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SECTION4INTRODUCTION AND GENERAL

1.0 Introduction
Milton Keyne<olleggthe College)a corporationwasestablished under th&urther &
Higher Education Act 1992 he College is an exempt charity within the meaning of part 3
of the Charities Act 2011.

1.1 General

1.1.1 TheCollegehasexemptcharitablestatusandis governedby the provisionsof:

a) The EducationActs (as defined in section 578 of the EducationAct 1996) and
any subsequent Education A&g.the Education Act 2011 (Revised Schedule 4)

b) TheFurtherandHigherEducation Act 199and themodificationorder 2012
¢) The Instrument andrticlesof the Corporation

d) Funding Agreements with its funding bodies.

e) Thevaluesof the Collegeasagreedbythe Board.

f) TheStandingOrdersof Milton Keyne<College

g) TheseFinanciaRegulations

h) Theframework for financial management set outNMdanaging Public Money

1.12 Inthe event of any conflict between the above regulations, the latter regulations are
subordinate to the earlier regulations e.g. (c) is subordinate to (b) which is subordinate
to (a).

1.13 The College is accountable through its Board (and referred to in the Financial
Regulations as The Board) which has ultimate responsibility for the College’s
management and administration.

1.14 TheFundingAgreementsets out the terms and conditions on which grant funding
made. TheBoardisresponsibldor ensuringthe conditionsof grantare met. Aspart of
thisprocessthe Collegemustadhereto the College Financial Handbowkich requires
it to have sound systems of financial and management control. These Financial
Regulations form part of this overall system of accountability.
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1.15 In November 2022, The Office for National Statistics determined that the College should be
reclassified as a Public Sector Body and must abide by the rules witHiMdhaqging Public

Money guidance.

1.16 TheCollege Financial Handboskall be adhered to by the College, and these Financial
Regulations reflect the requirements contained within that handhook

1.2 Status oftheseFinancial Regulations

1.21 TheseFinanciaRegulationsetout the College’s policiesrelatingto financialcontrol and
supersedeall earlierissues.Theseapply to the College and all its subsidiary
undertakings.

1.22 Aswellasbeingsubordinateto the Instrumentsof the Board, these Financial
Regulations are subordinate to tl@@llege Financial Handbook

1.23 Compliancevith theseFinanciaRegulationss compulsoryfor all staff connected with
the College A breach of these regulations is a disciplinary matter which may lead to the
dismissal of thestaff memberconcerned.lt is the responsibility of all Line Managers to
ensure that their members of staff are made aware of the existence and content of the
College’s Financial Regulations.

1.24 The Board may receive reports from the College Auditors and members of the Senior
Leadershipream orHead of Governance on matters which may give rise to a review
theseregulations.lt isthe responsibilityof the Boardto maintainacontinuous review of
the Financial Regulations.

1.25 ltis the responsibility of th€EO an@roupPrincipalto ensure that the Financial
Regulationsre keptin line with the Rulesor Conductof BoardBusinesgcontainedin
the StandingOrders). TheRuledor Conductof BoardBusinessrethe responsibilityof
the Head of Governance.

1.26 Itisthe responsibilityof the ChiefOperatingOfficerto ensurethat theseFRnancial
Regulations are posted to the College staff intranet.

1.2.7 Allreferencego postsin the FinanciaRegulationsre generic. Annexl containsa list of
the GeneridPostsusedin theseregulationsandthe currentdescriptionof that postin
use in the College at the date of thanex. It also indicates whether a post holder, or
designated Senior Poslolder,is part of the Executive Leadership TeanGroup
Leadership Tearand whether it is included on a list for bank mandate purposes.
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1.28 The purpose of the Finance Regulations is to provide control over the College’s resources.
They provide management with the assurarticat these resources are being effectively
utilised to achieve the College's strategic plan and business objectives. Specifically, they
focus on:
e Maintaining financial viability
e Achieving value for money
e Upholding effective financial controls over the use of public funds
e Complying with all relevant legislation
e Safeguarding assets for the public benefit

SECTION2RESPONSIBILITY, DELGATION AND MONITORING

2.0 Responsibilityfor the Affairs of the College

2.0.1 TheCorporation(Board

Themembersof the Corporation(alsoknownasthe Board Governingdodyor Board)
havethe ultimate responsibilityfor the affairsof the College.

2.0.2 Responsibilityf the Board

Thefinancialresponsibilitief the Boardareto:

e ensurethe solvency othe Collegeandthe safeguardingf the Collegeassets

e appoint, grade, suspend, dismiss and determine the pay and conditions of service of
the Group Principal and other senior post-holders.

e setaframeworkfor payandconditionsof serviceof all other staff.

e ensure that the financial planning and other management controls, including
controls against fraud and theft, applied by the College are appropriate and
sufficient to safeguard public funds

e approvethe appointmentof externalauditorsandreappointmenton an annual basis

e determine whetheran internalaudit servicas required and approvihe
appointment of the internal audit servia@nd reappoint on an annual basis

e secure the efficient, economical and effective management of all the College’s
resources and expenditure, capital assets and equipment and staff so that the
investment of public funds in the College is not put at.risk

e ensure that appropriate financial considerations are taken into accatatlstages
in reaching decisions and in their execution

e plan and conduct its financial and business affairs so that its total income is not less
than sufficient, taking one year with another, to meet its total expenditure

e approveanannualbudgetbeforethe beginningof the financialyear.

e ensure that the College complies with thellege Financial Handboakd
Framework for auditors and reporting accountants of colleges

e approve the College’s strategic plan and approve and publisithe annualRnancial
Satements.
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2.1 Committeesof the Board

TheBoardhascreatedthe following Committeesand scrutiny groupwith delegated
authority for the specificareasstated. Ultimate responsibility for these areas remains
with the Board.

2.11 RemunerationCommittee

The Remuneration Committee is responsitoeadvising the Board on theayand
conditionsof serviceof seniorpost-holders. It will advisethe Board on the remuneration
of the senior post-holders and other issues concerning their employment.

Refer to the Committee’s Terms of Reference for its full list of responsibilities.
2.1.2 Audit& RiskCommittee

In accordance with th€ollege Financial Handbodhe Mllegemustestablish an audit
committee, appointed by the board, to provide independent assurance t@ted

that its financial and notinancial controls are operating effectively. In a college group
comprising a parent college and other entities such as wholly owned subsidiary
companies, the audit committee of the parent college may discharge the audit
committee obligations in respect of every entity in the group.

TheCommitteeisindependent,advisoryandreportsto the Board It hasthe right of
accesdo obtainall the information it considersiecessary and to consult directly with
the internal and external auditors.

The Committee is responsible for identifyiaigd approvingappropriateperformance
measuredor internalandexternalauditandfor monitoringtheir performance.It must
alsosatisfyitselfthat satisfactoryarrangementsarein place to promote economy,
efficiency and effectiveness.

Refer to the Committee’s Terms of Reference for its full list of responsibilities.

2.1.3 SearchandGovernanc&€ommittee
The Search and Governance Committee is responsible for keeping under review
requirements for appointment or reappointment of Governors and changes in the
number and composition of the Board and making recommendations thereon to the

Board.

It alsomaintainsoversightof Boardperformance trainingandgovernanceelated
policies.

Refer to the Committee’s Terms of Reference for its full list of responsibilities.
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2.2

22.1

ScrutinyGroups

TheBoardmayestablishscrutinygroupsfrom time to time with delegatedoowerssetout
inthe group’s termsof reference. These are not formal committees but provide an
additional layer of scrutiny and monitoring. Groups aften time bound i.e. established
to serve a specific purpose and are then disbanded.

Refer to the Group’s Terms of Reference for its full list of responsibilities.

Managementof the College

The Board and Members of the Committees, being non-executive, cannot undertake the
day-today management of the College.

TheCEO an&roupPrincipal

In compliance with the College’s Accountability Agreement, the Board must appoint, in
writing, a named individual a&ccountingOfficer. TheCEO and Group Principal is the
College’s designated AccountingOfficer and is responsible for the financial
administration of the College’s affairs.

TheAccountingCOfficer role carries specific responsibilities for financial matters. It
includes a personal responsibility to Parliament, and to the Education and Skills Funding
Agency’s (DfEs) accounting officer, for the college’s financial resources.

TheAccountingOfficer:

e must be able to assurefE’s accounting officer, Parliament, and the public, of high
standards of probity in the management of public funds, particularly regularity,
propriety, feasbility and value for moneincluding economy, efficiency and
effectiveness- the 3 elements of value for mondgs defined irManaging Public
Money).

e must adhere to The Seven Principles of Public Life.

e must have oversight of financial transactions, by:

e ensuring that the college group’s property and assets are under the governors’
control and measures exist to prevent losses or misuse

e ensuring bank accounts, financial systems and financial records are operated by
more than one person

e keeping full and adequate accounting records to support the college’s annual
report and account

e must complete and sign a statement of regularity, propriety and compliance each
year and submit this t®fEwith the college’s audited annual report and accounts,
as set out in the Colleg&ccountsDirection (the Accounting Officer’s Annual
Statement)
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TheAccountingOfficer’s duty to raise concerns:

TheAccountingOfficer must take personal responsibility (which must not be delegated)
for assuring théBoard that there is compliance with the Accountability Agreemant

the College Financial handboand the College’s governing document. This includes

where such action conflicts with the duties of the Accounting Officer to ensure
regularity, propriety, value for money and feasibility. Though it should be noted that this
obligation on the part of the accounting officer does not remove aluce the

responsibility of the governors for oversight of compliance.

The AcountingOfficer must formally adviseBoard members in writing if action the
Board isconsideringsincompatible with the governing document (for example,
Instrument andArticles ofGovernment orArticles ofAssociation) Accountability
Agreement orCollege Financigandbook TheAccountingOfficer must also formally
adviseBoard members in writing if th8oard fails to act where required by the
Instrument andArticles, AccountabilityAgreement orCollege Financial Handbaok
Where theBoard is nevertheless minded to proceed, thecountingOfficer must
consider theBoard’s reasons as provided in writing. If the AccountingCfficer is required
to implement theBoard’s decision, but still considers the action proposed by the Board
is in breach of thénstrument and articles of government, tifecountabilityAgreement
or the College Financial handbk, the Accounting @icer must notify DfEs accounting
officer as soon as practtusing thecustomer help portal

ChiefOperatingOfficer

The Chief Operating Officer the designated Chief Financial OfficEreChiefOperating
Officer(unlessdelegated to theGroup Director of Financevhere these regulationgermit):

e isresponsibldo the CECGandGroupPrincipalfor ensuringthe administrationof the
financial affairs of the College and shall provide financial advice to the Board and its
Officers supervise the implementation of financial policies; design; implement and
supervise financial control systems; and prepare and maintain such accounts,
estimate, records and reports as the Board may require for the purpose of carrying
out its duties

e isresponsiblgo the CEGand GroupPrincipalfor preparingannual statements of
account for the College. Tlacounts will be prepared in accordance with
guidelines issued by the appointed Governmeniding bodies and conform to
recommended accounting practice. These statementoobunt are tde
presented to theappropriate Committee or Scrutiny Group prior to beprgsented
to the Boardfor formal approval and for signature by two memberstod Board,
one of whom is to be the Chair

e isresponsiblefor any the administration of any College companies

e preparation of accounts, management information, monitoring and control of
expenditure against budgets and all financial operations

e maintenance of the College’s financial systems of control including computing
systems

e ensuring that existing and new members of staff are informed of their
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responsibilities within the terms of these Financial Regulations

e reporting to the Board any issues giving cause for concern with regard to the
general stewardship of public funds.

e Provision of advice on all matters relating to financial policies and procedures
including advice to budget holders in the execution of their financial duties

OtherMembersof Senior_eadershipfeam

Membersof the SeniorLeadershiff eammayvaryfrom time to time andthe current
membersareshown in Annex % Post Holder Titles and Groups.

Headof Governance
TheHeadof Governances appointedby the Boardandisresponsibldor:

e ensuringthe Boardoperateswithin its powers
e ensuringthe Boardfollowsagreedandproperprocedures
e ensuringthe businesf the Boardis conductedsmoothlyand efficiently

Budget Holders

Budget holders are ultimately accountable to the Chief Executive Officer for the financial
management of their respective areas or activities. They receive guidance fro@htee
Operating Officeandthe GroupDirector of Finance in fulfilling their financial
responsibilities.

Budget holders must establish and maintain clear lines of responsibility for all financial
matters within their areas. When resources are allocated to budget holders, they are
responsible for managing their own budgets.

Budget holders must provide the Group Director of Finance thiéhnecessarynformation

to facilitate:

e Completion of the CollegdsnancialSatements

¢ Implementation offinancialplanning and forecasting

e Execution of external and internal audits, financial reviews, project reviews and any
other financerelated valuegfor money initiatives.

2.2.6 All Members of Staff

e Have a general responsibility for compliance with these Financial Regulations and for
the security of the College’s property, for avoiding loss and for due economy in the use
of resources.

e shall make available any relevant records or information toGhief Operating Officer
or their authorised representative in connection with the carrying out of their dudfes
implementation of the College’s financial policies and system of financial control.

e shall provide theChief Operating Officer or Group Director of Finawaé such
financial and othemformation as they may deem necessary, from time to time, to
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carry out the requirements dahe Board

e shall immediately notify th€hief Operating Officer or Group DirectorFahance
whenever any matter ariseghich involves, or is thought to involve, irregularities
concerning, inter alia, cash, storesmpperty of the College. Thehief Operating
Officershall, take such steps #sey consider necessary by way of investigation and
report.

2.3 Accesgo Information

In order to perform the responsibilitieBnposed above and also to comphyth
statutory provisions, access to the documents and records of the College shall be
available to:
e Any Governor,the CEOand Group Principal,Head of Governanceor Member of
the Senior Leadership Team.
e Anyproperlyappointedauditorswhetherinternal or external.
e Anyproperlyauthorisedofficialfrom the followingexternalbodies:
- HMRevenueandCustoms
- Police
- Fundingbodies
- Courts
e Relevangovernmentdepartments
e Anyother official or personauthorisedby the Governors

2.4 BudgetResponsibilities
24.1 Responsibilities

TheCEO and Group Principal, who is the College’s Accounting Officer, holds overall
responsibilityfor the achievemenbf the total Collegebudget

The COO and Group Director of Finaareresponsible for preparing three-year
financial plan on an annual baéis approval by the Board and for preparitige
financial forecasts for submission to the funding body. Financial plans will be based
the budget objectives set by the Boaadd will beconsistent with theSrategicPlan and
the Estates Strategy approved byetBoard.

The COO and Group Director of Finance are responsible for an annual revenue budget
and a Capital Programmehich will include scenario Planning and identify any Risks for
approval by the Board.

The COO andrGup Director of Financevill ensure these budgets are communicated to
budget holders in a timely manner and in advance of the new Financial Year.

EachBudgetHolderis accountabléor ensuringthat their respectivebudgetsare
achieved by staying within budgeted income and expenditure levels.
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2.5

2.6

2.7

The CEO reserves the rightassumecontrol of a budget where there is a riek
expenditure exceeitig setlimits.

CollegeBudgetand Virement

Budgetdor revenueandcapitalexpenditurewill be setin accordancewith the
procedureoutlinedin the Financial Regulations Sectior Revenue and Capital Budget.

TheBoardmayapproverevisionsof the total budgetsandforecastswithin the Financial
Year

The Capital Budgeting Process will be the responsibility of the COOraungl Girector
of Finance

No budget virements are permitted without the approval of the Group Director of Finance.
Virement between pay costs and n@ay costs isiot permitted

Student Union

TheStudentUnion(the Union)shall receive appropriate funds from tl@®llege to enable it
to effectivelypursue its aims and objectives. This annual allocation of funding shall be
approvedby theBoardat the last meeting of the financial year, on presentation of the
Union’s estimates for the forthcoming academic year.

