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We invite you to come on an exciting learning journey.

 Discover, create, invent, explore.  Join the adventure …….
RIVINGTON PRIMARY SCHOOL
SCHOOL FINANCIAL REGULATIONS
1.0     
GENERAL
1.1
The Strategic Director of Corporate Services has overall responsibility for the proper administration of the financial affairs of the Council, including the implementation and supervision of all financial and accounting systems, processes, procedures and records. 

1.2
In accordance with the responsibilities of the Strategic Director of Corporate Services, the financial arrangements of schools will be subject to the requirements of these Financial Regulations.  

1.3
The Governing Body shall ensure that the requirements of these Financial Regulations are complied with by governors, the Head Teacher and all staff within the school. Failure to comply with these regulations may result in disciplinary action. The Governing Body shall also ensure that in addition to complying with the requirements of these regulations in the management of the school’s delegated budget, the same standards and requirements for financial probity and accountability are applied to all school voluntary funds.    

1.4
In addition to these School Financial Regulations, further detailed guidance and procedures are available to schools. These are contained within the following Council documents:

· St Helens Scheme for Financing Schools;

· Financial Instructions;

· Contract Procedure Rules.


Specific guidance and instructions are also issued to schools on an ad hoc basis.

1.5
In addition to ensuring adherence to School Financial Regulations, the Governing Body shall ensure that governors, the Head Teacher and all school staff comply with the Council’s guidance and procedures as specified above. 

1.6
Where they may be any apparent inconsistency between the School Financial Regulations and the requirements of the Council’s guidance and procedures as stated above, the Council’s procedure and guidance documents will take precedence over the School Financial Regulations. Should there be any doubt as to the interpretation of any aspect of regulations or procedures, the advice of the Finance Section of the People’s Services Department should be sought. 

1.7
The Governing Body shall review and adopt these School Financial Regulations on an annual basis.   

2.0      ACCOUNTING
2.1
All accounting arrangements and financial records must be in accordance with the Council’s requirements as specified by the Strategic Director of Corporate Services.

2.2
The Head Teacher shall ensure compliance with the requirements of the Strategic Director of Corporate Services in respect of financial procedures and accounting in relation to payroll, general expenditure, income, assets, VAT, the Construction Industry Scheme and all associated financial matters.    

2.3
All accounting records shall be securely retained and only authorised staff shall be permitted access to them. All financial and accounting records shall be made available to the Strategic Director of Corporate Services or his representative upon request.  

2.4
The Head Teacher shall ensure that a monthly reconciliation is undertaken to confirm that all financial transactions processed through the school’s Financial Management System are accurately and completely recorded in the Council’s accounting system. 

2.5
Schools must comply with the financial year-end procedures and timetable which will be issued by the Strategic Director of Corporate Services. 

2.6
Schools must provide the Council with a statement of income and expenditure at the end of each financial year and which should be prepared on the basis of the accounting principles set out by the Strategic Director of Corporate Services.  

3.0      BUDGETARY CONTROL
3.1
The Governing Body shall approve the annual budget in a form and within the timescale approved by the Strategic Director of Corporate Services. The approved budget must be signed by the Head Teacher and Chair of Governors and returned to the Council, with a copy of the supporting minutes, in accordance with the deadline stated by the Council.

3.2
The Governing Body shall ensure that formal processes are in place to ensure that the preparation of income and expenditure budgets takes into account all relevant factors and that financial estimates are based on detailed and accurate calculations.  

3.3
The Governing Body shall delegate a member (or members) of staff to be responsible for the continuous monitoring of expenditure and income against the budgetary provision throughout the year. 

3.4
The Governing Body shall identify and designate relevant members of staff as being authorised to certify financial transactions and to be accountable for the appropriate management of budgets. The Head Teacher shall be responsible for ensuring the recording of these designations is accurate and available to the Council and to the Governing Body at all times. The Head Teacher shall ensure that the budget managers to whom budgets are delegated have sufficient information to carry out continuous monitoring of those budgets.  

3.5
No member of staff shall authorise the certification of a financial transaction where this would exceed the level of authority assigned to them. 

