
 

 
 
 
 
 
 
 
 
 
 

The Hoddesdon School Trust 
Terms of Reference and Scheme of Delegation 

 
Company Number: 07555066 

 
December 2021 

 



 

 
 



THST                         Terms of Reference and Scheme of Delegation, December 2021 

 

Contents 
 
Section     Page 

      
1 Introduction 1 
1.1  Members 2 
1.2  Trustees 2 
1.3  Conflicts of Interest 2 
      
2 Terms of Reference: The Trust Board 5 
2.1  Composition 5 
2.2  Quorum 5 
2.3  Meetings 5 
2.4  Retained responsibilities of the Trust Board 5 
2.4.1   General governance issues 5 
2.4.2   Financial matters, Trust-wide 6 
2.4.3   Curriculum matters, Trust-wide 7 
      
3 The role of the Chair of Trustees 8 
3.1  Principal responsibilities 8 
3.2   Strategic leadership 8 
3.3   Governance 8 
3.4   External Relations 9 
3.5   Efficiency and effectiveness 9 
3.6   Relationship with the CEO/ EHT and the wider management team 9 
3.7  Additional information 10 
3.8  Chair’s Emergency Powers 10 
      
4 Executive Leadership Roles 11 
4.1  The role of the Chief Executive Officer/ Executive Headteacher 11 
4.2  The role of the Chief Financial Officer 12 
4.3  The role of the Company Secretary 14 
4.4  The role of the Clerk 15 
4.5  Clarification of CAO, CEO, EHT, CFO and CS roles 16 
4.5.1   Terminology 16 
4.5.2   Accountability frameworks 16 
4.5.3   Roles and regulators 17 
4.5.4   Roles: Articles of Association 17 
4.5.5   Roles: Academies Handbook  18 
4.5.5   Roles: Governance Handbook 18 
4.6  Arrangements in place 18 
4.7  Job Descriptions: Structure and Provenance 18 
4.7.1   Job Description: CEO and Executive Headteacher 19 
4.7.2   Job Description: Chief Financial Officer 28 



THST                         Terms of Reference and Scheme of Delegation, December 2021 

 

4.7.3   Job Description: Company Secretary 35 
4.7.4   Job Description: Clerk 37 
      
5 Committees of the Trust Board 42 
5.1  Terms of Reference: The Audit and Risk Assurance Committee 43 
5.1.1   Composition 43 
5.1.2   Quorum 43 
5.1.3   Meetings 43 
5.1.4   Delegated Responsibilities 44 
5.2  Terms of Reference: The Finance Committee 46 
5.2.1   Composition 46 
5.2.2   Quorum 46 
5.2.3   Meetings 46 
5.2.3   Delegated Responsibilities 46 
5.3  Terms of Reference: The Personnel and Pay Committee 47 
5.3.1   Composition 47 
5.3.2   Quorum 47 
5.3.3   Meetings 47 
5.3.4   Delegated responsibilities 47 
5.4  Terms of Reference: The Education and Standards Committee 48 
5.4.1   Composition 48 
5.4.2   Quorum 48 
5.4.3   Meetings 48 
5.4.4   Delegated responsibilities 48 
5.5  Terms of Reference: The Estate Committee 49 
5.5.1   Composition 49 
5.5.2   Quorum 49 
5.5.3   Meetings 49 
5.5.4   Delegated responsibilities 49 
5.6  Terms of Reference: Local Governing Bodies 51 
5.6.1   Composition 51 
5.6.2   Quorum 51 
5.6.3   Meetings 51 
5.6.4   Delegated responsibilities 51 
5.6.4.1    Financial matters 52 
5.6.4.2    Curriculum matters 52 
5.7  The role of the Chair of a Local Governing Body 53 
5.7.1   Principal responsibilities 53 
5.7.1.1    Strategic leadership 53 
5.7.1.2    Governance 53 
5.7.1.3    External Relations 54 
5.7.1.4    Efficiency and effectiveness 54 
5.7.1.5    Relationship with the HT and the wider management team 54 
5.7.2   Additional information 55 



THST                         Terms of Reference and Scheme of Delegation, December 2021 

 

5.7.3   Chair’s Emergency Powers 55 
      
6 Academy Leadership Roles 56 
6.1  The role of the Academy Leader 56 
      
7 Committees of the Local Governing Body 57 
7.1  Admissions Sub-Committee of the LGB 57 
7.1.1   Composition 57 
7.1.2   Quorum 57 
7.1.3   Meetings 57 
7.1.4   Outline of responsibilities 57 
7.2  Pupil Exclusions Sub-Committee of the LGB 58 
7.2.1   Composition 58 
7.2.2   Quorum 58 
7.2.3   Meetings 58 
7.2.4   Outline of responsibilities 58 
      
8 Scheme of Delegation 59 
8.1  Key  59 
8.2  Practical note 59 
8.3  Schedule of Delegation: Governance 60 
8.4  Schedule of Delegation: Finance 66 
8.5  Schedule of Delegation: Academy Operation 82 
 
Notes on changes from the October 2021 version 
 

1. Revision of CEO and Executive Headteacher Job Description 
 

2. Addition of the Terms Reference for the Estate Committee 
 

 
 



THST                         Terms of Reference and Scheme of Delegation, December 2021 

1 

Introduction 
 
The Hoddesdon School Trust (“the Trust”) operates the Hoddesdon School Trust 
family of Academies. 
 
It is a company limited by guarantee and is an exempt charity which means that 
although it has the responsibilities that are placed upon charities it is not required to 
be registered with the Charity Commission or file documents there. 
 
The Trust is constituted under Articles of Association which set out the purposes 
(“Objects”) and powers of the Trust and how these are to be exercised. 
 
The Objects cannot be changed although they can be added to with the approval of the 
Secretary of State and the Charity Commission. 
 
The Objects are:- 
 

a. to advance for the public benefit education in the United Kingdom, in 
particular but without prejudice to the generality of the foregoing, by 
establishing, maintaining, carrying on, managing and developing schools (“the 
Academies”) offering a broad and balanced curriculum,  
 
and 
 

b. to promote for the benefit of the inhabitants of Hoddesdon and the surrounding 
area the provision of facilities for recreation or other leisure time occupation 
of individuals who have need of such facilities by reason of their youth, age, 
infirmity or disablement, financial hardship or social and economic 
circumstances or for the public at large in the interests of social welfare and 
with the object of improving the condition of life of the said inhabitants.  

 
As a company limited by guarantee and to meet the requirements of company law the 
Trust has a dual governance level.   It has: 
 

1. Members, the equivalent of shareholders in a commercial limited company,  
 
and  

 
2. Trustees  who are the directors of the company and who together comprise the 

Trust Board (“TB”) and who report and are accountable to the Members.  
 
The TB has overall responsibility for the operation of the academies. 
 
It delegates functions that are specific to the individual academies to Committees – 
known as Local Governing Bodies (“LGB”) and it delegates certain of its functions 
that relate to the Trust as a whole to other Committees of the TB. These will vary 
from time to time to meet the needs of the Trust. 
 
In addition, The TB may appoint additional members of Committees (“AM”) on such 
terms as it thinks appropriate. Such members may be permitted to vote but no vote 
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may be taken unless a majority of those attending the meeting at which the vote is 
taken are Trustees. 
 
This document sets how those various responsibilities are delegated and how the 
various constituent parts of the Trust are required to operate. 
 
A separate document, the Schedule of Delegation (SoD) shows the delegation process 
for a range of decisions that arise. 
 
Members 
 
The Members have overall nominal responsibility for the Trust but they exercise their 
functions through the TB. Each Member guarantees to contribute £10 if the Trust 
were to become insolvent and be wound up – that is the “guarantee” implied by the 
term “company limited by guarantee”.     
 
The powers and duties of the Members in broad terms are: 
 

1. To appoint and remove Trustees 
 

2. To maintain the Membership and to appoint Members 
 

3. To approve any proposed changes to the Articles of Association 
 

4. To receive the annual accounts of the Trust  
 
Trustees 
 
The Trustees are the directors of the trust and are the equivalent of governors in a 
local authority-maintained school.  As company directors their duties are to:- 
 

1. act within their powers;  
 

2. promote the success of the company;  
 

3. exercise independent judgment;  
 

4. exercise reasonable care, skill and diligence;  
 

5. avoid conflicts of interest;  
 

6. not to accept benefits from third parties; and  
 

7. declare any interest in proposed transactions or arrangements 
 
Conflicts of Interest 
 
Trustees and all who have delegated responsibility are required to ensure that no 
conflict of interest arises.  They are required to disclose and declare any business 
interests.  The current Articles provide:- 
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“Any [Trustee] who has or can have any direct or indirect duty or personal 
interest (including but not limited to any Personal Financial Interest) which 
conflicts or may conflict with his duties as a [Trustee] shall disclose that fact 
to the [Trustees] as soon as he becomes aware of it. A [Trustee] must absent 
himself from any discussions of the [Trustees] in which it is possible that a 
conflict will arise between his duty to act solely in the interests of the 
Academy Trust and any duty or personal interest (including but not limited to 
any Personal Financial Interest).” 

 
A “Personal Financial Interest” is defined in Articles 6.5 to 6.9 and is widely drafted 
to include companies in which the Trustee has an interest as well as interests of family 
members and those with whom the Trustee has business or other close relationships   
 
In addition, all Trustees and those with delegated responsibility are required to 
observe the Nolan Principles which are:- 
 

1. Selflessness   
 
Holders of public office should act solely in terms of the public interest. They 
should not do so in order to gain financial or other material benefits for 
themselves, their family, or their friends.   
 

2. Integrity   
 
Holders of public office should not place themselves under any financial or 
other obligation to outside individuals or organisations that might seek to 
influence them in the performance of their official duties.   
 

3. Objectivity   
 
In carrying out public business, including making public appointments, 
awarding contracts, or recommending individuals for rewards and benefits, 
holders of public office should make choices on merit.   
 

4. Accountability   
 
Holders of public office are accountable for their decisions and actions to the 
public and must submit themselves to whatever scrutiny is appropriate to their 
office.   

 
5. Openness   

 
Holders of public office should be as open as possible about all the decisions 
and actions that they take. They should give reasons for their decisions and 
restrict information only when the wider public interest clearly demands.   
 

6. Honesty   
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Holders of public office have a duty to declare any private interests relating to 
their public duties and to take steps to resolve any conflicts arising in a way 
that protects the public interest.   

 
7. Leadership   

 
Holders of public office should promote and support these principles by 
leadership and example.    
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Terms of Reference: The Trust Board 
 
The Trust Board focuses on the three core functions of governance: 
 

1. Ensuring clarity of vision, ethos and strategic direction;  
 

2. Holding the Executive Principal to account for the educational performance of 
the academies and their pupils, and the performance management of staff; and 
 

3. Overseeing the financial performance of the Trust and making sure its money 
is well spent. 

 
Composition 
 
All Trustees appointed by the Members, the Executive Headteacher, any Trustees co-
opted by those Trustees who are not themselves co-opted Trustees and elected parent 
Trustees (if any) as determined by the Members. 
 
The number in total as set out in the Articles of Association is a maximum of 12, 
including the Executive Headteacher and up to 3 Co-Opted Trustees. 
 
Quorum 
 
One-third of the total number of Trustees in post or 3 if higher 
 
Meetings 
 
No less than six meetings per year, convened on seven clear days’ notice except in 
emergency as determined by the Chair 
 
Retained responsibilities of the Trust Board 
 
General governance issues 
 

1. Deciding upon major strategic and legal aspects such as: 
 
a. Establishing a new academy 

 
b. Discontinuing or merging existing ones 

 
c. Disposal of land otherwise for operational letting or hire purposes 

 
d. Amending the Articles of Association 

 
2. Adopting the strategic plan for the Trust which will include individual 

strategic plans for each academy 
 

3. Procurement requiring the publication of OJEU advertisements 
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4. Procurement of any contract with a value in excess of [£ as set out in the Trust 
Finance Manual] 
 

5. Approving the overall budget for the Trust and its devolution to each academy 
 

6. Approving the annual accounts of the Trust 
 

7. Ensuring that all regulatory requirements are met 
 

8. Recommending appointment of Members, Trustees and members of LGB and 
co-opting additional Trustees including conducting skills audits as required 
 

9. Securing that all Trustees and members of LGB are appropriately trained 
 

10. Approving all policies that the Trust by law is required to maintain. 
 

11. Determining each year the scheme of delegation and terms of reference 
including approving the membership of all Committees 
 

12. Determining admission arrangements for each academy 
 

13. Establishing arrangements for independent appeals against refusals to admit 
pupils to an academy 
 

14. Establishing arrangements for independent review panels to review permanent 
exclusions  
 

15. Appointment of Executive Headteacher (EH), Chief Financial Officer (CFO) 
and Headteachers of individual Academies. 

 
Financial matters, Trust-wide 
 

1. Detailed consideration of the annual budget including consideration of 
 

a. The extent to which funds are retained for central services not directly 
related to individual academies  

 
b. The allocation of central funds for the purposes of each individual 

academy, which will be based mainly but not solely on pupil numbers 
 
c. The allocation of funds to each individual academy to be applied at the 

discretion of the Headteacher of that Academy 
 
d. Monitoring the financial performance of the Trust and holding the CFO to 

account for this 
 

2. Monitoring the use of the pupil premium and other earmarked or dedicated 
funds 

 
1. Monitoring all Human Resource aspects 
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2. Determination of staff pay and conditions 

 
3. Procurement of any contract with a value in excess of [£             ] but 

less than [£      ] (Values to be set out in the Trust Finance Manual). 
 

4. Performance management of the Executive Headteacher 
 

5. Disciplinary, capability and grievance aspects relating to the Executive 
Headteacher 

 
6. Detailed consideration of relevant policies 

 
7. Appointing non-employee members of the Committee to operate as an 

audit Committee 
 

8. Any other delegated functions, to be arranged and varied for time to 
time to meet the needs of the Trust 

 
Curriculum matters, Trust-wide 
 

1. All aspects of the curriculum and curriculum delivery 
 

2. Dealing with formal complaints against an academy in accordance with 
the Trust complaints policy 

 
3. Monitoring student issues including behaviour and exclusions 

 
4. Monitoring all aspects of SEN 

 
5. Monitoring all aspects of safeguarding including British Values and the 

operation of the Prevent strategy  
 

6. Monitoring all equality aspects including the Public Sector Equality 
Duty 
 

7. Monitoring all aspects of readiness of inspection 
 
8. Detailed consideration of relevant policies 
 
9. Any other delegated functions, to be arranged and varied for time to 

time to meet the needs of the Trust 
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The role of the Chair of Trustees 
 
The Chair will hold the Board and Executive Headteacher to account for the Trust’s 
mission and vision, providing inclusive leadership to the Board of Trustees, ensuring 
that each Trustee fulfils their duties and responsibilities for the effective governance 
of the charity. 
 
