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1.    Introduction  

1.1.    Background  

1.1.1. The object of the University of St Mark & St John (the 'University') is to promote the 

advancement of education and for that purpose to acquire, maintain and carry on the 

work of the Church of England University known as University of St Mark & St John, trading 

as Plymouth Marjon University.  The University is a company limited by guarantee and is 

the trustee of the registered charitable trust known as the University of St Mark & St John 

(the 'Trust').  The University is an exempt charity by virtue of the Charities Act 1993.  Its 

structure of governance is set out in its charter and statutes.  The University management 

and administration is responsible to the University’s Board of Governors for the activities 

of the organisation.    

1.1.2. The regulations, policies and procedures included here form part of a system of 

accountability established by the University.  They are to be read in conjunction with the  

Regulatory Framework for Higher Education, the Terms and Conditions of Funding for  
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Project managers  

Finance Service   

The Financial Regulations will be placed on the University website for further reference.  

1.2.    Purpose of Financial Regulations  

1.2.1.   The purpose of these regulations is to provide control over the totality of the University’s 

resources and to provide the Board of Governors and management with assurances that 

resources are being properly applied for the achievement of the University’s strategic plan 

and business objectives:  

• Financial sustainability and resilience; 

• Achieving value for money; 

• Fulfilling its responsibility for the provision of effective financial control over the use of 

public funds and student fees; 

• Ensuring compliance with relevant legislation; 

• Safeguarding assets and preventing fraud or loss  

1.3.    Scope of Financial Regulations  

1.3.1.   Compliance with the Financial Regulations is compulsory for all staff within the University 

and failure to comply may result in disciplinary action being taken.  It is the responsibility 

of members of the Executive Leadership Team ,  the Deans of Schools and Heads of 

Departments to ensure that their staff are made aware of the existence and content of the 

University’s Financial Regulations. The University subsidiary companies operate in 

accordance with their  own separate regulations, that apply to their operations, which 

must be consistent with these regulations.  

2.   Corporate Governance  

2.1.    Board of Governors  

2.1.1.   The Board of Governors is the statutory body representing the interests of the University.  

It appoints the Vice-Chancellor and Chief Executive and other members in accordance with 

the Articles of Association.  The responsibilities of the University’s Board of Governors are 

set out by the Office for Students and also contained in the Committee of University Chairs 

Code of
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4.4.2.   Budget managers are responsible for submitting revised forecasts each month, with 

mitigation to remain within budget and providing explanations of variances from budgets 

and previous forecasts in line with the reporting timetable.    

4.4.4.   Significant variations must be brought to the attention of the Executive Leadership Team, 

in the first instance, and then Finance & Resources Committee and/or the Board of 

Governors according to variation.    

4.5.    Financial information  

4.5.1.   Budget managers are assisted in their duties by financial information provided by the 

Finance Director and Finance Service who are responsible for supplying budgetary reports 

on all aspects of the University’s finances..  

4.5.2.   The Finance & Resources Committee receives regular reports on actual performance and 

revised forecasts.  Summarised financial reports are presented to the Board of Governors, 

which has overall responsibility for the University’s finances.  

 

4.6.    Capital Budgets  

4.6.1.   The capital programme includes all expenditure on land, buildings, equipment, furniture 

and associated costs, whether funded from capital grants or funded from the University’s 

own resources and must be agreed in advance by the Project Board.  

4.6.2.   University planning shall include details of capital schemes being considered or evaluated.  

The outline capital plan value must be approved at the Project Board (all limits include 

VAT).  

4.6.3.   When schemes are presented for approval to the Project Board, they should follow the 

governance process and have a costing appraisal.    

4.6.4.   All capital schemes are subject to the normal University processes for procurement. Where 

external funding is obtained the procurement requirements attached to the funder’s terms 

and conditions must be followed to avoid the risk of funding clawback.  

4.6.5.   Actual expenditure on capital schemes is monitored by the Finance Service with the 

relevant project manager and reported to the Project Board.  Scope change must be 

approved by the Project Board.  

4.6.6. Although not capital, digital projects should also be subject to  the Project Board process.  

 





 

Financial Regulations 2024-25  Page 14 of 32 

5.1.2.  The University’s financial statements are published on the website annually.  

5.2.  Retention of Accounting Records  

5.2.1.   The Finance Director is responsible for the retention of financial documents and will advise 

budget managers of their responsibilities.  

5.2.2.   The University is required by law to retain prime documents for six years.  These include, 

purchase orders, purchase invoices, sales invoices, bank statements, receipts, cheques, 

BACS records, payroll records and expense claims.  

5.2.3.   Other financial records shall be retained for three years or, where relevant, as determined 

by the funder which may be for longer durations of time.  

5.3.    External Taxation  

5.3.1.   The Finance Director is responsible for advising the University Executive Leadership Team 

and Board of Governors on all significant external taxation issues (e.g.  PAYE, VAT), in the 

light of guidance from the appropriate bodies and relevant legislation.  Staff shall seek 

advice from the Finance Director on taxation matters.  