3.6
The Head Teacher shall ensure that all payments are properly incurred, legal and within existing budget limits.

3.7
The Head Teacher shall ensure that regular and comprehensive financial monitoring reports are presented to the Governing Body on at least a termly basis. The monitoring reports should compare actual and planned expenditure, identify expected budget variations and the associated explanations, highlight budgetary pressures and remedial action that may be required, and show projected balances.  Regular reports should also be presented to the Governing Body by the Head Teacher showing the current and projected level of school balances, and the purpose / strategy in place agreed by the Governing Body.
3.8
The Governing Body shall ensure that financial monitoring reports are considered on at least a termly basis and that all necessary actions arising from the report are implemented. The Governing Body minutes must clearly set out the required actions and the member(s) of staff responsible for undertaking the actions. 

3.9
The Governing Body may delegate the authority to approve virements to the Finance Committee and / or the Head Teacher. The approved virement levels are attached at Appendix 1. Where virements are approved under delegated powers they should be reported to the next meeting of the Governing Body.

3.10
The Governing Body may delegate to the Finance Committee, Head Teacher and other relevant members of staff the authority to make arrangements for the ordering of works, good or services to a specified maximum value. These approved levels are attached at Appendix 2. 

4.0      SALARIES AND WAGES
4.1      The Head Teacher shall be responsible for ensuring the proper payment of salaries and wages for all school employees.  No member of staff shall be paid through School Fund, the cheque book system or petty cash.
4.2
The Head Teacher, or senior member of staff as designated at Appendix 2, shall notify the Council in the appropriate manner of all appointments, promotions, regradings, resignations, dismissals, retirements, suspensions, secondments and absences from duty or any other circumstances affecting the salaries, wages and emoluments of any employee in the school. The Head Teacher shall consult with the Council’s Head of Human Resources or his representative on matters relating to the application of salaries and wages scales.

4.3
Timesheets, expenses claims or other pay documents, in a form approved by the Head of Human Resources, shall be prepared as necessary and certified by the Head Teacher or senior member of staff as specified at Appendix 2. 

4.4      Subject to the approval of the Governing Body the school may employ an external agency to provide payroll services on behalf of the school. The Head Teacher will be responsible for ensuring that the external agency is provided with all necessary information to maintain records of service, superannuation, income tax, national insurance, statutory sickness pay etc. The Head Teacher will be required to continue to provide the Council with all necessary information to enable the Council to meet its statutory obligations. 

4.5
Headteachers must ensure that all payroll transactions are correct, accurately coded, and properly reflect the employment status of all staff. 

5.0      ARRANGEMENTS FOR THE PROVISION OF WORK, GOODS AND SERVICES
5.1
Arrangements for entering into contracts for the provision of goods and services are subject to the requirements of the Council’s Contract Procedure Rules. The Governing Body shall ensure that governors, the Head Teacher and all staff act in accordance with the requirements of Contract Procedure Rules. 

5.2
The Head Teacher shall make arrangements to ensure that a register of business interests is maintained. All staff and governors will be required to record details of any business interests, which they or their immediate family may have. The register shall be kept up to date to reflect notifications and shall be reviewed annually. Staff and governors are required to complete a ‘nil’ return if they have no such business interests. 

5.3      Official orders or requisitions shall be in a prescribed form approved by the Strategic Director of Corporate Services and consecutively numbered.  The Head Teacher shall be responsible for making adequate arrangements for the safe custody and issue of such forms.

5.4
All work, goods and services shall be ordered through the SIMS FMS system.       Orders shall only be given verbally in cases of extreme urgency and shall be

    
 immediately confirmed by a written order.

5.5
The persons authorised by the Governing Body to approve orders are listed in Appendix 2. The authorising officer must ensure that specific budget provision exists in relation to the expenditure to be incurred.                

5.6
Any proposed contract that is greater than one year in duration shall only be approved by the governing body    

                     .

5.7    
Each order shall clearly indicate the nature of the work or quantity of supplies and services required, the agreed charge or estimated cost and other appropriate details.

5.8
Payment should not be made in advance of the provision of services or the receipt of goods. Where this is considered to be unavoidable, and where no alternative source of supply can be identified, the approval of the Head Teacher must be obtained prior to the payment in advance. In doing so, risk management and review mechanisms should be incorporated to minimise any potential liabilities.  

5.9     The school’s requisitioning, ordering and payment systems shall not be used for private purposes.

5.10
Schools are not permitted to enter into a lease or contract hire agreement without the approval of the Strategic Director of Corporate Services. Such agreements are subject to the Council’s Contract Procedure Rules and the value of the lease or contract hire will be calculated as the total value of the contract, including any associated costs, chargeable over the full life of the agreement.  