The Union, acting througits trustee board, shall be empowered, in pursuit of its aims and
objectives, to manage budgets with prior approval of the Group Director of Firearecéor
College budget holderAny decisions on borrowing, investing, offering material assets as
security are subject to the Financial Regulations.

TheUnion’s trustee board shall supervise all Union finances and ensure that proper books
of accountare maintained.

The trustee board shall be responsible for ensuring that the annual budget, amendments
to the budget, audited accoun{$#f appropriate)and all other shorterm financial reports

and financiaproposals are discussed and approvedstydent Council.

A copy of the Union’s budget and the audited accounts (if appropriate)shall be given
promptly to theCorporation each financial year for approval and be made available to all
students.

The financial year of the Union shall run from 1st August to 31st July.

Monitoring and Reporting

The Board shall determine how often it receives an Income and Expenditure report and
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the College’s overall performancencludingacomparisorwith the budgetand
commentaryonthe results. Thisshould be included in the Bodsdannual business plan
but not to be less than once per term.

TheBoardwill alsoreceivemonthly management accounts including:
« Measuremenbf performanceagainstrevenueandcapitalbudgets
« Reportof budgetvariances

« Balancesheetasat the end of the month to whichreportsrelate
» CaslFlowreport comparingactualagainstprojections
» Caslflow forecast

2.7.1 SeniorManagement
Eachmonth the SeniorLeadershiplreamwill reviewthe latestManagementAccounts.

2.7.2 BudgetHolders

Budget Holders will be supported in their role by the Group Director of Financevi¢ind
be provided with a summary of their respective financial performang®snthly. A
detailed report is also made available.

2.7.3 Treatment of Year End Balances

At yearend budget holders will not have the authority to carry forward a balance on
their budget to the following yeaunless approved through the Annual Planning

Process and approved through the normal College Budget approval process, externally
funded projects are an exception to this.

2.8 Managing Public Money

Colleges were reclassifidy the Office for National Statistigsto the central
government sectom November 2022The(ollegeis now sijectto the framework for
financial management iMPM (Managing Public Mongywhich sets out a number of
requirements TheDfE Bite Size Guides summarise the guidelines

Note that MPM guidelines are constantlyeing updated and may have been
changedsince these Financial Regulations were last reviBthse refer to

the College Financidandbookfor the latest guidance and to check the limits.
In the event of conflict between these FinandRagulatiors and theCollege
Financial Handbogkhe latter takes precedence.

The Collegenust have systems and controls to identify, record, approve and, where
required, report to DfE transactions of a certain tygéetable belowsummarisegshe
categories ofransactionsgn scope(Reference section 5.4.1 of tli&llege Financial
HandbooR.
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Category

Approvals Required

Novel, contentious, and
repercussive transactions

DfE agreement required

Special Payments (Staff
Severance)

DfEagreement required if noistatutory/non-contractual
element is £50,000 or more

DfEagreement required for an exit package which inclu
a special severance payment that is at, or above, £10(
and/or the employee earns over £174,000

Special Payments
(Compensation payments)

DfEagreement required if noistatutory/non-contractual
element is £50,000 or more

Special Payment&kgratia,
extra-contractual, extra
statutory and extra
regulatory payments

DfE agreement required

Writing-off debts and losses

DfEconsent required if exceeds 1% of annual income ¢
£45,000 individually, or 5% of annual income or £250,(
cumulatively

Entering intoindemnities
(beyond the normal course
of business), guarantees or
letters of comfort

DfEconsent required if exceeds 1% of annual income ¢
£45,000 individually, or 5% of annual income or £250,(
cumulatively

Disposal of fixed assets
land and buildings

Proceedsnustbe used for capital reinvestment or to pa
off debts.DfEagreement required if proceeds are
intended to be used to support working capita or for th
purposes of avoiding insolvency

Disposal of fixed assets
moveable assets

Proceeds may be used at the college’s discretion, subject
to the usual requirements of regularity, propriety and
value for money

Leasing- Finance and
Operating Leases

DfE agreement is not required

Surpluses- surplus carry
forward

DfE agreement is not required

Borrowing- loan / overdraft

DfE agreement is required

Borrowing- credits cards
(for business use)

College has full discretion provided intereshot
incurred

SeniorPay
Controls

Reference:
College Financidédandbook
2.24-2.28

DfE agreement iszquired fornewly advertised
appointments with salaries in excess df7&,000

DfE agreement iszquired for pay awardabove6%to
staff on salaries abovelZ4,0000r where a payward of
over 6% takeghe salary toor above the threshold

DfE agreement igequired for performance related pay
over £25,000
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SECTION-3ACCOUNTING POLICIES AND PROCEDURES,
STATISTICAL INFORMATION, TAXAAQDI,T AND RETENTION
OF RECORDS

3.0 AccountingPoliciesand Procedures

The College’s financial year will run from the 15t of August until the 3% of July the
following year.

The annual report and accountsll be prepared in accordance with the Statement of
Recommended Practice 2019 Accounting for Furdret Higher Education, Financial
Reporting Standard 102 (FRS102) and the latest College Accounts Direction

The accounts are audited in line with theamework for auditors and reporting
accountants of colleges

Accounts will be prepared with the historic cost convention.

Any Subsidianiccounts will be prepared in the format in accordance with the
provisions of the Companies Act 2006.

TheGroupDirector of Finance will be responsible for preparing yead consolidated
financial accounts for audit by the external auditors.

TheFinanciaStatementswill be submittedto the Boardfor final approval.

TheFinanciaStatementswill be reviewedby the Audit & RiskCommitteeparticularlyin

the context of the audit management letters and internal audit reports, having
particular regard to the Statement of Corporate Governance and Internal Control and
the Statement of Responsibilities of the Members of the Corporation.

3.0.1 Capitalisation and Depreciation
Land and Buildings will be recordedthe balance sheet at actual build or acquisition
cost. Where Lath and Buildings are acquired with the aid of specific grahescapital
grants are capitalised, held as deferred income ewbgnisedver the expected useful
life of the asset.

Assets under Construction anet depreciated uatil they are brought into use.

Assets with acquisition cost of over,800 will be capitalised and depreciated a
straight line basis over its useful economic titerently between 5 and 10 years.

3.1 Statisticalinformation

Otherreturnsandstatisticalinformation maybe requiredfrom time to time by funding
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3.2

3.3
3.31

3.32

agenciesandother Governmenbodiesor agencies.Completionof suchreturnswill be
the responsibility of:

= CEQ@ndGroupPrincipal for strategicplanningreturns.

= Chief Operating Officer and Gro@rectorof Finance- for budgets financialand
cashforecasts.

= GroupDirectorof Funding Dataand Examsfor studentnumbersandother student
information.

Following completion and where appropriate, returns shall be authorised for submission
by any appropriate Committee and the Board.

Taxation

TheGroupDirector of Finance is responsible for advising Budget Holders in the light of
guidance issued by the appropriate bodies and relevant legislation as it applies, on all
taxation issues. Therefore, th@roupDirector of Finance will issue instructions to
departments on compliance with statutory requirements including those concerning
VAT, PAYE, National Insurance, Corporation Tax and Import Duty.

TheGroupDirector of Finance is responsible for maintaining the College’s tax records,
makingall tax paymentsyeceivingtax creditsand submittingtax returnsby their due
date as appropriate

Audit

AuditRequirements

Colleges must appoint external auditors.

Although Corporations are not required to commission internal auditors, afihéenal
Audit Service)supplemented by specialists in particular areas, will provide assurance on
the effectiveness of internal controlkiternalauditors,AnancialSatementsauditorsand
fundingauditorsshallhaveauthority to:

e accesLolleggremisesat reasonabldimes

e access all assets, records, documents and correspondence relating to any financial
andother transactionf the Collegeor of anysubsidiaryor associate of the College

e requireandreceivesuchexplanationsasarenecessargoncerninganymatter under
examination

e require any employee of the College to account for cash, stores, or any other College
property under his or her control

e accessecordsbelongingo third parties,suchascontractors,whenrequired.

Internal Audit

The Board is ultimately responsible for the College’s system of internal control and for
reviewing its effectiveness.
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3.33

TheAudit& RiskCommitteeshallbe responsibldor developinganinternalaudit
procedure, which may be carried out by outside appointees ahbydevelopmenof a
specialist internal audit teamif an outside appointee, the internal auditor shall be
appointed annually each year by the Board on the recommendatioheofudit& Risk
Committee. The Audit& RiskCommittee shaltonsider andecommend to the Board
each year an updated Strategic Plan and Annual Operating Plan for Internal Audit.

The Internal Auditors shall be independent from the Finance Department and have no
line management responsibility within the College, reporting directly to the Autsk
Committee. The Internal Auditors shall have direct access to the Board, the CEO and
GroupPrincipaland Chairof the Audit & RiskCommitteeand all staff of the Collegeor of
subsidiaries or associates.

The Internal Auditors shall be responsible for ensuring that the College acts in
accordance with the provisions of the various regulations set out isgReancial
Regulations.

Thelnternal Auditorsshallalsoberesponsibldor reviewingthe financialcontrolsand
procedures of the College and reportindpetherthey are being correctly followed and
are adequate for their purposelhey should also recommend improvemetdshe
controlsandproceduresf appropriate. Theaboveincludesthe information security and
operation of the computer systems used by the College to retrartsactions.

Thelnternal Auditorsshallreport to the Audit& RiskCommitteewith areviewof their
findings ateastthree timesayear. Inthe eventof the Internal Auditorswishingto report
their findings more urgently they may convene a meeting of the AiidRiskCommittee
which must meet within 14 days of such a request.

The auditor will also comply with the Auditing Practices Board’s Auditing Guideline
“Guidance for Internal Auditors”.

The appointment of internal auditors will be subject tthaee year tendering cyclavith
an option to extend for two yeaito ensure best value for money.

ExternalAudit

Theappointmentof externalauditorsfor the main FnancialSatementsof the College
will take place annually and is the responsibility of the Boditte Board will be advised
by the Audit& RiskCommittee.

The primary role of external audit is to report on the College’s HnhancialSatements and
to carry out such examination of the statements and underlying records and control
systemsasarenecessaryo reachits opiniononthe statementsandto report on the
appropriate use of fundslts duties will be in accordance with advice set out in the
Framework for auditors and reporting accountants of collegad the Auditing

Practices Board’s auditing standards.
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3.34

3.35

3.36

34

341

3.42

TheExternalAuditors shalteport to the Audit & RiskCommitteewith areview oftheir
audit at least annually following the completion of the audit.

The Group Director of Finance is responsible for setting the timetable for final accounts
purposes with Governance Services.

The GrougHnancialSatements will be reviewed by Audft Risk Committee by the
external auditors before being recommended to the Board for final approval.

Monitoring the Performance of Auditors

The Board’s Audit & Risk Committee will set KPIs and monitor the performance of
auditors. Letters of Engagement will specify contractual terms.

Audit services will be subject to annuatappointment within the terms of the agreed
contract.

Policy on Reendering

TheExternal Audit Service will be retendered every three to five years (although this
does not mean that a different firm of auditors will always be appointed). The quality of
the audit service required, as well as the price, will be a consideration.

Although there is10 requirement on the retendering of internal auditors, the College
will adopt the same good practice and retender the IAS every three to five years.

OtherAuditors

The College may, from time to time, be subject to audit or investigation by external
bodiessuchas fundingoodies,NationalAudit Officeor HM Customs Revenud@hey

have the same rights of access as the internal and external auditors.

Retentionof Records

Access

As set out in Financial Regulations Section 2: Responsibility, Delegation and Monitoring,
all auditors shall have unrestricted access to all records, documents, minutes etc. of the
College as they require.

Records

3.4.2.1 BoardMeetings

Allminutesof Boardmeetingsandcommitteemeetingsareto be archivedat the
year end andretained indefinitely.
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3.42.2

3.42.3

HnancialRecords

TheGroupDirectorof Financasresponsibldor the retention of financial
documents.These should be kept in a form that is acceptable to the relevant
authorities.

The College is required by law to retain prime documents for six years after the
end of the financial year at a secure locatidrhese include:

e Purchaserders

e Purchasenvoices

e Salesnvoices

e Bankstatements

e Copieofreceipts

e Paidcheques

e Payrollrecords,includingpart time lecturercontracts

For auditing and other purposes, other financial documents should be retained

for three years or as determined by tispecific requirements of theunding
organisations.

After this time documents should be destroyed/removed to ensure GDPR
compliance

Supervisiorof Archive
Recordstoredin the archivemustbe clearlylabelled.

Accesgo the archivewill bethe responsibilityof the CEGandChiefOperating
Officer or another member of the Senior Management Team.

Theretention periodandresponsibilityfor collegearchivedsasfollows:

Record Retention  Responsibility

Period
Minutesof Corporationand Committees Indefinite  Headof Governance
AgendaPapersof Corporationand 11years Headof Governance
Committees
FinanceRecordsncl. Payroll 6 years ChiefOperatingOfficer

Furtherinformationonthe retention of recordsisshownin the DataProtection
Policy.
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FECTIOM - REVENUE AND CAPITAL BUDGET

4.0 Introduction

TheBoardwill establishthe overallcriteriaby whichthe Collegdasto achieveits financial
plan in accordance with the Strategic Plarne Board will set budget objectives for the
College.

TheGroupDirector of Finance is responsible for preparing annually a tyese
FinanciaPlanfor approvalby the Boardandfor preparingfinancialforecastsfor
submission to funding bodies as requir€the Financial Plan, including the financial
objectives, should be consistent with the Strategic PlanistdtesStrategy approved
by the Board.

TheGroupDirector of Finance is responsible for preparing the Annual Budget
comprisingaRevenuaBudgetandCapitaBudgetfor submissiorio the Board. To enable
proper consideration of all facts by the Governors the budget papers submitted to the
Governors should include:

a) Revenududgets
b)  CapitaBudgets
c) CashFlowProjectionshasedon a)andb)

TheGroupDirector of Finance must ensure that detailed budgets are prepared at
department level in order to support the resource allocation process and these are to be
confirmed with budget holders as soon as possible following approval of the final budget
by the Bard.

The budget will be built by individual departments using a mix of historical and zero
based budgeting for expenditur@he individual department budgets will then be
consolidated to produce the total College budget.

The final budget will be presented to ti@&EO androup Principal and the Senior
Management Team before being presented to the Governors for their approval.

4.1 BudgetSetting
4.1.1 BudgetPeriod

Thebudgetseachyearwill be for a 12 month periodfrom 1 Augustto 31 July.
4.1.2 DepartmentBudgets

The Senioteadershipleam will agree at its meetings the financial targets to be
achieved, the totals of which will conform to the target set by the Governors.
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4.1.3 LearneMNumbers

ThelLearnemumbertargetsagreedwith the CECGand GroupPrincipaby the Senior
Leadership Team will form the basis for funding and income calculations

4.1.4 BudgetConstruction

Budgetswill be constructedbythe GroupDirectorof Financean consultationwith budget
holders.

Each budget will commence with a list of the Income and Expenditure assumptions used
in the computation of the budget.

In compilingoudgets,the following cross College inflators/deflators will be supplied by
the GroupDirector of Finance:

e Payrolicostincreases
e Otherexpenditureheadings

Other costs of providing the offered curriculum need to be carefully
considered and budgeted on a realistic baJike opportunity should also be
taken to determine whether it is possible to reduce costs.

Followingthe approvalof the RevenueBudgetby the Corporationthe CEGind Group
Principal is authorised to incur expenditure in accordance with these Financial
Regulations.

