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Introduction and statement of intent 
The purpose of this scheme of financial delegation is to ensure that the school adopts systems of 
financial control that conform to the requirements both of propriety and good financial management. 
It is essential that these systems operate properly to meet the requirements of the Funding 
Agreement and company and charity law.  

 

Scope and applicability 

 This policy applies to all governors and staff.  

 Staff with regular involvement with financial systems and procedures should be familiar with the 

contents.  
 

Financial responsibilities 
The scheme of delegation (outlined in Appendix 1: Scheme of Financial Delegation and Appendix 2: 
Delegation Matrix) is designed to guide governors and staff in the exercise of their duties.  

The system of internal financial control is based on a framework of regular management information 
and administrative procedures including the segregation of duties and a system of delegation and 
accountability. In particular, it includes: 

 comprehensive budgeting and monitoring systems with an annual budget and periodic 
financial reports which are reviewed and agreed by the Governing Board; 

 regular reviews by the Resources Committee of reports which indicate financial performance 
against the forecasts and of major purchase plans, capital works and expenditure 
programmes; 

 setting targets to measure financial and other performance; 

 clearly defined purchasing (asset purchase or capital investment) guidelines; 

 delegation of authority and segregation of duties; 

 identification and management of risks. 

 

Appendices 
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Appendix 1: Scheme of Financial Delegation 
 

1. Governing Board 
The Governing Board is responsible for the financial performance of the Academy, although it may 
delegate responsibilities to the Resources Committee and / or individual staff to ensure that matters 
can be dealt with in appropriate detail and with sufficient frequency. The establishment of a 
committee, or delegation of powers, does not absolve the Governing Board of its overall responsibility 
to manage the finances of the academy.  

The Governing Board is responsible for: 

 Approving the scheme of delegation (and financial procedures), and reviewing them annually, to 

ensure that it satisfies the Governing Board’s ultimate responsibility for ensuring that there are 

adequate operational controls in place for all financial processes within the academy 

 Making appropriate arrangements for audit assurance 

 Receiving any audit inspection report and associated action plan 

 Approving the financial accounts 

 Approving the initial budget each financial year 

 Receiving information from the Resources Committee as appropriate 

 Determining appropriate virements (as set out in the Delegation Matrix) 

 Approving and reviewing appropriate contracts (as set out in the Delegation Matrix) 

 Writing off debts or liabilities, or authorising ex-gratia payments, in line with limits set in the 

Scheme of Delegation  

 Authorising land disposals 

2. Resources Committee 

The Resources Committee exercise the powers and duties of the Governing Board in respect of the 
financial management / administration of the Academy, except for those items specifically reserved 
for the Governing Board or delegated to staff.  

The Resources Committee is responsible for: 

 Approving banking arrangements 

 Ensuring effective budgetary control, including through receiving reports on the financial position 
at each meeting and authorising (or recommending to the Governing Board as appropriate) 
necessary actions 

 Receiving any audit inspection report and ensuring the production of a resulting action plan 

 Receiving audit assurance reports from the External Auditor and ensuring any necessary 
recommendations are implemented 

 Ensuring production of the financial accounts in accordance with company, charity and ESFA 
requirements 

 Preparing the initial budget each financial year 

 Determining appropriate virements (as set out in the Delegation Matrix) 

 Approving and reviewing appropriate contracts (as set out in the Delegation Matrix) 

 Ensuring appropriate insurance arrangements are in place to meet the requirements of the ESFA 

 Authorise and manage the approach to investing any surplus funds 

 Authorise all disposals (besides land) 



 

 

Audit assurance 
The Governing Board must review the risks to internal financial control and must agree a programme 
of work that will address these risks, to inform the governance statement that accompanies the trust’s 
annual accounts     

The Governing Board must manage this programme of risk review by making arrangements for the 
performance of a supplementary programme of work by the trust’s external auditor. 

