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1.0 Introduction 

 

1.1 The Scheme has been developed to clarify the responsibilities and powers of Trustees 

and members of staff employed at the Academy in respect of key aspects of the 

management of the Academy and to ensure compliance with legal requirements. The 

delegations set out in this scheme are delegated to the specified committees of the Board of 

Trustees and post holders employed at the Academy. The Scheme of Delegation must be 

operated in conjunction with the Academies Financial Handbook, and Company and Charity 

Law. 

1.2 Delegations cannot be exercised other than by the designated person or committee 

unless otherwise directed or agreed by the Board of Trustees. In the absence or incapacity 

of the Headteacher, the delegations stand delegated to the Deputy Headteacher unless 

otherwise directed or agreed by the Board of Trustees.  

1.3 Instead of exercising her/his delegated powers, a post holder or committee may refer the 

matter to the appropriate committee or to the Board of Trustees. The scheme will be 

reviewed on an annual basis by the Business Audit and Finance Committee without 

prejudice to the powers and duties of the Board of Trustees and its committees. The 

Business Audit and Finance Committee shall inform the Board of Trustees if it suspects any 

irregularities affecting resources of the Academy. 

 

2.0 Powers to be exercised only by the Full Board of Trustees or Members 

 

2.1 Powers to be exercised only by the Full Board of Trustees or Members 

None of the responsibilities in this paragraph may be further delegated. 

a. Only the Board of Trustees may: 

• Elect or remove the Chair or Vice Chair of the Board of Trustees 

• Appoint the Company Secretary 

• Co-opt persons on to the Board of Trustees 

• Suspend Trustees  

• Appoint Auditors (Members only) 

 

b. Additionally the Board of Trustees has decided not to delegate the following: 

• Appointment of a Headteacher 

• Approval of the budget 

• Agreeing the Annual Report and Accounts 
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3.0 The responsibilities of Board of Trustees and the Headteacher 

Note that this is not a complete list of Headteacher’s and Board of Trustees’ responsibilities 

and that some of these responsibilities are delegated in Section 4 

3.1 ACADEMY BUDGET AND FINANCE 

Responsibilities of Headteacher Responsibilities of Board of Trustees 

Draw up and submit to the Board of 
Trustees an annual budget plan for the 
Academy’s funds which must conform to 
DfE requirements. 
 
Prepare and submit to the Board of 
Trustees any significant proposals for 
revisions to the budget plan within the 
strategic guidelines set by the Board of 
Trustees 

Approve the annual budget plan proposed 
by the Headteacher and to amend the 
budget plan where appropriate. Approve 
any proposed revisions to the budget plan 
submitted by the Headteacher during the 
course of the year and to consider the 
delegation of their duties. This should be 
reviewed on a regular basis. 

To be Accounting Officer with the following 
responsibilities: 

• Ensuring regularity and propriety 

• Ensuring prudent and economical 
administration 

• Avoidance of waste and 
extravagance 

• Efficient and effective use of 
available resources 

• The day to day organisation, staffing 
and management of the academy 

• Responsibility for the operation of 
financial processes 

To spend the delegated budget before the 
end of financial year within variance 
allowed for academies. The Board of 
Trustees may borrow money only with the 
written permission of the Secretary of State 

To ensure all records and documents are 
available for Audit 

To decide whether to delegate their powers 
to spend the delegated budget and any 
grants to the Headteacher. If so, decide the 
amount to be delegated. 

Submit to ESFA budget forecast information 
in a form specified by ESFA to a timescale 
as notified. 

 

 

3.2 PERSONNEL 

Responsibilities of Headteacher Responsibilities of Board of Trustees 

To advise on staff requirements To decide the number of staff at the Academy 
and the level of the posts. 

To advise the Board of Trustees on the 
appointment of all teachers and senior 
leaders via the headteachers report. 
 
 
To advertise Headteacher vacancies 
nationally and other vacancies as 

To approve the overall procedures for appointing 
staff, including whether to delegate functions to 
the Headteacher or Trustees, taking account of 
legal requirements. 
To set up selection panels for Headteacher and 
other agreed senior or middle leader posts. 
To conduct interviews and appoint teaching staff 
(delegated to the Headteacher) 
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appropriate and agreed between the Board 
and Headteacher. 

To advise on the appointment of non-
teaching staff via the Headteachers Report 
 

To appoint non-teaching staff. (delegated to the 
Headteacher) 

To make recommendations for teachers’ 
pay progression and other teachers pay 
related matters. 