4.2 CapitalExpenditureBudget

Along with the Revenue Budget a Capital Budget will be produtied. will itemisédooth
additionsto anddisposal®f landandbuildingsand expenditureon equipment furniture
andfittings that departmentsdeemwill be necessaryuring theforthcomingbudget
period. Inaddition,abroadoutline of capitalrequirements thought to be needed in each
of the following two years in order to meet the strategic plan will be produced.

Requests for capital expenditure will be considered by the Senior Leadership Team.
Once approved the Capital Expenditure budget will be submitted to the Board for
approval as part of the overall College budget.

Approval of the capital expenditure budget does not provide approval to purcHage.
purely an indication that the submission of a capital expenditure request to the
appropriate body for an item in the budget may be approved.

4.3 BudgetMonitoring

Budgetmonitoringisundertakenby meansof the reportingproceduressetout in
Financial Regulations SectionResponsibility, Delegation and Monitog.
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SECTION-5PAY EXPENDITURE

5.0

5.0.1

5.0.2

Remuneration

All staff appointments shall be made in accordance withapprovedframework,
policies,andbudget.

Senior Post Holders

Salaries and other benefits for senior post holders and the Head of Governance will be
determined by theBoard on the recommendation of tHeemuneration Committee
adopted the AoC College’s Senior Post Holders Remuneration Code.

Senior Pay
The College shall adhere to the senior pay controls as set out [iyfihe

Salaries

ThePeople Services Group Directstwall make arrangements pay all salaries, wages,
superannuation, benefits, compensation and other emoluments, properly payable by
the College.

All budget holders shall notify tHeeople Services Group Directasssoon as possible
using the approved College templates of all matters in relation to appointments,
absence, superannuation etc. for all employees in their area.

Each budget holder shall be responsible for authorising and ensuring the correct
completion of timesheets and overtime claims for employees under their control.

Budget holders shall manage such systems as are necessary to ensure in advance that all
salaries/wages claims will be within their budgets and that only time worked is certified

for payment. On an exceptional basis where the budget holders need to deldgate
certification of pay documents, they shall inform theine Manager.

Payments of salaries and wages shall be made thr&AfBs via thelRsystem
All staff salaries, wages and similar paymetssubject to deductions for PAYE and NI
unless satisfactory evidence of sethployed status is demonstrated to ttrayroll

Manager.

All salary claims must be made on the appropriate claim forms. Payment will be
withheld unless all sections are completed.

Sickness must be notified ®eople Services using thiksystem Leave of
absence/holiday must be prauthorised using théiRsystem

All variations of pay and conditionsjll be managed through People Services
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5.0.3

5.04

5.05

5.0.6

TheChief Operating Offigewill authorise alpayrollpayments. Dayo-day liaison over
matters affecting pay must be dealt with through tReople ServiceGroup Directors

PensionSchemes
TheBoardis responsible for undertaking the role of employer in relation to appropriate
pension arrangements for employees.

ThePayroll Manageis responsible for dato-day pension matters, including:

e Paying contributions to various authorised pension schewshe Finance team

e Preparing the annuand monthlyreturnsto various pension schemes

e Informing employees of the pension schemes and changes to the terms and
conditions thereof

e Making the correct pension deductions from employees pay.

Travel, Subsistence and Other minor Expenses
Refer toSection7

Special Payments

Certain transactions by public bodies may fall outside of the usual planned range of
activity and may exceed statutory and contractual obligations. These are referred to as
special payments, and they are subject to greater control than other payments. They
include:

e Staff severance payments

e Compensation payments

e Ex gratia, extra contractual, extra statutory and extra regulatory payments

Staff Severance Payments

Special staff severance payments are paid to employees outside statutory or contractual
requirements when leaving public employment. Any special severance payments must
be considered appropriate in the circumstances they are made and of an appropriate
value. The process of making the payment must be documented including evidence of
why the payment is appropriate. Legal and HR advice sought must be(tbken
appropriate)and documented. Any confidentiality clauses must respect the individuals’

rights under he Public Interest Disclosure Asrid GDPRbut refer toCollege Financial
Handbooksection 5.1.2 regarding the use of confidentiality clauses)

The College has delegated authority to make special severance payments up to certain

limits. Beyond these limits, they must beferred to DfE for approval in advance. DfE

approval is required for special staff severance payments where any of the following

scenarios arise individually or collectively:

e The proposed special staff severance payment is for £50,000 or more (gross, before
income taxor other deductions).

¢ An exit package which includes a special staff severance payment is at, or above,
£100,000and

e The employee earns ovéd 74, 000
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5.0.7 Compensation Payments
Compensation payments provide redress for loss or injury, for example personal injuries
or damage to property. Where a compensation payment is being considered, the
College decision must base its decision on afadappraisal, including legal advice
where relevant, to ensure value for money.

The College has authority to approve individual compensation payments, provided any
non-statutory or norrcontractual element is under £50,000. Where the College is
considering a nostatutory or norcontractual payment of £50,000 or more, DfE prior
approval must be soughtheDfE may refer such transactions to HM Treasury.

5.0.8 Exgratia, Extra Contractual, Extra Statutory or Extra Regulatory Payments
Ex gratia payments are another type of transaction going beyond statutory or
contractual cover, or administrative rules. Such payments are essentially voluntary and
are sometimes made as a gesture of goodwill rather than from any formal obligation.

Extra contractual payments are those which, though not legally due under contract,
appear to place an obligation which the courts may uphold. They typically arise from an
organisation’s action or inaction in relation to a contract.

Extrastatutory and extraregulatory payments are within the broad intention of the
statute or regulation, respectively, but go beyond a strict interpretation of it terms.

5.1 Payroll Policies and Procedures

ThePayroll will beeun monthly for all stafemployed by the College. The normal
pay dateisthe lastworkingdayof the month, but staffwill be informed of any
changego these arrangements in advance.

There must be strict segregation of duties between staff who authorise
payments(Personnel and Budget Holders) and staff who make payments
(Payroll Section).

5.1.1 Suppliers of Payroll Data

Input to the Payroll must be authorised by the appropriate signatory and sent to
the PayrollTeamfor updating theHRsystem Input may also be received from
statutory authorities e.g. HM Revenue and Customs and Court Orders. Providers
of payroll information aranformed inadvanceof the final date foreceipt of
changes

5.1.2 PayrollSectionResponsibility

e Toensurethat all input is correctly authorised.

¢ Toinput the information receivedaccuratelyon to the HRsystem and check
for accuracy

e To check the calculation of payments and deductions, including statutory
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51.3

deductions, made by thelRsystemby control totals and random sampling
to ensure that the payroll rules are being correctly applied
e Tomaintainthe integrity and confidentiality of the Payrolldata.

PayrollOutput to be producedwill include:

e Pay slipsP45’s, P60’s and any other regulationinformation will be made
availableto staffin electronicformat viaHR System

e Monthly payroll reports will be shared with the Finance team

e Schedules to support payment of deductions to third parties by the Finance
Department.

e Statutoryannualreturn informationandcontrol totals to the Finance
Department.

e The Finance Department will post journal entries and verify that amounts
debited to the College's bank account agree with payroll totals.

SECTION-6PURCHASNG AND COMPETITIVE TENDERING

6.0

General

TheFinanceDepartmentwill maintainfinancialcontrol over purchasing.

The Budget Holder is responsible for ensuring that a purchase order is raised for the
purchase of all goods and services, except:

e thosemadethrough petty cash(maximumamount£20in anyonecase);
e thosemadeusingpurchasingcardsor creditcards;

e where specificcontractsof supply(e.g.leaseagreementshave been authorised,;
where alternative arrangements have been agreed in advance of the purchase.

All contracts where purchase orders are not required are listed in the Contracts Register.
All other arrangements where the purchase order process is amended is recorded in the
Purchase Order ExceptioRegisterExcepfor purchasingards creditcardsandpetty
cashpurchasesnocommitment carbe madeto anysupplierfor the procurementof

goodsor servicedeforeapurchaseorderisissued.

Orders must not b@laced before a valid purchase order or purchase agreement is
obtained. Theonly exception is for emergency work that has to be ordered and carried
out immediately and before the next working daguch emergency work must be
subject to verbal approval from a member of tBenior Leadershipfeam.Inthese
circumstancesa purchaseorder mustbe completedat the earliest practicable

opportunity.

Suppliers are required to send their invoices to the Finance Departqueiting MK
College purchase order numbehere the appropriate procedure will be followed.
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The Budget Holder is responsible for ensuring that goods have been received or services
performed satisfactoriland updating this on the Finance SystelBudget holders are
also responsible for approving any price variance from the original order.

If there is any reason to withhold payment, the Finance Department must be informed
immediately. Forgoodsor servicesupplied with purchaserders,the goodsshouldnot

be “received” and a note should be added tthe Finance SystenThis may also apptp
situations where retention monies may need to be withheld.

Payment to suppliers before goods have been delivered or services performed (known
as proforma invoicingy allowedonlyin exceptionakcircumstancesndapurchaseorder
musthavebeenraisedfor any such supplyA member of the Strategic Leadership Team
should authorise the use of proformiavoicing.

Suppliers will be paid in accordance with the College's normal payment tehick are
30 days from the date of invoiaeless alternative arrangements have previously been
authorised by theGroupDirector of Finance.

Privatepurchaseshroughthe Collegeare not permitted.

Unsolicitedgoods,vouchersor paymentsreceivedirom suppliersor their agentsasa
resultof anofficial order being placed, belong to the College and not to the person
placing the order.

The use of the expense claims procedure, cheque requisition procedure or petty cash to
bypass this system will not be permitted.

6.1 Authorisation

6.1.1 Purchasing
The following table outlines the delegated purchasing authorisation levels for the Group
companies unless otherwise state@ihese levels apply to all purchases, expense claims
and timesheets.The Finance Department will maintain a list of authorised signatories
and their authorisation levels.

CAMPURND PRISONSJRCHASING AUTHORISATION LEVELS

Value Range

(Including Authorisation
VAT)
Upto £2,999 BudgetHolder

£3,000- £24,999 BudgetHolder& SeniorLeadershipleammember

BudgetHolder& SeniorLeadershipreammember& Chief
£25,000-£149,999 Operating Officer o€EO an&roup Principal

BudgetHolder& SeniorLeadershiprfeammember& Chief

£150,000andabove  gperating Officenr Group Principal & Board
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6.12

6.2

Additionalauthorisation levels may ba&pplied,when necessary, as approved by the
Senior Leadership Team.

The budget holder may delegate authorisation of purchase requisitions to other
members of the department’s management team up to a level of £500. The budget
holder remains responsible for any requisitions so ordewstli such delegations of
authority must be authorised by a member of the Senior Leadership Beameviewed
on an annual basis

Splittingof ordersto circumventanylimits specifiedwill not be permitted.

AllPurchasdRequisitiongor itemsof CapitalExpenditurgandwith avaluein excesof
£1,000) must be authorised by tli&roupDirector of Finance Such authority will only

be given where prior approval for the purchase has been given as part of the Capital
Expenditure Budget approved by the Board.

Contracts

Contracts are subject tine following authorisation limits:

CAMPUS AND PRISONS CONTRACT AUTHORISATION LEVELS

Value Range
(Including
VAT)

Upto £2,999 BudgetHolder

Authorisation

£3,0- £24,999 BudgetHolder& Strategid_eadershipfeammember

BudgetHolder& Strategid_eadershipleammember& Chief
£25,000-£149,999 Operating Officer or CEO and Group Principal

£150,000andabove Board(or delegated to a committee or monitoring group)

Terms of all contracts should be reviewed by theupDirector of Finance prior to any
commitmentbeingmadeby completing the Contract Approval forfmequired for all
contracts over £3,000 or where we need to agree extensive terms and condlititims
isimportantfor all contracts,eventhosewith alow initial value (such as a peppercorn),
as these contracts may have a high contingent liability.

Any contract exceeding £3,000 should be referred to the Group Director of Finance.

Copies of all contracts should be held in the Finance Departarahthe details
recorded in the Contracts Register.

CompetitiveQuotations/ PublicTender/ CompulsoryCompetitiveTender

In order toachieve best value for money, quotations or tenders are required for certain
purchases olongerterm contracts. The table below outlines the levels at which
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competitive quotations or public tenders are requirethese levels are for the full
period of supply (eg where a contract is usually awarded for a number of periods) and
include VAT.

It is the Budget Holder’s responsibility to ensure that the appropriate quotation or
tendering process is followegdinless onef the exceptionsaslisted below applis).

ValueRange(Incl. VAT) Authorisation
These values are updated every two

years and UK Procurement rules will

override this table if the new values ar

lower.

Upto £2,499 BudgetHolder

£2500upto £29,999 BudgetHolderto arrangeat leastthree
written quotations

Services and Goods Tenderexerciseo be conducted.

£30,000- £214,904(or PublicContracts
Regulations (PCR) Limit if lower)

Works

£30,000- £5,372,6@ (or Public

Contracts Regulations (PCR) Limit if

lower)

Services and Goods PublicTenderor CompulsoryCompetitive
Over£214,904or PublicContracts Tender

Regulations (PCR) Limit if lower)

Works
Over £5,372,609 (d?ublicContracts
Regulations (PCR) Limit if lower)

"Written quotation” meansthat invitationsto quote are sent to three or more
reputable organisations known to offer such products.

“Compulsory competitive tender” means the procedure to advertise contracts above
certain values in accordance with UK Procurement Directives and the UK Procurement
Regulations.

6.2.1 Exceptions
When purchasing goods serviceswhich are obtainabl&om only one supplier and for

which no reasonable satisfactory alternative is availatble requirement for
competitive tenders for quotations may be dispensed with.
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6.2.2

6.2.3

WAIVER AUTHORISATION LEVELS

ValueRange(Incl. VAT) Authorisation
Upto £29,999 Group Director of Finance
Services and Goods Group Director of Finance

£30,000 - £214,904or PublicContracts  and Chief Operating Officer
Regulations (PCR) Limit if lower)

Works

£30,000- £5,372,608 (oPublic

Contracts Regulations (PCR) Limit if

lower)

Services and Goods Cannot be waived
Over£214,904or PublicContracts

Regulations (PCR) Limit if lower)

Works
Over £5,372,609 (d?ublicContracts
Regulations (PCR) Limit if lower)

The budget holder shall maintain a record of these circumstances for two years for
inspection by internal and external audit.

Whereit canbe demonstratedthat a procurementframeworkofferscompliancewith
public procurement directives and demonstrates value for money then such frameworks
may be employed with the agreement of ti&oupDirector of Finance.

The College can gain value for money from working with established suppliers where
quality standardseindworkingrelationshipsareknownandunderstood. Forthe efficient
andeffective operatiorof the Collegesomediscretionandflexibility maybe requiredin

the useof suppliers. For example, it is difficult to predict in advance how much a
particular, on-going, service such as legaladvicefor examplewill costin advance.Some
pricesandterms,suchasinterestrates, maybe assesseavithout the needfor formal
tender. TheCollegereviewsits appointmentson a regular basis, including those of its
professional advisors and regular transaction suppliers.

Collegesre included in the scope of the “school’s exemptions” under the Procurement
Act 2023. Under thechool’s exemptionColleges ar@aot requiredto publish certain
notices or tendeopportunitiesto the full UK marketRefer to the reference guide
(exemptions cheat sheeathichisheld by Group Director of Finance
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6.2.4 Quotations

Forpurchasewaluedat £2,500and up to £29,999at leastthree written quotations
shouldbe obtained from suppliers known to supply similar products or servitks.
guotation which represents the best value for money will be accepfét judgement
will include economy, efficiency and effectiveness for the whole of the product or
service’s useful life. Where it is not possible to obtain three quotations, reason should
be provided prior to the order beinguthorised.

