacement 
value over £1,000 (Inc. VAT).  

 
 

Head of Finance 
or Management 
Accountant 
 

 Record asset in fixed asset register and/or IT 
inventory. 

 
 

To ensure all College 
assets properly accounted 
for and monitored. 

8. Use of College 
purchasing credit cards 

 Typically for low value one off 
purchases through the internet 
where payment is needed 
before dispatch of goods or 
service. 

 Also for booking travel or 
accommodation where this is 
now predominantly internet 
based. 

 For internet-based services 
which only accept payment on-
line, such as google ad-words. 

Head of 
Finance/ budget 
manager 

 Staff can only be approved a College credit 
card if approved by SMT 

 All card holders will have full responsibility for 
the use and security of their issued card 

 All purchases made must be within available 
budgets, for goods or services for the College 
and represent best value for money 

 Head of Finance holds a central card which 
may be used for larger value payments in 
agreement with Vice Principal – Finance, 
Funding and Management Information and in 
line with authorisation levels per Finance 
Regulations, schedule A.  

To prevent misuse of 
College credit card. 
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5.2 Cash transactions (The College is moving towards cashless with a few exceptions) 
 

WHAT WHEN WHO HOW WHY 

 
1. Emergency cash (held 
in Finance safe) 

 Emergency cash held for 
exceptional circumstances for 
learner safeguarding 

Head of Learner 
Support 

 Request for emergency funding assessed by 
Learner Support Team and case put to Head 
of Learner Support in exceptional 
circumstances to support learner at risk. 

 Head of Learner support provides detailed 
case for emergency funds to Head of 
Finance or Management Accountant to 
release funds. 

 Head of Finance to replenish balance in safe 
up to £500 if balance drops to below £200, by 
withdrawal from Barclays account. 
 

By exception, to ensure 
the safety of a learner at 
risk 
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5.2  Reimbursement of expenditure incurred on College business 
 

WHAT WHEN WHO HOW WHY 

1.  Authorise 
reimbursement of 
expenditure to staff 
incurred on College 
business 

 claim submitted on appropriate 
expenses claim form (available 
from Human Resources/Payroll) 

 

 expenditure was wholly, 
necessarily and exclusively 
incurred in the course of College 
business 

 

 is in accordance with College  
limits for e.g. mileage, or, in the 
absence of such relevant limits 
represents reasonable use of 
public funds 

 

 form has been signed personally 
by the claimant 

 

 claim is accompanied by original 
vouchers/receipts 

 

 claim does not relate to 
expenditure more than 3 months 
prior to date of submission for 
reimbursement  

Budget manager 
and claimant 
 
 

 Check all details are correct  
 

 Counter-sign the form and pass to Human 
Resources for payment alongside monthly 
salary payment. 

 

 If the claim is ‘out of date’, it will be payable 
only with the permission of the Vice Principal 
- Finance, Funding and Management 
Information. 

 

 Claims by budget managers must be signed 
by their immediate line manager.   

 

 The Chief Executive & Principal’s expenses 
shall be approved by the Chair to the Board, 
or the Chair of the Finance & General 
Purposes Committee in the absence of the 
Chair to the Board.  The Chair’s expenses, to 
a maximum of £150, shall be approved by 
the Chair of the Finance & General Purposes 
Committee. 

 

 Where an individual is likely to incur 
reclaimable costs on a regular basis, a 
request for a College credit card should be 
considered for approval by SMT. 

Ensure employees are not 
‘out of pocket’ while 
making prudent use of 
public funds 
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6 INCOME AND BANKING PROCEDURES  
 
6.1 Contracts for Income 

WHAT WHEN WHO HOW WHY 

1. Bids, applications or 
tender responses to 
secure new income 
streams for the 
College 

Before submission, all bids, 
applications or responses to 
tenders must be checked for the 
following: 

 Fit with College strategy 

 Resources are available to 
deliver the proposed bid 

 The total cost of the proposal is 
understood including the 
additional costs of delivery; and 
are accurate and complete. 