To receive and approve the recommendations. 
 
 

Where appropriate to advise the Board of 
Trustees on the 
Specification of a vacant post. 

Where required, to decide a specification for any 
vacant post, in consultation with the 
Headteacher. 

To advise the Board of Trustees on levels 
of pay for all teaching and non-teaching 
staff, except their own, using a robust 
evidence-based process. 

To agree the pay of all members of staff, 
including that of the Headteacher and all 
Leadership Team staff, in line with legal 
requirements.  

To advise the Board of Trustees on 
adopting effective formal and informal 
procedures to deal with underperforming 
staff and to keep the Board of Trustees 
informed of the general operation of such 
procedures. 

To approve formal capability procedures to deal 
with underperforming staff. 

To advise the Board of Trustees on 
disciplinary rules and procedures 
and staff grievance 

Where appropriate to approve disciplinary rules 
and procedures and staff grievance procedures.  

To advise the Board of Trustees on whether 
anyone employed at the academy should or 
has been dismissed. 
To advise the Board of Trustees on 
additional salary payments to be made 
including settlements and redundancies, 
and discretionary payments. 

 
To decide whether any payment should be made 
in respect of the dismissal, or the resignation of 
a member of staff (includes early retirement and 
redundancies) and the amount of any such 
payment to a maximum of £50,000.(Gross) 
To decide whether to grant early retirement to 
teachers. 

To suspend staff in appropriate 
circumstances and to end suspensions. 

To approve an appropriate pay spine and related 
procedures for support staff 

To deploy, manage and lead all teaching 
and non-teaching staff of the academy and 
allocate particular duties to them. 

To approve and be part of all personnel and 
payroll decisions or changes in relation to the HT 
role. To include but not limited to: appointment; 
dismissal; pay increase; compensation; 
additional payments 

To evaluate the standards of teaching and 
learning in the academy and ensure that 
proper standards of professional 
performance are established and 
maintained. 
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3.3 PERFORMANCE MANAGEMENT 

Responsibilities of Headteacher Responsibilities of Board of Trustees 

To draft, if requested by the Board of 
Trustees, 
an academy performance management 
policy, within the framework set by the 
Appraisal Regulations. 
 

To establish an academy performance 
management policy to govern the 
implementation of school teacher appraisal 
(including the Headteacher) within the 
framework set by the Appraisal 
Regulations. 

To consult all school teachers at the 
academy, if requested by the Board of 
Trustees, before drafting a performance 
management policy. 

To ensure that all school teachers are 
consulted. 
 
 

To implement the academy performance 
management policy approved by the 
Board of Trustees 

To review and, if necessary, amend the 
performance management policy annually. 
 

To appoint/act as appraisers for teachers 
 

To ensure that school teachers receive a 
regular appraisal of their performance. 

To review complaints by teachers about 
their appraisal where the Headteacher has 
not been the appraiser. 

To appoint two or three Trustees to take 
responsibility for carrying out all aspects of 
the Headteacher’s appraisal. 

To set the timing of the performance 
management cycle for other teachers 

To decide the exact timing of the 
performance review cycle for the 
Headteacher. 
 
To appoint one or more review officers 
where a complaint is made by the 
Headteacher about his/her performance 
review and the Chair of Trustees has been 
involved in that review. 

 

3.4 ACADEMY PREMISES 

Responsibilities of the Headteacher Responsibilities of Board of Trustees 

Control of Academy premises 
Day to day management of the academy 
and day to day charge of who can enter the 
academy premises. To advise Board of 
Trustees where appropriate. 
 
. 

To decide on what charges to levy where 
external providers want to use the academy 
premises. 
 
 

Health and Safety 
To comply with Board of Trustees directions 

To agree a health and safety policy, monitor 
risk assessments and set up arrangements 
to manage health and safety. 
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4.0 Board of Trustees Decision Maker 

 

4.1 BOARD OF TRUSTEES DECISION PLANNER 

This Planner shows to which level a Board of Trustees may delegate functions and the 

delegation approved by the Board of Trustees  

4.2 KEY 

Level 1: Members (Mem), Board of Trustees (MTB), Appropriate Panel (Panel) 

Level 2: A committee of the Board of Trustees: Business, Audit and Finance (BAF) 

Link Governor (Link) 

Level 3: An individual governor, Chair of Trustees (CG), Deputy Chair of Trustees (DCG) 

Level 4: Headteacher (HT), Business Manager (BM), Deputy Headteacher (DHT),  

Finance Manager (FM) 

Column blank: Action may be undertaken by this level. 