The Chair will also support, and, where appropriate, challenge the Executive 
Headteacher and ensure that the Trust Board functions as a unit and works closely 
with the Executive Headteacher of the Trust to achieve agreed objectives 
 
He or she will act as an ambassador and the public face of the Trust in partnership 
with the Executive Headteacher. 
 
Principal responsibilities 
 
Strategic leadership 
 

• Provide leadership to the Trust and its Board, ensuring that the Trust has 
maximum impact for its beneficiaries  

 
• Ensure that Trustees fulfil their duties and responsibilities for the effective 

governance of the Trust 
 

• Ensure that the Board operates within its charitable objectives, and provides a 
clear strategic direction for the Charity 

 
• Ensure that the Board is able to regularly review major risks and associated 

opportunities, and satisfy itself that systems are in place to take advantage of 
opportunities, and manage and mitigate the risks 

 
• Ensure that the Board fulfils its duties to ensure sound financial health of the 

Trust, with systems in place to ensure financial accountability 
 
Governance 
 

• Ensure that the governance arrangements are working in the most effective 
way for the Trust 

 
• Develop the knowledge and capability of the Board of Trustees  

 
• Encourage positive change where appropriate address and resolve any 

conflicts within the Board  
 

• Appraise the performance of the Trustees and the Board on an annual basis 
 

• Ensure that the Board of Trustees is regularly refreshed and incorporates the 
right balance of skills, knowledge and experience needed to govern and lead 
the charity effectively, and which also reflects the wider population 
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• Work within any agreed policies adopted by the Trust 
 
External Relations  
 

• Act as an ambassador for the Trust and act as a spokesperson for it when 
appropriate 

 
• Represent the charity at external functions, meetings and events 

 
• Facilitate change and address any potential conflict with external stakeholders 

 
Efficiency and effectiveness 
 

• Chair meetings of the Board of Trustees effectively and efficiently, bringing 
impartiality and objectivity to the decision making process 

 
• Ensure that Trustees are fully engaged and that decisions are taken in the best, 

long-term interests of the Trust and that the Board takes collective ownership  
 

• Foster, maintain and ensure that constructive relationships exist with and 
between the Trustees 

 
• Work closely with the Executive Headteacher to give direction to Board 

policy-making and to ensure that meetings are well planned, meaningful and 
reflect the responsibilities of trustees 

 
• Monitor that decisions taken at meetings are implemented. 

 
Relationship with the Chief Executive Officer/ Executive Headteacher and the 
wider management team 
 

• Establish and build a strong, effective and a constructive working relationship 
with the Executive Headteacher, ensuring s/he is held to account for achieving 
agreed strategic objectives 

 
• Support the Executive Headteacher, whilst respecting the boundaries which 

exist between the two roles 
 

• Ensure regular contact with the Executive Headteacher and develop and 
maintain an open and supportive relationship within which each can speak 
openly about concerns, worries and challenges 

 
• Liaise with the Executive Headteacher to maintain an overview of the 

Charity’s affairs, providing support as necessary 
 

• Conduct an annual appraisal and remuneration review for the Executive 
Headteacher in consultation with other Trustees 
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• Ensure that the Executive Headteacher has the opportunity for professional 
development and has appropriate external professional support 

 
Additional information 
 
The Vice-Chair acts for the Chair when the Chair is not available and undertakes 
assignments at the request of the Chair. 
 
The above list is indicative only and not exhaustive. The Chair will be expected to 
perform all such additional duties as are reasonably commensurate with the role. 
 
Chair’s Emergency Powers 
 
The Chair, or in the absence of the Chair the Vice-Chair, may take such action as the 
Chair may think fit to protect the interests of the Trust, any academy within the Trust, 
any student or employee of the Trust or any other member of the school community 
as the Chair may think fit in circumstances where in the opinion of the Chair it would 
not be reasonably possible to convene a meeting of the TB or a relevant Committee or 
LGB in the time necessary to protect such interests 
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Executive Leadership Roles 
 
This section of the Terms of Reference is a summary, with staff Job Descriptions later 
in this  
 
The role of the Chief Executive Officer and Executive Headteacher 
 
Forum Strategy (2019) defines the role as: 
 

• Translating the vision into a compelling narrative 
 

• Building an open, transparent and constructive relationship with the board 
 

• Being the Chief Talent Officer and Culture Maker 
 

• Enabling improvement and innovation as an ‘organisational habit’ 
 

• Securing organisational sustainability and compliance 
 

• Fostering key relationships, building social and professional capital 
 

Forum Strategy Source: Pain, M (2019) Being the CEO: The six dimensions of 
organisational leadership, Suffolk, John Catt Educational Ltd. 

 
Specifically this also means: 

 
1. Providing strategic and operational leadership of the Trust 

 
2. Being responsible for the internal organisation management and control of 

each of the academies and specifically: 
 

a. Development of Trust-wide strategies and strategies for individual 
academies for Trust Board approval 

 
b. Determining and implementing curriculum provision and assessment 
 
c. Performance management of all staff  
 
d. Disciplinary, capability and grievance aspects relating to all staff 
 
e. Securing compliance with the Master Funding Agreement and each 

Supplemental Funding Agreement  
 
f. Ensuring the proper discharge of all statutory functions including in 

relation to admission appeals and reviews of permanent exclusion  
 

3. Reporting termly to the Trust Board
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The role of the Chief Financial Officer 
 
Drawing on the views of the Chartered Institute of Public Finance and 
Administration, the role of the Chief Financial Officer is: 
 

• To work closely with and support the work of the CEO 
 

• To provide informed and accurate advice and information to the CEO and 
Trust Board in relation to support effective decision making 

 
• To lead the agreement and implementation of a scheme of financial delegation 

and maintenance of a framework of financial controls and procedures for 
managing financial risks, to determine accounting processes and oversee 
financial management procedures that enable the institution to budget and 
manage within its overall resources and to ensure that the scheme of financial 
delegation is complied with. 

 
• To ensure that clear financial regulations and operating procedures are 

established and work effectively and that they are updated on a regular basis 
and understood by all in the Trust to secure probity. 

 
• To draw up budgets, financial targets and performance indicators to help 

assess delivery, and to ensure necessary financial information and advice is 
provided to decision makers across the institution. 

 
• To secure value for money, i.e. economy, efficiency and effectiveness, taking 

the lead in co-ordinating and facilitating a culture of efficiency and balancing 
control and compliance with value creation and performance. 

 
• To develop and improve procurement practice, ensuring that ethical values 

influence procurement policy. 
 

• To ensure that financial statements are prepared promptly and meet the 
reporting requirements: the law, financial reporting standards and professional 
standards as reflected in the SORP. 

 
• To align financial planning with the institution’s vision and strategic 

objectives and to develop financial forecasts and budgets that illustrate that the 
institution’s strategy is realistic and capable of being delivered. 

 
• To act as a role model and behave in accordance with the seven principles of 

public life, establishing and living up to the specific values of the Trust, 
ensuring appropriate policies are in place so that decisions are taken 
objectively and steps are taken to avoid or deal with conflicts of interest 
whether real or perceived. 

 
• To be a member of the Trust Senior Leadership Team and attend meetings of 

the Trust Board and its resource Committees as required in order to provide 
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the objective, professional advice required to help the accounting officer 
undertake his or her duties. 

 
• To ensure the Trust’s finance function has appropriate staffing structures and 

skills that are developed and maintained to that it has the resources, expertise 
and systems to perform its role effectively and to help the Accounting Officer 
discharge his or her responsibilities. 

 
Specifically this also means: 
 

1. To provide financial leadership of the Trust 
 

2. To secure financial probity and value for money including compliance with 
the Academies Handbook 
 

3. To prepare and maintain the Trust’s Financial Manual 
 

4. To prepare the budget for the Trust, including allocation of funds for centrally-
maintained services, determining envelope of funding allocated to individual 
academies and determining sums to be delegated to each LGB for local 
spending, for Trust Board approval 
 

5. To report to the Trust Board in accordance with Board requirements. 
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The role of the Company Secretary 
 
Drawing on the views set out by the Institute of Directors, the role of the Company 
Secretary is: 
 

1. To maintain the company’s statutory books, file annual returns at Companies 
House and inform Companies House of any significant changes in the 
company’s structure or management. 
 

2. To establish and maintain the company’s registered office as the address for 
any formal communications and ensure that all the company’s business 
stationery carries its name, registered number, country of registration and 
registered address. 

 
3. To ensure the security of the Trust’s legal documents, including for example, 

the Certificate of Incorporation and Memorandum and Articles of Association 
and to decide on the Trust’s policy for the filing and retention of documents. 

 
4. To arrange meetings of the Trust Board and its Committees, advise Trustees 

and members of Local Governing Bodies on their duties, and ensure that they 
comply with corporate legislation and the Articles of Association of the Trust. 

 
5. To act as the guardian of the Trust’s proper compliance with both the law and 

best practice. 
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The role of the Clerk 
 
Based on the National Governance Association’s 2020 model job description, the role 
of the Clerk is to provide advice and guidance to the Trust Board on governance, 
constitutional and procedural matters and to contribute towards the efficient 
functioning of a Trust Board and its Committees. 
 
Specifically this means providing:   
 

• administrative and organisational support 
 

• guidance to ensure that the board works in compliance with the appropriate 
legal and regulatory framework, and understands the potential consequences 
for noncompliance 

 
• advice on procedural matters relating to the operation of the board.   
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Clarification of CAO, CEO, EHT, CFO and CS roles 
 
Academy Trusts are subject to regulation and the requirement to account for 
arrangements and actions under multiple legislative frameworks. This section seeks to 
clarify compliance. 
 
Terminology 
 
AO: Accounting Officer 
 
CEO: Chief Executive Officer 
 
EHT: Executive Headteacher 
 
CFO: Chief Financial Officer 
 
CS: Company Secretary 
 
ESFA: Education and Skills Funding Agency 
 
GAG: General Annual Grant 
 
AAD: Academies Accounts Direction 
 
AH: Academies Handbook 
 
AoA: Articles of Association 
 
SEL: Senior Executive Leader 
 
TSLT: Trust Senior Leadership Team 
 
CIPFA: Chartered Institute of Public Finance and Accountancy 
 
Accountability frameworks 
 
The Trust is accountable to the Education and Skills Funding Agency (ESFA) for the 
way it spends the money the ESFA provides via the General Annual Grant (GAG) for 
its constituent schools as a starting point. 
 
In the case of The Hoddesdon School Trust, the GAG for each Academy is paid 
directly to each Academy. 
 
Academies receive income other than that provided by the GAG from the ESFA. 
 
The Trust is accountable to the ESFA for the way it administers and operates all 
financially related matters, as directed in the Academies Accounts Direction (AAD), 
which is updated annually. 
 
It does this through the submission of the Annual Report to Trustees (AR). 
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The Trust is a Company Limited by Guarantee, and it has Exempt Charitable Status. 
 
This means that the Trust must comply with all relevant Company legislation, and all 
Charities Commission legislation that the ESFA deems appropriate. 
 
The Trust, in terms of its charitable status, is not regulated by the Charities 
Commission. It is regulated by the Department for Education, and the regulator is the 
Secretary of State for Education. 
 
The explicit requirements upon the Trust are set out in the Academies Handbook 
(AH), and the Governance Handbook, both of which are also updated annually to 
reflect changes in policy direction and matters of regulatory compliance. 
 
Roles and regulators 
 
The Instrument of Governance of the Trust is the called the Articles of Association 
(AoA). This sets out the legal framework within which the Trust must operate. 
 
It is the role of the Members of the Trust to satisfy themselves that the Trust is 
operating in accordance with those Articles, and that it remains a Going Concern 
 
A ‘Going Concern’ is organisational entity that is likely, on the basis of all the 
available information, to be able to continue to operate for the foreseeable future. 
 
Foreseeable is generally a year, or more according to the particular nature and 
circumstances of the business. 
 
The role of Trustees is to ensure that the Trust does operate as a Going Concern, and 
to account to the ESFA and Companies House to that effect. 
 
Trustees are Non-Executive Directors. This means that they are not involved in the 
management or day-to-day running of the Trust. 
 
The only exception is, should the Board of Trustees so choose, the Chief Executive 
Officer (CEO), who may be appointed an ex-officio Trustee, which means a Trustee 
appointed by virtue of his/ her position in the organisation. 
 
This is made explicit in the Articles of Association, and in this case the CEO is the 
only Executive Director. 
 
Trustees may convene Committees to the Board as they see fit, so long as they remain 
in accordance with the Articles of Association, and this is dealt with later in this 
document. 
 
Roles: Articles of Association 
 
The Articles of Association refer to Members, Trustees, the Chairman, the Vice-
Chairman, the Executive Headteacher, and Principals. 
 
They make no reference to AO, CEO, CFO, CS. 
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Roles: Academies Handbook  
 
The Academies Handbook makes no mention of ‘Executive Headteacher’, and in the 
AH, ‘Principal’ is defined as ‘the head teacher of an academy and the senior executive 
leader of a single academy trust’. 
 
The AH requires that an Accounting Officer (CAO) is appointed, as the officer 
required to account to the ESFA on behalf of the Board of Trustees, and makes it 
clear that for a Multi Academy Trust ‘it should be the chief executive or equivalent’. 
 
It also requires that a Chief Financial Officer be appointed. 
 
Roles: Governance Handbook 
 
The Governance Handbook is clear that Trustees ‘must appoint a senior executive 
leader (SEL) (who may be known as the principal in a single academy trust, or CEO 
in a MAT, or equivalent) as the accounting officer (AO) for the trust’ and that ‘the 
SEL must be the head of the line management executive chain and be held 
accountable by the board of Trustees for the performance of the whole trust’ 
 
Arrangements in place 
 
The Senior Executive Leader of the Trust is the CEO and Executive Headteacher, 
who fulfils the role of AO. The term ‘Executive Headteacher’ as referred to in the 
Articles of Association is the Senior Executive Leader, i.e. the head of the line 
management executive chain, who is held accountable by the board of Trustees for the 
performance of the whole trust. 
 