 Pricing is sufficient to provide a 
suitable level of contribution 
above the total identified costs 
of delivery 

 Application includes College 
principles of value for money 
and captures the additional 
value the college can deliver in 
terms of quality and wider 
services to learners  

Deputy 
Principal, 
Vice 
Principals 
and Head 
of 
Finance 

 Check with Head of Finance to costing and Pricing, 
including VAT treatment 

 

 Check with VPs for issues relating to Curriculum, 
Quality and Customer Experience 

 

 Final applications to be authorised based on value 
according to schedule A 

 
 

To ensure all contracts 
support the College 
Strategy and contribute to 
financial sustainability 
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6.2 Customer invoicing and collection of debts 

WHAT WHEN WHO HOW WHY 

2. Request an invoice 
be raised for monies 
due to the College 

 For all income due based on 
agreed terms and date the 
goods or services were provided 

 

 All invoices to be raised 
promptly  

Budget 
manager 
and Head 
of 
Finance 

 Check with Head of Finance to ensure customer is 
an approved debtor 

 If a new customer, the Head of Finance to take up 
credit references in accordance with the Financial 
Regulations before any work is undertaken 

 Complete an invoice request form or template as 
provided by the Head of Finance 

 If uncertain about the VAT status, check with Head 
of Finance 

To ensure all income due 
to the College is collected 
in full and promptly 

3. Despatch sales 
invoice  

If satisfied that: 
 

 Debtor is on approved list / has 
satisfactory credit rating 

 VAT is correctly recorded 

Manage-
ment 
Account-
ant 

 Check details of request 
 

 Check account coding 
 

 Process through PS Financials 

To ensure all income due 
to the College is collected 
in full, promptly and 
accounted for in line with 
accounting rules. 

4. Collection of debts  Following the despatch of an 
invoice 

Manage-
ment 
Account-
ant 

 Reconcile cash receipts to invoices daily 

 Monitor aged debtor reports to identify late 
payments to be followed up 

 Take swift and effective action to collect all overdue 
debts 

 Issue reminder letters at regular intervals for all 
overdue debts 

 Employ a debt collection agency / or make use of 
the small claims court to pursue outstanding debts 

 Where a debtor has not complied with the terms of 
the credit, refuse future credit facilities. 

 If non-payment is due to an invoicing error, to 
swiftly identify the issue and issue credit note or 
corrective invoice to enable payment to occur 

To ensure debts are 
collected 

5. Request to raise a 
credit note 

 When an invoice has been 
raised incorrectly / reduced fee 
is requested 

Budget 
manager 

 Make formal request to raise a credit note - to the 
Head of Finance 

 Authorisation limits for credit notes are in detailed in 
the Financial Regulations 

 Process through PS Financials 

To resolve issue with 
customer 
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6.3 Low value income transactions and banking arrangements  
 

WHAT WHEN WHO HOW WHY 

1. Cash receipts. 
Payment should be 
by card, either 
through website or 
bank supplied 
payment devices. 
However, the College 
will accept cash or 
personal cheques 
where no other 
payment is possible 
by the individual. 

 For any low value payments 
received within the College, 
which formerly may have been 
predominantly cash payments 

All staff / 
learners 

 Low value income payments due to the 
College must be paid promptly into the 
College at main site reception or Learner Hub 
reception using bank card 

 Adult & Community Learning and other 
activities delivered at other sites may be paid 
via website or collected using a mobile card 
payment device as agreed with Head of 
Finance and approved by the Vice Principal - 
Finance, Funding and Management 
Information) 

 Details of the source and reason for card 
payment must be recorded and passed to 
Finance in a suitable format to accurately 
record the income within the College 
accounts  

 A card payment receipt generated by the 
payment device will be issued to any person 
paying by card 

 All records from card payment devices to be 
sent to Finance promptly with sufficient detail 
to enable the Finance staff to match to 
banking details and to process the income 
accurately within PS Financials in line with 
accounting rules 

 Where individuals do not have bank cards 
and are unable to make payment except by 
cash or cheque, these must be passed 
promptly to Finance and stored in the safe 
until banking can be arranged. Payee must 
be issued with a receipt and full details of the 
financial transaction to be passed to Finance 
for processing in the Finance database and 
other systems as required. 

To ensure that all cash 
income is safeguarded and 
properly accounted for 
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WHAT WHEN WHO HOW WHY 

2. Cash and Cheque 
receipts and banking 
arrangements  

 By exception the College may 
accept payment made by 
cheque or even cash. 