6.3 Tenders

In certain situationst will be necessary for the College to comply with the UK
Procurement Directives and Compulsory Competitive Tendefiihg.Directives require
that certain contractdhaveto betenderedif they exceedcertainvalues. Thesevalues
arereviewedevery twoyears,are prescribedn eurosandconvertedinto sterlingvalues.
Thislimit shallbeapplied irrespective of the paragraph above.

Thesplitting or undervaluingof contracts inorder to avoidthe requirements ofthe
Directives is specifically prohibited.

This tender section does not overrule procurememes,but a tender exercise should
be followed for all purchases of oveB& 000(unless exemption applies)

The College seeks to obtain value for money for all its expendiitegrdering is one

way of obtainingsaluefor money. It isnot intendedthat theseproceduresplacean
encumbranceon the efficient and effective completion of projects or the carrying out of
College operations. Thenderlimit of £30,000is setto allow efficient planningof
workflowsin conjunctionwith market testing at a level where significant value for
money may be achievable.

TheGroup Directoof Finance isesponsible for ensuring the College complies with its
legal obligations concerning UK procurement legislation, including proposed changes to
the Procurement Act 2023, whiclaroe into effectfrom February 2025. This includes

the requirement to report contracts and tenders on Find a Tender.

UK procurement regulations apply to written contracts for all forms of procurement,
purchase or hire (whether or not hire purchase) with a total value exceeding a threshold
value. TheGroup Directoof Financewill advise budget holders on the thresholds that

are currently in operation. A breach of these regulations is actionable by a supplier or
potential supplier.
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6.3.1 TenderProcedure

(@)
(b)

(€)

(d)

(€)

(f)

(¢))
(h)

TheGroupDirector of Finance will give guidance on seeking tenders, specifying
goods and services to be quoted for and the date for the return of tender.

A document entitled ‘Invitation to Tender’ should be included in any tender

invitation. Each prospectiveupplieris required to complet@and return the

section relating to the acceptance of the tender terms and conditi@@pies are
available from the Finance Department.

Appropriate selection criteria will be set for each tender and used for evaluation of
the bids.

The person managing the tender process will either identify at least three
suppliers to benvited totender, orif the orderis likely tobe greater than
£30,000will advertisethe contractfor prospectivebiddersto applyfor the
invitation to tenderusinga suitabletender advertising portal.

Each prospective tender will require technical and financial review and
approval. Wherghe lowesttenderisnot, for somereason proposedto be
acceptedthe reasonmust be set out in writing.

Acopyofthe letter notifyingthe successfutontractor,andapproval will alsobe
kept with the tender / purchase order file.Copies of letter and feedback to
unsuccessfutontractorn(s)should also be retained to provide an audit trail in
the evert that the tender process / outcome is challenged.
TheGroupDirector of Finance will ensure that contracts for capital goods
requiring tender are in accordance with the schedule of agreed capital bids.
All documentation relating to the tendering process will be retained in the
Finance Department, including details of the selected tender and the report
examining the reason where a lowest tender is not accepted.

6.32 ReceiptCustodyandAcceptanceof Tenders

6.32.1HardCopyTenders

Tendergeceivedin hardcopyshallbe returnedto the GroupDirectorof Financen a

plain envelope which has been securely sealed and bears the words "Tender" followed
by the productor serviceto whichit relates. Envelopeshallbe keptin safecustody until

the time appointed for opening.

Tenders shall be opened at the same time by@reupDirector of Finance or deputy
togetherwith two other membersof staffapprovedby the CECGand GroupPrincipal. An

external advisor may be appointed to assist with the proc&s=ails of all tenders will
be recorded on a pre-prepared schedule.

No offer receivedafter the time appointedfor openingshallbe considered.If a replyis
not receivedfrom anyof thoseinvited to tenderor isreturned asrejected, this fact shall
be recorded on the schedule.
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Anoffer received after the time fixed for receipt but before other offers have been opened
shall be considered provided there is evidence that it was postelispatchedearly

enough to be received in due time by thermal course of post allispatch Anyoffer
rejectedfor late deliveryshallbeimmediatelyreturnedto the senderand no details of such
offer shall be recorded or disclosed.

If an error in an offer is discovered, tb&eror shall be given the opportunity of
confirming withdrawing the offer rectifyingminor errors e.g. typoUnder no
circumstances are post-tender negotiations allowed in an attempt to reduce the price of
goods or services.

If areplyisnot receivedirom anyof thoseinvitedto tenderor isreturnedasrejected, this
fact shall be recorded on the schedule.

On completion of the tendeopening, theGroupDirector of Finance or deputy and

other members of staff present, together with the external advisor (if present) shall all
sign anddate the schedule.Theschedulerecordingsheet shalbefiled in acentral

register of tenders maintained by th@roupDirector of Finance.

6.3.2.2 ElectronicTenders
Anelectronictenderingprocess maye usedusingaweb portalor dedicated inbox.
Follow the process i6.3.2.1

6.3.3 Criterionfor the Awardof a Contract

The College follows the UK Directives on Public Sector Purchasing: Criteria for the award
of Contract.TheCollegeplacescontractswhichrepresentthe bestoverallvaluefor

moneywhich is not judged solely on the basis of initial cdgte College always selects

the mosteconomicallyadvantageous tender.

The tenders received will bevaluated using a scorimgethodologywhich is published
as part of the invitation to tender. This may inclugtnomy, efficiency and
effectiveness for the whole of the product or service’s useful life, with due regard to the
College’s legal duties in respect of the promotion of diversity.

Thepanelreviewingthe tenderswill note the reasonfor acceptancer rejectionof each
tender—this may be for price or other reasons.

6.4 LegalandProfessionaExpenses

6.4.1 Litigation

Any litigation action (including planning and employment appeals) initiated by the
College (except famalldebt recovery at County Coumgquires theprior approvalof
the Chairof Governorsandshall be reported to the next meeting of the Board.
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6.4.2

6.4.3

The cost of legal advice or assistance commissioned by the College in daffence
litigation by other parties shall be reported at least annually to the Board.

If the costof legalassistancén anymatter of litigation is expectedto exceed£10,000,0r

if any matteristransferredto the HighCourt,the Chairof Governors (or a special
committee)mustbe notified, andthe matter reported to the next meeting of the Board,
or to the SpecialCommittee, asdecided bythe Chairof Governorsafter consultation
with the CEO an&roup Principal ant#iead ofGovernance.

CommerciaPropertyAdvice

The cost of legal and other consultancyfeesin respectof property or other
commercial transactions should be authorised as part of the overall authorisation for
the project.

Adviceon Personnelssue®r Other Matters

These costs (other than litigation costs referred to above) should be contained within
normal budgets and subject to the normal budgetary controls

SECTION-REIMBURSEMENT OF EXPENSES

7.0

Introduction

All claims for payment of subsistence allowances, travelling and incidental expenses
shallbe completedin accordancewith the College’s Traveland Subsistenc&xpenses
Policy. The latest policy is available via the College Intranet or Finance Department.

Expense claims must be madeline viathe expenselaims systemwhich, together
with all supporting documentation, shoulte submittedto the appropriateBudget
Holderfor approval If the claimant cannot access via the expense claystem the
expense claim should be raised using the Coltesgendard expense claim form. All
claimsmust be approved by an employee senior to the claimai. member of staff
shall authorisghe reimbursemenbf his or her own expense&xpenselaims should
be submitted within three months of the expenditure being incurred.

The contents of this policy shall be subject to regular review, and any policy
amendmentsagreedby the SenioiLeadership Teanilraveland subsistence ratgsaid
shallbewithin thoseallowedby the InlandRevenuesnot creatinga taxablebenefit.
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7.1 Use of college premises and catering facilities

Staff entertaining guests from outside bodies should wherever possible use the College’s

premises and catering facilities to reduce costs. Where this is not the case and the value of
the hospitality is over £50, permission must be obtained in advance tihen€EO & Group
Principal and reasons must be stated when submitting a claim for reimbursement. Levels of
hospitality should be modest, and appropriate for the occasion.

7.2 Gifts to staff, stakeholders and learners

Budget holders are not permitted to use College budgets to provide routine gifts to staff or
stakeholders. In exceptional circumstances permission to purchase and give a gift can be
obtained from the Group Director of Finance or Chief Operating Officés.niinst be

obtained in writing in advance of the gift being purchased. Managers are permitted to
reward learners from within their budgets, with the maximum amount of any single award
being £25 (vouchers not cash).

7.3 Alcohol

The CEO & Group Principal shall have authority to approve a small number of events over
the course of a year for staff, students, visitors and prospective students such as openings,
exhibitions, welcome days and other promotional events. At such evergsegponsible
consumption of alcohol may be permitted, subject to the express prior approval of the CEO
& Group Principal.

Arrangements for Governing Body events, training sessions, seminars and similar shall be
approved by the Chair of Governors. Reasonable levels of refreshments including alcoholic
drinks may be provided at purely social events such as farewell functiongueq alcohol

shall not be permitted at meetings of the Governing Body, Committees or training events.

Sale ofalcohol is subject to alcohol licensing laws; the College has a licence for Sports
Central and the I0T/ Brasserie (not Chaffron Way). A licence is only required for the sale of
alcohol.

74 UK Travel and Subsistence

Journeysnustbe authorisedby a memberof the SeniorLeadershipleamor Budget
Holder. Public transport should be used where appropriate.

Staffrequiringthe useof motor vehiclesfor the efficientperformanceof their duties will

be eligible to receive a mileage rate for the use of their cars whilst carrying out College
business.Travel must be prauthorisedby the appropriate member of the Senior
Leadership Team, or Budget Holder.

Staffare permitted to claimfor the costof carryinga colleagueor colleagues on official
business in accordance with approved HMRC rates
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7.5

751

Staffshallhaveincludedand maintainin their policyof insurancea clause indemnifying
themselves for business use.

Staffmustmaintainan official recordof their journeys,showingfull particularsof and

the reason for each journey, including the names of any passengers carried when
claiming car mileage rateStaff making the same journey on the same business should
arrange to travel together.

Paymentsnayonly be madewithin the approvedrates. Theclaimsmustbe:

e Forthe reimbursementof expenditureincurredon Collegebusinessandbe in
accordance with the rates set.

e Showfull particularsandreasonfor incurringthe expenditure.

e Accompaniedyy supportingvoucherdor the costof travel,accommodation, food
and other items of expenditure.

e In respectof vehicleswhich are adequatelyinsured where an owner's vehicle is
being used for travel on College business.

Subsistencexpensewill only be paidwherethe employeeis requiredto be away from
their normal place of work.

Thecurrentratesare shownin the Traveland Subsistenc&xpense®olicy.
International Travel

Thearrangementdor internationaltravelfor staffaccompanyingtudentsare set out in
the Policy for Educational visits.

General

All staff travellinginternationallyon Collegebusinessequiresthe prior approvalof the
CEO and Group Princifpal Chief Operating Officer.

International travel on Collegeusiness by th€EO and Group Principahy Senior Post
Holder or a Governarequiresthe prior approvalof the Chairof Governors.Inthe case
of the Chair of Governors, approval should be by the Vice Chair.

Anyinternationaltravel of a SeniorPostHolderor Governoron Collegebusinessand the
cost thereof shall be reported to the next Board meeting.

Whereverpossibleall travelandaccommodatiorcostsareto be invoicedto the College
for payment, using the normal College procurement procedures
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7152

753

Mode of Transport

International travel should be by the most advantageous and economic mode of travel
available.Air travel will be by economyclassunlessthe journeylength makes it
appropriate for the traveller to use a higher cldaad agreed in advance by the CE@ an
Group Princigl).

Exceptionallya memberof staff, SeniorPost Holdeor Governormayusehisor her own
vehicle for international travelThe College will meet the direct costs of
ferries/tunnel/tolls, and mileage at published College rates.

Accommodatiorand Subsistence

Direct costs of accommodation and subsistence (for which receipts are necessary) will
be reimbursed to staff, Senior Post Holders or Governors whilst overseas on College
businessAll expensesot associatedvith the businesf the trip mustbe met by the
traveller from their own resources.

7.6 Allowances for Members of the Governing Body
Only reasonable out of pocket expenses, accompanied by receipts, will be reimbursed.
Claims for members of the Governing Body will be authorised bZE@nd Group
Principalandthe Chairof Governors.Claimdor the Chairof Governoraill be
authorised by the CEO and Vice Chair of Goverridis.table below summarises the
authorisation required:
PostHolder Authorisation Requiredby
ChiefExecutive Chair ofGovernors
Principal/COO CEQand Group Principal
Headof Governance CEO and Group Principal and Chai
Governors
Chair ofGovernors CEQand Group PrincipandVice
Chairof Governors
Governors CEQand Group Principa Chair of
Governors
SECTION-ANCOME
8.0 Introduction

The Chief Operating Officer is responsible for ensuring that appropriate procedures are
in operationto enablethe Collegeo receiveallincometo whichit isentitled. Allreceipt
forms, invoices or other official documents together with the relevant procedures for
the invoicing, collection and banking of all income must have the approval of the Chief
Operating Officer.
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Levelsf chargedor servicegendered,goodssupplied andrentsandlettingsare
determined by procedures approved by the Senior Leadership Team.

TheChiefOperatingOfficerisresponsiblgor the prompt collection,securityand
banking of all income received.

TheChiefOperatingOfficerisresponsiblgor ensuringthat all grantsnotified by any
funding bodies are received and appropriately recorded in the College’s accounts.

TheSeniorLeadershipreamisresponsibldor ensuringthat all claimsfor fundsare
madeby the due date.

It isthe responsibilityof all staffto ensurethat revenueto the College isnaximisedoy
the efficientapplicationof proceduredor the identification,collectionand bankingof
income.

8.1 Sales Invoicing

Sales invoices will be raised by the following departments:

Finance / Little Explorers Nursery / Sports Central

All sales invoices will be raised from reports produced ftoenstudent record system,
from applications for placement or alternatively via a booking foAiirequests should
include full details of the amounts and reasons for the invoice, cost centre and account
code, and any information about VAT (if known).

The same regulations apply to credit notes, where appropriate these should be
approved by the budget holder.

8.2 StudentFeesand Charges

The College may charge fees for tuition, resources, examinations, registrations, kits, DBS
checksgeducationabisitsor other itemsappropriatefor the programmeof study. If any

other feesarisethesemustbe discussedvith the GroupDirector of FundingData ard
Examsandanappropriateprocess agreed prior to charging these.

The Board is responsible for the Fee Polidyis is normally delegated to the Senior
Leadership Teanmf-ees are determined by the curriculum managers responsible for the
programmesconcernedjn accordanceavith the FeesGuidance All feesfor new

programmes are verified (as being in accordance with the Fees Guidance) by a member
of the Senior Leadership Team as part of the new programme verification process, prior
to being set up in the College Information System.
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All fees cover the whole programnaad are due at enrolmentThe only exception is for
those examinations where the learner is required to pay directly to the Awarding Body.
Students may be able to pay by instalments as shown in the Instalment Guidance agreed
by theSeniorLeadershipgfeam.Wheresponsorsareto pay,studentsmustprovide

evidence and sponsors will be invoiced by the Finance Department.

8.3 Refundsof Fees
Refundswill be providedif a programmeis cancelledby the College.

If a studentwishesto withdraw from a programmethe Collegemustbe notified at least

14 days prior to the start date of the programma.refund of programme fees minus an
administration fee will be madeThe administration fee level will be shown in the Fees
Guidance.If notification is received less than 14 days prior to the start date of the
programme then the full programme fees are payable.

Anyrequestfor arefundnot coveredby the abovemustbe madeasper the College
Refund PolicyA decision on whether a refund shall be granted will be made by t@
and Group Principddased upon the information provided?ll refunds granted shall be
paid by the Finance Department.