The CEO, as Senior Executive Leader, holds the Trust’s CFO and the rest of the 
members of the Trust Senior Leadership Team (TSLT) to account. The arrangements 
for this are set out in the Trust’s Pay Policy and its Appraisal and Capability Policy. 
 
The TSLT is comprised of the CEO, the CFO and the Principals of the Academies. 
 
Job Descriptions: Structure and Provenance 
 
The job descriptions for ‘CEO and Executive Headteacher’, ‘Chief Financial Officer’ 
and ‘Company Secretary’ that follow are based on documentation from the 
Confederation of School Trusts, the Institute of Directors, the Chartered Institute of 
Public Finance and Accountancy, Forum Strategy, the National Governance 
Association and a range of sources including the National Professional Qualification 
for Headship and the framework for the National Professional Qualification for 
Executive Leaders. 
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Job Description: CEO and Executive Headteacher 
 
Job purpose 
 
The CEO and Executive Headteacher is responsible for the education of all the young 
people in the Trust’s academies. 
 
He shall lead the Executive Team of the Trust, ensuring the Trust and all its schools 
are successful over time in a sustainable way, and provide high level strategic 
leadership and management across all aspects of the Trust’s activities. 
 
He shall ensure that the Trust provides high quality education for all its pupils through 
the effective and efficient use of resources and people. 
 
As a system leader, the CEO and Executive Headteacher shall represent the Trust with 
a wide range of stakeholders and partners and enables the Trust to fulfil its civic 
responsibilities. 
 
He is the Accounting Officer for the Trust, responsible for ensuring the Trust meets 
its statutory and legal requirements. 
 
Ethics and professional conduct 
 
As the leader of an educational charities the CEO and Executive Headteacher of the 
Trust must demonstrate consistently high standards of principled and professional 
conduct, always upholding and demonstrating The Principles of Public Life (The 
Nolan Principles). 
 
The Trust’s CEO and Executive Headteacher is responsible for upholding public trust 
in Trust, civic and system leadership, and must maintain high standards of ethics and 
behaviour. 
 
As the leader of The Hoddesdon School Trust, its academy communities and the 
profession, the CEO and Executive Headteacher must serve in the best interests of the 
Trust’s pupils, conducting himself in a manner compatible with his influential 
position in society. 
 
Line of responsibility 
 
The CEO and Executive Headteacher is directly accountable to the Board of Trustees 
for the Multi-Academy Trust. 
 
Line management 
 
The CEO and Executive Headteacher shall provide leadership and management to the 
Trust Senior Leadership Team. 
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Core responsibilities 
 
The Hoddesdon School Trust is an education charity that runs schools to give children 
a better future. It has a single legal and moral purpose: to advance education for the 
public benefit. There are six interlinked areas of a The Hoddesdon School Trust’s 
CEO and Executive Headteacher’ core responsibilities. These are: 
 

• Strategic leadership - Trust values, culture and strategy 
 

• Quality of Education 
 

• Finance, sustainability and compliance 
 

• People strategy 
 

• Governance and accountability 
 

• System leadership and civic responsibility 
 
Those responsibilities are categorised and described below. 
 
Strategic leadership – Trust values, culture, and strategy 
 

• To establish and sustain the Trust’s values, culture, and strategic direction in 
partnership with the Trust Board 
 

• To provide leadership that enables the Trust to achieve its strategic objectives 
and secure its future sustainability 
 

• To create a safe, inclusive and positive culture across the Trust and its schools 
 

• To develop operational objectives that are appropriate, deliverable and aligned 
to securing a sustainable future through the Trust’s strategic direction 
 

• To enable the Trust’s organisational design and operational systems to meet its 
current and future requirements and manage change effectively 

 
Quality of Education 
 

• To tackle educational inequality, upholding and securing ambitious 
educational and behavioural standards for all pupils 
 

• To promote further support for the most disadvantaged and those with 
additional and special educational needs and disabilities within a safe and 
secure environment 
 

• To enable the Trust to establish and sustain a broad, rich and coherent 
curriculum entitlement for all pupils, supported by effective curricular 
leadership and delivered through high quality teaching in all its schools 
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• To ensure the Trust has high quality, expert teaching in all the Trust’s schools, 
built on an evidence-informed understanding of effective teaching and how 
pupils learn 

 
• To ensure that priority areas for improvement are identified 

 
• To enable the Trust and its schools to engage with appropriate evidence-based 

strategies for improvement and ensure their effective implementation 
 
Finance, sustainability and compliance 
 

• To ensure that sound financial management systems are in place 
 

• To prioritise and allocate financial resources appropriately, ensuring 
efficiency, effectiveness and probity in the use of public funds 
 

• To ensure rigorous approaches to identifying, managing and mitigating risk 
 

• To ensure the long-term sustainability of the Trust and its schools through 
effective financial and estates management 
 

• To direct the Trust’s activities to achieve the most efficient, effective and 
sustainable provision of education to the highest quality, prioritising and 
making the most effective use of the resources available. 
 

• To ensure the organisation complies with all statutory and legal requirements 
including safeguarding and health and safety 

 
People strategy 
 

• To lead and effectively manage the activities and performance of the Trust’s 
executive team 
 

• To enable a people strategy that identifies talent, supports and develops all 
staff and sustains a culture of staff well-being and high staff professionalism 
 

• To ensure the Trust has high quality employment practices that promote 
equality, diversity and inclusion, including ethical practices of recruitment and 
retention of staff 
 

• To ensure staff have access to high quality professional development, aligned 
to balance organisational and individual needs 
 

• To ensure the Trust has a strong talent management and succession planning 
programmes across all areas of the organisation’s work 
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Accountability and Governance 
 

• To promote a culture of accountability that is recognised and accepted as an 
essential element of improvement at all levels and across all aspects of the 
Trust’s work 
 

• To understand the role of relevant regulatory bodies and ensure the Trust and 
its schools respond to their requirements 
 

• To understand and welcome the role of effective Trust governance, upholding 
the obligation to give account and recognising that Trust Boards are ultimately 
responsible and accountable for the Trust’s work 
 

• To develop and maintain effective relationships with the Trust Board 
recognising their key role in holding the CEO and executive team to account 
 

• To ensure the Trust Board receives quality information in the level of detail 
needed to make informed decisions and fulfil its functions and legal 
obligations 
 

• To ensure positive communications that promote the Trust and its work, and 
present the Trust effectively when dealing with the media 

 
System leadership and civic responsibility 
 

• To promote and enable ways in which the Trust’s schools and their local 
boards engage meaningfully with their communities and are responsive and 
accountable to them 
 

• In line with the Trust’s civic role, to work with civic partners and stakeholders 
in the local area, region and/or nationally to contribute to the Public Good, 
ensuring the value of the child and coherent public service for children and 
families 
 

• To foster and engage in the collective leadership of the sector building strong 
local systems to address disadvantage and improve the quality of education for 
all pupils 
 

• To exert external influence on behalf of the Trust by active engagement with 
sector organisations, regulators, policy makers, local and national government, 
industry and other partners 
 

• To give public assurance of high standards of probity 
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The role of the CEO and Executive Headteacher as Accounting Officer 
 
The CEO and Executive Headteacher is required to act as the Accounting Officer of 
the Trust in accordance with the requirements of the Education and Skills Funding 
Agency by: 
 

• ensuring regularity so that public money is spent for the purposes intended by 
Parliament 
 

• ensuring propriety so that expenditure and receipts are dealt with in 
accordance with Parliamentary intentions - developing and maintaining 
appropriate standards of conduct, behaviour and corporate governance in the 
application of funds 
 

• ensuring value for money through the economic, efficient and effective use of 
available resources 
 

• keeping proper financial records and accounts 
 

• risk management and ensuring that opportunities are not overlooked. 
 
Specifically this means: 
 

• Giving assurance, to Parliament and the public, of high standards of probity in 
the management of public funds, particularly regularity, propriety and value 
for money 
 

• Adhering to the Seven Principles of Public Life 
 

• Having oversight of financial transactions so that they are under Trustees’ 
control, ensuring that measures are in place to prevent losses or misuse, 
ensuring multi-person operation of accounts and records, and accurate 
accounting records 
 

• Completing the annual statement on regularity, propriety and compliance 
 

• Taking personal responsibility for assuring compliance to the Board 
 

• Advising on Board intent or action if incompatible with the Articles, the 
Funding Agreements or the Academies Handbook 

 
• Notifying the ESFA if they consider the Board is in breach of the articles, 

funding agreement or handbook 
 
This also means that the CEO and Executive Headteacher shall be the chief public 
face and spokesperson for the Trust and is expected to maintain a high public profile.   
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Operational objectives and expectations of the role of CEO and Executive Headteacher 
 
The role of the CEO and Executive Headteacher broad and far reaching. 
 
It involves: 
 

1. Providing strategic and operational leadership of the Trust 
 

2. Being responsible for the internal organisation management and control of 
each of the academies and specifically: 

 
a. Development of Trust-wide strategies and strategies for individual 

academies for Trust Board approval 
 
b. Determining and implementing curriculum provision and assessment 
 
c. Performance management of all staff  
 
d. Disciplinary, capability and grievance aspects relating to all staff 
 
e. Securing compliance with the Master Funding Agreement and each 

Supplemental Funding Agreement  
 
f. Ensuring the proper discharge of all statutory functions including in 

relation to admission appeals and reviews of permanent exclusion  
 

3. Reporting termly to the Trust Board 
 

Specific objectives are: 
 

• To provide strategic advice and guidance to the Chair and members of the 
Trust Board, to keep them aware of developments within the education sector 
and ensure that the appropriate policies are developed to meet the Trust’s 
mission and objectives and to comply with all relevant statutory and other 
regulations. 

 
• To prepare a corporate plan and annual business plan and monitor progress 

against these plans to ensure that the company attains its objectives as cost-
effectively and efficiently as possible. 

 
• To direct and control the work and resources of the Trust and ensure the 

recruitment and retention of the required numbers and types of well-
motivated, trained and developed staff to ensure that it achieves its mission 
and objectives. 

 
• To prepare, gain acceptance, and monitor the implementation of the annual 

budget to ensure that budget targets are met, that revenue flows are maximised 
and that fixed costs are minimised. 
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• To develop and maintain an effective marketing and public relations strategy 
to promote the products, services and image of the Trust in the wider 
community. 

 
• To establish and maintain effective formal and informal links with relevant 

government departments and agencies, local authorities, key decision-makers 
and other stakeholders generally, to exchange information and views and to 
ensure that the Trust is providing the appropriate range and quality of services. 

 
• To represent the Trust in negotiations with customers, suppliers, government 

departments and other key contacts to secure for it the most effective contract 
terms. 

 
• To develop and maintain Total Quality Management systems throughout the 

Trust to ensure that the best possible curricula and educational outcomes are 
achieved. 

 
• To develop and direct the implementation of policies and procedures to ensure 

that the Trust complies with all health and safety and other statutory 
regulations. 

 
• To develop, promote and direct the implementation of equal opportunities 

policies in all aspects of the Trust’s work. 
 

• To oversee the preparation of the Annual Report and Financial Statements of 
the Trust and ensure their approval by the Trust Board. 

 
• To develop and maintain research and development programmes to ensure that 

the Trust remains at the forefront in the sector, applies the most cost-effective 
methods and approaches, provides leading-edge products and services and 
retains its competitive edge. 

 
Linked to the core responsibilities of the CEO and Executive Headteacher are the 
following expectations of the post holder: 
 
Vision, strategy, systems, finance and resources 
 

• To work with the Board of Trustees for the Multi-Academy Trust to define 
and deliver the Trust’s vision, aims and objectives through inspirational and 
motivational leadership, clear strategic direction, demanding and measurable 
targets and supporting development plans. 

 
• To implement systems to ensure continuous self-evaluation of provision and 

performance and ensure it effective communication throughout the Trust to 
facilitate improvement. 

 
• To ensure the strategic development plan is underpinned by sound financial 

advice and planning in accordance with development priorities and targets to 



THST                         Terms of Reference and Scheme of Delegation, December 2021 

26 

deliver well-resource s provision within the Trust and its academies to 
facilitate constant improvement. 

 
• To ensure the effective use of technologies, both in teaching and learning, and 

in operational matters so as to enhance provision, develop efficiencies and 
secure value for money as appropriate. 

 
• To ensure there are effective systems in place for the management and 

monitoring of the Trust and academies’ budgets and to ensure that financial 
returns are made in accordance with the requirements of the Education Skills 
Funding Agency and Companies House. 

 
Culture, human resources and professional learning 
 

• To demonstrate a commitment to work flexibly with local governing bodies 
and senior colleagues to build effective teams to support collaborative 
approaches to provision and to foster respect and encourage openness and the 
sharing of ideas. 

 
• To work with the Board of Trustees and local governing bodies to develop 

robust policies for recruitment and retention of excellent staff, effective 
deployment of human resources. 

 
• To remain abreast of educational and other developments impacting on the 

Multi-Academy Trust and its academies, both locally and nationally, and 
ensure senior leaders are well briefed and operate within the flexible 
environment which is responsive to change. 

 
Partnerships, provision and profile 
 

• To work to develop strong relationships with sponsors, partners and other 
stakeholders to enhance educational provision and widen opportunities for all 
pupils within the Multi-Academy Trust. 

 
• To build capacity and identify opportunities to widen the Trust’s provision for 

the benefit of local communities and shall develop appropriate transitional 
arrangements for academies new to the Multi-Academy Trust. 

 
• To oversee the arrangements for external communications with wider 

communities, the media and external agencies and bodies and promote the 
work of the Multi-Academy Trust to a range of audiences, raising the profile 
of academies within the Trust. 

 
Governance 
 

• To attend meetings of the Board of Trustees, and Local Governing Bodies as 
necessary, and provide Trustees with regular reports on developments and 
activities within the Trust. 
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Educational leadership 
 

• To demand outstanding academic progress, achievement and success through 
the development of confident learners within a culture of inclusiveness, and 
through strong pastoral provision and strategies for intervention as 
appropriate. 

 
• To work with Local Governing Bodies and Senior Leadership Teams to 

challenge, motivate and empower them to attain ambitious outcomes which 
maximise the educational and personal development of pupils and which meet 
the demands of the wider communities served. 