 
Head of Finance 

Cheque to be delivered to Head of Finance 
along with full details of the payment including 
payee, date and time, the reason for the receipt 
and justification why other means of payment 
could not be used (such as learner does not 
have bank account).  

 Cheques received to be paid in promptly 
either in branch or through banking software. 

 
 

 If cheque cannot be paid in promptly, it must 
be stored in the safe at times when the 
office/area is not staffed and a prompt in 
place to ensure the cheque is paid into the 
bank at first opportunity. 

 

 Prepare banking slip and place with cheques 
in security cash bag, and seal before paying 
in at branch. 

 If exceptional payment by cash is accepted, 
this must be accounted for through PS 
Financials and securely stored in the Finance 
safe until it can be safely paid into the bank.  
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6.4 Learner fees 
 

WHAT WHEN WHO HOW WHY 

1. Collection of learner 
fees 

 For all learners enrolling on 
College courses 

Brand, 
Engagement 
and Learner 
Recruitment, 
and Adult and 
Online / other 
authorised 
personnel as 
per the Vice 
Principal - 
Finance, 
Funding and 
Management 
Information 

 Advertised fees to be paid in full at the time 
of enrolment, except where: 

 Learner claiming reduced fees 

 Learner claiming tax relief 

 Learner paying by instalments (see 
below) 

 Fees being paid by employer or other 
organisation 

 
For all of the above, the appropriate 
evidence must be obtained. 

 

 Refund of fees to be made where: 

 Course cancelled 

 Learner withdraws and makes a claim 
within one week of course commencing 

 
 

2. Collection of fees 
paid through agency 

 Students who opt to pay by 
instalments 

Agreed external 
agency 

 Based on the service agreement in the 
contract with the approved and appointed 
agency 

The College is not able to 
provide a credit facility 
directly. 
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7 ASSETS PROCEDURES 
(All capital items in excess of £1,000) 

 
7.1 Acquisition, disposal and security of assets 

WHAT WHEN WHO HOW WHY 

1. Acquisition or 
disposal of land and 
buildings 

 For all acquisition or disposal of 
land and buildings 

Vice Principal - 
Finance, 
Funding and 
Management 
Information 

 All sales or purchases to be referred to the 
board for authorisation 

 

 Refer to Financial memorandum, for ESFA 
authorisation limits 

 

2. Acquisition of assets 
(other than land and 
buildings) 

 For all requested capital 
purchases  

Budget manager  Vice Principal to advise budget managers of 
timetable for capital bids 

 

 Complete capital bid form and submit to Vice 
Principal for consideration by SMT 

 

 Authorised capital bids to be purchased 
following procedures noted under Section 5 
‘Expenditure Procedures’ 

 

3. Disposal of assets 
(other than land and 
buildings) 

 For all asset disposals except 
land and buildings 

Budget manager  Formal request for permission to dispose of 
asset(s), including reasons for disposal, and 
initial quotes for sale proceeds, to be sent to 
line managing Deputy Principal, Vice 
Principal Quality Compliance and 
Improvement or Vice Principal - Finance, 
Funding and Management Information 

 

 Authorisation for disposal to be in 
accordance with Financial Regulations 

 

 Vice Principal - Finance, Funding and 
Management Information will notify budget 
manager that authorisation given 

 

 Head of Finance to delete item from IT 
inventory and/or fixed asset register, 
recording details of disposal 

To safeguard the College’s 
assets 
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WHAT WHEN WHO HOW WHY 

4. Finance asset 
register record 

 For all assets in excess of 
£1,000 (Inc. VAT) 

Head of Finance  Record details of assets acquired / disposed 
of at time of transaction 

 

 Check IT asset inventories on a regular 
basis, as a minimum annually, prior to the 
completion of the statutory accounts. 

 

5. Gifted assets  For all assets gifted to the 
College, where the normal 
purchase price is in excess of 
£1,000 (Inc. VAT) 

Budget manager  Update fixed asset record. 
 

 Notify Vice Principal - Finance, Funding and 
Management Information of any revenue 
consequences.  Authorisation for revenue 
consequences to be in accordance with the 
Financial Regulations 

 

6. Security of IT assets  All IT assets held by the College IT manager  Maintaining an up-to-date inventory as noted 
above 

 

 Check inventories on a regular basis, as a 
minimum annually. 

