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At New Monktand Primary Schoo[, the fottowing poticy covers cash handling and financiaI
regutations, set out by the estabtishment and its management both internaI and externat.

The foLLowing 4 col.teagues are the named signatories for the Establ.ishment Fund:

o Mrs Mary Reid (Headteacher and Budget Hol.der)
o Mrs Nichota Potatajko (Principat Teacher)
o Miss Siobhan McGormick (Acting Principat Teacher)
o Mr David Robertson (Senior CtericalAssistant)

As signatories to the Establ.ishment Fund, the above detaited cotteagues should make
themsetves famil.iar with the fottowing poticies that guide the whote schooI finance poticy.

Cash Handting (Generat)

From Augusl2026, New Monktand Primary School. and Nursery wit[ move to a cashless system,
provided by iPaylmpact. (This shoutd be in ptace for August 2026).

On the occasion where cash is provided to the schoo[, the fottowing protocol shoutd be
fottowed:

1 . Money shoutd be cottected by the ctass teacher and pl.aced into a zip Lock bag.
2. The zip Lock bags witl. be given to the Senior Cterical Assistant and ptaced into the school

safe.
3. When availabte, 2 members of staff shoutd open the zip tock bags together and count

the money.
4. Once completed, the detaits of this count shoutd be entered onto the Cash Banking

Overuiew Sheet.
5. The Cash Banking Overview Sheet shoutd be dual signed by at least 2 of the signatories

named above.

Ad-Hoc Payments for Goods and Services

lf a payment must be made to a member of staff, or externat contractor for goods or services,
the fotlowing protocol shoul.d be fotl,owed.

1 . An agreement must be made, prior to purchase, between the purchaser and the budget
hotder.

2. Once purchased, the purchaser shoutd provide a proof of purchase detalLing the
amount to be repaid.

3. Atl. payments to purchasers must be made by cheque.
4. Cheques for goods/services made out must be dual, signed by 2of the signatories

detaiLed above and, for best practice, should inctude the budget hotder where possibte.
5. The purchaser should then sign the evidence of payment when receiving the cheque.

Managing Transactions (ln - Out)

Payments in and out of the estabtishment fund shoutd be recorded as soon as possible and
tracked from financiatyearto financ¡atyear (April.- March). The responsibil.ityforthis currently
ties with the Senior CLericaI Assistant. The process for managing transactions in and out:
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I 1. The Senior Clericat Assistant witt hotd a transaction overview sheet digitatl.y.
2. When payments are made, this shouLd be added to the "monies out" cotumn.
3. When payments are made, eithervia direct deposit or cash uptift, those payments

shoutd be recorded on the "monies in" cotumn.
4. Each month, as a new statement is detivered to the estabtishment, this shoul.d be

reconcited against the transaction overview sheet
5. This shoutd then be g¡ven to the budget hoLder for review.

Cash Uptifts

When cash is ready to be uptifted from the estabtishment, 2 of the above detail.ed signatories
must dual count the deposit to be made. The amount Lifted for deposit shoutd then be deducted
from the Cash Banking overview Sheet.

Auditing

Each year, the Estabtishment Fund accounts witl be reviewed by an independent auditor. The
auditor shoutd then sign the lndependent Reviewers Repoft and the evidence kept for our
records. At[ documents required for auditing by NLC wil.t be uptoaded onto the HWE system
yearty.

Å/Signed:

Signed: .

Signed: ..

Signed: ..

(Mrs Mary Reid)
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Date:

(M rs N ichol.a Pol.atajko)

Date:

(Miss Siobhan McCormick)

Date:

(Mr David Robertson)
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