 
• To support and secure delivery of excellent teaching and learning throughout 

all Academies within the Trust through the promotion of high-level 
professional standards, and rigorous monitoring and evaluation of teaching 
quality and pupils’ achievement. 

 
• In consultation with the Trust, local governing bodies and Headteachers, to 

determine and implement demanding curriculum provision and related 
assessment which meets the needs of all pupils within the Trust. 

 
• To build strong relationships between primary and secondary phase schools 

and academies within local areas as appropriate in order to secure higher 
levels of attainment for pupils and to maintain strong admissions within the 
Trust. 

 
• To ensure the development and implementation of a rich and varied extra-

curricular programme of activities of pupils and communities within the 
Multi-Academy Trust to help raise aspirations.   

 
• To support the busy and varied programme of activities remaining visible and 

attending events as appropriate. 
 

• To ensure that child protection and the safeguarding of pupils are given high 
priority at all times. 
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Job Description: Chief Financial Officer 
 
Line of Responsibility 
 
The CFO is directly accountable to the CEO of the Multi-Academy Trust. 
 
Line Management 
 
The CFO shall provide leadership and management to the Trust’s Central Services 
Team, and The John Warner School’s Network and Resources Manager, its Site 
Manager and its Office Manager 
 
Hybrid Role 
 
The role of the Chief Financial Officer is to assist the Chief Accounting Officer in his 
role. In practice this also means assisting the Academy Headteachers in their roles. 
 
The Chief Executive Officer is independent of any individual Academy, and has 
responsibility for accounting for the operations for all aspect of the Trust’s operations 
and outcomes. 
 
The Chief Financial Officer, whilst accountable to the Chief Executive Officer, must 
report independently to the Trust Board. 
 
The Chief Financial Officer currently enacts a hybrid role, with 40% of her time 
estimated to be focussing on Trust wide activities, and 60% estimated to be spent on 
activities specifically related to issues related to The John Warner School and in 
support of the leadership of it by its Headteacher. 
 
In this regard she fulfils a version of Chief Operating Officer role, as a member of the 
Trust Senior Leadership Team. With regard to the time spent working on matters 
specifically relating to any individual Academy, the lines of accountability remain 
those of the Trust, i.e. Chief Financial Officer to Chief Executive Officer. 
 
The role of Chief Operating Officer for The John Warner School involves the 
following: 
 

• At the direction of the Headteacher, marshalling limited resources to the most 
productive uses with the aim of creating maximum value for the Trust 

 
• Developing and cascading the school’s strategy to its support staff, and 

implementing appropriate rewards/recognition and coaching or corrective 
practices to align personnel with school goals 

 
• Planning by prioritizing customer, employee, and organizational requirements 

 
• Maintaining and monitoring staffing levels, knowledge-skills-attributes 

(KSA), expectations and motivation to fulfil organizational requirements 
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• Driving performance measures for the operation, including a consideration of 
efficiency versus effectiveness, where possible in the form of dashboards 
convenient for review of high level key indicators 

 
The nature of the work is such that she will proactively support the Headteacher of 
The John Warner School and account to him for her actions which shall not, other 
than in exceptional circumstances, be his express wishes. 
 
This may, therefore, be seen as an in house professional service being provided, at 
cost, to individual The John Warner School through the Central Service Charge. 
 
This is to ensure that the staff of individual Academies are clear about: 
 

a) the authority of the Academy Headteacher 
 

b) the accountability structure to which the Chief Financial Officer is subject. 
 
The Trust Central Service Team accounts to the Chief Financial Officer for the 
proportion of their time spent on Trust wide activities, not to any individual Academy. 
 
Strategic purpose 
 
To contribute to the attainment of the Trust's business objectives by: 
 

• Providing strategic and financial guidance to ensure that the Trust's financial 
commitments are met 
 

• Developing all necessary policies and procedures to ensure the sound financial 
management and control of the Trust’s business 
 

• Acting in a Chief Operating Officer capacity in support of the Headteacher of 
The John Warner School 

 
Core responsibilities 
 

• To direct and control finance staff to ensure that they are appropriately 
motivated and developed and so that they carry out their responsibilities to the 
required standard. 

 
• To contribute to the achievement of the Trust’s objectives by providing advice 

and guidance on financial strategy. 
 

• To develop and control the Trust’s annual operating budget to ensure that all 
financial targets are met and financial and statutory regulations complied with. 

 
• To provide financial advice and guidance to the Trust's managers and staff to 

enable them to achieve their objectives. 
 

• Oversee the preparation of the Trust's financial accounts to ensure that these 
are presented accurately and on time. 
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• Develop and implement an internal audit programme to ensure that the Trust 

complies with financial procedures and regulations. 
 

• To develop and maintain all necessary systems, policies and procedures to 
ensure effective and efficient financial management within the Trust. 

 
• To monitor external contracts and services provided by suppliers to ensure that 

these are operating effectively and provide the best value to the Trust. 
 

• To carry out all necessary actions to ensure that the Trust meets its financial 
and legal obligations. 
 

• To sustainably improve all aspects of organisational maintenance, 
development and compliance specific to The John Warner School in support 
of its Headteacher and in accordance with the Trust’s Strategic Plan. 
 

Relationship with the Accounting Officer and the Trust Board 
 
Whilst accountability for financial matters cannot be delegated, in the day to day 
financial management of the Academy, the Accounting Officer will inevitably need to 
place reliance on the work of the Chief Financial Officer (CFO) or lead finance 
professional which the Academy trust board is required by the Academies Handbook 
to appoint. 
 
It is essential, therefore, that the person appointed as CFO has the Accounting 
Officer’s trust, and they must be able to work well together. Their roles and 
responsibilities should be clearly set out so that tensions between the two do not arise, 
and the CFO should be appropriately qualified and experienced. 
 
The following sections set out how the CFO can assist the Accounting Officer in his 
role. 
 
Decision making 
 
An Academy Trust must be rigorous in its decision making - the reasons for decisions 
should be explicit and the supporting information should be recorded. 
 
Trustees, governors, and staff should be supported through the availability of 
appropriate financial advice for all major resource Committees including finance (or 
equivalent) Committee, the audit Committee, and the governing body(ies). 
 
The CFO has a key role to play in ensuring that members of these bodies have the 
timely, robust and impartial information that they need, together with meaningful 
financial analysis. 
 
This also means that the CFO should be actively involved in and able to bear 
influence on all material business decisions whenever and wherever they are taken. It 
is therefore essential that the CFO is a member of the senior management team. 
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Following on from the above, as part of his role, the Accounting Officer is required to 
advise the governing body of the Academy Trust if an action or policy could be 
contrary to the requirements of the Academies Handbook or ESFA guidance. 
 
He should be able to rely on the CFO to assist in carrying out this role. 
 
Internal control and risk management 
 
To assist the accounting officer, the CFO should lead the agreement and 
implementation of a scheme of financial delegation and maintenance of a framework 
of financial controls and procedures for managing financial risks. 
 
She must also determine accounting processes and oversee financial management 
procedures that enable the institution to budget and manage within its overall 
resources. 
 
At the most fundamental level this means ensuring robust systems of risk 
management and internal control, that financial control is exercised consistently, and 
that the organisation implements appropriate measures to protect its assets from fraud 
and loss. 
 
Internal control extends beyond financial control. 
 
Academy Trusts have a duty to implement processes to review regularly the risks they 
face across all their operations with a view to reducing that risk to acceptable levels. 
 
It is useful for the CFO to help the Accounting Officer in his role by taking the lead in 
ensuring that risk management and internal control are embedded in all ongoing 
operations. 
 
The CFO should also have a specific role with regard to stewardship. 
 
This includes ensuring that the governance structures in the Academy Trust include a 
clear scheme of delegation to Committees and staff and that they codify financial 
control, internal control, risk management and assurance, as well as defining a 
framework of financial accountabilities and reporting. 
 
This means that the CFO will ensure that clear financial regulations and operating 
procedures are established and work effectively and that they are updated on a regular 
basis and understood by all in the academy trust to secure probity. 
 
She will also ensure that the scheme of financial delegation is complied with. 
 
Monitoring the Academy’s financial position 
 
The Accounting Officer, governing body(ies) and senior management must monitor 
the academy’s financial position regularly. 
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To assist in monitoring the Academy’s financial position, the CFO should have 
responsibility for drawing up budgets, financial targets and performance indicators to 
help assess delivery. 
 
The CFO also has an important role in ensuring necessary financial information and 
advice is provided to decision makers across the institution. 
 
Value for money 
 
Securing value for money (economy, efficiency and effectiveness) releases resources 
for higher priorities within an Academy Trust. 
 
The Accounting Officer should ensure that value for money is the concern of all 
managers, but it is helpful for the CFO to take the lead in co-ordinating and 
facilitating a culture of efficiency. 
 
The CFO has a key role to play in balancing control and compliance with value 
creation and performance. 
 
Additionally, the CFO can have a key role in developing and improving procurement 
practice in an academy trust. 
 
This may also include ensuring that ethical values influence procurement policy. 
 
Accounting records and statements 
 
Academy Trusts are required to keep proper accounting records and to prepare annual 
financial statements in accordance with the accounts directions issued by the funding 
body. 
 
This specifies that financial statements should be prepared in accordance with 
Accounting and Reporting by Charities: Statement of Recommended Practice 
(SORP). 
 
The Accounting Officer should be able to rely on the CFO to ensure that financial 
statements are prepared promptly and meet the reporting requirements: the law, 
financial reporting standards and professional standards as reflected in the SORP. 
 
Leadership 
 
The Accounting Officer must undertake a leadership role across the Academy Trust. 
 
This will mean, together with the other Trustees and governing body members, 
determining the strategic direction of the Academy Trust and its Academies (where 
relevant), and also being responsible for turning policy aspirations into reality. 
 
The Accounting Officer should look to the CFO to align financial planning with the 
institution’s vision and strategic objectives and to develop financial forecasts and 
budgets that illustrate that the institution’s strategy is realistic and capable of being 
delivered. 
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It will also mean leading the Academy Trust through example – by acting as a role 
model and behaving in accordance with the seven principles of public life. 
 
The Trust Board and governing body(ies) should promote a culture where acting in 
the public interest is the norm. 
 
They should do this by establishing and living up to specific values for the institution 
and its staff. These values should be communicated, shared and understood. They can 
be used to promote an ethical culture, for example through the institution’s code of 
conduct. 
 
Conflicts of interest can arise between the personal interests of individuals involved in 
making decisions within the Academy Trust and the decisions that trustees, governors 
or staff need to make in the public interest. 
 
The Accounting Officer should ensure appropriate policies are in place so that 
decisions are taken objectively and steps are taken to avoid or deal with conflicts of 
interest whether real or perceived. 
 
Related party transactions 
 
The Academies Handbook places emphasis on the need for the Accounting Officer to 
manage carefully relationships with connected parties to avoid real or perceived 
conflicts of interest and to ensure that restrictions placed on trade that can be 
undertaken by Academy Trusts with connected parties are complied with. 
 
Senior staff, including the CFO, should assist the Accounting Officer by exemplifying 
high standards of conduct and personal behaviour and in ensuring that an appropriate 
‘tone at the top’ is established. 
 
Governance and staffing structures 
 
An Academy Trust should have appropriate governance and staffing structures in 
place to ensure that the Accounting Officer can undertake the role effectively. 
 
In order to ensure that she can assist the Accounting Officer to best effect, the CFO 
should be a member of the senior management team and attend meetings of the major 
resource Committees. This will enable them to provide the objective, professional 
advice required to help the accounting officer undertake his duties. 
 
The finance function will require the resources, expertise and systems to perform its 
role effectively and to help the accounting officer discharge his responsibilities. 
 
The CFO should ensure appropriate staffing structures and skills are developed and 
maintained within this function. 
 
Supporting the Accounting Officer – scrutiny 
 
As mentioned earlier, accountability for financial matters cannot be delegated. 
 
However, the scrutiny and monitoring of this can. 
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Accountability for public expenditure is a core requirement for Academy Trusts. 
 
They are held accountable by intermediary stakeholders, such as external auditors and 
inspectors, on behalf of the primary stakeholders- the funders. They are also 
accountable to the students and their parents, other service users, and taxpayers. The 
CFO is well placed to assist the Accounting Officer by providing information and 
advice to those who scrutinise the institution. 
 
Each institution should have in place a process for independent checking of financial 
controls, systems, transactions and risks. 
 
This function should report at least annually to the governing body and Accounting 
Officer. The report should be considered by the audit (or equivalent) Committee. 
 
This process and the work of the audit Committee provide assurance which the 
Accounting Officer will draw on in forming an opinion, for signing the annual 
governance statement, and for completing the annual statement on regularity, 
propriety and compliance. 
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Job Description: Company Secretary 
 
Line of Responsibility 
 
The Company Secretary is directly accountable to the CEO of the Multi-Academy 
Trust. 
 
Strategic purpose 
 
To act as guardian of the Trust’s proper compliance with both the law and best 
practice 
 
Core responsibilities 
 
According to the July 2018 UK Corporate Governance Code, "All directors should 
have access to the advice of the company secretary, who is responsible for advising 
the board on all governance matters. Both the appointment and removal of the 
company secretary should be a matter for the whole board." 
 
The Company Secretary is responsible for: 
 

• Maintaining the company’s statutory books, including a register of present and 
past directors and secretaries and minutes of general meetings and board 
meetings 

 
• Filing the Trust’s Annual Report and Financial Statements at Companies 

House.  
 

• Arranging meetings of the Trust Board and its Committees through the issue 
of proper notices of meetings, preparation of agenda, circulation of relevant 
papers and taking and producing minutes to record the business transacted at 
the meetings and the decisions taken. 

 
• Informing Companies House of any significant changes in the company’s 

structure or management, for example the appointment or resignation of 
directors. 

 
• Establishing and maintaining the company’s registered office as the address 

for any formal communications and ensuring that all the company’s business 
stationery carries its name, registered number, country of registration and 
registered address. These details must also appear on the company website, 
emails, order forms and invoices. 

 
• Ensuring the security of the company’s legal documents, including for 

example, the Certificate of Incorporation and Memorandum and Articles of 
Association, and deciding on the Trust’s policy for the filing and retention of 
documents. 
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• Advising Trustees and members of Local Governing Bodies on their duties, 
and ensuring that they comply with corporate legislation and the Articles of 
Association of the Trust. 
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Job Description: Clerk to the Trust Board and its Committees 
 
Line of Responsibility 
 
The Clerk is directly accountable to the Board of Trustees. 
 