 

 Use security marking where possible.   
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8. PAYMENT OF SALARIES AND WAGES PROCEDURES 

 
8.1 The payment of all salaries, wages, gratuities, compensation and other emoluments shall be 

made by the Vice Principal - Finance, Funding and Management Information, or under 
arrangements approved by him/her.  Commencement, termination or alteration of these 
payments shall be controlled by the Head of Human Resources. 

 
8.2 All matters affecting commencement, alteration or termination of such payments therefore 

must be notified promptly to the Head of Human Resources. 
 
8.3 The Head of Human Resources shall ensure that the appointment of all College employees is 

in accordance with the decisions of the Chief Executive & Principal, Deputy Principal, Vice 
Principal - Finance, Funding and Management Information, and Vice Principal Quality, 
Compliance and Improvement who are authorised by the Chief Executive & Principal to act on 
such matters, and that contracts of employment are prepared within the statutory time limit for 
all employees, both full and part time. 

 
8.4 All proposals to regrade staff must be submitted to the Head of Human Resources by a Line 

Manager for evaluation and recommendation to the Chief Executive & Principal, who must 
approve all regradings.  The Head of Human Resources shall notify staff of approved 
regradings and amend their personal files accordingly. 

 
8.5 The Head of Human Resources shall notify the Payroll Section in Finance of all 

commencements, terminations, regradings and other alterations as they are approved, giving 
dates and effects of such changes. The Payroll Section shall similarly notify the Head of 
Human Resources of any such instances that have not originally been reported to HR. 

 
8.6 Annual or interim pay awards or universal bonuses or changes to pay scales shall be 

presented by the Head of Human Resources for approval by SMT and then the Finance & 
General Purposes Committee.  The F&GP Committee shall make a recommendation to the 
Board and the Board alone shall have the authority to approve these. 

 
8.7 Redundancy and severance payments or ex gratia payments may only be authorised by the 

Chief Executive & Principal in liaison with the Head of Human Resources. The Head of 
Human Resources shall then instruct the Head of Finance to make the payment. 

 
8.8 The Head of Finance shall maintain an up-to-date establishment list in electronic or written 

form giving details of all employees. This data should be checked monthly and reconciled to 
the counterpart data held on the Payroll system. 
 

8.9 Any change to the College’s Establishment List and sessional staffing including restructures, 
additions, deletions, adjustment of fractional contracts and changes to pay grades, must be 
formally approved at an SMT meeting. 
 

8.10 Overtime will not be payable unless it is approved in advance at an SMT meeting.  Payment 
for approved overtime to curriculum staff will normally be made at the end of the academic 
year, following a review of actual hours delivered. 

 
8.11 The Head of Human Resources should be notified of all information relating to pensions, 

income tax, national insurance, sickness, maternity pay, etc. and all documents shall be 
retained within the Payroll Section. 

 
8.12 The Payroll Section shall maintain an up-to-date record and specimen signature of all senior 

staff authorised by the Chief Executive & Principal to certify pay documentation.  This listing 
shall be reviewed periodically by the Head of Finance. 

 
8.13 No salary or wage payments shall be made to employees, temporary or permanent or casual, 

other than through the salary and wage systems of the College, except in an emergency 
when such payments shall be authorised by the Chief Executive & Principal. 
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8.14 In respect of employees, a person providing services to the College in any form which would 

cause him/her to be treated as an employee according to Inland Revenue rules, shall be paid 
all salary and emoluments through the College payroll system. 

 
8.15 Services provided to the College by consultants and specialists as independent entities may 

be paid on an invoice basis provided that such contractors satisfy the HMRC rules for off-
payroll working under IR35, have been appointed within the procurement rules and are 
approved by the Vice Principal - Finance, Funding and Management Information or, in his/her 
absence, by the Chief Executive & Principal. 

 
8.16 The Head of Human Resources shall be responsible for ensuring all statutory and non-

statutory returns arising from the payroll are completed promptly and all payments to the 
Inland Revenue and pension bodies are made within the stipulated time limits to avoid 
penalties for late payment or late returns.   

 
8.17 Internal checks as directed by the Vice Principal - Finance, Funding and Management 

Information, or modified at his/her discretion, must be carried out to ensure the completeness 
and accuracy of payroll data and the true representation of costs and liabilities in the accounts 
of the College. 
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9.  TREASURY MANAGEMENT STRATEGY 
 
The purpose of this Strategy is to provide a framework within which the treasury function at Eastleigh 
College will be managed.  Treasury management comprises the management of cash flows, banking, 
investment and borrowing activities. 
 