3. Headteacher 

The Headteacher is responsible for: 

 Signing contracts on behalf of the Governing Board 

 Determining appropriate virements (as set out in the Delegation Matrix) 

 Approving appropriate contracts (as set out in the Delegation Matrix) 

 Acting as a cheque signatory / payment authoriser (as set out in the Delegation Matrix) 

 Approving orders 

 Approving new staff appointments (besides any that require Governor involvement) 

4. Finance and Premises Director  

The Finance and Premises Director will act as the Chief Finance Officer (CFO) and works in close 
collaboration with the Headteacher through whom s/he is responsible to the governors. The Finance 
and Premises Director also has direct access to the governors via the Resources Committee.  

The main financial responsibilities of the Finance and Premises Director are: 

 the management of financial issues including the establishment and operation of a suitable 
accounting system; 

 the management of the academy financial position at a strategic and operational level within the 
framework for financial control determined by the governing board; 

 the establishment and operation of effective systems of internal control; 

 ensuring that the annual accounts are properly presented and adequately supported by the 
underlying books and manual and computer records of the academy; 

 the preparation of monthly management accounts prepared on an accruals basis; 

 authorising contracts and orders within the limits set down in the current Scheme of Delegation 
in conjunction with budget holders; 

 authorising payment as appropriate; 

 ensuring statutory forms and returns are sent in line with the timetable in the ESFA guidance. 

 Ensuring that VAT is recovered accurately and promptly 

In greater detail, the Finance and Premises Director is responsible for: 

Accounts 

 The management and operation of financial processes within the academies, ensuring that 
adequate operational controls are in place and that the principles of internal control are 
maintained. 

 Ensuring that full, accurate and up to date records are maintained in order to provide financial 
information  

 



 

Audit 

 Ensuring that all records and documents are available for audit by the chosen auditor and arrange 
for the required accommodation of the auditors. 

Banking Arrangements 

 Maintaining proper records of account. 

 Maintaining banking mandate arrangements. 

 Producing monthly reconciled bank statements. 

Budgets/Budgetary Control 

 Regular monitoring of expenditure and income against the approved budget and submitting 
reports on each academy’s financial position to every meeting of the Resources Committee. Any 
actual or potential overspending shall be reported to the Resources Committee. 

 Ensuring that all required reports and closing of accounts information is sent to the ESFA within 
the required timescales. 

 Preparing an annual draft budget plan for consideration by the Resources Committee before the 
start of the relevant financial year. 

Contracts 

Exercising the following powers and duties on behalf of the Governing Board: 

 Ensuring that all contracts and agreements conform with the Procurement Regulations; 

 Acceptance of quotations; 

 Receipt and custody of all tenders; 

 Authorisation of senior members of staff to open tenders; 

 Signing contracts on behalf of the Governing Board; 

 Maintaining a register of formal contracts entered into, amounts paid and certificates of 
completion; 

 Retention of quotes obtained for goods, works and services; 

 Signing certificates where contracts require that interim and final payment are made on such 
certificates; 

 Ensuring that the requirements of the Construction Industry Scheme are adhered to where 
applicable 

Income 

 Ensuring the arrangements for collection of income are in accordance with the Financial 
Regulations; 

 Ensuring that all income is accurately accounted for and is promptly collected and banked intact; 

 Ensuring that all receipt forms, books, tickets and other such items shall be ordered and issued in 
a form approved by the auditors and the ESFA; 

 Reporting debts to the Resources Committee 

 Information and communication systems 

 All necessary consultations in respect of the introduction of any new information and 
communication system, or the development of an existing system. 

 The standards of control for such systems in operation within the school/college to include the 
use of properly licensed software, and for the security and privacy of data in accordance with the 
Data Protection Act. 

 



 

Insurances 

 Researching and recommending insurance arrangements to the Resources Committee that meet 
the requirements of the academy and the ESFA. 

