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Policy Control/Monitoring 

Approved by:  

(Position in Organisation) 

  

Date (dd/mm/yyyy):  

Chief Executive Officer (CEO) 

 

27.07.2026 

Accountability: 

(Position in Organisation) 

 

Head of Finance (HoF) 

Revision Cycle: Biennial 

Brief details of 

amendments made 

 

Replace “Head of Technology, Strategy & Innovation” with 

“Director of IT, Digital Innovation and Strategy” following the 

recent restructure. 

Update capitalisation policy with regards to IT assets 

 

Equality Impact Assessment 

The Foundation’s commitment is to create a positive culture of respect for all staff and service users 

and to identify, remove or minimise risks of unlawful discrimination and disadvantage in its policies, 

functions and activities. As part of its development this document has been assessed in line with 

The Foundations equality impact assessment procedure. 
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1. Introduction 

This policy outlines the process to follow when requesting capital expenditure (capex), the approval 

process and the accounting and monitoring of spend.   

2. Purpose 

To make staff aware of the process to be followed when a need arises for capex, the considerations 

the Foundation must make to objectively review and compare options for the capex budget, the 

approval process to understand feasibility and impacts, highlight any compliance or legal 

requirements and assign responsibilities. 

3. Scope 

All Operational Managers, Central Services Managers responsible for functions and/or supporting 

services, Heads of Services and Directors. 

4. Definitions 

Capex is defined as expenditure incurred to acquire, create, enhance, replace or substantially 

improve assets that provide benefit to the Foundation for a period exceeding one financial year.  

The Head of Finance will review capital projects and purchase histories to ensure assets have been 

appropriately capitalised and that VAT treatment is applied correctly. 

For non-IT assets, items with an individual value exceeding £1,000 and an expected useful life of 

more than one year will normally be treated as capital expenditure, although larger projects can 

include items with values below these thresholds subject to approval from the HoF and/or CEO. 

For IT assets, no individual cost threshold applies. In addition, where multiple IT assets are acquired 

as part of a technology refresh, deployment, system implementation or other project, the total 

expenditure may be capitalised irrespective of the individual cost of each asset. 

IT equipment may only be capitalised if it:  

• Has an expected useful life of more than one year, and 

• Forms part of the Foundation's managed technology estate, and 

• Has been paid for using Foundation funds (rather than for example pupil premium or bursary 

funds), and 

• Is individually identifiable, and 

• Is recorded within the Foundation's IT asset management processes.  

Examples include, but are not limited to, laptops, desktop computers, mobile phones, tablets, 

servers, networking equipment, and AV equipment. Software licenses cannot be capitalised. Pay-

as-you-go usage charges for cloud platforms such as Azure or AI query tokens cannot be 
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capitalised. Data charges relating to device usage, such as overseas data charges for roaming or 

standard call charges cannot be capitalised. 

Capital assets are recorded on the balance sheet and depreciated over their expected useful lives 

in accordance with the Foundation's accounting policies. 

Operating expenditure (Opex) are the costs incurred for the normal functioning of a business 

and are essential for maintaining day-to-day operations and generating revenue. This 

expenditure is charged to the Profit / Loss Account when incurred. 

In the Foundation fixed assets are categorised as follows: 

• Estates refurbishment 

• IT 

• Motor Vehicles 

• Fixtures & Fittings 

• Equipment 

• Freehold Property 

• Leasehold Property 

Requests can be split into the following categories depending on priority: 

Priority 1 – essential for the Business to function and remain compliant 

Priority 2 – important but not essential 

Priority 3 – nice to have 
 

5. Process 

5.1 Budget setting 

 

As part of the budgeting process, Department leads for Estates and IT will provide a list of any capex 

requirements for the following three years, indicating category, level of priority, description, 

justification and estimated cost where there is supporting evidence for this longer term need e.g. 

condition survey or H&S requirement. Operational Executive Directors should specify their 

requirements for the coming year.   

 

The HoF will send out a budget timetable each year which will include the dates by which this 

information is required.  The members of the Executive team must make sure that they have 

reviewed their own teams requirements before they are submitted. 

 

Immediately after the budget deadline for capex submissions, the HoF will collate the requests, 

calculate the total, and the CEO will assign the capex budget according to priority and affordability.  
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Where the requests exceed the allowable capex budget, the CEO will allocate the amounts to each 

budget holder.  Each budget holder will be required to prioritise their detailed capex plans by 30 

June. 

 

The list of requirements will fall into one of the following categories: 

• Business as usual – ongoing refresh / refurbishment 

• Strategic – new developments / strategic priorities. 