Objectives 
 
The objectives of the College’s Treasury Management Strategy are summarised below: 
 

 To minimise risk 

 To preserve liquidity 

 To minimise cost without compromising either of the above objectives 

 To comply with statute, regulations and best practice. 
 
Risks and controls 
 
The key treasury management risks faced by the College and the steps that will be taken under this 
strategy in order to mitigate these risks, are set out below – 
 

Risk Control 

Liquidity risk – insufficient funds to 
meet obligations as they fall due. 

Daily monitoring of bank balances. 

Effective cash flow forecasting. 

Ensure sufficient loan funding is available to be 
drawn down when required. 

Ensure sufficient loan facilities are in place. 

Interest rate risk – the risk that 
unexpected fluctuations in the levels of 
interest rates create an unexpected 
burden on the College’s finances. 

Ensure that overall borrowing does not exceed 20% 
of College turnover. 

Ensure that no more than 50% of overall borrowing 
is subject to variable rates. 

Ensure that all variable rate borrowing includes an 
“early repayment without penalty and/or conversion 
to fixed rate option”. 

Investment return risk – the risk that 
investment returns fall below 
expectations through ineffective 
management of surplus funds. 

Automatic daily clear down of surplus funds to a 
high interest investment account. 

Covenants breach risk – failure to meet 
terms agreed with lenders which 
results in a “default” and consequent 
withdrawal of a loan facility. 

Monthly reporting of performance against 
covenants to governors and to the bank and if 
required to include a signed loan covenant 
monitoring statement as required by the loan 
agreement contract. 

Ensure that the College does not agree covenants 
at inception that cannot be met within its long-term 
financial forecasts. 

Systems risks – error due to failure to 
properly authorise and record 
transactions and fraud. 

Ensure effective operational controls are in place to 
prevent fraud and human error. 

Board authorisation required for all new borrowing. 

Finance & General Purposes Committee to approve 
heads of terms for all new borrowing. 

Loan draw-downs must be authorised by the Vice 
Principal - Finance, Funding and Management 
Information. 

Full reconciliation of all bank accounts, loans and 
investments included within the monthly 
management accounts process. 
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Derivatives 
 
It is not the College’s strategy to use derivatives to mitigate exposure to variable interest rate risk.  
The use of derivatives has a significant potential cost and presents additional risks of its own.  The 
College’s policy of restricting the proportion of its debt which is subject to variable rates to 50%, 
combined with a requirement that all variable rate debt must include an early repayment (without 
penalty), or conversion to fixed rate option, is considered an appropriate and more prudent strategy. 
 
Minimising cost 
 
The College will take the following steps in order to minimise costs – 
 

 The College’s overall cash position including cash, investments and loans will be aggregated in 
order to minimise interest costs. 

 Any surplus funds will, on a daily basis, be invested in interest bearing accounts. 

 Loan facilities will be drawn down as and when required, in accordance with the College’s daily 
and monthly cash forecasts. 

 Revolving loan facilities will be agreed where appropriate in order to minimise borrowing costs. 

 The arrangement of loan funding will be subject to a full tendering process. 

 The College, whilst acknowledging the need for prudence and certainty in terms of interest rate 
costs, will allow up to 50% of its borrowing to be at variable rates. 

 
Borrowing – other controls 
 

 The College will not enter into term loans for periods exceeding 20 years. 

 The College may offer fixed charge, but will not offer floating charge, security to lenders. 

 The College will not enter into any loan agreement containing a “negative pledge” clause, which 
would restrict the College’s ability to seek funding from alternative lenders in future. 

 
Review 
 
The College’s Treasury Management Strategy has been incorporated into the College’s Financial 
Regulations and will be subject to an annual review by the Finance & General Purposes Committee. 
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10.  SUB-CONTRACTORS WORKING ON BEHALF OF THE COLLEGE 
 
 
10.1 The College requires that sub-contractors delivering learning on behalf of Eastleigh College 

operate honestly and with integrity.  Any sub-contractor found to be in breach of this 
requirement, whether by committing a fraud, offering a bribe or becoming involved in some 
other financial irregularity, will have their contract terminated and the College will seek to 
recover any payments illegally received by the sub-contractor. 