Lettings  

 Varying lettings charges if/when it is considered necessary. Ensuring the correct administration of 
lettings 

Orders for goods, works and services 

 Ensuring that arrangements for the ordering of goods, works and services are in accordance with 
the Financial Procedures. 

 Authorising members of staff to order or receive goods and certify invoices for payment, ensuring 
the appropriate division of these duties between the staff. A record must be maintained of such 
authorisations.  

 Ensuring that all orders are processed using the finance system and following the purchasing 
guidelines with the appropriate authorisations in place 

 Approving orders. 

Payments 

 Ensuring the arrangements for processing payments are in accordance with the Financial 
Procedures. 

 Ensuring that all correct invoices are duly certified by authorised staff before payments are made. 

 Ensuring that invoices, vouchers and other records are retained and stored in a secure way and 
are readily available for inspection by authorised persons. 

Salaries, Wages and Pensions 

 Ensuring the payroll provider is notified of all new, discontinued or changed staff contracts and 
circumstances that impact on payroll. 

 Ensuring the arrangements for processing salaries, wages and pensions are in accordance with the 
Financial Regulations. 

 Authorising members of staff to certify pay documents and time records, maintaining a record 
including specimen signatures of such authorised staff and sending a copy to the payroll provider. 

 Collecting any monies advanced to a member of staff  

Security of Assets 

 Ensuring the arrangements for security of assets are in accordance with the Financial Procedures. 

 Ensuring that proper security is maintained at all times for all buildings, furniture, equipment, 
vehicles, stocks, stores, cash, information and records etc under his/her control. 

 Ensuring an inventory is maintained in accordance with the instructions in the Financial 
Procedures/Regulations, of all items of furniture, equipment, vehicles and plant. The inventory 
record, whether manual or computerised, shall be a permanent and continuous record. 

 Where appropriate, arranging for the security marking of such items. 

 Arranging for annual independent checks and certification of stock and inventory records, in 
accordance with the instructions in the Financial Procedures/Regulations. 

 Authorising the write off of any deficiencies of individual stock and inventory items with original 
purchase values up to £500. Where the original purchase value is not available, the current market 
value should be used. All such write offs should be in accordance with the Financial 
Procedures/Regulations and be formally reported and minuted at the following Resources 
Committee meeting. 



 

 Authorisation, in accordance with the instructions in the Financial Procedures/Regulations, of the 
disposal of individual items of equipment and materials that have become surplus to 
requirements, unusable or obsolete with a realisable value of less than £500. All such 
authorisations should be in accordance with the Financial Procedures/Regulations and be formally 
reported and minuted at the following Resources Committee meeting. 

 Ensuring that keys to safes and other similar receptacles are held under the close personal security 
of responsible staff at all times. 

Petty Cash 

 There is no petty cash to maintain as the school operates the ParentPay cashless system. Staff 
expenses reimbursements are made by BACS. 

 

5. Budget Holders  
 

Budget holders are responsible for monitoring their own budgets with information provided on a 
regular basis by the finance team.  Additionally, they are responsible for the following, ensuring best 
value is obtained at all times: 

 Approving requisitions for goods and services that enhance the educational experience of 
students;  

 The receipt, care and safe custody and issue of equipment, stocks and stores 

 Confirming the receipt of goods and services or any discrepancies to the finance team in a timely 
manner; 

 

Budget holders must ensure that all goods and services are procured using a purchase order and must 
not use their own resources to obtain items for their academy. 

6. All Staff  

All staff members are responsible for: 

 the security of academy property; 

 avoiding loss or damage; 

 ensuring economy and efficiency in the use of resources; 

 conforming with the requirements of the academy’s financial procedures. 

 All staff must comply with the requirements of the academy’s financial procedures 

 

 
 

 

 
 

 

 

 
 



 

Appendix 2: Delegations to different people/groups 
 

NOWER HILL HIGH SCHOOL 

DELEGATION TO LOUISE VODEN, HEADTEACHER 

This document supersedes any previous delegation powers document signed by you and applies for 
one year from 1st September 2021. 