Strategic purpose 
 
To provide advice and guidance to the Trust Board on governance, constitutional and 
procedural matters and to contribute towards the efficient functioning of a Trust 
Board and its Committees by providing:   
 

• administrative and organisational support 
 

• guidance to ensure that the board works in compliance with the appropriate 
legal and regulatory framework, and understands the potential consequences 
for noncompliance 

 
• advice on procedural matters relating to the operation of the board.   

 
Core responsibilities 
 
The Clerk to the Trust Board will: 
 

• Provide advice to the Trust Board and its Committees 
 

• Ensure that the administration of meetings is effective 
 

• Manage, in support of the Trust Board, its membership 
 

• Manage the Trust Board’s key information and record keeping 
 

• Develop effective working relationships with members of the Trust Board and 
its Committees 

 
• Undertake personal professional development to keep up to date with changes 

 
• Provide additional services as determined and agreed 

 
Provide advice to the Trust Board   
  

• Advise the board on its core functions and Department for Education (DfE) 
governance advice, including the Governance Handbook and Competency 
Framework for Governance   

 
• Advise the Trust Board on relevant legislation and procedural matters where 

necessary before, during and after meetings   
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• Know where to access appropriate legal advice, support and guidance, and 
where necessary seek advice and guidance from third parties on behalf of the 
Trust Board 

 
• Inform the Trust Board of any changes to its responsibilities as a result of a 

change in school status or changes in the relevant legislation 
 

• Advise the board on the regulatory framework for governance i.e. relevant 
Acts and Regulations, Articles of Association, Funding Agreements and the 
Academies Handbook 

 
• Offer advice on best practice in governance, including on Committee 

structures both at Trust Board and Academy level   
 

• Advise the Trust Board on best practice in relation to its scheme of delegation 
for governance   

 
• Ensure that statutory policies are in place and that staff revise these when 

necessary  
 

• Advise on the annual calendar of Trust Board meetings and tasks   
 

• Send new trustees induction materials and ensure they have access to 
appropriate documents, including any agreed Code of Conduct  

 
• Contribute to the induction of Trustees taking on new roles, in particular Chair 

of the board or Chair of a Committee  
 

• Identify priorities, anticipate issues which may arise draw these matters to the 
Chair’s attention and propose recommendations   

  
Effective administration of meetings   
  

• With the Chair, and Headteacher or CEO as appropriate, prepare a focused 
agenda for Trust Board meetings and Committee meetings 

 
• Liaise with those preparing papers to make sure they are available on time, 

and distribute the agenda and papers as required by the articles of association   
 

• Ensure meetings are quorate   
 

• Record the attendance of Trustees at meetings and any apologies, minuting 
whether they have been accepted or not, and take appropriate action in relation 
to absences  

 
• Draft minutes of meetings, indicating who is responsible for any agreed action 

with timescales, and send drafts to the Chair and the Headteacher  
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• Circulate the reviewed draft to all Trustees/members of Committees, the 
Headteacher and the Trust Board within the timescale agreed with the Trust 
Board   

 
• Follow-up any agreed action points with those responsible and inform the 

chair of progress   
 
Membership   
  

• Advise Trustees and appointing bodies in advance of the expiry of a Trustee’s 
term of office and the impact of this on the board’s capacity and skills mix   

 
• Advise the Trust Board on the DfE’s recommendations and guidance in 

relation to members and trustees   
 

• Establish, in discussion with the board, open and transparent vacancy filling 
processes and procedures for election and appointment, so elections or 
appointments can be organised in a timely manner   

 
• Chair the part of the meeting at which the Chair is elected, giving procedural 

advice concerning conduct of this and other elections   
 

• Collate and maintain information about trustees such as any pecuniary 
interests and, where required, ensure information is published on the website  

 
• Ensure Disclosure and Barring Service (DBS) and other relevant checks are 

carried out on any trustee where it is appropriate to do so   
 

• Maintain a record of training undertaken by members of the Trust Board and 
its Committees 

 
• Maintain Trust Board and Committee meeting attendance records and advise 

the Chair of potential disqualification through lack of attendance   
 

• Advise the Trust Board on succession planning for all roles, not just the Chair   
  
Manage Information   
 

• Maintain up to date records of the names, addresses and category of Trust 
Board members and their term of office, and inform the Trust Board and any 
relevant authorities of any changes to its membership  

 
• Maintain copies of current terms of reference and membership of any 

Committees, working parties and trustees with specific oversight of an area 
e.g. SEND  

 
• Maintain a record of signed minutes of meetings in centrally, and ensure 

copies are sent to relevant bodies on request and are published as agreed at 
meetings  
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• Maintain records of Trust Board correspondence   
 

• Ensure copies of statutory policies and other school documents approved by 
the Trust Board are kept in the school(s) and published as agreed, for example, 
on the appropriate website  

 
• Ensure those Clerking at academy level maintain appropriate records   

 
• Manage the flow of information from trust board to local academy 

Committees and vice versa   
 

People and relationships   
  

• Develop and maintain effective professional working relationships with the 
chair, the board and executive leaders   

 
• Oversee the Clerking arrangements at academy Committee level   

 
• Contribute to the coordination of effective learning and development 

opportunities for those involved in governance, including induction and 
continuing professional development   

  
Personal Development   
  

• Undertake appropriate and regular training and development to maintain 
his/her knowledge and improve practice   

 
• Keep up to date with current educational developments and legislation 

affecting school governance  
 

• Participate in regular performance management   
 
Additional Services   
  
The Clerk may be asked to undertake the following additional duties:   
  

• Clerk any statutory appeal Committees/panels the Trust Board is required to 
convene  

 
• Assist with the elections of parent and staff governors    

 
• Maintain a file of relevant DfE, local authority and church authorities (if 

appropriate) guidance documents   
 

• Maintain archive materials   
 

• Prepare briefing papers for the Trust Board, as necessary   
 

• Conduct skills audits and advise on training requirements   
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• Perform such other tasks as may be determined by the Trust Board from time 
to time 

 
• Act as company secretary (where agreed) 
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Committees of the Trust Board 
 
Pursuant to the Articles of Association, the Trust Board may appoint Committees to 
be known as Local Governing Bodies for each Academy (and the same Local 
Governing Body may be appointed for more than one Academy); and may establish 
any other Committee. 
 
In addition, The TB may appoint additional members of Committees (“AM”) on such 
terms as it thinks appropriate. Such members may be permitted to vote but no vote 
may be taken unless a majority of those attending the meeting at which the vote is 
taken are Trustees. 
 
The constitution, membership and proceedings of any Committee shall be determined 
by the Trustees. The establishment, terms of reference, constitution and membership 
of any Committee of the Trustees shall be reviewed at least once in every twelve 
months. 
 
The membership of any Committee of the Trustees may include persons who are not 
Trustees, provided that (with the exception of the Local Governing Bodies) a majority 
of members of any such Committee shall be Trustees. 
 
Except in the case of a Local Governing Body, no vote on any matter shall be taken at 
a meeting of a Committee of the Trustees unless the majority of members of the 
Committee present are Trustees. 
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Terms of Reference: The Audit and Risk Assurance Committee 
 
The Audit and Risk Assurance Committee is established by the Board of Trustees for 
the purpose of monitoring and advising on the effectiveness of risk management, 
control and governance and for the efficiency and effectiveness of our activities, the 
efficacy of our systems and processes and to monitor the management and quality 
assurance of data. 
 
Composition 
 

• The Committee shall consist of no fewer than three members which will 
ideally include: 

 
a. the Chair of the Board of Trustees; 

 
b. at least one additional member from the Board of Trustees representing 

the mix of academic and industry representation; 
 

c. at least one member who shall have had recent and relevant experience 
in finance, accounting or auditing preferably (but not essential) in the 
education/and or not-for-profit sector. 

 
• The Committee may, if it considers it necessary or desirable, co-opt any other 

Trustee or Local Governor should they have relevant and desirable expertise. 
 

• The Chair of the Trust Board shall not chair the Audit and Risk Assurance 
Committee 

 
Quorum 
 
A quorum shall be two members of which one must be a member of the Board of 
Trustees.   
 
Meetings 
 
No less than three meetings per year, convened on seven clear days’ notice except in 
emergency as determined by the Chair 
 
At the invitation of the Committee the following shall attend meetings: the Chief 
Executive; the Chief Financial Officer; the Company Secretary; a representative of 
the external and internal auditors; and other members of the management team as 
required. 
 
There should be an element of each meeting where the members of the Audit 
Committee have a private discussion with the external and internal auditors without 
management present. 
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Delegated Responsibilities 
 
The Committee is authorised by the Board of Trustees to: 
 

a) investigate any activity within its Terms of Reference; 
 

b) seek any information that it requires from any employee and all employees are 
directed to cooperate with any request made by the Committee; and 

 
c) obtain outside legal or other independent professional advice and to secure the 

attendances of non-members with relevant experience and expertise if it 
considers this necessary, in consultation with the Chair of the Board of 
Trustees.   

 
The Committee will be responsible for all matters regarding external and internal 
audit which shall include: 
 

• overseeing the process for selecting and appointing the external auditor and 
making a recommendation to the Board of Trustees; 

 
• recommending the audit fee to the Board of Trustees and pre-approve any fee 

in respect of non-audit services provided by the external auditor and ensuring 
that the provision of non-audit services does not impair the external auditors’ 
independence or objectivity; 

 
• discussing with the external auditor, before the audit commences, the nature 

and scope of the audit and to discuss with the auditors their quality control 
procedures and steps they have taken to respond to changes in regulatory and 
other requirements; 

 
• considering and advising the Trustees on the appointment and terms of 

engagement of the internal audit service (and the head of internal audit if 
applicable), the audit fee, the provision of any non-audit services by the 
internal auditors, and any questions of resignation or dismissal of the internal 
auditors; 

 
• reviewing the external auditors’ management letter, the internal auditor’s 

annual report and management’s response; 
 

• consider Trust’s response to any audit-based recommendations from whatever 
source; 

 
• monitoring annually the performance and effectiveness of the external 

auditors, including any matters affecting their objectivity, and make 
recommendations to the governing body concerning their reappointment, 
where appropriate. 
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The Committee’s responsibility for the annual financial statements shall be to review, 
and challenge where necessary, the actions and judgements of management, in 
relation to the annual financial statements before submission to the Board of Trustees, 
paying particular attention to: 
 

• critical accounting policies and practices, and any changes in them; 
 

• decisions requiring a major element of judgement; 
 

• the extent to which the financial statements are affected by any unusual 
transactions in the year and how they are disclosed; 

 
• the clarity of disclosures; 

 
• significant adjustments resulting from the audit; 

 
• the going concern assumption; 

 
• compliance with accounting standards; 

 
• compliance with Charity Commission, Companies House and the Funding 

Agencies for schools. 
 
The Committee shall also be responsible for monitoring the assessment of the Trust’s 
risk profile by, inter alia: 
 

• reviewing the Risk Register and the Key Performance Indicators in the context 
of the policies and process for identifying and assessing business risks and the 
management of those risks; and 

 
• reviewing those areas regarded as being ‘Below Target’ on the KPIs and 

therefore of potential ‘High Risk’; 
 

• reviewing procedures for handling allegations from whistleblowers; 
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Terms of Reference: The Finance Committee 
 
Composition 
 

• The Chair of the Board of Trustees 
 

• The Chief Accounting Officer 
 

• At least one Trustee who has had recent and relevant experience in finance, 
accounting or auditing preferably (but not essential) in the education/and or 
not-for-profit sector. 

 
The Committee may, if it considers it necessary or desirable, co-opt any other Trustee 
or Local Governor should they have relevant and desirable expertise. 
 
Quorum 
 
A quorum shall be two members of which one must be a member of the Board of 
Trustees.   
 
Meetings 
 
No less than five meetings per year, convened on seven clear days’ notice except in 
emergency as determined by the Chair 
 
At the invitation of the Committee the following shall attend meetings: the Chief 
Financial Officer; a representative of the external and internal auditors; and other 
members of the management team as required. 
 
Delegated Responsibilities 
 
The responsibility of the Committee is to undertake the following tasks and to report 
back to the Trust board on findings across the financial year. 
 
The meetings align with core financial deadlines and meetings of the Trust Board: 
 

1. Scrutiny of year end management accounts 
 

2. Auditors' Presentation - combined with R and A meeting 
 

3. Scrutiny of 5 months mid-year management accounts 
Scrutiny of revised budget 

 
4. Scrutiny of Trust management accounts to April 

Scrutiny of Budget Forecast Return Outturn 
Scrutiny of funding allocation for the next academic year 
 

5. Scrutiny of draft budget for the next academic year 
Scrutiny of the Budget Forecast Return 
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Terms of Reference: The Personnel and Pay Committee 
 
Composition 
 
The Personnel and Pay Committee of the Trust Board shall comprise the Chair, the 
Vice-Chair and one other Trustee.  
 
The Committee may, if it considers it necessary or desirable, co-opt any other Trustee 
or Local Governor should they have relevant and desirable expertise. 
 
The Personnel and Pay Committee will be attended by the Chief Executive Officer 
and the Chief Financial Officer in advisory capacities. 
 
Quorum 
 
A quorum shall be two members of which one must be a member of the Board of 
Trustees.   
 
Meetings 
 
No less than three meetings per year, convened on seven clear days’ notice except in 
emergency as determined by the Chair 
 
At the invitation of the Committee the following shall attend meetings: a 
representative of the external and internal auditors; and other members of the 
management team as required. 
 
Delegated Responsibilities 
 
The delegated responsibilities of the Personnel and Pay Committee are: 
 

• To oversee pay related issues and procedures, with specific regard for the 
Academies Handbook; 

 
• To hold the Chief Executive Officer and the Chief Financial Officer to account 

for pay decisions across the Trust; 
 

• To review and report back to the Trust Board on all personnel and pay related 
structures and related actions. 

 
Where consideration of the Chief Financial Officer’s pay is undertaken (s)he will 
withdraw from that part of the meeting. 
 
The arrangements for considering the pay of the Chief Executive Officer are set out in 
the Trust’s Pay Policy in the sections ‘Introduction, Scope and Statement of Intent’, 
‘Decision making’, ‘Accountability’ and ‘Executive Pay’. 
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Terms of Reference: The Education and Standards Committee 
 
The function of the Education and Standards Committee is to exercise strategic 
oversight of the quality of education provided by the Trust as a whole, taking into 
account factors internal and external to its operations. 
 