5.11
Prior to entering into a lease or contract hire agreement, the proposed agreement must be submitted to the Council’s Corporate Finance Section (via the People’s Services Finance Section) in order to ensure the agreement does not breach the Council’s capital controls. 

6.0      PAYMENT OF ACCOUNTS
6.1      The Head Teacher or staff named in Appendix 2 shall be responsible for the examination, verification and certification of invoices for payment and for the allocation of expenditure to the relevant account. The Head Teacher shall ensure that there is an adequate division of duties in relation to the staff who are involved in the requisitioning and ordering of goods and services, the confirmation of receipt of goods, and the processing and authorisation of payments for goods and services received.  

6.2      All invoices shall be authorised for payment by the Head Teacher or staff named in Appendix 2 and shall include responsibility for verifying that: -


(i)    
the goods or services to which the invoice relates have been received;

(ii) the prices, calculations, trade discounts, other allowances and VAT  are correct and the invoice has not previously been passed for payment;


(iii)  
the relevant expenditure has been properly and legally incurred and is



within the relevant estimate provision and that proper entries have



been made in inventories, stores and other records where appropriate;

(iv) payment is within the agreed payment terms to avoid a late payment 

surcharge.

6.3      The Head Teacher or staff named in Appendix 2 shall examine all accounts passed for payment and shall be entitled to receive such information and explanations as may be required.  The Head Teacher shall ensure that payment is made in respect of all accounts which are in order and which represent legal expenditure. 

6.4
Credit notes, refunds or other appropriate redress must be obtained where payments have been made and goods are subsequently deemed to be faulty, services considered to be unsatisfactory or where an overpayment has occurred.

6.5
Payments to individuals may only be made after full consideration of, and in full compliance with, those procedures specified by the Head of Human Resources (IR35). Schools must obtain advice from the Council’s Human Resources department in order to determine an individual’s employment status and the associated treatment of income tax and National Insurance deductions. 


Schools who currently engage or intend to engage any workers e.g. on a consultancy basis, who are not paid via the payroll system as employees, will need to consider if the IR35 rules apply and inform them of their status prior to any engagement or entering into a contract for services.

6.6
The Head Teacher shall ensure that all documents relating to the above-mentioned transactions are held securely for a period to be advised by the Council. 

7.0
PETTY CASH

7.1
A petty cash imprest may be maintained by the school for the purchase of small value items. Other than in exceptional circumstances, purchases should not be made through the petty cash system where normal procurement and payment mechanisms already exist for the purchase of goods and services.

7.2
Petty cash imprests must be operated in accordance with the procedures issued by the Strategic Director of Corporate Services.

7.3
Single payments from petty cash should not exceed £40. 

7.4
Head Teachers must ensure that adequate division of duties exist in the operation of petty cash floats, that proper controls are in place and that periodic review of petty cash purchases and processes are undertaken to ensure probity.

8.0      SCHOOL CHARGE CARDS
8.1
The Head Teacher may apply to the Council for a corporate charge card where the need for a card has been identified by the school. The Governing Body will be required to minute its approval for an application to be made to the Council and to accept responsibility for the correct use of the card.

8.2
The card will be issued to a nominated member of staff. The card must be used only by the cardholder, who must abide by the Council’s conditions of use that will be provided to the cardholder.
9.0
VOUCHERS

9.1
The purchase and use of store / gift vouchers (or equivalent) shall only be permitted in a limited number of circumstances as approved by the Governing Body. 

9.2
Robust processes must be in place to ensure that vouchers are stored securely and that appropriate records on the use of the vouchers are maintained. 

9.3
Head Teachers must ensure that adequate division of duties exist in the operation of vouchers, that proper controls are in place and that periodic reviews of the use of vouchers are undertaken to ensure probity.  


10.0 CAPITAL SPENDING FROM BUDGET SHARE

10.1 The Governing Body may approve the use of the school budget share to meet the cost of capital expenditure. 

10.2 If the capital expenditure in any financial year exceeds £15,000 for a primary or special school, or £20,000 for a secondary school, the Governing Body must notify the People’s Services Finance Section and take into account any advice received from the Strategic Director of Corporate Services as to the merits of the proposed expenditure.

10.3 If the school premises are owned by the Council or if the school has Voluntary Controlled status, the Governing Body must seek the consent of the Council to the proposed works. 