Context for the delegation: 

The Headteacher is to act as the Accounting Officer of the Academy Trust of Nower Hill High School. 
The role is laid out in the Academies Financial Handbook. 

The Accounting Officer is  

 personally responsible to parliament and to the accounting officer of the Education and Skills 

Funding Agency (ESFA) for the resources under their control.  

 responsible for notifying the Governing Board (GB) and the ESFA of any instances of 

irregularity, impropriety or non-compliance with key documents such as the Financial 

Regulations agreed by the GB 

 responsible to the GB for 

a) ensuring provisions in the Funding Agreement, SEID, AFH and other documents are 

complied with, 

b) statement of regularity, propriety and compliance and governance statement, 

c) oversight of financial transactions and good practice, 

d) obtaining value for money (VFM) and the annual statement on VFM sent to the ESFA 

and to be published on both the ESFA and school’s website. Two year’s accounts must 

be on the school website. 
Specific delegation of authority: 

The Governing Board of Nower Hill High School resolve to delegate to the Accounting Officer, Ms 
Louise Voden, under the powers invested in them by section 50 (6) of the School Standards and 
Framework Act 1998 the following functions:- 

1. To review plans and budgets during the year, to exercise budgetary control, to authorise 

virements up to £5000 within the budget set by the Governing Board, to control under- or over-

spending.  Virements over £5000 must be authorised by the Resources Committee, but Chair’s 

Action by the Chair of the Resources Committee, can be taken to authorise the virement, with 

reporting at the next Resources Committee meeting. This is done via the Chair of Resources 

signing the virement form after the Accounting Officer has signed. 

 

2. To authorise payment of orders initiated and authorised by the Finance and Premises Director. 

Any expenditure over £20,000 and under £100,000 must receive approval in advance by the 

Resources Committee (see Delegation Matrix).  Any expenditure over £5,000 but under £20,000 

must be reported to the Resources Committee.    Ms Louise Voden has the authority to sign 

cheques within the delegated powers above and to also authorise BACS payments by signing 

and petty cash payments to the Finance and Premises Director (who cannot authorise her own 

reimbursement for petty cash). Ms Louise Voden expenses must be authorised by the Chair or 

Vice Chair of the Governing Board. 



 

 
3. Large value cheques of £25,000 and over must be signed by both the Headteacher and the 

Deputy Head Teaching and Learning.   BACS authorisation will follow the same model. These 
provisions apply to all accounts, public or private, operated by or on behalf of the Governing 
Board. 

 
4. With reference to the contingency fund, the Accounting Officer has authority to spend the 

amount allocated, such spending being reported to the next Resources Committee. 
 
5. To authorise all orders of £5,000 or more (with separation of duties so that payment is 

authorised by another person). 
 

6. To authorise expenditure of petty cash up to a maximum on any one occasion of £500 by petty 
cash cheque or BACS.  Also, to authorise petty cash payments except when she is the person 
receiving the payment, to avoid the risk of misappropriation. 

 
7. To ensure that procedures are in place to identify, collect, safeguard and monitor income. 
 
8. To ensure that records and assets are properly maintained and securely held in the school.  Also 

to arrange for the disposal of such items as may be obsolete or surplus to requirements (whilst 
demonstrating value for money for each disposal) with the exception of when the asset is land, 
building or a heritage asset. 

 
9. The Accounting Officer must seek and obtain HM Treasury’s prior approval, via the ESFA, for 

any element of a staff severance payment or compensation payment which is more than 
£50,000 above contractual entitlement. 

