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1. Background
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repercussive.

The Chair of Trustees will be responsible for receiving reports of fraud that involve any
Headteacher, or member of the Executive Leadership Team.

The Chair of Trustees will ensure the ESFA are notified as soon as possible in relation to
instances of fraud, theft and irregularity in line with section 11 of this policy.

The Headteacher will be responsible for:

f  Assessing the areas of the academy that are most vulnerable to fraud, in conjunction
with the School Operations Manager and/or Chief Financial Officer.

I Receiving reports of fraud.

f  Conducting an initial investigation where a report is made, in conjunction with the School
Operations Manager and/or Chief Financial Officer.

I Approving gifts and hospitality in line with the Financial Management Policy.

Ensuring employees are provided with appropriate anti-fraud training.

f  Maintaining the Conflicts of Interests Register and Gifts and Hospitality Register.

The Finance, Audit and Estates Committee will be responsible for reviewing the academy’s
internal controls, and for conducting a full investigation of reports and determining what the next
steps will be.

All employees (including volunteers and temporary staff) and third parties that work with the
academy will be responsible for:

f  Demonstrating the highest standards of honesty, probity, openness and integrity in the

discharge of their duties.

Complying with the provisions outlined in this policy.

Being vigilant to the risks and indicators of fraud.

Promoting an ethical, anti-fraud culture.

Reporting their concerns in relation to fraud to the Headteacher, Executive Leadership

Team or Chair of Trustees.

 Reporting any breach of this policy to the Headteacher, Executive Leadership Team or
Accounting Officer.

Providing information about any conflicts of interest and direct or indirect pecuniary
interests to the Headteacher.
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5. Indicators for potential fraud

Some actions and behaviours may give cause for concern, arouse suspicion and possibly
indicate fraudulent activity. These are outlined in Appendix 1. The list provided in Appendix 1 is
not exhaustive; fraud can take many different forms. All employees will be vigilant to the
indicators of fraud.

Clarification will be sought from the Headteacher or Chief Financial Officer if there are any
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integrity and to adhere with the rules outlined in this policy.

Overarching anti-fraud awareness training will be held for all employees on an annual basis.
Role-specific training will also be provided to employees with responsibility for individual
academy'’s internal controls or financial procedures on an annual basis or when a procedure
changes.

Employees will be encouraged to report any concerns, and clear reporting mechanisms will be
implemented and communicated. Victimisation or harassment of anyone who has made a report
will not be tolerated.

7. Preventing fraud

The Headteacher and Chief Financial Officer will assess the areas of the academy that are most
vulnerable to fraud risks on a regular basis as part of the usual management accounts process.
Fraud risks will be identified for all areas and processes of the academy and will be assessed
in terms of impact and likelihood within the overall risk register. Both monetary and non-
monetary impacts will be considered, such as the impact on the academy’s and Trust's
reputation.

Robust internal controls will be put in place to manage the risk of fraud — these will cover areas
including the following:

Process of authorising transactions

Access restrictions and transaction controls
Account reconciliations

Physical security of assets

Segregation of responsibilities
Pre-employment checks
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All employees that are involved in the implementation of these controls will be provided with
relevant training. Internal controls will be reviewed on an annual basis by the Finance, Audit
and Estates Committee, in conjunction with the Chief Financial Officer, to ensure they remain
effective and are being consistently applied.

All employees will follow the Staff Code of Conduct. All employees and volunteers (including
Governors, Trustees and Members) will be required to declare any business or pecuniary
interests, or other conflicts of interest, to the Headteacher, or Executive Leadership Team.

Following a case of fraud, the risk management strategy will be reviewed to ensure it considers
all relevant risks and that the internal controls are effective.

8. Record keeping

Financial records will be kept, along with evidence for the business reasons for making
payments to third parties.

Employees will be required to make the Headteacher aware of all gifts or hospitality received or
offered over the value of £50; these will be subject to review. Employees’ expenses claims
relating to gifts, hospitality or expenses incurred to third parties will be submitted in accordance
with the Travel and Expenses Policy.

All invoices, accounts and related documents will be prepared and maintained will the highest
accuracy and completeness. No accounts will be kept “off-book” and any reports of fraud, and
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15. Money laundering
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Indicators for potential fraud

[This list is not exhaustive and is a guide only. Due to the nature of fraud, indicators may
not be exclusive to just one area.]

Personal motives for fraud

I Personnel believe they receive inadequate compensation and/or rewards, e.g.
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Organisation lacks policies and communication relating to individual accountability and
best practice, e.g. related to procurement, expenses, use of alcohol and declarations of
interest

Lack of personnel policies and recruitment practices

Organisation lacks personnel performance appraisal measures or practices
Management displays a lack of commitment towards the identification and management
of risks relevant to the preparation of financial statements

There is inadequate comparison of budgets with actual performance and costs,
forecasts and prior performance — there is also no regular reconciliation of control
records and a lack of proper reporting to the governing board

Management of information systems is inadequate, e.g. no policy on ICT security,
computer use, verification of data accuracy, or completeness or authorisation of
transactions

There is insufficient physical security over facilities, assets, records, computers, data
files and cash

Failure to compare existing assets with related records at reasonable intervals
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