10.4 For the purpose of this regulation, expenditure which is less than £10,000 shall not be considered to be capital expenditure.  

11.0    INCOME
11.1    The arrangements for the collection of all monies shall be subject to the approval of the Strategic Director of Corporate Services.

11.2
The Governing Body shall identify and ensure that only specifically authorised members of staff are engaged in the receipt and collection of monies. 

11.3
The Head Teacher shall ensure that a risk assessment has been undertaken on all duties associated with the handling of monies to ensure all risks have been identified and addressed. 

11.4
All members of staff who are involved in the receipt and collection of monies must be familiar with and operate in compliance with these Regulations and the Council’s Financial Instructions.

11.5
All external accounts raised relating to income due should be raised promptly and in accordance with the procedures laid down within the Council’s Debt Recovery Policy and the related Debt Recovery Procedures & Practices.    

11.6    All monies received shall be acknowledged at once by the issue of an official receipt, voucher or ticket and shall be banked promptly. 

11.7    All accounts, statements or letters requiring monies to be paid to the Council shall specify that payment must be made to St Helens Council. No monies due shall be written off as irrecoverable without the authorisation of the Strategic Director of Corporate Services.

11.8    All receipt forms, books, tickets, licences and other documents representing receipts for money shall be in a form approved by the Strategic Director of Corporate Services.
12.0
USE OF THIRD PARTY COLLECTION AGENTS (E.G. ONLINE PAYMENTS SOFTWARE FOR SCHOOL MEALS, CLUBS ETC)
12.1
Third parties may only be used to collect income for the Council on the approval of the Strategic Director of Corporate Services, and any arrangements must be subject to appropriate contractual arrangements, which protect the Council from any loss of income.  All third parties must provide the Council with appropriate documentation to demonstrate amounts and timings of payments, and all income must be paid into the Council’s bank account in accordance with contractual arrangements.
13.0
VALUE ADDED TAX (VAT)
13.1
The treatment of VAT associated with income and expenditure shall be in accordance with the instructions issued by the Strategic Director of Corporate Services.


13.2
The Head Teacher shall ensure that nominated staff are responsible for the correct coding of VAT.

13.3
Appropriate tax invoices, compliant with the requirements of Her Majesty’s Revenue and Customs (HMRC), must be obtained and these should be retained for a minimum of six years. Tax invoices must be available for inspection by VAT officers at any time.  

13.4
Pro-forma invoices are not considered to be valid tax invoices for the purposes of reclaiming VAT. Where a payment is made on receipt of a pro-forma invoice a valid tax invoice must be obtained from the company as soon as possible. 

14.0
CONSTRUCTION INDUSTRY TAX DEDUCTION SCHEME
14.1
The HMRC Tax Deduction Scheme applies to construction work and certain maintenance work, including installation, repairs, decoration and demolition. Under this scheme certain payments to third parties may involve the deduction of tax. 

14.2
In most cases schools are exempt from the requirements of the Scheme. Therefore, where the official order for such work is placed by the school, the school is exempt from any potential requirement to deduct tax from a payment due to the contractor. 

14.3
However, should a school receive an invoice for works that have been ordered on its behalf by the Council, then the requirements of the Scheme may apply. In such cases, advice must be sought from the Council’s Principal Accountant (Taxation) via the People’s Services Finance Section.   

15.0    BANKING ARRANGEMENTS
14.1 The Strategic Director of Corporate Services shall make all arrangements for the opening of bank accounts in the name of the Council. 

14.2 All expenditure and income in relation to the school budget must be processed through the appropriate bank account as nominated by the Strategic Director of Corporate Services.

14.3 The Head Teacher must ensure that a monthly bank reconciliation statement is completed and forwarded promptly to the Finance Section of the People’s Services Department. 

14.4 The Head Teacher must ensure that any discrepancy in relation to the school bank account is immediately notified to the Finance Section of the People’s Services Department.

14.5 A list of authorised signatories including specimen signatures for each bank account shall be approved and minuted by the Governing Body. The list of authorised signatories is attached at Appendix 2.

14.6 The Head Teacher must ensure that cheques are stored securely at all times and that only nominated staff are able to access them.

14.7 Blank cheques should never be signed. Cheques should only be signed when they have been correctly made out subsequent to all necessary checks, and Division of Duties, as specified in Section 6 above (Payment of Accounts) having been carried out.   
14.8 Direct debit and standing order arrangements must be reviewed on at least a quarterly basis and evidence of this check retained. Where they are no longer required, any direct debit or standing order arrangements must be cancelled promptly.