 
10. To obtain prior written approval from the Secretary of State, via the ESFA, for the following 

lease transactions: 

 Taking up a finance lease on an asset for any duration from another party, as this 

represents borrowing; 

 Taking up a leasehold or tenancy agreement on land or buildings form another party 

for a lease term or more than 5 years; and 

 Granting a leasehold or tenancy agreement on land or buildings to another part for a 

lease term of more than 5 years. 
 
11. To ensure that the School’s purchasing systems with any documents relating to the budget, 

income and expenditure are kept secure. 
 
12. The Accounting Officer must ensure where a suspected financial irregularity occurs that the 

Governing Board and ESFA are advised. The format of the statement is included in the ESFA’s 
Accounts Direction which is issued annually. 

 
13. To ensure that all of the school’s financial procedures are carried out in accordance with the 

Financial Procedures of the school. 
 
14. To submit prime documents from the Finance system to the Chair and Vice Chair of the 

Resources Committee.  
15. To ensure a separation of duties exists between ordering and payment i.e. where an order is 

authorised by the Headteacher, she may not authorise payment of the same, and vice versa. 
 



 

16. With the Finance Manager and the Chair of Resources Governors/designated member of the 
Resources Committee, to be a signatory for the transfer of monies from the Official Fund with 
Lloyds to investment accounts held. 

 
17. To be responsible for the monitoring and control of the SEID once approved by the Governing 

Board. 
 
18. To be one of the approved credit card holders for the school bank account, and therefore to 

make purchases on the card, up to the £2000 card limit, following authorisation by the budget 
holder. 

 
19. To be responsible for the year end budget evaluation to assess: 
 

 how realistic budget estimates were 

 whether the budget was adequately controlled throughout the year 

 whether individual responsibilities were set at an appropriate level and properly fulfilled 

 whether resources were used in a cost effective way and value for money obtained. 

 and to report the practical results of the evaluation promptly to the Governing Board. 

 VFM 
 
General Provisions: 
 
1. Ms Louise Voden must submit a draft revenue budget to the Governing Board Finance 

Committee during the Summer Term in order for the full Governing Board to approve a budget 
for the ensuing year from 1st September each year. 

 
2. Thereafter, Ms Louise Voden must submit the monthly financial reports from the Finance 

system to the Resources Committee of the Governing Board.   

 
3. To ensure Annual Accounts are completed to a 31st August year end, submitted to the ESFA no 

later than 31st December, and published on the school’s website by 31st January. To ensure two 
years of accounts are on the website. To also ensure the Value for Money Statement agreed 
with the accounts, and that the previous year’s accounts (ie two sets of accounts) are published 
on the school website. 

 
4. Ms Louise Voden must report to the Resources Committee of the Governing Board details of 

contract commitments that have an impact on future budgetary expenditure. 
 
5. In Ms Voden’s absence, extending over the period of two weeks, her powers as above will be 

transferred to Janine Sabbagh, Deputy Headteacher for the duration of her absence. 
 
The Governing Board will review this delegation annually. 
 
She may delegate these powers where appropriate to the Finance and Premises Director as described 
in the Finance and Premises Director delegation, to the other Deputy Headteachers and to other 
named members of staff. 
 
I accept the power and responsibilities delegated to me. 
 
Signed…………L VODEN……………….Headteacher   Date 2/9/2021………………… 
 
 
Signed…………M WEERASEKERA……Chair of Governors  Date 29/9/2021………………… 
 



 

 

 

NOWER HILL HIGH SCHOOL 

DELEGATION TO AARTI SHAH, FINANCE AND PREMISES DIRECTOR  

This document supersedes any previous delegation powers document signed by you and applies for 
one year from the 1st September 2021. The Headteacher of Nower Hill High School resolves to delegate 
to Aarti Shah, Finance and Premises Director, under the powers invested in her by section 50 (6) of 
the School Standards and Framework Act 1998 the following functions:- 

1. To act as the Chief Finance Officer and lead the finance department. 

 

2. To review plans and budgets during the year, to exercise budgetary control Authority is also 

given to prepare the annual budget. 
 