8.4 LearnerSupportFunds

TheCollege_earnerSupportFundsare usedto assiststudentswho havedifficulty in
starting or completing their course for financial reasohrsdeciding the level of
financial support offeredstudents’ living and working situation as well teeir
responsibilities and sources of support are taken into account.

Every application is assessed to find thegedlentswho are most in need of help and
prioritised according to need.

Whilstthe availabilityof financialsupportis publicisedto all students particularcarewill
be takento ensurethat learnersfrom disadvantagedroupsare financiallysupportedto
ensure access to education and successful completion of their programmes.

Guidancenotesare publishedannuallyto inform studentsof:

e Eligibilitycriteria

e Howecalculationsare madeto decideon levelsof support

e Helpavailablewith enrolmentcosts

e Helpavailable orcourse

e Targetedfinancial support availablefor those studentsin special
circumstancegdisadvantaged)

e Helpspecificallyfor childcare

¢ Methodsof application

e Theappealsprocedure
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Allocationof supportwill usecommonassessmenstandardghat take accountof the
student’s income and circumstances.

Financiabupportis availablethroughoutthe student’s course. Studentswill be
informed, each term, about the availability of financial assistance.

All studentsare informed in writing of any financial allocations madféhere possible
(for examplechildcareandtransport), paymentswill be madedirectlyto the third party
rather than to thestudentsthemselves.

8.5 Otherlncome

Procedures for the collection of other sourcesrafome,e.g. Restaurants, Refectories,
Nursery, Hair and Beauty Salpaad Sports Centradre subjecto the individual
procedures which are iaperation,andit isthe responsibilityof the BudgetHolders
controllingthoseoperationsto ensure that the procedures are followed.

Allmoniesreceivedwithin departmentsfrom whateversourcemustbe recordedby the
department on a daily basis together with the form in which they were received.

Everysundryremittanceor sumof moneyreceivedon behalfof the Collegemustbe
acknowledged by the issue of a formal receipt.

Allmoniesreceived musbe passedmmediatelyto Receptioror Financefor banking.

SECTION-CREDIT MANAGEMENT

9.0 Introduction

TheCollegerecogniseswo separategroupsof customers:
e individualstudents

e sponsorscorporateclientsand usersof other services

Thebasicaimsof the College’s credit policyare:

e to encourage enrolment and course completion for individual students to
obtain payment of fees and charges at the earliest appropriate moment

e to containbaddebt within minimallimits.

Feedrom studentsare part of the College’s income. Theyare paymentsin return for
a service and are not voluntary contributions.
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9.1 Credit Management

9.1.1 Termsof Trade

All fees charged for a programme of study are the personal liability of the individual
studentand mustbe paid prior to the commencemenbf the course.Studentsmay

be able to pay bynstalments but these must be arranged at enrolment.

Where sponsors are to pay, students must proved@ence and sponsors will be
invoiced by the Finance Department. If the sponsor does not pay the invoice, the
payment becomes the personal responsibility of the student.

Allinvoicesare duefor immediate paymentnless priomapprovalfor creditterms
has been giverby the Group Director Financ&erms greater than 30 days will not
normally be approved.

All invoices, fees and charges can be paid by cash, cheque, direct bank transfer,
most major credit or debit card.

9.1.2 Collection

The Finance Department is responsible for managing debt and taking appropriate action
to maximise the amount collected.

Amounts owed by students are controlled through the Colled@anagement
Information SystenfMIS) from which accountstatementsand chasingletters are
generated. Thestudentrecord within MISwill be updated when gpayment is
received from a student

Invoicedamounts are controlled through the College’s FinanceSystemfrom which
account statements and chasing letters are generated. All paynfentigsivoices will be
entered orexported intothe finance system and allocated to the debtor’s account.

If a debt becomes over ninety days old, the file is reviewed and one or more of the
following options may be taken:

e Passed to the appropriate Head of School witeeommendation that the
student enrolment be cancelled.

e If, afterinvestigationthe debtisdeemedto be recoverablebut not likelyto be
paid voluntarily, the file will be passed to a debt collection company

e Anyother appropriateaction maybe takenif authorisedby the Group Director of
Finance

e Debtswill be written off.

9.1.3 DebtWrite Off

All write-off of debts must be referred to the Group Director ofFinanceand the
following action taken:
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9.14

Individual AccountDebt Action
Amount (see note 1 below’

Upto £4,999 Approved bythe GroupDirectorof Finance
£5,000to £9,999 Approved by theChief

OperatingOfficer
Over£10,000and below Referred by the ChiefOperatingOfficerto the
£44,999 Boardfor approval
Over £45,000 Approval must be sought from DfE

TheCollege is required to seek approf@m the DfE for any individual write dff
excess o£45k or if the total sum written off during the year exceeds 1% of annual
turnoveror £250k

A scheduleof debtswritten off shallbe submittedto the Boardannually.
StudentDebt

If students:

e enrolbut do not commencetheir course;or
e starttheir coursebut subsequentlywithdraw from it,

TheCollegeshallseekto recoveroutstandingfeesdependingon the period of time
the student has attended. The SenloradershipTeammayagreespecific
procedureso dealwith debtsoutstandingfrom students who have withdrawnf it is
determined that any debtshould be written off, authorisation is required in
accordance with the proceduregbove.

Students ending a programme with debt still outstanding will not be allowed to
enrol on any new programme until that debt has been cleared (unless there is a
genuinedispute with the amount). Students with debt remaining at the end of their
period of studywill be flaggedin the Collegdnformation Systento identify them.
Thiscanthen beidentifiedwhentheytry to enrolagainandat that point, they can

be giventhe option of payingthe debtin full and continuingwith the enrolment. If

they areunableto pay the debt, they should be referred to the Finance Department
to assess the risk afllowing them re-enrolment while carrying forward their
outstanding debt

SECTIONO - TREASURMANAGEMENTBANKINGANDCASH

10.0

Introduction

TheBoardisresponsibldor settinga strategy fa investment of surplus fund$olding
reservesand cash management, long termvestments andncluding levels of
delegation

addNoteTags3.1C_Board 10.12.25_College Financial Regulations v5.2 Final
Page42of 79



Dayto-daydecisionsconcerning investmersre the responsibility aothe Chief Operating
Officerwho shall reportermly to the Audit & Risk Committee on treasury management
activities

10.1 Investmentof SurplusFunds

Any surplus funds shall be invested in interest earning accamgsring balances of at
least three months payroll are maintained at any one point in the current accdiure

Chief Operatin@fficershallhavethe authorityto depositsurplusfundsthroughany
depositaccount including money market deposits; such funds must only be placed with
a commercial bank or building society with an office in the UK having a minimum Group
Afor Standard & Poor’s credit rating.

Anydepositsmademustalsoconformto anyconditionsspecifiedin the Funding
Agreement

10.2 Reserves Policy

The Boardfollowingthe recommendatiorof the Audit& Risk Committeds responsible
for approving the reservesolicy,setting out theCGollege’s approach to retained
reserves to ensw@that the college retains sufficient cash to enable it to maintain
operations and provide sufficient headrodim cover short falls in financial performance
whilst corrective actions are being taken.

TheChief Operating Officas responsible for the drafting and implementation of this
policy and will report on performance within the management accounts and Financial
Statements.

10.3 Appointment of Bankers

The Board is responsible for the appointment of the College’s bankers on the
recommendatiorof SeniorLeadershipleam. Theappointmentshallbe for a specified
period of between three and seven years after which consideration shall be given to
competitively tendering the servig@r conductinga benchmarking exercise to ensure
value for money).

TheBoardwill approvethe openingand closingof all bankaccountsandbe advisedof
the closure of accounts.

Bankmandatedor the openingof bankaccountswill be approvedby the Boardandsuch
mandates will be signed by a Governor and the Head of Governance.

Themandateswill authorisethe signatorieso the accountsandthe limits of their
authority for all banking transactions.

addNoteTags3.1C_Board 10.12.25_College Financial Regulations v5.2 Final
Page43of 79



10.4 Operation ofBankAccounts

No new commercial borrowing will be allowed unless permission for such is granted by
the DfE. All borrowing shall be undertaken in the name of the College and shall conform
to any relevant funding body requirements.

The College’s bank mandate for all its accounts is be made up of post holders in list A

and list B.Current portfolios in each list are included in the AnnexPlost Holder Titles
and GroupsAllbankingtransactionsshallbe authorisedby anytwo signatories
providedthat at least one signatory is from list A.

AllchequesBACSCHAP&ndanyother paymentfrom the College’s accountsshallbe
authorised in accordance with the Bank Mandate.

Banking negotiations will be conducted by the Chief Operating Officer expected

that there will be one formal meetingper year. Themeetingislikelyto be at the end of
each financial year following the approval of budgets and cash flow projections by the
Board to agree banking requirements for the forthcoming year.

10.5 CashFlow

The College will prepare revenue and capital expenditure budgets for each fiscal period.
A casHlow projectionbasedon the budgetswill be preparedand submittedto the
Boardfor approval with the budgets.

Should projections indicate that borrowing might beeded the Collegewill be
required to obtain the written consent of DfE in advance of committing to any new
financing arrangements or actioning any new drawdowns of overdrafts, RCFs ar loans

TheBoardshall,when consideringhe financialoperatingstatementsof the College,
receive a report comparing actual cash flow with the projections.

10.6 CashManagementProcedure

Allmoniesreceivedwithin departmentsfrom whateversourcemustbe recordedby the
department on a daily basis together with the form in which they were received.

Everysundryremittanceor sumof moneyreceivedon behalfof the Collegemustbe
acknowledged by the issue of a formal receipt.

Allmoniesreceived musbe passedmmediatelyto Receptiorfor banking.
Cheques/casheceivedin the FinanceDepartmentwill be logged. Salededgeritemswill
be identified and posted to sales ledger accoudther items received will be passed

and posted to the General Ledger.
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FinanceDepartment receiptsvill be bankedregularly.

Cleared bank balances will be obtained from the bank on a daily basis and will be
reviewed bythe ChiefOperatingOfficeror other appropriateFinanceOfficer. Decisions
takenon transfersto depositaccountsor overnightinvestmenton the moneymarket
will be made by the Chief Operating Officer.

In the event of any significant adverse cash flow variance against projectio@EiDe

and Group Principatill be notified immediately.

Negotiations for the provision of any necessary finance must comply with the terms
contained in the Funding Agreement and may not be concluded without the approval of
the Board.

Negotiations for the provision of any necessary finance must comply with the terms
containedin the Funding Agreemerdand maynot be concludedwithout the approvalof
the Board.

Personabr other chequesmustnot be cashedout of moneyreceivedon behalf ofthe
College.

TheChiefOperatingOfficerisresponsiblgor ensuringthat all bankaccountsare subject
to regular reconciliation and that large or unusual items are investigateghpopriate.

10.7 Petty Cash

Petty cashfloats maybe held within departmentsunderthe control of anamed
individual only on the authorisation of thH@roup Director of Finance

Theholderof the float shallbe personallyresponsibleor its safecustody. TheGroup
Director of Financshall determine the level of float.

Properrecordsof accountamustbe kept for eachfloat andreconciliationcarriedout on
a regular basis.

Paymentdrom petty cash musbe properlycertified andwill be limited to minoritems

of expenditure less than £20A list of signatures of officers authorised to certify claims
shall be held and maintained in the Finance Departnasmd not to be used foregular
purchases.

No payments shall be made from petty cash which could be paid through the normal
creditor paymentsroutine. Cashloats shallnot be usedfor stafftravel or subsistence
expenditure.

Noincome receivean behalfof the College make paiddirectlyinto a petty cashfloat.
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TheGroup Director of Financghallensurethat regular independenthecks orpetty
cashfloatstake placeandthat whereanominatedofficer leavesthe employmentof the
College, the petty cash is properly handed over to his/her successor.

SECTION HRESEARCH PROJECTS AND EXTERNAL CONTRAC

11.0 Introduction

Where approaches are made to outside bodies for support for research projects or
where contracts are undertaken on behalf of such bodies, it is the responsibility of the
Budget Holder to ensure that the financial implications have been appraised by the
member of Senior Leadership Team responsible for that area.

Amemberof SeniorLeadershigreamisresponsibldor examiningeveryformal
application ensuring that the full cost is established after consultation witHrep
Director of Finance.

Theapplicationmustbe approvedby the CEGnd GroupPrincipal andhe formal
contract accepted by him or her on behalf of the College.

11.1 Additional Paymentgo Staff

Any proposal which involves additional payments to members of staff should be
supported byascheduleof namesandvaluesandmustbe approvedbythe CEGand
GroupPrincipal.

11.2 PrivateConsultanciesand Other PaidWork
Unlestherwisestatedin amemberof staff’s contract:

= Qutsideconsultanciesr other paidwork maynot be acceptedwithout the consent
of the CEO and Group Principal.
= Applicationdor permissionto undertakework asa purely private activity mustbe
submitted to the CEO and Group Principal, and include the following information:
- the name(s)f the member(s)of staff concerned
- title of the projectanda brief descriptionof the work involved
- the proposedstart date andduration of the work
- full details of any Collegeresourcesrequired (for the calculationof the full
economic cost)
- anundertakingthat the work will not interfere with the teachingandnormal
College duties of the member(s) of staff concerned

Staff must not hold themselves out as acting on behalf of the College when undertaking
personalconsultancywork. Forexample staff undertakingpersonalconsultancywork

must notuseCollege headedtationery. TheCollegeacceptsno responsibilityfor work
doneor advice given in a personal capacity.
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11.3 Profitability and Recovery of Overheads

All other incomegenerating activities must be sdlhancing or surplugenerating
unless it is intended that a new course is to be launched as a loss leader. If that is the
case, the reason for it must be specified and agreed by the CEO and GroupaPrincip

Other incomegenerating activities organised by members of staff must be supported by
a fully costed business case and agreed with the Group Director of Finance before any
commitments are made. Provision must be made for charging both direct and indirect
costs in particular for the recovery of overheads.

Where a business plan is needed, refettte list of requirements in Section 13.2.
11.4 Deficits

Any unplanned deficits incurred on other incorgenerating activities will be charged to
the relevant cost centre funds.

11.5 Intellectual Property

Allintellectualproperty,patents,copyrightsor other rightsfor originalwork (invention)
arising out of the normal course of employment or study, or whilst using College
resources, are owned by the College unless otherwise agreed in writing by the Board.

The CEO and Group Principal must be notified immediately in writing of any invention
and discoveries made by staff in the course of tinrk andwill inform the Chief
Operating Officer

TheChief Operating Officewill be responsible for establishing procedures to deal with

any intellectual property accruing to the College from inventions and discoveries made
by staff.

SECTION IR2INVENTOR& ASSET MANAGEMENT

12.0 PropertyAcquisitionsand Disposals

Allacquisitionsor disposalof assetf land or buildings,or anyalienationof leasesor
licensesor any grant of leases t¢icensesrequirethe consent of the Boardnd all such
contracts will besealed.

12.1 Deeds

All originaltitle deedsetc. are kept offsite with the College’s legaladvisors.
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12.2 ConditionDetalls

Detailedinformation on the condition of all buildingsand the responsibilityfor the
day-to-day management of the College’s estate lies with the GroupDirector of Estates.

12.3 Equipment

Capitalexpenditureon equipment is money spent on an item which is not immediately
consumed buhasa useful lifein the businesof over 12 monthsandhasavalue,
includingVAT, irexcesof £1,000.

All requisitions for capital expenditure mus¢ authorised by th&roup Directoiof
Financeor Chief Operating OfficeSuch authorisation will only be given where prior
approval has been given for the purchase by:

e the Board, either specifically through its approval of a capital expenditure budget
which included the item or by subsequent specific approval; or

e where the capital expenditure is supported by specific (“ring fenced”) grant aid
when Senior Leadership Team may approve and incur such expenditure and
subsequently report it to thé&oard.

