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FINANCE POLICY 

Organisation: Willow Tree Learning Northants  
 

Policy Title Finance Policy 

Reviewed By Kirstie Dean 

Approved By Kirstie Dean 

Effective Date September 2026 

Review Date September 2027 or sooner if legislation or guidance changes.  

Version V 1.  

Applies To All staff, volunteers and children 

 

 

1. Policy Statement 

Willow Tree Learning is committed to maintaining the highest standards of financial 
management, governance, accountability, transparency and value for money in all 
aspects of its operations. This Finance Policy establishes the framework for the 
effective stewardship of public and private funds and ensures compliance with all 
relevant legislation, Department for Education (DfE) guidance, commissioning 
arrangements, contractual obligations and regulatory requirements. 

This policy applies to all Directors, the Site Lead, the Designated Safeguarding Lead 
(DSL), employees, volunteers, contractors and any other persons acting on behalf of 
Willow Tree Learning. 

The objectives of this policy are to: 

• Ensure financial sustainability and effective financial planning; 

• Safeguard the assets and resources of Willow Tree Learning; 

• Ensure funds are used appropriately, efficiently and for their intended purpose; 

• Promote accountability and transparency; 

• Prevent fraud, corruption, theft and financial irregularity; 

• Demonstrate value for money; 

• Support compliance with statutory and regulatory requirements; 

• Maintain robust systems of internal financial control. 
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2. Legislative and Regulatory Framework 

This policy has been developed with reference to: 

• The Education Act 1996 

• The Children Act 1989 and 2004 

• The Education and Inspections Act 2006 

• The Companies Act 2006 (where applicable) 

• The Charities Act 2011 (where applicable) 

• The Procurement Act 2023 

• The Bribery Act 2010 

• The Fraud Act 2006 

• The Theft Act 1968 

• The Proceeds of Crime Act 2002 

• The Money Laundering Regulations 2017 

• The Data Protection Act 2018 and UK GDPR 

• The Equality Act 2010 

• The Health and Safety at Work etc. Act 1974 

• The Independent School Standards Regulations 2014 (where applicable) 

• HMRC requirements and guidance 

• Department for Education statutory guidance on Alternative Provision 

• Department for Education financial governance guidance 

• Academy Trust Handbook principles of public accountability and financial 
governance 

• Seven Principles of Public Life (Nolan Principles) 

• Relevant local authority commissioning agreements and service level 
agreements 

 

3. Related Policies 

This policy should be read alongside: 

• Safeguarding and Child Protection Policy 

• Whistleblowing Policy 

• Anti-Fraud and Corruption Policy 

• Procurement Policy 

• Charging and Remissions Policy 

• Data Protection Policy 

• Business Continuity Policy 
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• Risk Management Policy 

• Health and Safety Policy 

• Staff Code of Conduct 

• Conflicts of Interest Policy 

• Complaints Policy 

 
 
 

4. Principles of Financial Management 

Willow Tree Learning will ensure that all financial management activities are 
undertaken in accordance with the following principles: 

• Accountability 

• Integrity 

• Transparency 

• Value for money 

• Regularity and propriety 

• Financial sustainability 

• Robust internal control 

• Appropriate segregation of duties 

• Risk management 

• Ethical conduct 

 

5. Roles and Responsibilities 

Directors 

The Directors hold ultimate responsibility for financial governance and oversight and 
shall: 

• Approve the annual budget 

• Approve this policy and related financial policies 

• Monitor financial performance 

• Ensure financial sustainability 

• Review financial reports at least termly 

• Maintain effective internal controls 

• Ensure compliance with legislation and regulatory requirements 

• Approve significant expenditure 

• Ensure appropriate insurance arrangements are maintained 

• Investigate serious financial irregularities 
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• Report fraud or significant financial concerns to relevant authorities where 
required 

Site Lead 

The Site Lead is responsible for operational financial management and shall: 

