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Financial Conduct Procedures and
Anti-Money Laundering (AML) Policy

Policy Version Control, Responsibilities, and Compliance Summary

Date Author Summary of Changes Version Authorised

17- BadrulJahan | General updates incorporating new details to strengthen 1.1 Academic

Sep Head of compliance with current AML legislation, include updated Board
Finance reporting procedures, and align with OfS regulatory guidance.

2025

Policy Management and Responsibilities

Policy Owner: The policy is overseen by the Finance Committee and approved by the Executive Board and ratified by the
Board of Directors. Day-to-day implementation and compliance responsibilities are delegated to the Finance Director and

the Money Laundering Reporting Officer (MLRO).

Additional Responsible Parties: All staff, contractors, agents, students, and third parties covered by this policy must
comply with its provisions. Oversight and assurance are also provided by the Audit & Risk Committee, with the Academic
Board receiving reports where relevant to tuition and recruitment.

Assessment/ Alignment

Relevant Details

Equality Analysis Completed as part of annual governance review (December 2025).
Confirms no disproportionate impact on protected groups under the
Equality Act 2010.

Legal Underpinned by Proceeds of Crime Act 2002, MLR 2017, Terrorism

Act 2000, Sanctions and Anti-Money Laundering Act 2018, Bribery
Act 2010, and Fraud Act 2006. Compliance is mandatory.

Information Governance

All due diligence, KYC, SARs, and transaction records securely
stored in GDPR-compliant systems. Guidance updated February
2025.

Student or any related Stakeholder Facing
Procedures

Tuition fee payments, refunds, sponsorships, and donations subject
to strict due diligence. Student-facing procedures aligned with
recruitment compliance and reported to the Marketing & Admissions
Committee.
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Student Association Not directly applicable; awareness materials shared through
student-facing channels.

Students feedback via CRs Indirect; feedback incorporated into Refunds Policy and Student
Finance procedures.

Relevant External Stakeholders External auditors, payment providers and alignment with the
awarding partners universities to ensure compliance and sector
alignment.

Others National Crime Agency (NCA) and HM Treasury guidance

incorporated into policy updates.

Authorised by Executive Board and Academic Board. Minor updates may be
authorised by the Head of Finance or Registrar on behalf of the
Board.

Authorisation Date 17 Sep 2025

Effective From 19 Sep 2025

Next Review Date 31 August 2027 (Annual AML risk assessment conducted by MLRO

and Head of Finance).

Dissemination Plan Distributed through staff portal, induction packs, annual refresher
sessions, student handbook, policy handbook, and Quality &
Standards Committee reporting.

1. Introduction

UK Management College (UKMC) has a zero-tolerance approach to financial crime, bribery,
corruption, and money laundering. As a higher education provider entrusted with significant
financial transactions—including tuition fees, donations, sponsorships, procurement, and
refunds—UKMC recognises the need to safeguard institutional funds and reputation through a
transparent, accountable, and legally compliant financial framework.

This policy formalises UKMC'’s ethical commitment to integrity and accountability, aligning with
both UK legislation and sector good practice. Itis approved by the Executive Board and ratified by
the Board of Directors, with oversight delegated to the Finance Committee and assurance
provided through the Audit & Risk Committee, which in turn reports to the Governing Body.

Breaches of this policy will be taken extremely seriously. Any member of staff, contractor, or agent
found to be complicit in financial misconduct may face disciplinary action up to and including
dismissal, as well as criminal liability under UK law. This policy is fully aligned with the UKMC
Strategic Plan (2025-2030), which embeds the values of integrity, transparency, accountability,
and social responsibility, and ensures that governance processes safeguard the student and
public interest.

2. Purpose

The primary objectives of this policy are to:
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Prevent, detect, report, and deter money laundering, terrorist financing, bribery,
corruption, and other forms of financial crime.

Safeguard the organisation’s assets, protect tuition and public funds, and maintain the
confidence of students, partners, and regulators.

Provide clear operational procedures for staff, agents, and third parties to follow when
dealing with financial transactions.

Ensure full compliance with UK legislative obligations and OfS registration conditions,
including financial sustainability and governance expectations.

Integrate anti-money laundering and financial conduct responsibilities into UKMC’s wider
governance system, specifically through reporting to the Finance Committee, oversight
by the Audit & Risk Committee, and assurance to the Governing Body.

3.Scope

This policy applies to all individuals and entities associated with UKMC, including but not limited

to:

Members of the Board of Directors, Executive Board, and Academic Board.
All staff, whether full-time, part-time, permanent, temporary, or agency-based.
Contractors, suppliers, consultants, and professional advisers.

Subsidiaries, student recruitment agencies, and any third-party organisations acting on
behalf of UKMC.

Associate lecturers, teaching staff, and visiting academics.