Theapprovals givemre for the maximumexpenditure(includingVAT)on theitem/s and
must not be exceededThe Board will receive reports at its meeting monitoring actual
capital expenditure against budget.

12.4 AssetRegister

A register of all assets of land, buildings and capital items of equipment held by the
College is maintained by th@roup Director of Finance.

Theterm 'capitalitem of equipment’ isintendedto coverallequipmentin the College's
possession; plardandfixtures(suchaslifts, boilersetc.)that wouldnormallybe provided
asanintegralpart of the buildings will be included with the ‘building’ asset. Items which
are expected to last for less thame yearshouldbe treated asconsumablaevenue
expenditureand not includedasa capitalitem.

12.5 Inventory

Each year an annual audit of the capital equipment will be undertaken against the
details held on the Ass&egister.ltems will be verified either by a full asset check or by
sample spot checks. Thesleecksshallbe carriedout by the FinanceTeam,as
determinedbythe Group Director oFinance

Budget Holders are accountable for the capital equipment in their care and should take
all reasonable measures to prevent logsfull asset check shall be carried out on an
annual basis by the budget holder, with the budget holder confirming any disposals/
damaged/ missing assets via an asset disposal form.
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Inthe eventof loss,the FinanceDepartmentshouldbe informedassoonaspossible.

No capital equipment is to be removed from the College premises without the prior
written permission of the appropriate member of Senior Leadership Team with the
exception of items which would be expected to be moved in their normal Wdeere

this is the case the Budget Holder for the particular department will be responsible for
authorisingthe issue and maintaininglag of issuesandreturns. ThelT Services
Departmentis responsiblefor maintaininga registerof all computers and other devices,
such asnobile phones and tablet computers.

Anysaleof assetssurplusto requirementmustbe agreed withthe FinanceDepartment

in the first instance. If agreed negotiationfor the saleof the surplusassetssthe
responsibilityof the Budget Holder.The best price possible should be obtained and
agreed with theGroupDirector of Financerior to a sale being agreedhis shall ensure
the College gets a reasonable price from the sale of the asset, and ensure the sale is
carried out at arm’s length.

In all casesan asset disposal form must be completéithis form should be signed by the
Cost Centre Budgétolderandauthorisedby the GroupDirectorof Financeor Chief
Operating Officer Only then does the budget holder have authority to remove the asset
from the register and dispose of the asset.

Wherecapitalequipmentis kept beyondits expectedlife span,it will remainonthe
AssetRegister until the Finance Department is notified of its disposal.

12.6 Depreciation

All assetswill be depreciatedovertheir usefuleconomidife dependingon the type of
asset.Depreciation will be provided in the year of purchagemonthly depreciation
chargewill beginin the first month the assetentersinto full use.

Classof Asset DepreciationRate
Freehold_and Not depreciated
FreeholdBuildings 60yearson astraightline basis

Ejeffr%rgﬁsow gﬂﬁ?&%ﬁ“ provements 10%(10years)on a straightline basis

15%to 25%(4to 7 years)on astraightline

Generakquipment basis

15%to 25%(4to 7 years)on astraightline

FurnitureandFittings basis

Motor vehicles 33%(3 years)on astraightline basis
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Computerequipment 20%(5 years)on a straightline basis

Major adaptationsof buildings gtfgigwg?ngft;[ggig daptationona

Refurbishmenandimprovements  Overthe remainingtermsof the lease,
to leased buildings onastraightline basis

12.7 SubsequenExpenditureon ExistingFixedAssets

Where significant expenditure is incurred on fixed assets it is normally charged to the
income and expenditure account unless it meets one of the following criteria, in which
case it is capitalised:

e Marketvalueof the fixedassethassubsequentlymproved
e Assetcapacityincreases
e Substantialmprovementin the quality of output or reductionin operatingcosts

¢ Significanextensionto the asset’s usefullife beyondthat conferredby repairsand
maintenance

12.8 Salesor Disposalof a CapitalEquipmentAsset

Onsaleor disposabf a capitalasset,an AssetDisposaform mustbe completed. This
form shouldbe signed by the Cost Centre Budget Holder in the first instance, then
further authorised by th&roupDirectorof Financeor the Chief Operahg Officer. Only
then doesthe budgetholderhave authority to remove the asset from the register and
remove the asset from the premiséddPM requirements are thathie proceeds from
any disposal must bengfenced for reinvestment in capitaksets.

12.9 Security

Budget Holders are responsible for maintaining proper security at all times for all
buildings, stock, storegguipment,cash etc.underhisor hercontrol. TheChief
OperatingOfficeror GroupDirector of Estates should be consulted in any case where
security is thought to be defective or where it is considered that special security
arrangements may be needed.

Keys to safes or other similar secure areas are to be carried with the person at all times.
The loss of such keys must be reported to the Finance Department or Estates
Department, as appropriatémmediately.
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SECTION 1}3APITAL PROJECTS

13.0

13.1

13.2

Definition

All capital investment projects involving expenditure which is equal to or in excess of
£150,000 must follow the regulations laid down in this section.

All capital projects over £150,000 should have a Project Dirdagwally theGroup
Director of Estatesand a Project Manager (who may be external or internal).

Small Works Projects

All capital investment projectsith a cost (including any value added tax) of between
£150,000 and £500,00&re defined asmallworks projects.

A member of the Senior Leadership Team will be responsible for ensuring that progress
reports are made to the Boar@or designatedBoard Committee or Scrutiny Group)
together with a report of the financial status of the project.

Major Capital Projects

All capital investment projects involving expenditure greater than £500a08@lefined
as major capital mjects.

Proposed major capital projects should be supportedaldyusiness plan for three years

which sets out

e astatement which demonstrates the project’s consistency with the strategic plans and
accommodation strategy approved by the Board,;

e an initial budget for the project for submission to the Board. The budget should
include
o breakdownof costs including professional fees, VAT and funding sources;
o details of the need and the assumptions (based on reference data) of the level

of demandavailableusing market intelligence
o details of the staff required to deliver, promote and manage pheposal
together with any reskilling or recruitment issues

o details of any premises and other resources required

e a financial evaluation of the proposal together with its impact on revenue and
surplus, plus advice on the impact of possible alternative plans and sensitivity
analyses in respect of key assumptions

e contingency plans for managing adverse sensitivities

e risks andnitigations

e consideration of taxation and other legislative or regulatory issues

e athreeyear financial forecast for the proposal including a monthly cash flow
forecast and details of the impact on the College cash flow forecast for the financial
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years in question

e a demonstration of compliance with normal tendering procedures and funding body
regulations;

e an appropriate project management structure

Prior tocommencementthe Board or designated Monitoring Group (if authority has been

delegated), shakpprove:

e the procedure for appointment of professional advisers;

e the terms of reference for professional advisers;

e the nomination of staff member responsible for the project;

e how the project is monitored and dealing with who should make reports tdBibeerd,
togetherwith a report of the financial status of the project;

e how the tender procedure will be used;

e how the contracts will be paid;

e how often a financial appraisal of the project will be given to the Board.

The Group Director of Finance will providehecklist for any major capital expenditure
and ensure the necessary steps are followed and evidenced as such on the checklist.

All major capital building projects in excess of £500,000 will be the subject of a post
project investment appraisal.

Following completion of a capital project, a pgsbject evaluation or final report will be
submitted to the relevant committee, including actual expéare against budget and
reconciling funding arrangements where a variance has occurred as well as any other
issues impacting completion of the project.

13.3 Appointment of external Project Manageiand other professional advisors

Appointment ofthe Project Manage(if external)and other professionadvisors wilbe
subject to any relevant guidance. The appointmentrokaternalProject Manageand
other professional advisossill be in accordance with the College’s procurement
procedures the agreederms and conditions will be governed by the Royal lostiof
Chartered Surveyors (RICS) Standard form of conraauivalent

13.4 Project Monitoring

To ensure that all particular financi@quirements of a project are integrated, a capital
building project will be monitored throughdesignated Scrutiny Group or Sub
Committee(the ‘Monitoring Group’).
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This Monitoring Group will normally include Governors, t6&0 and Grouprincipal,
the relevant member of the Senitveadershipream Project Director/Managemther
persons appointed by the Governassother professional advisoragappropriate)with
the consent of the Group’s Chair. Meetings will be held on a monthly basis until the
project has been fully implemented.

The Monitoring Group will receive monthly reports on the progress and cost of the
project. The Monitoring Group will report on its activities to the Board including any
significantvariance to scope, costs or timescales.

A review should be undertaken at the end of the project to include commentary on the
performance of consultants/contractors, adherence to budgets or commentary on any
areas of variance and whether or not the project has met its original objectives. The
review should be documented and submitted to the Boardlesignated Monitoring
Group using the standard template

13.5 Tendering for the ConstructionSelection of Firms to Tender

The relevant member of the Senior Leadership Team, taking advice from any Project
Manager or consultants shall determine selection of firms from whom tenders are to be
sought. Where the estimated value of the contract exceeds the limit determined by the
Public Contracts Regulations 2B(PCR), the tender procedures shall comply with the
PCR.

13.51 Tender Procedures

Whereinvitations to tender for construction have been issued, the relevant member of
the Project Director/Manageshall give the Boardr Monitoring Groupa contract
schedule stating the title of the tender, and the names of the persons or companies
invited to tender.

The invitation to tender for construction must be accompanied by comprehensive and
clearly written specifications. It must contain a date and time beyond which tenders will
not be accepted.

Tenders shall be received in accordance with the tendering processes set out in Section
6 Purchasing and Competitive Tendering (2.3 Receipt, Custody and Acceptance of
Tenders).

Other than for Open Tenders, the invitation to tender for construction should include a
request that a nil return be made should the tenderer not wish to proceed.

13.52 Return of Tenders

All returned tenders shall be dealt with in accordance with the Financial Regulations
Section 6- Purchasing and Competitive Tendering.
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13.53 Acceptance of Tenders

Tenders for any sum greater than £150,000 may only be accepted following
authorisation by the Boardr Monitoring Group (if the Board has delegated this
authority).

The College is not obliged to accept any tender; however, reasons fesgu@ptance
shall be recorded. A tender evaluation report detailing all submissions and confirmation
of the accepted tender should be submitted to the Boardvionitoring Group

13.6 Compliance and Approva

Every contract made by or on behalf of the College shall comply with provisions
contained in the Financial Regulations SectierPairchasing and Competitive

Tendering. No exceptions will be made from any of these provisions other than with the
express aproval of theCEO and Grouprincipal.

Before any order is placed, or contract entered into, Gup Director ofFinanceshall
ensure that there is adequate financial provision for the wamkl the necessary
approvals have been received.

13.7 Form of Contract

All contracts shall be in writing. Contracts shall only be signed in accordance with the
delegated financial authorities.

A clause shall beacludedin all contracts to require that, where appropriate, British
Standard Specification, International Standard Specification, or similar national
standards of EU member states have been used, provided that they meet the British
equivalent current at the datef tender. All goods and materials supplied or used and
all workmanship shall be in accordance with that standard or such higher standard as
may be specified.

Contracts exceeding £1m must be referred to the College’s solicitors for review (unless it
is a standard contract issued by a professional body)

All contracts exceeding £250,000 in value shall be signed under seal. The Head of
Governance shall maintain a record of all contracts under seal.

13.8 Assignment and Suhetting

Each contract shall provide that a contractor shall not assign ofetubcontract or any
part of the contractwithout the written consent of the CEO and Group Principal or the
Chair ofGovernorqunless agreed in the original contract)

addNoteTags3.1C_Board 10.12.25_College Financial Regulations v5.2 Final
Pageb4 of 79



13.9 Nominated SubContractors

Where a sukcontractor or supplier is to be nominated to a main contractor, competitive
tenders shall be invited and the contract and tender procedures contained herein shall
apply as if the tenders were for a contract with the College.

13.10 Performance Bond

If, after discussion with the CEO and Group Principal, it is considered necessary to take
security for the due performance of a contract or for any advance payments to be made
under the contract, such a security shall be incorporated into the contract.

13.11 Liquidated Damages

Every contract which exceeds £500,000 in value shall provide for liquidated damages in
the event of the whole or part of the works not being completed within the time
prescribed in the contract document.

When the completion of the contrad$ delayed, it shall be the duty of the Senior
Leadership Team to consider, with t&8&0O and Grouprincipal, whether any action
regarding deduction of liquidated or other damages shoulgtmesided.

13.12Gifts and Inducements

A clause shall biecludedin every contract empowering the College to cancel a contract
and to recover from the contractor the amount of any loss resulting from such
cancellation if the contractor shall have offered, or given, or agreed to give to any
person, any gift or considetian of any kind as an inducement or reward for doing any
action in relation to obtaining or execution of the contract with the College, or for
showing or appearing to show favour or disfavour to any person in relation to the
contract or any other contract with the College, or having committed any offence under
the Bribery Act 2010.

The acceptance of gifts and hospitality is covered in the Financial Regulations Section 15
— Conflicts of Interest, Bribery, Gifts and Hospitality which includes sections on what is
and what is not acceptable.

13.13Contracts Register

TheGroup Director ofinanceshall arrange for the maintenance of a register recording
amounts dueand payments made in respect of every contract for the execution of
works, which provides for payment to be made by instalments.
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13.14

13.141

13.142

Contract Monetary/Payment

Interim Certificates

All payments on account shall be made on a certificate signed by the project
nominated officer and consultant named in the contract document. The certificates
shall show the total value of the contract, authorised variations, the estimated value of
work executed to date, amount certified to date, the amount now certified and the
value of retention money.

Bxtensions and Variations

All extensions, additions or variations abdte limit defined in the contracgtshall be
issued by the nominated project officer named in the contract using the appropriate
variations order/architects’ instructions procedure for that type of contract.

Extensions, additions @ontrad above five per cent of the total project budget must
be reported to and approved by the Boawd Monitoring Group ifuthority is
delegated at the earliest opportunity. All such instructions must be in writing and
shall show the estimated cost of carrying out the work.

The relevant member of the Senibeadershigream shall be responsible for ensuring
that the financial effect of all variation orders and architects’ instructions are notified

to the Boardor Monitoring Group if authority is delegatednd that compliance with
the overall budget is monitored.

13.143 Claims

Claims by contractors or any other party are to be notified to@iO and Group
Principal without déay.

13.144 Final Accounts

13.15

On completion of a contract, the responsible officer shall forward the final account,
together with any supporting information, to therojectDirector/Manager. Such
information shall be provided in sufficient time to permit a final audib&carried out,
where this is deemed necessary, prior to the due date of the final certificate. The final
account will be made available by tkroup Director oFinane for review by the

Internal Auditors, and they shall be entitled to make all such enquiries amivesc

such information and explanations as they may require, in order to satisfy themselves
as to the accuracy of the accounts.

Security of Documents

All contracts and supporting documents shall be kept securely bgtheap Director of

Finance Documentation relating to unsuccessful tenders shall be kept byttoeip
Director ofFinance untithe project has been completed and the final account audited.
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13.16Insurance

TheGroup Director ofFinanceshall ensure that all contracts effect adequate public
liability insurance and that the contract works have been adequately insured against all
risks in accordance with the requirements of the appropriate form of contract.

SECTION HRISK MANAGEMENT

14.0 TheRiskManagementProcess
14.0.1 General

TheCEQandGroupPrincipal supportedby Senior_eadershigream mustensureasound
system of internal control to safeguard the College’s investments and assets.

The Board will, at least annually, conduct a review of the effectiveness of the College's
system of internal controls and will report that they have done so by way of a statement
in the College’s FnancialSatements. The review will cover all controls, including
financial, operational and compliance controls and risk management.