Composition 
 
The Education and Standards Committee of the Trust Board shall comprise the Chair, 
the Chief Executive Officer and the Chairs of the Local Governing Bodies.  The 
Committee may, if it considers it necessary or desirable, co-opt any other Trustee or 
Local Governor should they have relevant and desirable expertise. 
 
Quorum 
 
A quorum shall be two members of which one must be a member of the Board of 
Trustees.   
 
Meetings 
 
No less than three meetings per year, convened on seven clear days’ notice except in 
emergency as determined by the Chair. At the invitation of the Committee the 
following shall attend meetings: the Headteachers and/ or senior staff of the individual 
Academies; and other members of the management team as required. 
 
Delegated Responsibilities 
 
The delegated responsibilities of the Education and Standards Committee are: 
 

• To ensure that curriculum design within and across phases of the Trust’s 
operations is economic, efficient, effective and equitable. 
 

• To ensure that the unique, distinctive ethos and features of the Academies 
within the Trust are maintained and that the Trust’s shared vision and values 
are likewise sustained. 

 
• To ensure that enrichment activities across the Trust continue to enhance the 

cultural capital of the children and young people in its care. 
 

• To ensure that pedagogic practice is fit for purpose, reviewed, regularly, and 
enriched by appropriate continuing professional development of teaching staff. 

 
• To ensure that the education provided encourages children and young people 

to take advantage of all available opportunities, responsibilities and 
experiences both in school and in their later lives. 
 

Its remit encompasses but is not limited to the following areas: Quality of Education, 
School Development Plan Priorities and SEFs, Pupil Numbers and Attendance, 
Ofsted, Peer Review, Safeguarding and Behaviour, Policies, Academic and Non-
Academic achievements, SEND, Pupil & Sports Premium and Catch-Up Funding.  
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Terms of Reference: The Estate Committee 
 
The function of the Estate Committee is to exercise strategic oversight of the Trust’s 
estate so that its physical resources, through appropriate stewardship, support and 
enhance its educational efforts.  
 
This is about ensuring that the Trust’s pupils and young people will enjoy the best 
possible benefits of a safe, secure and stimulating environment so that they are fully 
able to take advantage of the opportunities, responsibilities and experiences of later 
life, and that they are equipped with the knowledge and cultural capital to do so. 
 
The estate strategy is also about ensuring economic and environmental sustainability 
so that its physical resources are fit for current and future needs. 
 
Composition 
 
The Estate Committee of the Trust Board shall comprise the Chair and the Chairs of 
the Local Governing Bodies.  The Committee may, if it considers it necessary or 
desirable, co-opt any other Trustee or Local Governor should they have relevant and 
desirable expertise. 
 
Quorum 
 
A quorum shall be two members of which one must be a member of the Board of 
Trustees.   
 
Meetings 
 
No less than three meetings per year, convened on seven clear days’ notice except in 
emergency as determined by the Chair. At the invitation of the Committee the 
following shall attend meetings: the Headteachers and/ or senior staff of the individual 
Academies; and other members of the management team as required. 
 
Delegated Responsibilities 
 
The Trust’s vision is to create memories and futures together and this means viewing 
children and young people, staff, and community stakeholders as part of that process 
and at the same time beneficiaries of it.   
 
To do this it is essential that the estate provides a safe, secure and stimulating learning 
environment which provides value for money, is ecologically and economically 
sustainable and is fit for current and future needs.  The Trust estate is comprised of a 
range of buildings of different ages, styles and purposes and these are viewed as a 
coherent whole from the perspective of estates management.   
 
The estate shall be managed with a view to reducing environmental impact, a robust 
approach to planned preventative maintenance, and renewal in partnership with its 
local community. 
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The delegated responsibilities of the Estates Committee are, in line with Department 
for Education guidance on Good Estates Management for Schools, to exercise 
strategic oversight of the following aspects of estates management: 
 

• Strategic estate documentation to ensure fitness with the Trust’s educational 
vision 

 
• Governance so that arrangements for responsibility, accountability and 

decision-making are robust and effective 
 

• Budgeting so that plans for the medium term and longer are economic and 
ecologically sustainable, prioritised appropriately and secure value for money 

 
• Procurement of estate services to ensure they are clear, consistently applied, 

professionally informed and secure value for money 
 

• Emergency planning so that business continuity can be maintained and 
disaster recovery, in that eventuality, is well managed 

 
• Managing land and buildings so that data about the estate is fit for purpose, 

readily accessible, current and complete, and enables accurate assessment of 
the suitability and sufficiency of that estate 

 
• Performance management and sustainability so that there is clarity about how 

property assets are performing to meet the needs of the Trust and so that there 
are reference points to support future strategies and value for money decisions 
as well as providing a mechanism for internal and for external benchmarking. 

 
• Health and safety to ensure that the relevant health and safety legislation and 

statutory requirements relating to the Trust’s land and buildings and the 
implications for the Trust are understood; that there are defined, documented 
and effectively communicated roles and responsibilities, including at board 
level; that documented evidence of compliance across the whole estate is 
understood, and that compliance procedure are effectively and proactively 
managed across the estate, with risks assessed and compliance issues 
prioritised in the Trust’s maintenance programme 

 
• Maintaining the estate so that there is a fully informed prioritised maintenance 

plan based on full, current and costed condition survey data and where 
everyone is clear who is responsible for maintaining land, buildings and 
equipment and the procedures involved 

 
• Estate projects are identified, appraised and prioritised through processes that 

are consistently followed, using a challenging option appraisal process to help 
make investment decisions considering whole life issues including revenue 
consequences in decision-making through having, or being able to procure 
appropriate skills to help define and deliver estate projects and manage 
contracts. 
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Terms of Reference: Local Governing Bodies 
 
Composition 
 

• Between 6 and 10 Local Governors with a maximum of 12 to mirror the 
maximum size of the Trust Board 
 

• To include the Headteacher as ex-officio member of the LGB and least 2 
elected Parent Governors. 
 

• Where Staff Governors are elected to the LGB, these should not exceed 1/3 of 
the total membership of the LGB. 
 

• Local Governors act in the name and interests of the Trust. As such they are 
expected to adhere to the same standards in public life as Trustees, and to 
avoid conflicts of interest in the same manner. 
 

• Local Governors must absent themselves from any discussions of the Local 
Governing Body in which it is possible that a conflict will arise between his 
duty to act solely in the interests of the Academy Trust and any duty or 
personal interest. 
 

Quorum 
 
One-third of the total number of Local Governors in post or 3 if higher 
 
Meetings 
 
No less than five meetings per year, convened on seven clear days’ notice except in 
emergency as determined by the Chair 
 
Delegated responsibilities 
 

1. Reporting to the Trust Board on the overall performance of the academy 
 

2. Determination of the annual spend of that part of the Trust budget delegated to 
be managed by the academy 

 
3. Monitoring of educational outcomes in the academy 

 
4. Appointment of staff working at the academy in accordance with Trust 

policies 
 

5. Monitoring all aspects of safeguarding, SEN, equality and student welfare 
 

6. Dealing with the regulatory requirements of admissions and exclusions 
through designated Committees of the LGB 

 
7. Liaising with the Trust Board, Executive Headteacher and CFO on all aspects 

of policy setting as they may respectively require 
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8. Arranging election of elected members of the LGB in accordance with the 

Articles of Association 
 

9. Any other delegated functions, to be arranged and varied for time to time to 
meet the needs of the Trust 

 
Financial matters 
 

1. Detailed consideration of the annual budget for the Academy 
 

2. Monitoring the use of the pupil premium and other earmarked or dedicated 
funds 

 
3. Monitoring all Human Resource aspects 

 
4. Procurement of any contract with a value in excess of [£             ] but less than 

[£      ] (Values to be set out in Trust Finance Manual). 
 

5. Detailed consideration of relevant policies 
 

6. Any other delegated functions, to be arranged and varied from time to time to 
meet the needs of the Trust 

 
Curriculum matters 
 

1. All aspects of the curriculum and curriculum delivery 
 

2. Dealing with formal complaints against an academy in accordance with the 
Trust complaints policy 

 
3. Monitoring student issues including behaviour and exclusions 

 
4. Monitoring all aspects of SEN 

 
5. Monitoring all aspects of safeguarding including British Values and the 

operation of the Prevent strategy  
 

6. Monitoring all equality aspects including the Public Sector Equality Duty 
 

7. Monitoring all aspects of readiness of inspection  
 

8. Detailed consideration of those policies within its remit 
 

9. Any other delegated functions, to be arranged and varied for time to time to 
meet the needs of the Trust 
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The role of the Chair of a Local Governing Body 
 
The Chair will hold the Local Governing Body Headteacher to account for the 
Academy’s mission and vision, providing inclusive leadership to the Local Governing 
Body, ensuring that each Local Governor fulfils their duties and responsibilities for 
the effective governance of the Academy. 
 
The Chair will also support, and, where appropriate, challenge the Headteacher and 
ensure that the Local Governing Body functions as a unit and works closely with the 
Executive Headteacher of the Trust to achieve agreed objectives. 
 
He or she will act as an ambassador and the public face of the Academy and the Trust 
in partnership with the Headteacher and Executive Headteacher. 
 
Principal responsibilities 
 
Strategic leadership 
 

• Provide leadership to the Local Governing Body, ensuring that the Academy 
has maximum impact for its beneficiaries  

 
• Ensure that Local Governors fulfil their duties and responsibilities for the 

effective governance of the Academy 
 

• Ensure that the Local Governing Body operates within the charitable 
objectives of the Trust, and provides a clear strategic direction for the 
Academy 

 
• Ensure that the Local Governing Body is able to regularly review major risks 

and associated opportunities, and satisfy itself that systems are in place to take 
advantage of opportunities, and manage and mitigate the risks 

 
• Ensure that the Local Governing Body fulfils its duties to ensure sound 

financial health of the Academy, with systems in place to ensure financial 
accountability 

 
Governance 
 

• Ensure that the governance arrangements are working in the most effective 
way for the Local Governing Body and the Trust Board 

 
• Develop the knowledge and capability of the Local Governing Body  

 
• Encourage positive change where appropriate address and resolve any 

conflicts within the Local Governing Body  
 

• Appraise the performance of Local Governors and the Local Governing Body 
on an annual basis 
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• Ensure that the Local Governing Body is regularly refreshed and incorporates 
the right balance of skills, knowledge and experience needed to govern and 
lead the Acedemy effectively, and which also reflects the wider population 

 
• Work within any agreed policies adopted by the Trust 

 
External Relations  
 

• Act as an ambassador for the Academy and the Trust and act as a 
spokesperson for it when appropriate 

 
• Represent the Academy and Trust at external functions, meetings and events 

 
• Facilitate change and address any potential conflict with external stakeholders 

 
Efficiency and effectiveness 
 

• Chair meetings of the Local Governing Body effectively and efficiently, 
bringing impartiality and objectivity to the decision making process 

 
• Ensure that Local Governors are fully engaged and that decisions are taken in 

the best, long-term interests of the Academy and the Trust, and that the Local 
Governing Body takes collective ownership  

 
• Foster, maintain and ensure that constructive relationships exist with and 

between the Local Governors and Trustees 
 

• Work closely with the Headteacher to give direction to local and Trust wide 
policy-making and to ensure that meetings are well planned, meaningful and 
reflect the responsibilities of trustees 

 
• Monitor that decisions taken at meetings are implemented. 

 
Relationship with the Headteacher and the wider management team 
 

• Establish and build a strong, effective and a constructive working relationship 
with the Headteacher, ensuring s/he is held to account for achieving agreed 
strategic objectives 

 
• Support the Headteacher, whilst respecting the boundaries which exist 

between the two roles 
 

• Ensure regular contact with the Headteacher and develop and maintain an 
open and supportive relationship within which each can speak openly about 
concerns, worries and challenges 

 
• Liaise with the Headteacher to maintain an overview of the Trust’s affairs, 

providing support as necessary 
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• Take part in an annual appraisal and remuneration review for the Headteacher 
in accordance with the Trust’s Appraisal and Pay policies. 

 
• Ensure that the Executive Headteacher has the opportunity for professional 

development and has appropriate external professional support 
 
Additional information 
 
The Vice-Chair acts for the Chair when the Chair is not available and undertakes 
assignments at the request of the Chair. 
 
The above list is indicative only and not exhaustive. The Chair will be expected to 
perform all such additional duties as are reasonably commensurate with the role. 
 
Chair’s Emergency Powers 
 
The Chair, or in the absence of the Chair the Vice-Chair, may take such action as the 
Chair may think fit to protect the interests of the Acadademy and the Trust, any 
student or employee of the Trust or any other member of the school community as the 
Chair may think fit in circumstances where in the opinion of the Chair it would not be 
reasonably possible to convene a meeting of the LGB in the time necessary to protect 
such interests. 
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Academy Leadership Roles 
 
It is the role of the Trust Board, in accordance with the Trust’s Schedule of 
Delegation, to appoint leaders of Academies. 
 
It is for the Trust Board, via the relevant LGB or other local instrument as deemed 
appropriate, to ensure the maintenance, development and compliance of each 
Academy, so as to ensure optimum curriculum benefit and educational outcomes for 
children, 
 
These Academy leaders, whether ‘Headteacher’ or ‘Head of Centre’, are charged with 
delivering on the local and Trust-wide objectives set out in the Trust’s Strategic Plan. 
 
As with the job descriptions of the CEO and Executive Headteacher, the Chief 
Financial Officer, the Company Secretary and the Clerk, the job descriptions for 
Academy Leaders will be determined according to personal circumstance and 
appointment arrangements.  
 
Each is therefore personal to the individual, and will have the same type of structure 
and provenance as those of the Trust Leaders. 
 
The role of the Academy Leader 
 

1. Provide strategic and operational leadership of the Academy 
 

2. Responsible for the internal organisation management and control of each of 
the Academy and specifically: 

 
a. Development of Academy strategies for Trust Board approval 

 
b. Determining and implementing curriculum provision and assessment 

 
c. Performance management of all staff at the Academy 

 
d. Disciplinary, capability and grievance aspects relating to all staff at the 

Academy 
 

e. Securing compliance with the Supplemental Funding Agreement  
 

f. Ensuring the proper discharge of all statutory functions including in 
relation to admission appeals and reviews of permanent exclusion  

 
3. Reporting termly to the Trust Board 

 
Headteachers are expected to fulfil their roles in accordance with the Department for 
Education’s 2015 National Standards of Excellence for Headteachers and any other 
subsequent updates to those standards. 
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Committees of the Local Governing Body 
 
Committees of the Local Governing Body are sub-Committees of the Trust Board. 
 