Students and applicants, insofar as their financial interactions with the College are
concerned.

The policy covers all financial activities, including:

Tuition fee payments (UK and international).
Donations, sponsorships, and endowments.
Refunds, credits, and financial adjustments.
Procurement and supplier transactions.

Overseas partnerships, campuses, and agent arrangements.

Non-compliance will result in disciplinary action and, where applicable, legal penalties including
personal criminal liability. Oversight of policy application rests with the Finance Committee, with
compliance checks and quality assurance reviewed by the Quality & Standards Committee to
ensure alignment with UKMC’s wider governance framework.

4. Legislative and Regulatory Framework

The policy is underpinned by a comprehensive legal framework that includes:

the Proceeds of Crime Act 2002, which defines money laundering offences such as
concealing or transferring the proceeds of crime, entering into arrangements concerning
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criminal property, and acquiring, using, or possessing such proceeds. The Act establishes
that even failing to report a suspicion of money laundering is a criminal offence, with
penalties of up to 14 years’ imprisonment and unlimited fines.

The Money Laundering, Terrorist Financing and Transfer of Funds Regulations 2017 (MLR
2017), updated in 2019, requires institutions like UKMC to adopt customer due diligence
(CDD), maintain proper records, and implement ongoing monitoring of financial activity
(UK legislation). These regulations apply to higher education providers where tuition fees,
sponsorships, and donations create exposure to money laundering risks.

The Terrorism Act 2000 criminalises terrorist financing and makes it an offence not to
disclose suspicions of terrorism-related transactions. This obligation extends to staff at
all levels of the college, including temporary or agency staff.

The Sanctions and Anti-Money Laundering Act 2018 provides the UK Government with the
power to implementinternational financial sanctions. UKMC staff and agents must check
all relevant transactions against sanctions lists maintained by the Office of Financial
Sanctions Implementation (OFSI) (
https://www.gov.uk/government/publications/financial-sanctions-consolidated-list-of-

targets ).

Additional relevant legislation includes the Fraud Act 2006, which defines fraud by
misrepresentation, failure to disclose information, or abuse of position, and the Criminal
Finances Act 2017, which creates offences for failing to prevent the facilitation of tax
evasion.

Compliance with these frameworks is monitored by the Audit & Risk Committee and reported to
the Governing Body, ensuring that legal obligations are fully met and that reputational and
financial risks are minimised.

5. Definitions

For this policy, the following definitions apply:

Financial Crime — any offence involving fraud, money laundering, bribery, corruption,
terrorist financing, or misuse of funds.

Money Laundering — the process of concealing the origins of criminal proceeds to make
them appear legitimate, including placement, layering, and integration stages.

KYC (Know Your Customer) — due diligence checks to verify the identity and financial
legitimacy of individuals or organisations transacting with UKMC.

SAR (Suspicious Activity Report) —a formal report submitted to the National Crime Agency
(NCA) when money laundering or terrorist financing is suspected.

MLRO (Money Laundering Reporting Officer) — the designated officer responsible for
receiving internal reports and escalating to the NCA.

PEP (Politically Exposed Person) —anindividual with a prominent public function who may
present heightened risk of involvement in corruption or money laundering.

Source of Funds - the origin of money used for a transaction, which must be verified
where risk is identified.
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6. Risk Assessment Framework

UKMC conducts an annualfinancial risk assessment led by the Finance Manager and the
MLRO. This assessment considers product and service risks (tuition fees, refunds,
donations, sponsorships, and procurement), jurisdiction risks (students or partners from
high-risk or sanctioned countries), customer and third-party risks (students, donors,
suppliers, and agents), and distribution risks (direct versus agent-led recruitment, or
online versus in-person transactions).

The outcomes of the assessment are categorised as low, medium, or high risk, with
proportionate controls applied in each case. For example, transactions involving
overseas recruitment agents in high-risk jurisdictions will trigger enhanced due diligence
and closer monitoring.

The risk assessment is reviewed by the Finance Committee, then escalated to the Audit
& Risk Committee, and recorded in the institutional Risk Register, which is approved by
the Governing Body as part of the wider governance framework.

7. Financial Conduct Principles

UKMC commits to ethical financial conduct at all times, requiring honesty,
accountability, and professionalintegrity from all staff, governors, and agents. Fraudulent
practices such as falsifying documents, misrepresentation, or deliberate omission of
information are strictly prohibited.

Bribery and corruption, whether in the UK or internationally, are not tolerated and will lead
to disciplinary action as well as potential criminal proceedings under the Bribery Act
2010.

Conflicts of interest must be declared by staff and recorded in a central register. This
register is regularly reviewed by the Executive Board to ensure transparency in decision-
making.

All tuition and accommodation fees must be paid electronically, with cash payments
prohibited to reduce the risk of financial crime. Refunds are strictly returned only to the
original payer, via the same method, with no exceptions for third-party requests or
overpayments.