14.0.2 Assessment

In assessing the system of internal control, the Board and Senior Leadership Team must
have regard to:

e Thenatureandextentof the risksfacingthe organisation;
e Theextentandcategoriesof riskwhichit regardsasacceptableo bear;
e Thelikelihoodof the risksconcernedmaterialisingand

e The costs of operating particular controls relatteethe benefit thereby obtained in
managing the related risks.

The assessment of the internal control system shall consider the adequacy of the policies,
processes, tasks, behaviours and other aspects of the College that, taken together:

o Facilitatets effective andefficient operation by enablingt to respondappropriately
to significant business, operational, financial, compliance and other risks to
achieving the College’s objectives. This includes the safeguarding of assets from
inappropriate use or from loss arichud andensuring that liabilities are identified
and managed

e Help ensure theuality of internal and external reporting. This requires the
maintenance of proper records and processes that generate a flow of timely,
relevant andeliableinformationfrom within andoutsidethe College. Theremustbe
procedures for reporting immediately to appropriate levels of management and the
Board if appropriate any significant control failings; and
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e Help ensure compliance wiitpplicable laws andregulations and also internal
policies with respect to the conduct of business.

AnyCollegesubsidiarycompanieawill be subjectto the sameriskmanagemenprocess.
14.0.3 ProcessandImplementation

Therisk management process amdplementationwill be in accordancewith the
College’s Risk Management Policy and Process.

14.1 Insurance
14.11 General

TheGroupDirector of Finance is responsible &ffectinginsurance cover as determined

by the Board and is responsible for obtaining quotes, negotiating claims and maintaining
the necessary records and dealing with the College’s insurers and advisers about specific
insurance problems.

All staff usingtheir own vehicleson behalfof the Collegeshallmaintainappropriate
insurance cover for business use.

14.12 InsuranceRegister

Aregister,or similar,of allinsuranceselatingto the Collegeas maintainedby the Group
Directorof Finance who is responsible for keeping suitable records of plant which is
subject to inspection by an insurance company and for ensuring that inspection is
carried out in the periods prescribed.

Foreachrecordthe registerincludes:

e Riskcovered

e Claimlimits (excess)

e Speciatlauses

e Insurer

e Policynumber

e Covemote (whereapplicable)
e Renewabate

e Lastannualpremium

e Claimgrocedure

e Claimlerk

14.13 Policies

Allpoliciesarekeptbythe GroupDirectorof Finance.
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14.14 ClaimDetails

All claims are processed by the office of tBeupDirector of FinanceRecords of all
claims are maintained in this office.

Budget Holders must advise ti&roupDirector of Finance immediately of any event
which may give rise to an insurance claifimeGroupDirector of Finance will notify the
College’s insurers and, if appropriate, prepare a claim in conjunction with the Budget
Holder for transmission to the insurers.

14.1.5 Authorisation

Authorisationfor emergency insurances is as for othequisitions andyiven by Budget
Holders from delegated budgets.

All suchtransactionsarereportedto the office of the GroupDirectorof Finance byhe
Department requiring the cover.

Theauthorisationof the GroupDirector of Financasrequiredfor allinsurancesvithin the
Insurance Schedules, agreed by the Board.

14.16 ClaimSettlement

Authority to settle insurance claims on behalf of the College is dealt with by the
College’s insurer and the GroupDirector of Finance.

Authority to settle claims raised against the College by individuals or outside parties

shall restwith the CEO anroupPrincipalactingon the adviceof the insurer. Any
paymentof morethan £10,000shallbe reportedto the Board.

SECTION }5CONFLICTS OF INTEREST, BRIBERY, GIFTS AND
HOSPITALITY

15.0 Businesonduct
15.0.1 Application

This section sets out thexpectations of the Board with regard tlee business conduct
of governorsaandstaff. It alsosetsout the correspondingesponsibilitiesandobligations
of governors and staff.
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Thissectionapplies to all individuals working at all levels and grades, including senior
managers, governing body members, employees (whether permanent;téxedor
temporaryandincludingvisitinglecturers),consultantscontractors trainees,seconded
staff, home workers, casual workers and agency staff, volunteers, interns, agents,
sponsors, or any other person associated with the College, or any of its subsidiaries or
their employees, wherever located (collectively referred to as “staff” in this policy).

15.0.2 GeneralStatement

The College is committed to the highest standards of openness, integrity and
accountability. It seeks to conduct its affairs in a responsible manner, having regard to
the seven principles of public life

e Selflessness
e Integrity

e Objectivity

e Accountability
e Openness

e Honesty

e Leadership

The code would be breached, and the reputation of the College jeopardised, if more
favourable treatment were given to certain individuals, groups or organisations.

15.0.3 Principlesof Busines€onduct

TheBoardexpectseverymemberof staff andall governorsand ceopted
membersto:

e Beimpartialandhonestin the conductof their official business

e Employanyresourcescommittedto the bestadvantageof the College

e Ensurehat quality andvaluefor moneyare securedin everytransaction

e Notabusetheir official positionin anyway.

e Notsecureanypersonakldvantageeitherfor themselveor for their familyand

friends or for personal and business acquaintances, or seek to advance the private
business or other interests of any such persom@anization.

15.04 Financialnterest

Whereanygovernor co-opted member,memberof the Senioreadershipreamor
BudgetHolderhasafinancialinterestin anorderfor supplyof goodsor services, it shall

be declared to the College register of interests is kept by the Head of Governance and
updated on an annuddasis.All governors co-opted members, members of the Senior
Leadershipream or Budget Holdeese required to complete the Register of Interest.
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Reference should be made to the Conflicts of Interest Policy for Board Mendoers
opted membersand Executive Team. Due to the nature of the College's operations and
the composition of the Corporation, (being drawn from local public and private sector
organisations) it is inevitable that transactions will take place with organisations in
which a menber may have an interest.

All transactions are conducted in accordance with the College's Financial Regulations
(includingprocurementproceduresvhere appropriate)andthroughthe scrutinyof the

and Contractsand Partnership§roup(where appropriate) Tomitigate perceptions risk,
any contracts in excess of £10k may be suligatiditionalscrutiny(asagreedbetween

the ChiefOperatingOfficerand Chair of Audit & Risk Committee).

15.1 Bribery- Definition

Briberytakesplacewhere aninducementor reward isoffered, promisecr provided in
order togain any commercial, contractual, regulatory or personal advantage.

The Bribery Act 2010 introduced offences for acts of bribery by individuals, or persons

associated with relevant organisatiorihe College’s Anti-Fraud and Corruption Policy

should be consulted for more detail. The guiding principles to be followed by all

members of staff must be:

e the conduct of individuals should not create suspicion of any conflict between their
officialduty and their privatenterests

e the action of individuals acting in an official capacity should not give the impression (to
anymember of the public, to any organisation with whom they deal or to their
colleagues) thathey have been (or may have been) influenced by a benefit to show
favour or disfavour to any person or organisation.

15.2 Giftsand Hospitality

15.21 Courtesy gifts and hospitality must not be given or received in return for services provided
or to obtain or retain business but shall be handled openly and unconditionally as a gesture
of esteem and goodwill only. Gifts and hospitality shall always lsgrabolic value,
appropriate and proportionate in the circumstances, and consistent with local customs and
practices. They shall not be made in cash

The policy of the Collegeis that gifts, favours and offers of hospitality should be
politely but firmly refused Wherever this policy cannot be appliefer to the table

below:
GIFTS
Value Authorisation Other
considerations
Up to £24.99 May be accepted if refusal Make available for
would cause offence. Line general use
Manager to authomse. wherever possible.
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Over £25.00 Declare to the Head of
Governancevho willupdate
the gifts and hospitality
register andwill refer to the
CEO and Group Principal for
approval

If a gift is accepted then, if possible, it should be made available for general use (e.g.
boxes of sweets placed in departmental offices; bottles of wine tsestaff social
functions). Governorsand staff mayfind it helpfulto consider whether an offer of
hospitality could be reciprocated by the College at a similar monetary value before
deciding to accept it.

HOSPITALITY
Value Authorisation
Up to £49.99 May be accepted if refusal

would cause offenceA
member of the Senior
Leadership Team tauthorise.

Over £50.00 Declare to the Head of
Governance who will update
the gifts and hospitality
register and will refer to the
CEO and Group Principal for
approval

Inall of the above, gifts and hospitality offered to the CEO and Group Principal requires
approvalof the Chairof Governors.

It isappreciatedthat the practiceof givingbusinesgyifts variesbetweencountries and
regionsand what may ba&ormal and acceptable in one region magt be in another.
The test to be applied is whether in all the circumstances the gift or hospitality is
reasonable and justifiableTheintention behindthe gift shouldalwaysbe considered.

15.3 Whatisnot Acceptable?

It is not acceptable for a member of staff (or someondlueir behalf) to do any of the

following which are liable to involve offences under the Bribery Act 2010:

e (Qive, promise to give, or offer, a payment, gift or hospitality with the expectation or
hope that a business advantage will be received, or to reward a business advantage
already given. “Business advantage” includes academic advantage such as the
award ofa degree (includingn honorary degree and a particular class of degree) or
academic title;

e (Qive, promise to give, or offer, a payment, gift or hospitality to a government
official, agent or representativdo “facilitate” or expedite a routine procedure,
suchasadmissiorto the institution asa student;
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e accept payment from a third party that is known or suspected to be offendathe
expectationthat it will obtainabusinessadvantagegor them;

e acceft agift or hospitalityfrom athird party if it isknownor suspected that it is
offered or provided with an expectation that a business advantage will be provided
in return;

e threaten or retaliate against another member of staff or student who has refused to
commit a bribery offence or who has raised concerns under this policy; or

e engagean anyactivitythat might leadto a breachof this policy.

15.4 FacilitationPaymentsand “Kickbacks”

The College does not make, and will not accept, facilitation payments or “kickbacks” of

any kind.Facilitation payments are typically small, unofficial payments made to secure
or expedite a routine government action by a government officldley are not

commonly paid in th&JK butare common in some other jurisdictions.

If a member of staff is asked to make a payment on behalf of the College, the member
of staff, shouldalwaysbe mindful of whatthe paymentisfor andwhether theamount
requestedisreasonablejustifiableand proportionateto the goodsor services provided.
Always ask for a receipt which details the reason for the paymiétitere are any
suspicions, concerns or queries regarding a payment, you should raise these with your
Line ManagerGroup Director oFinanceor the Head of Governance

Kickbacks are typically payments made in return for a business favour or advaAthge.
staff must avoid any activity that might lead to, or suggest, that a facilitation payment or
kickback will be made or accepted.

15.5 Responsibilities

The prevention, detection and reporting of bribery and other forms of corruption are
the responsibility of athose working fothe Collegeor underits control. Allmembers
of staffarerequiredto avoidany activity that might lead to, or suggest, a breach of this

policy.

Membersof staff mustnotify their LineManager Group Director ofinanceor the Head
of Governanceassoonaspossiblef it isbelievedor suspectedhat a conflictwith this
policy has occurred, anay occur in the futureFor example, if a student or potential
student or client or potential client offers something to gain a business advamtiige
the Collegegprindicatesthat a gift or paymentisrequiredto secure theitbusiness.
Further “red flags” that may indicate bribergr corruption are set out in Potential Risk
Scenarios: “Red Flags” at the end of this section.

Youareencouragedo raiseconcernsaboutanyissueor suspiciorof malpractice at the
earliest possible stage. If you are unsure whether a particular act constitutes bribery or
corruption, or if you have any other queries, these shouldaigedwith the Group

Director ofFinanceor Headof GovernanceConcernshould be reported by following
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the procedure set out in the College’s Public Interest Disclosure (Whistleblowing) Policy.
A copy of the Whistleblowing Policy can be found onitttieanet and college website.

The Board has overall responsibility for ensuring this policy complies with the College’s
legalandethicalobligations andthat allthoseunderour control comply with it.

TheGroup Director ofinancehas primary and dato-day responsibility for

implementing this policy, and for monitoring its use and effectiveness. Management at
all levels are responsible for ensuring those reporting to thermsadeawareof and
understandhispolicyandaregivenadequateandregular training on it.

Any membeiof staffwho breacheshis policy will facedisciplinary action, which could
result in suspension or dismissal for gross misconduct under the College’s staff

disciplinary procedure and the College contacting the poli€ae College reserves its
right to terminate its contractual relationship with other workers if they breach this

policy.]

15.6 TheSchedule Potential RiskScenarios?“Red Flags”

The following is a list of possible red flags that may arise and which may raise concerns
under various antbribery and anticorruption laws.The list is not intended to be
exhaustive and is for illustrative purposes only.

If any of these red flags are encountered while working for the College you must report

them promptly to your Line Manag@®Rto the Group Director ofinanceor the Head

of Governanc@®©Rusing the procedure set out in the Public Interest Disclosure

(Whistleblowing) Policy:

a) you become aware that a third party engages in, or has been accused of engaging
in, improper business practices with a view to gaining a financial or other
advantage;

b) you learn that a third party has a reputation for paying bribes, or requiring that
bribesare paidto them, or hasareputationfor havinga “special relationship” with
foreign government officials;

c) a third party insists on receiving a commission or fee payment before committing to
sign up to a contract with us, or carrying out a government function or process for
us;

d) athird partyrequestspayment in cash and/or refuses sign aformal commission
or fee agreement, or to provide an invoice or receipt for a payment made;

e) a third party requests that payment is made to a country or geographic location
different from where the third party resides or conducts business;

f) athird party requestgan unexpectedadditionalfee or commissiorto “facilitate” a
service;

g) a thirdparty demands lavish entertainment or gifts before commencing or
continuing contractual negotiations or provision of services;

h) a third party requeststhat a paymentis made to “overlook” potential legal
violations;
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i) a third party requests that you provide employment or some other advantage such
as a place on a course or an academic award to a friend or relative;

j) you receivean invoice from a third party that appearsto be non-standard or
customised,;

k) a third party insistson the use of side letters or refusesto put terms agreedin
writing;

l) younoticethat the Collegehasbeeninvoicedfor acommissioror fee paymentthat
appears large given the service stated to have been provided;

m) a third party requests or requires the use of an agent, intermediary, consultant,
distributor or supplier that is not typically used by or known to the College;

n) Yyou are offered an unusually generous gift or offered lavish hospitality by a third

party.

SECTION 6PARTNERSHIP AND SUBNTRACTING

16.0 Introduction

A proportion of all Government funded activity may be through partnership ofr sub
contracting arrangementsThe SeniotLeadershipleam have agreed a central
framework for negotiation and operating any partnership and-sohtracting
arrangements.Thissectionoutlinesthat framework andgivesguidelinego those staff
who may be involved in the agreement and operation of such ventures.

All the documents, procedures and working practices are based upon the
recommendations and guidelines outlined to colleges bydineent Education & Skills
Funding AgencyDff Funding GuidancelheDfEguidance relates to College’s
procedures covering botRartnershipsand SukContracting ForHEprovisionswe work
to the guidanceprovidedfrom the Officefor StudentgOfS andretain bestpracticefrom
the DfEguidance.

16.1 Definitions

Two types of delivery arrangement are recognised: direct (either by the institution or
with a partner) andndirect, via subcontractThey are defined as:

e Partnership Directdeliveryprovision:staffdeliveringthe provisionare under the
direct management of the College either as employees or through
employment/staffing agency arrangement&n employment/staffing agency is a
business whose undertaking is wholly or mainly the provision of staff to third parties
to work under the direct management of the third party.

e SubContract provision: eligible provision which is not direct provision, including
where the College arranges with another organisation to deliver provision under the
College’s control, normally at sites away from the College’s premises.
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16.2 TheContextof Partnershipand SubbContractingArrangements

The Seniokeadershipream has responsibility for managing and developing partnership
provision. This is done within the context of the strategic objectives of working in
collaboration with partners to identify and meet community needs.