5.3.2.   The Finance Director is responsible for maintaining the University’s tax policy, tax records 

(e.g.  VAT, PAYE, Corporation Tax, Gift Aid etc.), making all tax payments, receiving tax 

credits and submitting tax returns by their due date as appropriate.  

 

6.  Audit  

6.1.    Introduction  

6.1.1.   The Office for Students’ requirements for external and internal audit arrangements and 

the broad framework in which they shall operate are set out in the Terms and Conditions 

for Funding Higher Education Institutions.  

6.2.  External Audit  

6.2.1.   The appointment of external auditors is the responsibility of the Audit Committee.  

6.2.2.   The primary role of the external auditors is to report on the University’s financial 

statements.  The external auditors carry out an examination of the statements and 

underlying records and control systems to reach their opinion on the statements and to 

report on the appropriate use of funds.  Their work complies with the Office for Students 

Terms and Conditions for Funding Higher Education Institutions and the Committee of 

University Chairs audit and assurance guidance.   



 

Financial Regulations 2024-25  Page 15 of 32 

6.3.  Internal Audit  

6.3.1.   The appointment of internal auditors is the responsibility of the Audit Committee.  

6.3.2.   
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8.8.2.   The Board of Governors shall approve tuition fee levels, where these are not set by 

statute.  

8.8.3.   The Finance Director must approve the procedures for raising, collecting tuition and 

residence fees.  

8.9   Payment of Fees  

8.9.1.   Tuition fees are due in advance at the beginning of each session.  Details regarding 

methods of payment are included in the enrolment documentation for each year.  

8.9.2.   Accommodation fees and charges are due in accordance with the University 

accommodation licence agreement.   

8.9.3.   The University may allow, as a concession, self-funding students to pay their tuition and 

accommodation fees in instalments.    

8.10.   Student Debts  

8.10.1.  Failure to pay fees and other accounts or to make a satisfactory arrangement to pay or to 

give a satisfactory explanation for non-payment to the Finance Service may result in the 

student not being re-enrolled or able to access accommodation on site.  

8.10.2.  The University may take legal action or employ agents to recover amounts due. Where 

staff owe debt to the University the Finance Director will work with the Executive Director 

of People & Culture to consider options including deduction from earnings.  

8.10.3.  Before the receipt of an award certificate, all students are required to make suitable 

arrangements with the Finance Department for the clearing of all tuition fee debts.  

/student-life/student-support-/student-funding-advice/


https://www.gov.uk/guidance/sanctions-embargoes-and-restrictions
https://www.gov.uk/guidance/sanctions-embargoes-and-restrictions
https://www.gov.uk/guidance/sanctions-embargoes-and-restrictions
https://www.gov.uk/guidance/sanctions-embargoes-and-restrictions
https://www.gov.uk/guidance/sanctions-embargoes-and-restrictions
https://www.gov.uk/guidance/sanctions-embargoes-and-restrictions


 

Financial Regulations 2024-25  Page 21 of 32 

10.1.2.  Where other income generating activity involves overseas subcontractors or people then 

it is important to check that the University does not breach the UK Government sanctions, 

embargoes and restrictions list.  

10.2.  Off-site Collaborative Provision or Franchising  

10.2.1.  Any contract or arrangement whereby the University provides education to students away 

from University premises, or with the assistance of persons other than the University’s 

own staff or with independent contractors (partner organisations), must be approved 

through  

the Approval in Principle process (via the Academic Strategy Planning and Partnerships 

Committee).  

10.3.  Matched Funding  

10.3.1.  All proposals where matched funding is included in the project must be authorised by the 

Finance Director and relevant executive lead.  

10.4.  Sub-Contracting Work  

10.4.1.  Where the University sub-contracts work to external providers, the relevant executive 

lead must ensure that:  

• all University Financial Regulations and Procedures are followed, including those on 

procurement;  

• this is on the basis of a written contract which allows access ns,
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12.  Pay Expenditure  

12.1.  Appointment of Staff  

12.1.1.  The processes for the recruitment of staff or temporary workers is set out by the People 

Team.  All offers of employment by the University shall be made in accordance with the 

guidelines issued by the Executive Director of People & Culture.  All new staff must present 

https://www.york.ac.uk/admin/hr/browse/pay-and-grading
https://www.york.ac.uk/admin/hr/browse/pay-and-grading
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12.5.  Payments of F
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14.2.  Authorisation 
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Procurement Exemptions (Waivers) 

£0 – £20k Procurement Officer/Finance Director 

£20k+  Finance Director 

 

Debt Write-Offs 

£0 – £200 Credit Controller 

£0 – £5k Finance Transaction Service Manager   

£0 – £20k Finance Director 

£20k+  Finance & Resources Committee 

 

Procurement Routes  

The following financial limits (ex VAT) apply:  

£0 – £5k Use normal procurement – one quote   

£5001 – £24999       Use normal procurement – minimum of two comparable quotes   

£25k+  Discuss with Procurement Officer the most appropriate route 

 

Disposals of Equipment 

Disposal of equipment  - Finance Director  

 

Appendix 2: Finance Working Practices   

Approval of working practices is delegated to the Finance Director and Finance Services by the 

Board of Governors.  