 
10.2 All new sub-contractors will be subject to a selection process which will include a due 

diligence check and comprises: 
 

 The completion and return of a detailed expression of interest. 

 Eastleigh College sub-contractor management team interrogate expression of interest. 

 Representatives of prospective sub-contractors invited to ‘provider assessment meeting’ 
(if expression of interest passes scrutiny). 

 College undertakes further checks, takes up references and advises ESFA of intent to 
contract. 

 On satisfactory feedback from referees and ESFA, proceed with ‘agreement in principal’ 
to contract and agree delivery profile. 

 Issue contract. 
 

10.3 All sub-contractors are subject to routine detailed checks by the College Contracts Team and 
Sub-contractor Management Team. 
 
The Contracts Team will rigorously check all learner records submitted to the College.   
 
The Sub-contractor Team will: 
 

 Monitor delivery against individual sub-contractor delivery profiles. 

 Monitor sub-contractor success rates. 

 Review certification body verification reports and follow up on any issues raised.  

 Review learner and employer feedback survey responses.  

 Review learner/assessor contact records.  
 

In addition, routine announced and ad-hoc unannounced audit visits will take place to 
rigorously test: learner existence, the adequacy of tracking procedures, the quality and 
frequency of learner assessments and teaching, and the adequacy of learner data and 
records. 
 
All sub-contractors are subject to an annual reaccreditation process which follows the new 
sub-contractors due diligence process. 
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11.  SUB-CONTRACTOR CONTRACTS APPROVAL PROCEDURE 
 
The procedure below sets out how College sub-contractor contracts will be approved each year and 
how variations to the schedule of contracts will be dealt with.  It is inevitable, because of the need for 
flexibility to meet customer demand or deal with under-delivery against main contract that the College 
will need to vary sub-contractor contracts during the year. The approval procedure will therefore be as 
follows – 
 
11.1 In June each year SMT and then subsequently the Finance & General Purposes Committee 

(F&GP), will be asked to approve the sub-contractor delivery contracts that the College 
intends to enter into for the succeeding academic year. 
 

11.2 Any changes to the schedule of sub-contractor contracts will be submitted for approval to 
SMT and to the termly meetings of F&GP, but where the timing of the F&GP meeting is such 
that the delay in approval would potentially adversely affect the College’s business, the Chair 
of F&GP to have delegated authority to approve any changes, or new sub-contractor 
contracts.  F&GP will be notified of any such changes or new sub-contractor contracts at its 
subsequent meeting. 

 
11.3 On an on-going basis the Governors’ Monthly Report will contain details of all current sub-

contractors, the sector in which they deliver, the contract value and the date of the most 
recent audit and due diligence checks. 

 
11.4 In instances where sub-contractors are invited to express an interest in a new opportunity, the 

standard tender opening procedures will be followed to ensure fairness and transparency. 
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APPENDIX A 
Exceptions to quotations/tendering rules 
 
The only exceptions to the normal quotations/tendering arrangements are, as follows:   
 
   

1. the purchase of goods or materials which are sold only from one contractor and no 
reasonably satisfactory alternative is available – Sole source justification form must be 
completed and returned to Head of Finance and be available for external audit. 
 

2. where the College is able to use an existing procurement framework, such as County 
Supplies Department of Hampshire County Council, or through the use of the procured 
services of a buying agent, such as for utility supplies, is able to negotiate terms for the 
purchase of goods or materials direct from a manufacturer. 
 

3. extensions of existing contracts where the existing contract has already been approved, 
where that extension period does not contravene current procurement legislation. 
 

4. the execution of work or the purchase of goods or materials necessary for urgent 
maintenance to prevent danger to authorised users or the general public, or to prevent 
rapid and progressive deterioration, or to maintain essential services, provided that the 
expenditure shall be reported to a meeting of the Finance & General Purposes 
Committee at its next meeting. 
 

5. a contract to complete work where the contractor employed under an existing 
arrangement becomes bankrupt/insolvent, or a contract to complete work where the 
employment of an existing contractor has been determined due to that contractor's poor 
performance. A sole source justification form will be required in this scenario. 
 

6. tenders invited on behalf of any consortium of which the College is a member, provided 
that the tenders are invited in accordance with the method prescribed by such body.