Segregation of duties is mandatory within Finance and Admissions to prevent individuals
from having sole control over end-to-end financial processes.

Compliance reports are submitted to the Finance Committee, which also oversees
screening of transactions against sanctions lists maintained by the Office of Financial
Sanctions Implementation (OFSI), the United Nations, and the European Union.

8. Due Diligence and KYC Procedures

All students, donors, sponsors, suppliers, and recruitment agents must undergo identity
verification checks, typically involving official documents such as passports, utility bills,
company registrations, or financial statements.

Source of funds must be evidenced through bank statements, proof of employment, or
equivalent, while source of wealth must be verified for high-risk individuals such as PEPs
or international sponsors from high-risk jurisdictions.
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Enhanced Due Diligence (EDD) is applied to high-risk cases, including those involving
sanctioned countries, politically exposed individuals, or large, unusual transactions.

Credit checks may be required for corporate sponsors or suppliers to confirm financial
standing, and additional due diligence applies to donations, including through alumni or
fundraising activities, to ensure legitimacy.

Operational responsibility for these checks sits with the Finance Office, while the
Admissions Team has oversight of student-related funds, reporting findings to the
Marketing & Admissions Committee to ensure compliance with recruitment practices.

9. Monitoring and Controls

Daily transaction monitoring is conducted by the Finance Office, supported by third-party
payment providers such as Flywire or WPM, which flag unusual payments.

Internal controls include segregation of duties, multi-level authorisation for payments
and refunds, and independent spot checks.

Internal audits are undertaken periodically, and anomalies are reported to the Finance
Committee and escalated to the Executive Board.

Audit findings and red flag indicators are also reviewed by the Audit & Risk Committee to
ensure institutional assurance. Red flags include large or unexplained overpayments,
repeated requests for refunds to alternative accounts, reluctance to provide supporting
documentation, or payments from unrelated third parties.

10. Reporting and Disclosure Procedures

The MLRO, appointed by the Audit & Risk Committee, is the central point of contact for all
suspicious activity. A Deputy MLRO provides cover when necessary.

Staff must report suspicions immediately using the standard Suspicious Activity Report
(SAR) form, either through their line manager or directly to the MLRO. Confidentiality must
be maintained to avoid “tipping off” any individuals under investigation.

The MLRO investigates the report, documents the findings, and submits a SAR to the
National Crime Agency (NCA) if the suspicion is substantiated. Where required, the MLRO
may also request a DAML to authorise specific transactions.

Assurance reporting is provided to the Executive Board and Audit & Risk Committee, and
all SARs and decisions are logged for audit purposes.

11 Roles and Responsibilities

All staff are required to remain vigilant, attend training, and report suspicions promptly,
recognising that failure to do so may expose them to personal criminal liability.

The MLRO oversees investigations, maintains SAR records, liaises with the NCA, and
provides quarterly reports to the Finance Committee.

The Deputy MLRO assumes responsibilities in the absence of the MLRO, ensuring
continuity.
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The head of finance has overall responsibility for governance of financial conduct and
reports directly to the Executive Board.

The Audit & Risk Committee provides oversight and ensures that the framework is
effective and aligned with institutional governance.

The Executive Board approves the policy, enforces compliance, and ensures integration
with the Strategic Plan.

Staff in high-risk areas such as Finance, Admissions, Recruitment, and
Alumni/Development have enhanced duties to identify risks, conduct due diligence, and
escalate concerns where appropriate.

12. Training and Awareness

All new staff in high-risk functions (Finance, Admissions, Alumni/Development,
Procurement, and Agent Management) must complete mandatory induction training that
covers money laundering risks, red-flag indicators, and internal reporting processes.
Specialist sessions are also provided to staff directly engaged with tuition payments,
refunds, and sponsorships to ensure operational awareness of obligations under the
Money Laundering Regulations 2017 (
https://www.legislation.gov.uk/uksi/2017/692/pdfs/uksi_20170692_en.pdf).

Annual refresher training is mandatory for staff in these functions, with training logs
maintained by the HR Department and monitored by the Quality & Standards Committee
to ensure institutional compliance. Training logs must include participant signatures or
digital confirmation, forming part of UKMC’s compliance evidence base.

The MLRO and Deputy MLRO are required to complete specialist, externally verified
training on suspicious activity reporting, regulatory updates, and interaction with the
National Crime Agency (NCA) (NCA guidance). The Finance Committee oversees the
effectiveness of their professional development.

Wider awareness activities, including guidance notes, staff briefings, and online
resources, are rolled out annually to ensure that all staff (academic, professional, and
support) understand their duty to remain vigilant and escalate any concerns. Training
provided to student recruitment agents and external partners is reported through the
Marketing & Admissions Committee, ensuring consistency with recruitment compliance
obligations.