3. To authorise official orders initiated and approved by the relevant budget holder.  Any 

expenditure over £20,000 and up to £100,000 must receive approval in advance by the 

Resources Committee (see Delegation Matrix).  Any expenditure over £5,000 but under 

£20,000 must be authorised by the Headteacher and reported to the Resources Committee.  

Finance and Premises Director does not have the authority to sign cheques or authorise BACS 

payments by signing, within the delegated powers above. 
 

4. To authorise expenditure of petty cash up to a maximum on any one occasion of £500 by 

BACS payment.  Also, to authorise petty cash payments, except when he is the person 

receiving the payment, to avoid the risk of misappropriation. 
 

5. To ensure the school has adequate insurance cover, which should include buildings and 

contents, business continuity, employer’s and public liability, and any cover for motor vehicles 

and substantial fixed assets (such as the all-weather field) 
 

6. To ensure that procedures are in place to identify, collect, safeguard and monitor income. 
 

7. To ensure that records and assets are properly maintained and securely held in the school.  

Also to arrange for the disposal of such items as may be obsolete or surplus to requirements 

(whilst demonstrating value for money for each disposal). 
 

8. To ensure that the School’s purchasing systems with any documents relating to the budget, 

income and expenditure are kept secure. 
 

9. To ensure the procurement regulations, as detailed in Financial Procedures, are adhered to in 



 

terms of procedures and monetary thresholds. 
 

10. The Chief Finance Officer must ensure where a suspected financial irregularity occurs that the 

Accounting Officer is notified and that the Governing Board are kept informed about any 

subsequent investigation. When the irregularity might pertain to the Accounting Officer, the 

Chief Finance Officer should inform the Chair of Governors. 
 

11. To ensure that all of the school’s financial procedures are carried out in accordance with the 

School Financial Procedures. 
 

12. To submit monthly documents from the finance system to the Chair of Resources Committee 

and to the Headteacher and to ensure the budget agreed by the Governing Board matches 

the budget set on the finance system.  
 

13. To be the budget holder for the list of department budgets held in the Finance Office, and as 

such have the following additional powers delegated by the Headteacher:- 

 To ensure that expenditure incurred and income received is charged or credited to 
appropriate nominal code. 

 To inform the Accounting Officer of any suspected irregularity. 

 To ensure that spending is in line with the agreed SEID. 

 To authorise (via signing) petty cash payments up to the value of £500 BACS payment, 
and obtain VAT receipts for petty cash expenditure.  To avoid the risk of 
misappropriation he may not authorise petty cash payments when he is the person 
receiving the payment. 

 To initiate and authorise official orders up to the value of £5000, but not authorise 
payment of the same, and vice versa. 

 To obtain value for money when making purchasing decisions. 

 To be responsible for maintaining stores/ stock as appropriate. 

 To dispose of items of equipment and furniture no longer required by the School after 
obtaining approval from the Accounting Officer. 

 To issue receipts for income received over £7.50 (except when income is received, for 
example, in the form of a cheque). 

 To raise an official order in advance for all expenditure, except petty cash (i.e. telephone 
orders may not be placed).  This is so that a commitment is set up on Civica system for 
budgetary control purposes to minimise the risk of budgets being overspent. 

 To ensure unwanted inspection copies of books previously ordered by the budget 
holder are returned via the Finance Office in good order and in sufficient time to not 
incur a cost. 

 To ensure that no personal purchases are included in orders raised. 
 

This delegation will be reviewed annually. 

I accept the power and responsibilities delegated to me. 

 

Signed ………A SHAH…………………………..Finance and Premises Director Date 1/9/2021………………… 



 

 

Signed………L VODEN…………………………..Headteacher  Date 2/9/2021………………… 

 

“*” No further delegation of these powers except in her absence when they may be delegated to the 
Deputy Headteacher Teaching and Learning, in accordance with her written delegation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

NOWER HILL HIGH SCHOOL 

DELEGATION TO MR NEIL HARDY, DEPUTY HEADTEACHER, TEACHING AND LEARNING  

This document supersedes any previous delegation powers document signed by you and applies for 
one year from the 1st September 2021. 