 

The Capex budget, along with the Opex budgets, will be approved by Finance Committee and then 

the Board of Trustees annually in July / August for the forthcoming financial year.   

A list of the agreed requests will be compiled, separated into the following categories, and managed 

by the Head of Finance supported by the Finance Services Manager. 

• Estates – business as usual 

• Estates – strategic developments 

• IT 

• Motor Vehicles 

• Health &Wellbeing – operational requests split into Fixtures and fittings or Equipment 

• Education – operational requests split into Fixtures and fittings or Equipment 

All requests will be allocated an asset number which should be recorded on every related Purchase 

Order so expenditure can be clearly tracked.  The Foundation’s Scheme of Delegations will apply 

to all purchase orders. 

When a specific item has been included in the final capex list, there will still be the requirement for 

approvals in line with the normal Scheme of Delegation.  Circumstances can change throughout the 

financial year and this may impact the ability to fund some capex items that had been agreed as 

part of the budget process. 

Progress of assets will be tracked in conjunction with the relevant Manager. 

5.2 Capex approval and feasibility – Business as Usual 

Estates works 

Prior to any estates works being undertaken or quoted for, the Estates team must be consulted.  

The Head of Estates has overall responsibility for the Foundations estate portfolio.  A member of 

the Estates team must be consulted and included in any scoping of requirements/initial discussions 

of larger or complex projects to ensure considerations such as building regulation compliance, H&S 

requirements, and future-proofing of the site(s) are taken into account.  

Following engagement with Estates, the operational Head of Service is responsible for ensuring all 

requests for works are submitted using the correct form and include a clear description and 
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justification along with estimated total costs before being submitted to the Executive Director and 

Head of Finance for approval in line with the limits set out in the Scheme of Delegation. 

Motor Vehicles 

The Head of Estates supported by the Fleet Manager should assess the status of each fleet vehicle 

and draw up a replacement schedule for the next three years depending on age, mileage, wear and 

tear, etc. 

IT 

The Director of IT, Digital Innovation and Strategy has overall responsibility for managing the 

Foundation’s IT requirements and should therefore be included in any strategic developments where 

IT is required.  In addition, they will provide a three year replacement / refresh programme with clear 

description, justification and requested budget.   

Fixtures & Fitting and Equipment 

The relevant Head of Service is responsible for assessing the requirements of their service and 

assessing where there is the need to refresh / replace an item. 

5.3 Capex approval and feasibility – Strategic or new requests 

The Estates strategy working groups, overseen by the CEO, are responsible for proposing areas of 

development.  

In all cases compliance such as CQC or Ofsted, in addition to the operational needs, will be the 

responsibility of Heads of Services and/or Directors.  Any disputes or complications will be escalated 

to the CEO for resolution as required. 

Any specific fundraising requirements to deliver the capex programme will be discussed during the 

proposal process and communicated with the Fundraising team via Head of Finance.   

Unforeseen or emergency requirements will be raised within directorates and a Business Case 

submitted via the Head of Finance to the CEO for review and approval.  Depending on the nature 

of the request the appropriate people such as the Estates Team, H&S lead, etc., must be consulted 

in the drafting of the Business Case.  

6. Procurement 

6.1 Budgeted spend 

Once the budget has been confirmed by the CEO, the usual purchasing process must be followed. 

If this includes any installation or equipment purchase, Estates, H&S or IT the relevant lead must be 

consulted prior to any order being placed. 
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6.2 Out of budget spend 

All other requests must use the Capex Request Form (CRF) (see appendices) which includes 

description, justification, priority and estimated costs.   

These are communicated and processed in line with the flowchart (see appendices). 

Once the relevant people have been consulted with as appropriate (Estates, H&S, IT etc) the form 

should be submitted to the Executive Director and Head of Finance for review before being 

submitted to the CEO for approval. Only once approval has been granted should any purchase 

orders be placed following the usual purchasing process. 

When a priority 1 item is required but is unbudgeted, the spend must be covered by a saving from 

another previously budgeted capex item. 

The CEO will, where affordable, allocate a small contingency fund for unbudgeted priority 1 items.  

Only the CEO can allocate expenditure against this contingency fund. 

7. Monitoring and Compliance 

The capex spreadsheet(s) authorised by the CEO will be held and updated by the Estates Team as 

a working document, with estimates and timings when known.   

Finance will update the spreadsheet monthly with actual spend.   

The Head of Finance will report on progress against budget in the monthly Finance Report to the 

Executive Team. 

Overall responsibility for the capex budget sits with the Chief Executive Officer.   
 

8. Associated Policies and References  

Financial Scheme of Delegation 

Purchasing Policies 

Ad hoc Capital Request Form 