13. Record Keeping

UKMC retains all relevant financial and compliance records—including transaction data,
due diligence files, Suspicious Activity Reports (SARs), and staff training logs—for a
minimum of six years, in line with statutory requirements. Records must be maintainedin
a secure, confidential, and GDPR-compliant environment, with encryption and access
controls applied.

Accesstorecords is limited strictly to authorised personnelin Finance, Compliance, and
senior governance roles. Periodic audits of record-keeping practices are undertaken by
the Audit & Risk Committee to confirm adherence to best practice and institutional policy.
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All records form part of the college’s compliance assurance evidence base for both
internal governance and external regulatory bodies such as the Office for Students (OfS)
and HM Treasury.

14. Review and Updates

The MLRO, supported by the Finance Manager, conducts an annual review of UKMC’s AML
risk assessment and provides recommendations for adjustments to controls, which are
reviewed by the Finance Committee.

A full policy review takes place every three years, or sooner if legislation or regulatory
frameworks change (e.g., amendments to the Sanctions and Anti-Money Laundering Act
2018 or updated OFSI guidance).

Policy updates are recommended by the Head of Finance, approved by the Audit & Risk
Committee, and ratified by the Executive Board. Where academic implications arise (e.g.,
in relation to tuition fee payments or recruitment practices), the Academic Board also
receives assurance reports.

A structured communication plan ensures that any updates are cascaded to staff through
the HR Department, included in induction packs, and made available via the staff portal.

15. Related Policies

This policy operates in conjunction with the following institutional frameworks, which
together create a robust system for preventing, detecting, and responding to financial
crime:

o Fraud Response Procedure, setting out investigation and escalation processes for
suspected fraud.

o Whistleblowing Policy, ensuring that staff can raise concerns confidentially
without fear of reprisal.

o Anti-Bribery and Corruption Policy, prohibiting bribery and improperinducements
in line with the Bribery Act 2010.

o Procurement Policy, governing supplier relationships, tendering, and financial
due diligence.

o Refunds Policy, detailing the authorised processes for repayment of tuition fees,
ensuring refunds are only made to the original payer.

o Risk Management Strategy, providing the wider governance framework for
identifying, monitoring, and mitigating risks across the institution.

Consistency across these policies is monitored by the Quality & Standards Committee,
ensuring alignment with external quality assurance bodies (including OfS, QAA) and
integration into UKMC’s governance structures.
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16. External Legislative and Regulatory Reference Sources

This policy is underpinned by a range of statutory instruments, regulatory frameworks, and
external guidance documents. The following table provides a consolidated list of key documents
and authoritative bodies that inform UKMC’s Anti-Money Laundering Policy and related
governance procedures. These references ensure that the College remains aligned with UK law,
sector standards, and regulatory expectations, providing assurance of compliance to external
stakeholders including the Office for Students, HM Treasury, and the National Crime Agency

17. External Legislative and Regulatory References for AML and Financial Conduct

This table consolidates the key legislative frameworks, regulatory bodies, and sector reference
points that underpin UKMC’s Anti-Money Laundering (AML) and Financial Conduct Policy. It
ensures alignment with UK law, Office for Students (OfS) requirements, and sector-wide quality
standards. These sources provide the authoritative basis for compliance, governance, and

operational practice at UKMC.

Document / Body

Link

Money Laundering, Terrorist Financing and
Transfer of Funds (Information on the Payer)
Regulations 2017 (MLR 2017)

https://www.legislation.gov.uk/uksi/2017/692/pdfs/u
ksi_20170692_en.pdf

Proceeds of Crime Act 2002

https://www.legislation.gov.uk/ukpga/2002/29/conte
nts

Bribery Act 2010

https://www.legislation.gov.uk/ukpga/2010/23/conte
nts

Sanctions and Anti-Money Laundering Act
2018

https://www.legislation.gov.uk/ukpga/2018/13/conte
nts

Office for Students (Regulatory Framework)

https://www.officeforstudents.org.uk/for-
providers/regulatory-resources/the-regulatory-
framework-for-higher-education-in-england/

Office for Students (Condition E6/E7
Guidance)

https://www.officeforstudents.org.uk/for-
providers/student-protection-and-
support/harassment-and-sexual-
misconduct/condition-e6-harassment-and-sexual-
misconduct/

UK Government - Your Responsibilities under
Money Laundering Supervision

https://www.gov.uk/guidance/money-laundering-
regulations-your-responsibilities

UK Government — Financial Sanctions
Consolidated List of Targets

https://www.gov.uk/government/publications/financi

al-sanctions-consolidated-list-of-targets

QAA UK Quality Code for Higher Education

https://www.gaa.ac.uk/quality-code

Student Finance England

https://www.gov.uk/student-finance
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