Column with cross: Function cannot be legally carried out at this level. 

*Although decisions may be delegated, the Board of Trustees as a whole remains 

responsible for any decision made under delegation* 

4.3   Action Sheet Decision Level 

Key 
Function 

No Tasks LEVEL I LEVEL 
2 

LEVEL 
3 

LEVEL 
4 

Finance 1 To approve the budget  MTB  X X 

 2 To monitor income, expenditure, cash flow 
and the Balance Sheet. Ensure Income 
collected is in accordance with Financial 
regulations 

 BAF   
 

 3 To investigate financial irregularities 
(Headteacher suspected) 

PANEL    

 4 To investigate irregularities (other staff 
suspected) 

 BAF   

 5 Ensure arrangements for processing 
payments are in accordance with 
Financial Regulations and supported by 
an invoice, duly certified-that 
banking/order records are maintained 
 

 BAF   

 6 Contract spends up to £20,000    FM or 
HT 

 7 Contract spends between £20,001 and 
£49,999 

 BAF   

 8 Contract spends over £50,000 MTB    

 9 The BAF may authorise the write off of 
debts in accordance with the limits set in 
the Academies Financial Handbook 2019 

 BAF   
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 10 The BAF may write off stock deficiencies 
exceeding £2,500 

 BAF   

 11  The Headteachers may write off stock 
deficiencies up to £2,500 

   HT 

 12 The BAF is responsible for ensuring all 
voluntary funds are properly administered 
and audited 

 BAF   

 13 Freedom to vire sums of up to £5,000 
between headings of the academy budget. 
Transfers need to be reported to the next 
BAF.  

   HT 

 14 All virements in excess of £5,000 shall be 
approved by the BAF. The Headteacher 
may make urgent transfers if detrimental 
to the Academy for payments not to be 
made in a specified time frame 

 BAF   

 15 Headteacher and Finance Manager to 
sign for goods and services up to £20,000 

   HT, FM 

 16 Chair of Trustees or Deputy Chair of 
Trustees to sign for goods and services 
over £20,000 

  CT, 
DCT 

 

 17 Authorise payments from the petty cash 
float of £250 with a maximum allowable 
payment of £50. Exceptional request up to 
£100 can be approved at the discretion of 
the Finance Manager. 

   HT, 
DHT, 
FM 

 18 To approve the Financial Procedure 
Manual-ensuring no one person shall be 
signatory for all processing stages 
Authorisation of who is entitled to order 
goods, works and services 

 BAF   

 19 The Board of Trustees may approve use 
of payment by Credit Cards 

MTB    

 20 To sign the interim financial reports  BAF   

 21 Approval of Lettings policy MTB BAF   

 22 To sign the Annual Report MTB    

 23 To appoint auditors for the accounts MEM    

 24 The Board of Trustees shall receive and 
approve academy voluntary funds no later 
than 4 months after the financial year end. 

MTB    

 25 Ensure arrangements for security of 
Assets are in accordance with the 
Financial regulations-with periodic stock 
checks 

MTB BAF   

 26 Assets may be disposed of in accordance 
with the Academies Financial Handbook 

MTB BAF   

 27 Notify the Academy’s Insurance broker of 
any eventuality 

MTB BAF   

 28 To approve the Audit Plan  BAF   

Staffing and 
Pay 

29 Headteacher Appointments(selection 
panel) 
Senior Leadership Team 

PANEL    

 30 Appointments (via selection panel) PANEL   HT 

 31 Appoint other teachers     HT 

 32 Appoint non-teaching staff     HT 

 33 Annual Pay Policy MTB    

 34 Pay discretions (the Headteacher should 
not advise on their own pay) 

PANEL   HT 
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 35 Support Staff Pay including consensual 
variation if necessary 

 BAF  HT 

 36 Establishing disciplinary /capability 
procedures 

 BAF   

 37 Dismissal Headteacher (discipline panel) PANEL   X 

 38 Dismissal other staff (discipline panel) PANEL    

 39 Suspending the Headteacher PANEL   X 

 40 Suspending staff except Headteacher 
(discipline panel) 

PANEL    

 41 Ending suspension Headteacher 
(discipline panel) 

PANEL   X 

 42 Ending a suspension except Headteacher 
(discipline panel) 

PANEL    

 43 Determining dismissal payments/early 
retirement to a maximum of 
£50,000.(Gross) 

 BAF 
(limit to 
1 + 
Chair) 