• Implement this policy 

• Prepare annual budgets 

• Monitor expenditure against budget 

• Authorise expenditure within delegated limits 

• Ensure financial records are accurate 

• Maintain appropriate financial controls 

• Report financial performance to Directors 

• Ensure commissioning income is monitored and collected 

• Oversee procurement activities 

• Ensure value for money is achieved 

Designated Safeguarding Lead (DSL) 

The DSL shall: 

• Advise on safeguarding expenditure requirements 

• Ensure safeguarding resources are appropriately budgeted 

• Monitor safeguarding-related expenditure 

• Report safeguarding financial concerns to the Site Lead and Directors 

• Participate in financial planning where safeguarding provision is affected 

Staff 

All staff are responsible for: 

• Following financial procedures 

• Using resources appropriately 

• Seeking authorisation before expenditure 

• Reporting financial concerns or irregularities 

• Maintaining accurate records 

• Protecting the assets of Willow Tree Learning 

 

6. Financial Planning and Budgeting 

Willow Tree Learning shall operate an annual budgeting process. 

The annual budget shall: 

• Reflect strategic priorities 

• Support educational provision 

• Include realistic income projections 
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• Include anticipated expenditure 

• Include contingency arrangements 

• Identify financial risks 

The budget shall be: 

• Prepared by the Site Lead 

• Reviewed by the Directors 

• Approved before the start of each financial year 

Budget monitoring reports shall be produced at least monthly and formally reviewed at 
least termly. 

 

7. Income Management 

Income may include: 

• Local authority commissioning 

• School commissioning 

• Service level agreements 

• Grants 

• Donations 

• Fundraising 

• Other approved income streams. 

All income shall: 

• Be recorded promptly 

• Be receipted where appropriate 

• Be banked promptly 

• Be reconciled regularly 

• Be supported by appropriate documentation. 

Cash handling shall be kept to an absolute minimum. 

 

8. Banking Arrangements 

Willow Tree Learning shall: 

• Maintain bank accounts approved by the Directors 

• Ensure bank mandates are authorised by Directors 

• Reconcile bank accounts monthly 

• Separate banking and reconciliation duties where possible 

• Review banking arrangements annually. 

Online banking access shall be restricted to authorised personnel only. 
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9. Delegated Financial Authority 

The following delegated financial limits shall apply unless otherwise agreed by 
Directors: 

Position Authorisation Limit 
Staff Up to £100 
DSL Up to £500 
Site Lead Up to £5,000 
Directors Above £5,000 

Any expenditure outside budget allocations requires Director approval. 

Two authorised persons shall approve expenditure exceeding £2,000. 

 

10. Procurement and Purchasing 

All procurement shall comply with: 

• Procurement Act 2023; 

• Value for money principles; 

• Conflict of interest requirements; 

• DfE procurement guidance. 

The following procedures shall apply: 

Value Requirement 
Up to £1,000 One quotation 
£1,001–£10,000 Minimum three quotations 
Above £10,000 Formal tender process 

Procurement decisions shall consider: 

• Cost; 

• Quality; 

• Suitability; 

• Safeguarding implications; 

• Sustainability; 

• Equality considerations. 

 

11. Purchase Orders 
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Purchase orders shall: 

• Be approved before goods or services are ordered 

• Be sequentially numbered 

• Include budget coding 

• Be retained for audit purposes 

No employee may authorise expenditure for their own personal benefit. 

 

12. Payment Procedures 

Payments shall: 

• Be supported by original invoices 

• Be authorised appropriately 

• Be processed promptly 

• Be recorded accurately 

Electronic payments shall require: 

• Appropriate approval 

• Secure authentication procedures 

• Segregation of duties where possible 

 

13. Payroll 

Payroll administration shall: 

• Be accurate and confidential 

• Comply with HMRC requirements 

• Include appropriate authorisation processes 

• Be independently checked. 

Changes to: 

• salary, 

• contractual hours, 

• bonuses, 

• overtime, 

• expenses, 

Must be authorised by the Site Lead and, where applicable, approved by Directors. 