A Trustee, Committee (including any Local Governing Body), the Executive 
Headteacher or any other holder of an executive office to whom a power or function 
of the Trustees is delegated under Article 105 may further sub-delegate those powers 
or functions (or any of them) to a further person or sub-Committee.  
 
Where any power or function of the Trustees is sub-delegated by any person to whom 
it has been delegated, that person must inform the Trustees as soon as reasonably 
practicable which powers and functions have been further delegated and to whom, 
and any such sub-delegation shall be made subject to any conditions the Trustees may 
impose, and may be revoked or altered by the Trustees. 
 
Admissions Sub-Committee of the LGB 
 
Admissions are a matter for the local Governing Body of each Academy, and where 
relevant, an Admissions Sub-Committee of a LGB may be established. 
 
Composition 
 
All LGB members, or a subset thereof, and such others as may be appointed by the 
Trust Board 
 
Quorum 
 
2 for decisions on individual admission applications, 3 for all other meetings 
 
Meetings 
 
As required on seven days’ notice other than meetings to determine individual 
admission applications which may be convened without notice 
 
Outline of responsibilities 
 

1. To advise the Trust Board on any aspects of admissions and the admission 
arrangements for the academy that may be relevant including reporting on 
admission patterns and matters of concern 

 
2. To respond when required by the Trust Board to any proposal to amend the 

admission arrangements 
 

3. To consider and decide upon applications for places at the academy in the 
event of an admissions related complaint. 
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Pupil Exclusions Sub-Committee of the LGB 
 
Composition 
 
All LGB members, or a subset thereof, other than employees of the Trust and such 
others as may be appointed by the Trust Board 
 
Quorum 
 
3 
 
Meetings 
 
In accordance with statutory requirements 
 
Outline of responsibilities 
 

1. To consider all parental representations in relation to any pupil exclusion 
 

2. To meet to review all fixed period exclusions in excess of five days and all 
permanent exclusions whether or not parents make representations or exercise 
the right to attend 
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Scheme of Delegation 
 
The Trust’s Articles of Association constitute the fundamental instrument of 
governance of the Trust, and the so the Trust’s Terms of Reference and Schedules of 
Delegated Decision-making must serve to ensure that the operations of the Trust are 
in compliance with it. 
 
Terms of Reference set out who is authorised to do what, and the arrangements for 
collective decision making by the Trust Board and any Committee thereof. 
 
A Scheme of Delegation sets out the arrangements operating an organisation within a 
framework of delegated authority. 
 
This Scheme has three elements: Governance, Finance and Academy Operation. 
 
They each necessarily interact with one another and with the Terms of Reference. 
 
As such there may well be duplication, and in some circumstances, missing elements.  
 
The Scheme is therefore subject to ongoing and annual review for improvement. 
 
Key 
 
The entities and individuals to which authority and responsibility are delegated are: 
 

• M  Members 
 

• TB  Trust Board 
 

• CEO/ EHT Chief Executive Officer/ Executive Headteacher 
 

• CFO  Chief Financial Officer 
 

• DFR  Director of Finance and Resources 
 

• LGB  Local Governing Body 
 

• AH  Academy Headteacher/ Head of School 
 

• Other 
 
Where more than one entity or individual is identified, this means that all are required 
to be involved in or to contribute to the element of the Schedule, with the left-most 
entry indicating ultimate making of and/ or approval the particular decision. 
 
Practical note 
 
These Schedules of Delegation are also available in Excel, meaning the headings are 
more accessible and navigation in general is more user friendly.  
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Schedule of Delegation: Governance 
 
This is an adaptation of the National Governance Association’s Framework for 
Governance, and sets out the arrangements for compliance with the Governance 
Handbook at Trust Board and through its Committees where relevant. 
 
The structure of this Schedule is to identify Areas of Governance Activity, Decisions 
that are required to be made in each area, and, through Delegation, by whom. 
 
The Areas of Governance Activity that structure the Schedule are: 
 

• People 
 

• Systems and structures 
 

• Reporting  
 

• Being Strategic 
 

• Holding to account  
 

• Ensuring financial probity 
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People 
 

 

Area of Governance Activity Decision M TB CEO LGB 
People Members: Appoint/Remove Y 

   
 

Trustees: Appoint/Remove Y 
   

 
Role descriptions for members Y 

   
 

Role descriptions for trustees/chair/ specific roles/Committee members: agree 
 

Y 
  

 
Parent trustee/Committee member: elected 

 
Y 

  
 

Committee chairs: appoint and remove 
 

Y 
  

 
LGB chairs: appoint and remove 

 
Y 

  
 

Clerk to board: appoint and remove 
 

Y 
  

 
Clerk to LGB: appoint and remove 

 
Y 
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Systems and structures 
 
Area of Governance Activity Decision M TB CEO LGB 
Systems and structures Articles of association: agree and review Y 

   
 

Governance structure (Committees) for the trust: establish and review annually 
 

Y 
  

 
Terms of reference for trust Committees (including audit if required, and scheme for 
school Committees): agree annually 

 
Y 

  

 
Terms of reference for LGB/local Committees: agree and review annually 

 
Y 

  
 

Skills audit: complete and recruit to fill gaps 
 

Y 
  

 
Annual self review of trust board and Committee performance: complete annually 

 
Y 

  
 

Annual self review of LGB performance: complete annually 
   

y  
Chair’s performance: carry out 360 review periodically 

 
Y 

 
Y  

Trustee / Committee member contribution: review annually 
 

Y 
 

Y  
Succession: plan 

 
Y 

 
Y  

Annual schedule of business for trust board: agree   
 

Y 
  

 
Annual schedule of business for LGB: agree 

 
Y 

 
Y 
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Reporting 
 
Area of Governance Activity Decision M TB CEO LGB 
Reporting Trust governance details on trust and academies' websites: ensure 

 
Y 

  
 

Academy governance details on academy website: ensure 
 

Y 
  

 
Register of all interests, business, pecuniary, loyalty for members/trustees/Committee 
members: establish and publish  

 
Y 

  

 
Annual report on performance of the trust: submit to members and publish 

 
Y 

  
 

Annual report and accounts including accounting policies, signed statement on 
regularity, propriety and compliance, incorporating governance statement 
demonstrating value for money: submit 

 
Y 

  

 
Annual report work of LGB: submit to trust and publish 

   
Y 
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Being Strategic 
 
Area of Governance Activity Decision M TB CEO LGB 
Being Strategic Determine trust wide policies which reflect the trust's ethos and values (facilitating 

discussions with unions where appropriate) including: admissions; charging and 
remissions; complaints; expenses; health and safety, premises management; data 
protection and FOI; staffing policies including capability, discipline, conduct and 
grievance: approve 

 
Y 

  

 
Determine school level policies which reflect the school's ethos and values to include 
e.g. admissions; SEND; safeguarding and child protection; curriculum; behaviour: 
approve 

   
Y 

 
Central spend / top slice: agree 

 
Y 

  
 

Management of risk: establish register, review and monitor 
 

Y 
 

Y  
Engagement with stakeholders 

 
Y 

 
Y  

Trust's vision and strategy, agreeing key priorities and key performance indicators 
(KPIs) against which progress towards achieving the vision can be measured: 
determine 

 
Y 

  

 
Schools vision and strategy, agreeing key priorities and key performance indicators 
(KPIs) against which progress towards achieving the vision can be measured: 
determine 

   
Y 

 
Chief executive officer: Appoint and dismiss  

 
Y 

  
 

Academy principal : Appoint and dismiss 
 

Y 
  

 
Budget plan to support delivery of trust  key priorities: agree 

 
Y 

  
 

Budget plan to support delivery of school  key priorities: agree 
   

Y  
Trust's staffing structure: agree 

 
Y 

  
 

School staffing structure: agree 
   

Y 
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Holding to account 
 
Area of Governance Activity Decision M TB CEO LGB 
Holding to account Auditing and reporting arrangements for matters of compliance (eg safeguarding, 

H&S, employment): agree  

 
Y 

 
Y 

 
Reporting arrangements for progress on key priorities: agree  

 
Y 

 
Y  

Performance management of the Chief Executive Officer: undertake 
 

Y 
  

 
Performance management of academy principal : undertake 

  
Y 

 
 

Trustee monitoring: agree arrangements 
 

Y 
  

 
LGB member monitoring: agree arrangements 

 
Y 

 
Y 

 
Ensuring financial probity 
 
Area of Governance Activity Decision M TB CEO LGB 
Ensuring financial probity Chief financial Officer for delivery of trusts detailed accounting processes: appoint   

 
Y 

  
 

Trust's scheme of financial delegation: establish and review 
 

Y 
  

 
School's scheme of financial delegation: establish and review 

 
Y 

  
 

External auditors' report: receive and respond 
 

Y 
  

 
CEO pay award: agree 

 
Y 

  
 

Academy principal  pay award: agree 
  

Y 
 

 
Staff appraisal procedure and pay progression: monitor and agree 

 
Y 

 
y  

Benchmarking and trust wide value for money: ensure robustness 
 

Y 
 

y  
Benchmarking and academy value for money: ensure robustness 

 
Y 

 
y  

Develop trust wide procurement strategies and efficiency savings programme 
  

y 
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Schedule of Delegation: Finance 
 
This is modified version of the DCSF Financial Management Standard, and sets out 
the arrangements for compliance with the Academies Handbook across the Trust. 
 
It complements the Trust Financial Handbook, its Service Level Agreements, and 
other operational instruments. 
 
The structure of the Schedule is as follows: 
 

• Financial Planning 
 

• Trust improvement Plan – financial implications 
 

• Annual Budget Plan and Value for Money 
 

• Budget Monitoring and Control 
 

• Financial Reporting to the ESFA 
 

• Audit and Inspection Reports 
 

• Banking Arrangements 
 

• Petty Cash 
 

• Personnel and Payroll 
 

• Procurement 
 

• Leasing 
 

• VAT 
 

• Income 
 

• Security of Assets, Stocks and Other Property 
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Financial Management 
 

Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Financial 
Management 

Ensure the Trust’s continuing compliance with the 
Academies Handbook through compliance with its 
modified version of the DCSF Financial 
Management Standard in Schools (FMSiS). 

y y y y y y y 
 

 
To review the Trust’s Financial Handbook and all 
corresponding financial policies for approval by the 
Trust Board biennially. 

 
y y 

     

 
Approval of the Trust’s Financial Handbook. 

 
y 

      
 

Approval of the school’s financial policies 
(Schedule of Delegation, Scheme for Financing 
Schools, Financial Regulations, charging, refunds, 
debt recovery, asset disposal, etc) 

 
y 

      

 
To review Trustee and Local Governor induction 
procedures to ensure fitness for purpose. 

 
y y 

     

 
Ensure that  Local Governor induction procedures 
are fit for purpose and tailored to reflect the needs of 
the individual Academy. 

     
y y 

 

 
Ensure that all relevant financial updates are brought 
to the attention of the Trustees, Local Governors and 
Academy Headteachers. 

   
y y 

   

 
To consider all relevant financial updates and advise 
the Trustees of any issues affecting the Trust’s 
financial administration. 

  
y y 
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Trust Improvement Plan – Financial Implications 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Trust 
Improvement 
Plan – Financial 
Implications 

Prepare a fully costed improvement plan setting out 
the aims of the Trust. 

  
y y y 

 
y 

 

 
Secure the implementation of the improvement plan 
with the collective support of the Trust's staff. 

  
y y y y y 

 

 
Consider the draft Trust Improvement Plan, review 
and monitor it. 

 
y y 

     

 
Approve an ongoing improvement plan and take 
stock of the progress of the plan in a timely manner. 

 
y y 
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Financial Planning 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Financial 
Planning 

Prepare a three-year medium term budget (MTFP)  
and three year medium term staffing plan (MTSP) 
on the basis of the cost of current policies, the 
proposals for change (drawn from the Academies' 
improvement plans) and estimates of the level of 
future resources. 

   
y y y y 

 

 
Consider the Trust’s MTFP and MTSP in the light of 
the development plan and the level of future 
resources. 

 
y y 

     

 
Approve the Trust’s MTFP  and MTSP and review 
this document in the light of any significant factors 
that come to the attention of the Trust Board. 

 
y 
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Annual Budget Plan and Value for Money 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Annual Budget 
Plan and Value 
for Money 

Undertake benchmarking exercises on an annual 
basis for review by the Board of Trustees. 

   
y y 

   

 
Consider the benchmarking work undertaken by the 
school and propose changes, as required, to ensure 
that the Trust budget achieves value for money. 

  
y y 

    

 
Prepare the Trust’s draft annual budget and provide 
examples of how the Trust secures value for money, 
based on the agreed objectives of the Trust as set out 
in the improvement plan, MTFP and MTSP and key 
issues paper for consideration by governors 

   
y y 

   

 
Consider the Trust's draft budget and key issues 
(links to the school improvement plan and MTFP 
and MTSP) and the proposal of the balanced budget 
for the year for the approval of the Trust Board. 

  
y 

     

 
Approve the Trust’s annual budget. 

 
y 

      
 

Annual Timetable for Budget Management 
        

 
Prepare a timetable with key dates for annual budget 
management. 

   
y y 

   

 
Ensure that meetings are timetabled taking into 
consideration financial deadlines. 

   
y y 
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Budget Monitoring and Control 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Budget 
Monitoring and 
Control 

Review all budget movements undertaken, ensuring 
that the reasoning for the movements is sound. 

   
y 

    

 
Monitor and control expenditure against the budget 
during the financial year, including preparation and 
approval of reports for the Trust Board and the 
production of a register of staff responsible for 
managing budgets. 

    
y 

   

 
Review the budget monitoring reports and the 
projected out-turn position. 

    
y 

   

 
The control and monitoring of delegated budgets. 

    
y 

   

 
Financial Reporting to the ESFA 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Financial 
Reporting to the 
ESFA 

The preparation of the year-end accounts and other 
returns required by the ESFA for consideration by 
the Chief Accounting Officer. 

   
y y 

   

 
Approval of all year-end accounts and any other 
financial returns required by the ESFA or related 
parties. 

 
y 

      

 
To assure the trust board of the academy’s 
compliance with the requirements of the Academies 
Handbook, its funding agreement and all relevant 
aspects of company and charitable law. 