  

 44 Authorise salary payments and relate with 
any claims 

   HT 

 45 Determining staff complement  BAF  HT 

Performance 
Management 

46 To agree and review a performance 
management policy 

 TAL   

 47 To draft and implement the performance 
management policy 

   HT 

 48 To review annually the performance 
management policy 

 TAL  X 

Premises 49 Buildings insurance & Personal Liability - 
MTB to seek advice from trustees as 
appropriate 

 BAF  X 

 50 Routine strategy: budgeting for repairs 
etc. and Asset Management Plans 

 BAF X  

 51 Buildings Strategy: major new 
commitments 

MTB  X X 

 52 To set a policy and ensure health and 
safety issues are met 

 BAF X X 

 53 To ensure Health and Safety regulations 
are followed 

   HT 

 54 To set a charging and remissions policy 
with formal contracts 

 BAF X X 
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5.0 Annex A 

 

TO BOARD OF TRUSTEES DECISION PLANNER 

THE ROLES OF BOARD OF TRUSTEES 

(Taken from DfE Governance Handbook, March 2019.)  

Trustees have three key roles 

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

2. Holding executive leaders to account for the educational performance of the 
organisation and its pupils, and the effective and efficient performance 
management of staff; and  

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

 
Provide Strategic Direction 

The Board of Trustees has important powers and duties but limited time and resources. So it 

should focus on helping to decide the Academy’s strategy for improvement so that its pupils 

learn most effectively and achieve the highest standards, 

This means: 

• setting suitable aims and objectives, 

• agreeing policies, targets and priorities; 

• monitoring and reviewing aims, objectives, and whether the policies, targets and 

priorities are being achieved. 

Board of Trustees should take advice on all this from the Headteacher before taking their 

own decisions. 

The Academy Development Plan, Academy Improvement Plan or post-OFSTED Action 

Plan, along with agreed policies, will generally provide the strategic framework; Board of 

Trustees will need to monitor progress, but are not responsible for collecting monitoring data 

themselves. Instead they should agree arrangements with their Headteacher. Trustees 

should agree with their Headteacher and staff a policy on visits they may wish to make to 

classrooms. Working strategically, Trustees should then use any monitoring evidence to 

review and evaluate progress against any targets set to see whether a policy is working or 

needs changing. The Headteacher can suggest arrangements for monitoring and evaluating 

particular requirements and policies. 

As "lead professional" the Headteacher will be responsible for formulating and implementing 

the policies, for leading the Academy towards the set targets and for discharging many 

responsibilities on the Board of Trustees’ behalf, as well as for discharging responsibilities 

imposed directly on him or her. 

Headteachers should give their Board of Trustees enough information for the Trustees to 

feel confident that those delegated responsibilities - and the Headteacher’ s own 
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responsibilities - have been met. Board of Trustees should make sure they get enough 

information to allow them to check on their academy’s achievements and progress, over time 

and in comparison with similar Academies. 

Holding executive leaders to account As a critical friend, a Trustee offers support, 

constructive advice, a sounding board for ideas, a second opinion on proposals and help 

where needed. It is critical in the sense of its responsibility for monitoring and evaluating the 

academy’s effectiveness, asking challenging questions, and pressing for improvement. But a 

critical friend may also challenge, ask questions, seek information, improve proposals and so 

seek to arrive at the best solution. lt exists to promote the interests of the academies and its 

pupils. 

         

 rigorous analysis of pupil progress, attainment and financial information with 
comparison against local and national benchmarks and over time;  

• clear processes for overseeing and monitoring school improvement and financial 
health, providing constructive challenge to executive leaders;  

• a transparent system for performance managing executive leaders, which is 
understood by all in the organisation, linked to defined strategic priorities;  

• effective oversight of the performance of all other employees and the framework for 
their pay and conditions of service;  

• a regular cycle of meetings and appropriate processes to support business and 
financial planning; and  

• effective controls for managing within available resources and ensuring regularity, 
propriety and value for money  
  

Effective Governance is based on six key features: 

Strategic leadership that sets and champions vision, ethos and strategy. 10  
Accountability that drives up educational standards and financial performance.  
People with the right skills, experience, qualities and capacity.  
Structures that reinforce clearly defined roles and responsibilities.  
Compliance with statutory and contractual requirements.  
Evaluation to monitor and improve the quality and impact of governance. 

 

 