14.9 All bank accounts must be operated in accordance with the requirements of the Strategic Director of Corporate Services.

16.0     INVESTMENTS AND BORROWINGS
16.1    No borrowing shall be made by the school without the specific approval of the Strategic Director of Corporate Services.  

16.2    No investments shall be made without the specific approval of the Strategic Director of Corporate Services.

17.0     AUDIT
17.1    The Strategic Director of Corporate Services shall be responsible for maintaining an independent continuous audit of the financial records, the operations and systems of control as laid down in the CIPFA statements on internal audit practice.  For that purpose the Strategic Director of Corporate Services or authorised representative shall have the authority:-

       
(i) 
to enter the premises under the control of the school without prior


notification to examine all records, electronic systems, documents and     correspondence;


(ii)
to require and receive such explanations as deemed necessary in 



order to satisfy himself on any  matter under consideration;

(ii) to require the production of any information or items deemed necessary for the efficient and effective conduct of the audit.

17.2    Whenever any matter arises which involves or is thought to involve irregularities concerning cash, equipment or other property, or any suspected irregularity in the exercise of the functions of the school, the Head Teacher shall immediately inform the Strategic Director of Corporate Services who shall take such steps as deemed necessary by way of investigation and report.

17.3    Reports produced by Audit shall be presented to the Governing Body. The Governing Body shall ensure that all necessary actions arising from audit reports are undertaken. 

18.0
INSURANCES

18.1
The Head Teacher shall be responsible for ensuring that risks are identified and properly insured. Schools that buy into the Council’s insurance arrangements must ensure the Council’s Insurance Section is notified of any new or changed risks. Schools that have taken out an external insurance policy must ensure that their insurer is informed of any new or changed risks.

18.2
Any decision to undertake work on behalf of external bodies must be notified to the Council’s Insurance Section, or the school’s external insurer, to ensure appropriate insurance arrangements are in place. 

18.3
Incidents (actual or potential) of a serious nature that may lead to major claims must be reported to the Council’s Insurance Section, or the school’s external insurer, as soon as possible. All insurance claims must be submitted promptly and in accordance with any instructions issued by the Council’s Insurance Section or the school’s external insurer.  

18.4
The Head Teacher must ensure that the amount of cash retained on the school site is kept to a minimum and that income is banked frequently to ensure the amount of cash on site does not exceed the permitted insurance limit.   

19.0    INVENTORIES AND CONTROL OF ASSETS
19.1    The Head Teacher shall be responsible for maintaining proper custody and security over all assets under her/his control.

19.2    The Head Teacher shall be responsible for preparing and maintaining inventories of plant and machinery, furnishings, fittings, equipment or assets of the school and these shall be in a form approved by the Strategic Director of Corporate Services. A copy of the inventory shall be maintained off-site in case of fire.

19.3    The Head Teacher shall arrange for inventories to be checked annually and shall certify that the records are correct.  Any adjustments which may be necessary for surpluses or deficiencies shall be subject to procedures approved by the Strategic Director of Corporate Services.  Attractive and portable items such as computers, cameras and video recorders should be identified with security markings as belonging to the school.

19.4
No property of the school or Council shall be removed from the school otherwise than for the school's purposes. No property of the school or Council 

should be removed for personal purposes. The Head Teacher must ensure that procedures are in place in relation to the removal of any property of the school. 

19.5
The Governing Body of the school should determine those items of furniture or equipment that are surplus to requirements and inform the Council’s Corporate Procurement Section of its decision. The disposal of any furniture or equipment shall be in accordance with the procedures as notified by the Council’s Corporate Procurement Section.

19.6
The Governing Body should regularly review the use of land and property that is under the control of the Governing Body. Any such assets which are considered surplus to requirements, and which are Council-owned, must be dealt with in accordance with the Council’s Land and Property Disposal Procedure Rules. 

19.7
The Head Teacher shall ensure that an appropriate record of lost property is maintained. All lost property items should be recorded in terms of the date, the nature of the item and the name and address of the person who found the property. Lost property should be held in a secure place. In all cases a signature must be obtained for items returned to the owner.