  
y 
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Audit and Inspection Reports 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Audit and 
Inspection 
Reports 

Produce a formal response to the Internal Audit 
report and an action plan showing how the 
recommendations will be implemented. 

    
y 

   

 
Consider the recommendations set out in Internal 
Audit report and the action plan proposed by the 
Headteacher for implementing these. 

   
y 

    

 
Ensure that the recommendations agreed by the 
school have been implemented. 

   
y 

    

 
Retention and Disposal of Accounting Records 

        
 

Ensure maintenance of complete financial accounts 
and full supporting records for all accounts.  (Refer 
also to the Financial Systems section below.) 

    
y 

   

 
The retention, secure storage and disposal of 
accounting records in accordance with current 
legislation. 

   
y y 

   

 
The maintenance of full financial records for all 
accounts. 

  
y y y 

   

 
Computer Systems and the Data Protection Act 2018 

        
 

Ensure that the Trust complies with the requirements 
of the Data Protection Act 2018. 

  
y 
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Banking Arrangements 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Banking 
Arrangements 

Open bank accounts and approve or vary signatures. 
  

y 
     

 
The authorisation of payments over £2,000 with a 'B' 
signatory 

  
y y 

    

 
The authorisation of payments for less than £2,000. 

  
y y 

  
y 

 
 

The control and reconciliation of the school’s bank 
accounts for consideration by the Academy’s 
Headteacher. 

    
y 

   

 
Approve the bank reconciliation on a monthly basis. 

      
y 

 

 
Petty Cash 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Petty Cash Agree an appropriate amount of petty cash to be 

held, currently £250, and the periodic check of 
completeness of financial records. 

   
y 

    

 
The maintenance of accounting records, the security 
and regular reconciliation of petty cash. 

    
y 
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Personnel and Payroll 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Personnel and 
Payroll 

Review the staff structure of the Trust annually. 
  

y y y 
 

y 
 

 
To review the financial implications of changes to 
staffing numbers and grades 

  
y y y 

 
y 

 

 
The maintenance of an authorised signatory list for 
employment contracts and pay documents. 

    
y 

   

 
The filing and storage of personnel and pay records 
in accordance with current legislation. 

       
Finance Manager 

 
Periodically reconcile gross pay with contracts and 
other authorising documents. 

       
Finance Manager 

 
Determine employee status for all individuals 
working on behalf of the Trust. 

       
Finance Manager 

 
Authorise all employee-related expenses to be paid 
through payroll (e.g. employees’ overtime, special 
allowances, travel expenses, etc). 

    
y 

   

 
The authorisation of Headteacher/ Director of 
Finance expenses 

   
y 

    

 
The authorisation of Executive Headteacher and 
Chief Financial Officer expenses 

  
y 

     

 
The authorisation of Chief Executive Officer 
expenses 

 
y 

      

 
Implement the Trust pay policy and appointment 
procedures for all staff employed through the school. 

  
y y y 

 
y 
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Procurement 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Procurement Set Trust rules for procurement, and monitor and 

review implementation. 

  
y 

     

 
Monitor procurement regulations to ensure 
compliance by the Trust. 

  
y 

     

 
Act as ‘Chief Officer’ for the letting of contracts. 

  
y 

     
 

Appoint Contracting Officer and Contracts Manager 
for the contracts taken out. 

   
y 

    

 
Maintain a Contracts Register in accordance with 
LA guidance. 

       
Finance Manager 

 
Act as Contract Manager and monitor contracts on 
an on-going basis. 

    
y 

   

 
Review contracts on an on-going basis (and as part 
of ensuring the school continues to achieve ‘best 
value’) 

    
y 
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Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Procurement (ctd) Ensure that at least two written quotes is obtained 

for purchases and contracts valued at between £500 
and £5000 where feasible and where permission to 
vary has been obtained from the Director of Finance 
and Resources. 

    
y 

   

 
Ensure that a minimum of three written quotes are 
obtained for purchases and contracts valued at over 
£5000 and up to a value of £10,000. 

    
y 

   

 
Ensure that a minimum of 3 tenders are obtained for 
purchases and contracts valued between £50,001 and 
£140,000, 

  
y 

     

 
Ensure that a minimum of 4 tenders are obtained for 
purchases and contracts valued between £140,000 
and EU limits. 

  
y 

     

 
Ensure that EU regulations are applied for all 
contracts over the EU threshold. 

  
y 

     

 
Maintain a list of contacts for professional guidance 
and advice. 

  
y 

     

 
Supervise contractors and service providers to 
ensure the receipt of best value for money and 
compliance with legislation. 

    
y 
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Leasing 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Leasing The maintenance of a register of all operating leases 

held by the school. 

       
Finance Manager 

 
Orders for Goods and Services and Payment of 
Accounts 

        

 
The maintenance of an authorised signatory list for 
orders (subject to the limitations agreed). 

       
Finance Manager 

 
The authority for the signing of official orders for 
the purchase of goods and services up to the value of 
their authorised budget. 

       
Budget holders 

 
Control the placing of orders for the purchase of all 
goods and services, up to a value of £50,000. 

    
y 

   

 
Approve orders for all goods and services. 

    
y 

   
 

Approve capital projects above £50,000. 
  

y 
     

 
The confirmation of the receipt of goods and 
services. 

       
Accounts 
administrator  

The preparation of payments. 
       

Accounts 
administrator 
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VAT 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
VAT To monitor the regulations on VAT, ensuring 

compliance by the school. 

    
y 

   

 
To complete and submit the reimbursement claim 
for VAT on a quarterly basis. 

    
y 

   

 
The signing of the VAT reimbursement claims. 

    
y 

   

 
Income 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Income Set a charging policy for consideration by the Trust 

Board. 

  
y y y 

   

 
Approve the charging policy. 

 
y 

      
 

Draw up proposed charges for the various areas of 
school income, including lettings, music tuition and 
school meals, on an annual basis. 

    
y 

   

 
Approve the annual review of charges for the 
various areas of school income. 

   
y 
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Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Income (ctd) Set suitable controls for the recording and collection 

of monies due, and for the movement of banking of 
monies for all accounts under the control of the 
school. 

    
y 

   

 
The control and collection of all income. 

    
y 

   
 

Approve procedures for chasing outstanding income 
due to the school (debt recovery policy). 

   
y 

    

 
Write off bad debts.  Amounts in excess of £2000 
approved by the Audit and Risk Assurance 
Committee. 

  
y 

     

 
Ensure the security of monies held on site. 

      
y Finance Manager 
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Security of Assets, Stocks and Other Property 
 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Security of 
Assets, Stocks 
and Other 
Property 

Produce and implement a policy for security 
arrangements at the Academies (including 
procedures for call-out and key replacements) 

    
y 

 
y 

 

 
Approve and periodically review the policy for 
security arrangements at the Academies. 

      
y Trust H&S 

Officer, Site 
Managers  

To determine a value above which assets should be 
recorded on the school’s inventory. 

    
y 

   

 
Ensure the physical security of the school’s assets, 
and maintain and periodically inspect an up-to-date 
inventory. 

      
y Site managers 

 
The security of physical assets. 

      
y Site managers  

The notification of any changes in physical assets to 
the inventory coordinator. 

       
Local staff 

 
To determine a value above which discrepancies in 
the inventory should be reported to the Trustees. 

  
y 

     

 
The physical inspection of the inventory on an 
annual basis or through an on-going programme of 
(random) sample checks. 

    
y 

   

 
 



THST                        Terms of Reference and Scheme of Delegation, December 2021                                                                              Finance 

81 

 
Aspect Area of Responsibility M TB CEO CFO DFR LGB AH Other 
Security of 
Assets, Stocks 
and Other 
Property (ctd) 

Prepare a policy for the disposal of surplus stock and 
equipment and property, other than land and 
buildings, and authorise items for disposal up to a 
maximum value of £250. 

   
y 

    

 
Approve the policy for disposal of surplus stock and 
equipment and the sale of property, other than land 
buildings. 

  
y 

     

 
Authorise items for disposal above a residual value 
of £250 

  
y 

     

 
Maintain a register of key holders. 

    
y 

   
 

Insurance 
        

 
Initiate adequate insurance cover for the school, and 
maintain a register of policies taken out. 

  
y y y 

   

 
Undertake an assessment of risk management for 
insurance purposes at the school. 

 
y y y y 
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Schedule of Delegation: Academy Operation 
 
This draws together the Terms of Reference for Local Governing Bodies and the 
articulation of the role of the individual Academy leader. 
 
It is not exhaustive and should be seen as an addition to, not a replacement of, the 
Schedules of Delegation for Governance and Finance. 
 
Delegated responsibilities of the LGBs as set out in the Terms of Reference are: 
 

1. Reporting to the Trust Board on the overall performance of the academy 
 

2. Determination of the annual spend of that part of the Trust budget delegated to 
be managed by the academy 
 

3. Monitoring of educational outcomes in the academy 
 

4. Appointment of staff working at the academy in accordance with Trust 
policies 
 

5. Monitoring all aspects of safeguarding, SEN, equality and student welfare 
 

6. Dealing with the regulatory requirements of admissions and exclusions 
through designated Committees of the LGB 
 

7. Liaising with the Trust Board, Executive Headteacher and CFO on all aspects 
of policy setting as they may respectively require 
 

8. Arranging election of elected members of the LGB in accordance with the 
Articles of Association 
 

9. Any other delegated functions, to be arranged and varied for time to time to 
meet the needs of the Trust 

 
In addition, in relation to financial matters: 
 

1. Detailed consideration of the annual budget for the Academy 
 

2. Monitoring the use of the pupil premium and other earmarked or dedicated 
funds 
 

3. Monitoring all Human Resource aspects 
 

4. Procurement of any contract with a value in excess of [£             ] but less than 
[£      ] (Values to be set out in Trust Finance Manual). 
 

5. Detailed consideration of relevant policies 
 

6. Any other delegated functions, to be arranged and varied for time to time to 
meet the needs of the Trust 
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With regard to curriculum matters: 
 

1. All aspects of the curriculum and curriculum delivery 
 

2. Dealing with formal complaints against an academy in accordance with the 
Trust complaints policy 
 

3. Monitoring student issues including behaviour and exclusions 
 

4. Monitoring all aspects of SEN 
 

5. Monitoring all aspects of safeguarding including British Values and the 
operation of the Prevent strategy  
 

6. Monitoring all equality aspects including the Public Sector Equality Duty 
 

7. Monitoring all aspects of readiness of inspection  
 

8. Detailed consideration of those policies within its remit 
 

9. Any other delegated functions, to be arranged and varied for time to time to 
meet the needs of the Trust 

 
The role of the Academy Leader is set out in the Terms of Reference as: 
 

1. To provide strategic and operational leadership of the Academy 
 

2. To be responsible for the internal organisation management and control of 
each of the Academy and specifically: 
 
a. Development of Academy strategies for Trust Board approval 

 
b. Determining and implementing curriculum provision and assessment 

 
c. Performance management of all staff at the Academy 

 
d. Disciplinary, capability and grievance aspects relating to all staff at the 

Academy 
 

e. Securing compliance with the Supplemental Funding Agreement  
 

f. Ensuring the proper discharge of all statutory functions including in 
relation to admission appeals and reviews of permanent exclusion  
 

3. To report termly to the Trust Board 
 
The schedule of delegation that complements these terms of reference is set out 
below. 
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Admissions 
 
Key Function Task M TB CEO CFO LGB AH 
Admissions Approve admissions policy 

 
y 

  
y 

 
 

Admissions application decisions 
    

y 
 

 
Establish Independent Admission Appeal Panels 

 
y 

    

 
School Organisation 
 
Key Function Task M TB CEO CFO LGB AH 
School 
Organisation 

Approve times of school day and dates of school terms and holidays 
 

y 
  

y 
 

 
School uniform 

    
y y  

School website 
    

y y 
 
Performance & Curriculum 
 
Key Function Task M TB CEO CFO LGB AH 
Performance & 
Curriculum 

Review progress against School Development Plans 
 

y y 
 

y y 

 
Discipline/ Exclusions 
 
Key Function Task M TB CEO CFO LGB AH 
Discipline/ 
Exclusions 

Monitor implementation of pupil behaviour policies 
 

y y 
 

y 
 

 
Review of exclusions in accordance with statutory requirements 

    
y 
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Policy 
 
Key Function Task M TB CEO CFO LGB AH 
Policy Complaints policy 

 
y 

    
 

Attendance policy 
    

y 
 

 
Sex education policy 

    
y 

 
 

Teaching and learning policy 
    

y 
 

 
Religious Education policy, as required (specific if needed for each school in the 
Trust) 

    
y 

 

 
Educational Visits policy 

    
y 

 
 

Child welfare and safeguarding policy 
    

y 
 

 
Lettings policy 

    
y 

 
 

Staff and Trustee Expenses policies 
 

y 
    

 
Gifts and hospitality policy 

 
y 

    
 

Pay and Reward policy 
 

y 
    

 
Whistle blowing policy 

 
y 
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Staff & Performance Management 
 
Key Function Task M TB CEO CFO LGB AH 
Staff & 
Performance 
Management 

Appointment/dismissal of staff within the Academy 
 

y y 
  

y 

 
Implement staff, HR, grievance, pay, performance management/ appraisal and 
disciplinary policies 

 
y y y y y 

 
Approve changes to school staffing structures including recruitment and terms and 
conditions 

  
y y y y 

 
Approve re-grading of job roles 

   
y 

 
y  

Approve redundancies and staff restructures 
 

y y y y y 
 
Asset Management 
 
Key Function Task M TB CEO CFO LGB AH 
Asset Management Asset Management policy and plan 

 
y y y y y 

 
Finance 
 
Key Function Task M TB CEO CFO LGB AH 
Finance Local spend decisions within delegated budget 

     
y 

 
Payroll 
 
Key Function Task M TB CEO CFO LGB AH 
Payroll Approval of overtime within delegated budget 

     
y 
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Health & Safety 
 
Key Function Task M TB CEO CFO LGB AH 
Health & Safety Monitor implementation of H&S Policy 

 
y y y y y 

 
Premises 
 
Key Function Task M TB CEO CFO LGB AH 
Premises Monitor implementation of premises-related polices 

 
y y y y y 

 
Risk 
 
Key Function Task M TB CEO CFO LGB AH 
Risk Monitor Risks 

 
y y y y y 
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