16.3 TheProcedurefor AgreeingFranchiseand PartnershipArrangements

The annual budget, as approved by the Board, shall contain a budget line for Sub
Contracting.Anyvariations tothis budget lineshall be reported tdhe Board. The
SeniorLeadershipleam will be responsible for authorising contracts which the Chief
Operating Officer or CEO & GroRpncipal shaluthorise.

All partnershipandsub-contractingarrangementsnustbe agreedby the and Contracts
and Partnership§roup, according to its procedures and guidelines and the contract be
in a form approved by the Board.

Thecriteriafor agreementwill be on the basisof the publishedDfEdue diligence
checklist but with additional features including:

e the positionwithin the portfolio of provisionasoutlinedin the StrategicPlan,and
how the arrangement will add to the College’s portfolio including how it fits with
the College’s priorities.

e an assessmentof the learner number and funding value of the
arrangement;

¢ theanticipatedriskattachedto the arrangement;

e projection of income and costsand an assessmenbf contribution to
profitability;

e acheckonthe controlissuedsdentified by the DfE

e confirmation of the suitability of the Partner / Suontractor to conduct the

venture to include:

a) Statementof the objectives.

b) Copyof Partner/Sub-Contractodatestaccounts.

c) All SubContractor /Partner ventures must be detailed in a final contract with
the Partner / SukContractor.

d) Atleastonceperyearthe CEO and Grouprincipakhallreport all Sub
Contractorf Partneractivityto the Board.

16.4 Controllssues

Thefollowingcontrolissueseedto be covered:

¢ TheCollegamustbe ableto enrolor reject studentsasit would do if the students
were to be taught on its own site.
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Alearningagreementmustbe enteredinto at the time of enrolmentwhichreflects
the outcome of initial advice and guidance as well as any assessments for an
individual student.

Alearningprogrammeandits meansof deliverymusthavebeenclearlyspecified by
the College.

TheCollegemustbein control of the deliveryof the education.

Arrangementdor assessinthe progressof individuallearnersmustbein place.
Aprocedurefor the Collegeto monitor regularlythe deliveryof programmes
provided in its name must be in place.

16.5 ContractualArrangements

All Partner / SulContractor agreements, contracts and service level agreements must
be based on the latest version thfe DIEOfSguidance and in a form approved by the
Board.

Scheduleso the contractcoverqualityissuesandfinancialissues:

Scheduld Fundingoreakdown

Schedul& Programmaedetails

Schedul& Qualityandcomplianceargets

Schedulet Profileof numbersof startsandcompletions
Schedulé Locationof delivery

Schedulé Insurancecover

Schedul& Miscellaneous

16.6 SubContractor/ PartnerProvision

TheQollege will at all times comply with the terms and conditions set out inDFOfS
fundingguidanceaswell asthoselisted below. TheCollegeremains ultimately
responsibldor all provisionthat is deliveredeither in partnershipor as part or wholly
SubContracted.

SubContracting- TheCollegemust:

Havea legallybindingcontractwith eachsub-contractorwhichincludeshe terms as
defined in theDfE OfSFundingGuidance for the appropriate funding year

Have a clearly defined service level agreement for allcsariracting arrangements,
know about it, and the swbontractor’s roles and responsibilities

Carry out comprehensive due diligence checks prior to entering into any contract
for the delivery ofDfEfunded programmes

Carry out regular reviews gtib-contractors’ performance

Onlyawardcontractsfor deliveringfunded provisiorto legalentities. If the legal
entity is a registered company, it must be recorded as ‘Active’ on the Companies
Housedatabaselnformthe DfEof any newsub-contracting arrangements in line
with audit requirements

Publish its policy on management fees and services provided toautbactors
Holddetailsof the levelsof fundingthe Collegasretainingandthe services it
provides to its partners for this funding
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SubContracting- TheCollegemustnot:
e Awardacontractto alegalentity if:

- it hasanaboveaverageiskwarningfrom acreditagency

- it has passed a resolution (or the court has made an order) to wind up or
liquidatethe company or administratorshavebeenappointed,or its statutory
accounts are overdue.

e Subcontractto avaluein excesof £100,000t0 anylegalentity that is not
registered on the Register of Training Organisations (ROTO)

Partnerships- TheCollege:

e Mustholddetailsof alldeliverypartners

e Musthold detailsof what provisionthe partnersare providing,andhow it fits into
priorities.

e Mustensurethat partnersare awareof the Gollegespoliciesand procedures,
relating to quality and compliance

e Musthold detailsof the levelsof fundingthe Collegds retainingandthe services it
provides to its partners for this funding

* Musthaveaclearlydefinedcontractandservicelevelagreementor all
partnerships

16.7 Retentionof Documents

TheCollegeshallretain originalinvoicesand managemeninformationreturnsand all

other documents necessary to verify the provision delivered by it or its uiiractors

in relationto the College’s agreement with the fundingagencies for six years after the
end of the contract year, save that where any of the provision is funded using monies
from the European Social Fund or other funding agencies where other arrangements
must be followed.

16.8 Contractsand Partnership&roup

Reference should be made to the Conflicts of Interest Policy for Board Mendoers
opted membersand Executive Team. Due to the nature of the College's operations and
the composition of the Corporation, (being drawn from local public and private sector
organisationsijt isinevitablethat transactionswill take placewith organisationsn which

a member may have an interest.

All transactions are conducted in accordance with the College's Financial Regulations
(includingprocurementprocedureswvhere appropriate andthroughthe scrutiny of the
Contractsand Partnership§&roup. To mitigate perceptions risk, any contracts in excess
of £10kmaybe subjectto additionalscrutiny(asagreedbetweenthe Chief Operating
Officer and Chair of Audit & Risk Committee).

In all casescontractsare awardedon a bestfit / bestvaluebasis.
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SECTION7 - COLLEGEOMPANIEANDJOINTVENTURES

17.0 Introduction

The Board is responsible for approving any investment (including the giving of a
guarantee) in a company or joint venture and the procedure to be followed in order to
do so. Appropriate legal advice should be sought prior to entering into any such
investments.

17.1 Conductof Company/JointVenture

The Board should ensure that following the establishment of a separate company a
formal memorandum is established between the College and the company, setting out
the relationship between the company and the College.

Before any College funds are made available to a company, the Board should ensure
that it will receive a satisfactory return and that the College bears an acceptable level of
risk.

For each proposed business venture the Board should undertake a thorough review of
its business plan and proposed control arrangements.

Where the College costing system does not distinguish public funds from other funds,
Governors should regard all the funds at their disposal as if they were public funds.

It isthe responsibilityof the Boardto establishthe shareholdingarrangements.

Directorsof companies will be appointed in accordance with the Articles of the company
and in accordance with legal or other guidandde performance and audited annual
accounts of the company/joint venture must be reported annually to the Board.

Any company/ joint venture in which the College has a controlling interest shall operate
within the same financial framework as the College and have the same external auditors
as the CollegeWhere a controlling interest does not exist, the Board must be satisfied
that there are appropriate, transparent controls and accountability arrangements at
least as rigorous as those of the College, and it must have board representation for any
significan investment.

SECTION ISPONSORSHIP ANRBARITABLE DONATIONS

18.0 General

Milton Keyne<College(the College)s an exempt charitgnd the Charities Commission
imposes strict rules concerning donations frome charityto another charity.
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18.1 Sponsorship
18.1.1 Sponsorship is usually a marketing tool where there is mutual benefit.

18.12 Sponsorship (where the recipient provides some form of advertising or publicity), may
be permissible providing it can be clearly demonstrated that:
« The aims and benefits of the sponsorship are in line with the purpose of the College

« It represents value for money
o There is ultimate benefit for learners.

18.13 Due diligence should be carried out in the usual way to ensure there is no risk of bribery.

18.14 All ponsorship must be approvday the CEO and Group Principaing theSponsorship
and Donations form held by the Group Director of Finance.

18.2 Charitable Donations

18.2.1 Making a charitable donation is generatigt permitted. In exceptional circumstances, and
where the source of funding permits, this may dogthorisedin advance by the CEO and
Group Principalisngthe Sponsorship and Donatiofierm heldby the Group Director of

Finance

The formshould be retained in order that it may be reviewed by auditors
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Annex 1- Post Holder Titles and Groups

The table below identifies the generic posts referred to in the Financial Regulation and links these
to the current post. The term Senior Management Team (SMT) is used throughout the Regulations
and the College’s current nomenclature for the SMT is Senior Leadership Team (SLT).

Post

CEO & Groug
Principal

Chief
Operating
Officer

Executive
Principal

Executive
Director:
People
Services
and
Marketing

Clerk to the
Board

Registrar

Finance
Director

Other
Members of
Senior
Leadership
Team

Current Post Description

Holder

Chief Executive Officer & Group J
Principal
DesignatedAccounting Office
Chief Operating Officer V4
DesignatedChiefFinarcial Officer
Executive Principal N/A
Executive Director: People N/A
Services and Marketing
Head of Governance V4
GroupDirector. FundingData& N/A
Exams

. . N/A
GroupDirector of Finance
Group Director: Inclusion N/A
Group Director: Curriculum & N/A
Pedagogy
Group Director: Employer N/A
Engagement & Partnerships
Group Director: People Services N/A
Interim Group Director: Employee N/A

Relations and People Developme!
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Senior Post Member
of ELT

v

N/A

N/A

N/A

N/A
N/A

N/A

N/A

N/A

Member
of SLT

N/A

N/A

N/A

N/A

N/A

Mandate
List

A

N/A

N/A

N/A



Post

Current Post Description

Group Director: 18, Adult and HE
Group Director: Quality and
Standards

Group Director: Estates

Lead Director: Prison Services

Head of Marketing and
Communications

Senior Post Member

Holder
N/A

N/A

N/A

N/A

N/A
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of ELT
N/A

N/A

N/A

N/A

N/A

Member
of SLT

v

v

Mandate

List

N/A

N/A

N/A

N/A

N/A



Annex 2

Authorisation Levels

Category

1. Budget 2. Relevant | 3. Group 4. Chief 5.CEO & 6. Audit & 7. 8. Board 9. DfE
Holder/ GLT Director of Operating Group Risk Remuneration

Line member Finance Officer Principal Committee | Committee

Manager

Budgetary Control (52, $4)

Budget virements

No virements is permitted without the approval of the Group Director of Finance. Virement between pay costs gra/no
costs isnot permitted

Budget management (inc.
capex)

v v v v

Budget scrutiny and v
oversight (inc. capex)
Budget / Budget v

reforecasts approval (inc.
capex)
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Category

Purchasing and Competitive Tendering (56)

Purchases (incl. VAT)

Contract approvafincl VAT) up to

(Use Contract Approval
Form)

(Contracts are signed by E
after Board approvalnless
signed under seal

Review contract terms

Requirement for
competitive quotations
(works) (incl. VAT)

Requirement for
competitive quotations
(good and services) (incl.
VAT)

Contract waivers (if sole
supplier) (works)

1. Budget 2. Relevant 3.Group 4. Chief
Holder/ GLT Director of Operating
Line member Finance Officer
Manager
up to £3,000- £25,000-
£2,999 £24,999 £149,999
(plus 1) (plus 1 and
2)
£3,000- £25,000-
£2,999 £24,999 £149,999
(plus 1) (plus 1 and
2)
£3,000 and v
above

Up to £2,499: no requirement

5.CEO &
Group
Principal

£25,000-
£149,999
(plus 1 and
2)

£25,000-
£149,999
(plus 1 and
2)

6. Audit &
Risk
Committee

£2,500- £29,999: Budget Holder to arrange three written quotes
£30,000- £5,372,608 (or PCR limit if lower): tender exercise to be conducted
£5,372,609 and above (or PCR limit if lower): public tender or compulsory competitive tender

Up to £2,499: no requirement

£2,500- £29,999: Budget Holder to arrange three written quotes
£30,000- £214,904or PCR limit if lower): tender exercise to be conducted

£214,904and abovegor PCR limit if lower): public tender or compulsory competitive tender

Up to £29,999: Group Director of Finance
£30,000- £5,372,608 (or PCR limit if lower): Group Director of Finance and Chief Operating Officer
£5,372,6090r PCR limit if lowegnd é&ove- cannot waive
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7.
Remuneration
Committee

8.Board

£150,000
and above
(plus 1,3
and 4 or 5)
(unless
delegated)
£150,000
and above
(plus 1,3
and 4 or 5)
(unless
delegated)

9. DfE



Category 1. Budget 2. Relevant 3.Group 4. Chief 5.CEO & 6. Audit & 7. 8. Board

Holder/ GLT Director of Operating Group Risk Remuneration

Line member Finance Officer Principal Committee ~ Committee

Manager
Contract waivers (if sole  Up to £29,999: Group Director of Finance
supplier) (goods and £30,000- £214,904or PCR limit if lower): Group Director of Finance and Chief Operating Officer
services) £214,904and above (or PCR limit if loWe&annot waive
Acceptance of a Tender v (unless
above £150,000 (813) de|egated)

Treasury Management (510)

Appointment of College v
bankers and other

professional financial

advisors

Bank mandate changes v

Opening a College bank v
account

Cheques and automated Two signatories as per the bank mandate

transfers

Income

Approval of credit Group Director of Finance (periods over 30 days will not normally be approved)
agreements and payment

periods (S9.1)

New course which is not v

expected to recover its

costs (S11)

Debt write-off (S9) and credit notes (58)
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Category 1. Budget 2. Relevant 3.Group
Holder/ GLT Director of
Line member Finance
Manager

Write off irrecoverable Up to

debtsand issue of credit £4,999

notes

Capital Expenditure / Projects (513)

Capital programmes and
budget

Capital expenditure orders Use normal purchase order rules
following capital projects

approval

Capital contract variations v

(below £5k)

Use normal purchase order rules
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4. Chief 5.CEO &
Operating Group
Officer Principal
£5,000-

£9,999

4

6. Audit &
Risk
Committee

7.
Remuneration
Committee

8.Board 9. DfE
£10,000- Refer to
£44,999 Section 2.8f
(plus COO) these
(reportthe Regulations
schedule of andCollege
write offs Financial

to Board handbook
annually)

If above 5%
of the total
project
budget
(unless
delegated)


https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5
https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5
https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5

Assets (512)

Acquisitions or disposals o'
land or buildings, or any
alienation of leases or
licences, or any grant of
leases or licences

Other asset disposals

Depreciation

Pay expenditure (51, S5)

All staff except Senior
Postholders pay, condition:
recruitment and
appointment to vacancies
Senior Postholders pay,
conditions, recruitment and
appointment to vacancies
Special severance and
compensation payments
Exgratia payments

Any additional payments tc
staff (S11)

Private consultancies and
other aid work (S11)
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Refer to S11

up to
£49,999
v

Refer to
Section 2.8 of
these
Regulations
andCollege
Financial
handbook

Refer to
Section 2.8 of
these
Regulations
andCollege
Financial
handbook


https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5
https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5
https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5
https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5
https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5
https://www.gov.uk/government/publications/college-financial-handbook/college-financial-handbook-2025-effective-from-1-august#Part5

Travel, subsistence and other expenses (56, $7)

Authorisation limits Same as Purchases limitsee above
Refer to the Travel & Subsistence (Expenses) Policy
Gifts and Hospitality (S15)

Acceptance of Gifts up to £25 and
£24.99 over (via
Head of

Governance)
Acceptance of Hospitality up to £50 and
£49.99 over (via
Head of

Governance)
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Other

Borrowing (S2, S10) Refer to

Debt write-off, Indemnities, Section 2.8 of
guarantees and letters of these

comfort (S1) Regulations
Novel contentious or andCollege
repercussive transactions Financial

(S1) handbook
Reappointment of Internal v v

and External Auditors
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