19.8
Valuable documents and documents which have a monetary value are subject to the same personal responsibility and security arrangements that apply to cash. The Head Teacher must ensure procedures are in place to ensure the safe custody and appropriate use of such documents. 
20.0    MISCELLANEOUS
20.1    The Head Teacher shall ensure that access to the SIMS FMS information is restricted to her/himself or the nominated members of staff.

20.2    The Head Teacher shall ensure that the information contained within the SIMS FMS package is properly backed-up and, if not backed up remotely, this back-up data shall be kept on site in a fireproof container.

20.3    The Head Teacher shall ensure that only authorised software shall be used on the school's computers.

20.4    The Head Teacher shall ensure that the school has in place a Business Continuity / Disaster Recovery Plan which has been approved by the Governing Body.

SIGNED 

                                                                           
Chair of    

Rivington Primary School
Head Teacher
                                                                           

Date 


                                                                           

Appendix 1

RIVINGTON PRIMARY SCHOOL
SCHOOL FINANCIAL REGULATIONS
Approval of budgetary virement

Any virement arising from a permanent amendment to the staffing structure will be subject to the approval of the Governing Body.

The Head Teacher may vary the level of the staffing budget as a result of a temporary amendment to the staffing structure, and may vary the level of a non-staffing budget up to and including the value of £10,000.

The Finance Committee may vary the level of the staffing budget as a result of a temporary amendment to the staffing structure, and may vary the level of a non-staffing budget where the virement amount is between £10,001 and £20,000. 

The Governing Body shall approve any virement in excess of £20,000. 

A virement is defined as an increase or reduction in the budget allocation that has previously been assigned to a specific subjective (or FMS ledger) code. 

Transferring additional income received to reserves is not considered to be a virement, and therefore does not require approval by the Governing Body.  However, the subsequent use of the income is subject to the budgetary virement rules and will require appropriate approval.
Virements shall not be processed on the school’s FMS system until they have had the appropriate approval.

In exceptional circumstances, schools may email all governors to seek approval for a virement in advance of the finance committee / governing body meeting.  A record of responses received should be retained and the virement reported to the next finance committee / full governing body meetings.
Appendix 2

RIVINGTON PRIMARY SCHOOL
SCHOOL FINANCIAL REGULATIONS
Persons Authorised to Approve Orders for Works, Goods and Services

The Governing Body has approved that the following persons may authorise orders for the provision of works, goods and services up to a maximum value of £10,000. The Finance Committee shall approve any expenditure between £10,001 and £20,000. The Governing Body shall approve any expenditure in excess of £20,000.

Persons approved to authorise orders up to a maximum of £10,000:

Name





Title




Signature

Miss Glenys Chalk



Head Teacher
The Governing Body has approved that the following persons may authorise 

emergency, out of hours work procured through Property Services up to

a maximum value of £2,500.  The Head Teacher must be informed at the earliest 
opportunity of all such requisitions.
Name





Title




Signature

Miss Jane Speakman


Deputy Head Teacher
Persons Authorised to Certify Invoice Payments

The Governing Body has approved that the following persons will be responsible for the examination, verification and certification of invoices:

Name





Title




Signature

Miss Glenys Chalk



Head Teacher
Miss Jane Speakman


Deputy Head Teacher

Miss Mandie Tsang



Head of KS2

Persons Authorised to Certify Salaries and Wages Payments

The Governing Body has approved that the following persons will be responsible for the authorisation of salary and wages payments and other payroll related expenditure e.g. car mileage claims.

Name





Title




Signature

Miss Glenys Chalk



Head Teacher

Persons Authorised to Notify the Council of Appointments, Promotions, 

Regradings etc.
The Governing Body has approved that the following senior persons shall notify the Council in the appropriate manner of all appointments, promotions, regradings, resignations, dismissals, retirements, suspensions, secondments and absences from duty or any other circumstances affecting the salaries, wages and emoluments of any employee in the school.
Name





Title




Signature
Miss Glenys Chalk



Head Teacher

Miss Jane Speakman


Deputy Head Teacher
Persons Authorised as Cheque Signatories

The Governing Body has approved that the following persons are authorised cheque signatories in respect of the school delegated budget bank account. Two signatories are required to sign any cheque up to £2,499 in value. Any cheque in excess of £2,499 must be signed by three signatories.  

Name





Title




Signature

Miss Glenys Chalk



Head Teacher

Miss Jane Speakman 


Deputy Head Teacher

Miss Mandy Tsang



Head of KS2

Mrs Ruth McKenny





Miss Lynn Graham



Office Manager
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