 

14. Staff Expenses 

Staff expenses shall: 

• Be reasonable 
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• Relate directly to business activities 

• Be supported by receipts 

• Be claimed promptly 

Personal expenditure shall not be reimbursed. 

 
15. Petty Cash 

Where petty cash arrangements exist: 

• A fixed imprest system must be used 

• Transactions shall be receipted 

• Balances shall be reconciled monthly 

• Spot checks shall be undertaken. 

Petty cash holdings should be minimised. 

 

16. Asset Management 

Willow Tree Learning shall maintain an asset register including: 

• ICT equipment 

• Educational resources 

• Furniture 

• Vehicles 

• Specialist equipment. 

The register shall record: 

• Asset description 

• Serial number 

• Purchase cost 

• Location 

• Date of acquisition 

• Disposal date. 

Assets shall be checked annually. 

 

17. Financial Records 

Financial records shall: 

• Be maintained accurately 

• Be retained securely 

• Comply with statutory retention requirements 

• Be available for audit and inspection. 
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Financial records shall normally be retained for a minimum of six years plus the current 
financial year. 

 
18. Fraud Prevention and Financial Irregularity 

Willow Tree Learning adopts a zero-tolerance approach to fraud. 

Examples include: 

• Theft 

• False accounting 

• Corruption 

• Bribery 

• Misuse of funds 

• Cybercrime 

• Procurement fraud. 

Any suspicion of fraud must be reported immediately to: 

• The Site Lead 

• The Directors 

• Relevant external agencies where required. 

Investigations shall be undertaken promptly and appropriately. 

 

19. Cyber Security and Financial Protection 

Willow Tree Learning shall: 

• Maintain cyber security controls 

• Protect financial systems 

• Implement secure payment procedures 

• Provide staff training 

• Maintain appropriate backups 

• Respond promptly to cyber incidents. 

Cyber ransom payments will not be made under any circumstances. 

 

20. Conflicts of Interest 

All Directors, staff and contractors shall: 

• Declare actual, potential or perceived conflicts of interest 

• Maintain an annual register of interests 

• Withdraw from financial decisions where conflicts exist. 

Failure to declare conflicts may result in disciplinary action. 
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21. Gifts and Hospitality 

Gifts and hospitality: 

• Must not influence decision-making 

• Must be declared appropriately 

• Must comply with the Gifts and Hospitality Policy. 

 

22. Insurance 

Willow Tree Learning shall maintain appropriate insurance including: 

• Public liability 

• Employer's liability 

• Professional indemnity 

• Buildings and contents 

• Cyber insurance 

• Business interruption 

• Personal accident insurance where appropriate. 

Insurance arrangements shall be reviewed annually. 

 

23. Financial Monitoring and Audit 

Financial monitoring shall include: 

• Monthly management accounts 

• Budget monitoring 

• Cashflow forecasting 

• Annual review 

• Internal scrutiny 

• External audit or independent examination where required. 

Directors shall review financial reports at least termly. 

 

24. Risk Management 

Financial risks shall be identified, assessed and managed through: 

• Risk registers 

• Internal controls 

• Insurance 

• Business continuity planning 

• Financial monitoring. 
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25. Business Continuity 

Willow Tree Learning shall maintain arrangements to ensure continuity of financial 
operations during: 

• Emergencies 

• Cyber incidents 

• Staff absence 

• Premises disruption 

• Financial disruption. 

 

26. Whistleblowing 

Any employee or stakeholder who suspects financial wrongdoing may report concerns 
under the Whistleblowing Policy without fear of detriment. 

 

27. Breaches of Policy 

Failure to comply with this policy may result in: 

• Investigation 

• Disciplinary action 

• Recovery of funds 

• Referral to regulatory bodies 

• Criminal investigation where appropriate. 

 

28. Monitoring and Review 

This policy shall be: 

• Reviewed annually 

• Reviewed following significant legislative change 

• Reviewed following any financial irregularity or audit finding. 

The Directors are responsible for ensuring ongoing compliance. 

 
 