The Headteacher of Nower Hill High School resolves to delegate to the Deputy Headteacher, Neil 
Hardy, under the powers invested in her by section 50 (6) of the School Standards and Framework Act 
1998 the following functions:- 

1. To initiate and authorise official orders up to the value of £5000, but not authorise payment 
of the same, and vice versa. 

2. The authority to be one of the two signatories on the cheques of the Nower Hill High School 
Official Fund; the other signatory to be the Accounting Officer or the Finance Manager. To 
also authorise BACS payments by signing. 

3.  Large value cheques of £25,000 and over must be signed by both the Headteacher and the 
Deputy Head Teaching and Learning.   BACS authorisation will follow the same model. These 
provisions apply to all accounts, public or private, operated by or on behalf of the Governing 
Board.  

4. In the absence of the Finance and Premises Director, to take on the full delegation of the 
Finance and Premises Director. 

5. To authorise (via signing) petty cash payments up to the value of £500 cheques or BACS 
payment, and obtain VAT receipts for petty cash expenditure.  To avoid the risk of 
misappropriation you may not authorise petty cash payments when you are the person 
receiving the payment. 

6. All these powers may not be delegated further. 

 

This delegation will be reviewed annually. 

I accept the power and responsibilities delegated to me. 

 

Signed………N HARDY……………………………... Mr Neil Hardy    Date…3/9/2021……………… 

      Deputy Headteacher (Teaching & Learning) 

Signed………L VODEN………………………………    Headteacher       Date 6/9/2021……………………… 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
NOWER HILL HIGH SCHOOL 

 
DELEGATION TO MRS TEJAL PATEL, FINANCE MANAGER 
 
This document supersedes any previous delegation powers document signed by you and applies for 
one year from the 1st September 2021. 

The Headteacher of Nower Hill High School resolves to delegate to the Finance Manager, Tejal Patel, 
under the powers invested in her by section 50 (6) of the School Standards and Framework Act 1998 
the following functions:- 

1. The authority to be one of the two signatories on the cheques of the Nower Hill High School 

Official Fund for under £25,000; the other signatory to be the Headteacher or the Deputy 

Headteacher, Teaching and Learning. 

2. With the Accounting Officer and the Chair of Finance Governors, to be a signatory for the 

transfer of monies from the Official Fund to approved investment accounts  

3. To avoid the risk of misappropriation she may not sign petty cash cheque payments when she 

is the person receiving the payment. 

4. All these powers may not be delegated further. 

 
This delegation will be reviewed annually. 

I accept the power and responsibilities delegated to me. 

 

Signed…………T PATEL…………………………..Mrs Tejal Patel         Date 1/9/2021………………… 

           Finance Manager 

Signed…………L VODEN……………………………Headteacher          Date 2/9/2021………………… 

 

 

 

 

 
 

 

 

 

 



 

 

 

 

NOWER HILL HIGH SCHOOL 

DELEGATION OF POWERS FROM THE HEADTEACHER TO – BUDGET HOLDER 

The Governing Board is responsible for the overall management of the school’s delegated budget.  
Under the Schools’ Financial Procedures a list of powers has been delegated to the Headteacher.  This 
document supersedes any previous delegation powers document signed by you and applies for one 
year from the 1st September 2021. 

The Headteacher of Nower Hill High School resolves to delegate to the Budget Holders, under the 
powers invested in her by section 50 (6) of the School Standards and Framework Act 1998 the 
following functions:- 

 

The following powers are delegated to the Budget Holders by the Headteacher:- 

1. To ensure that expenditure incurred and income received is charged or credited to the 
appropriate allocation.  The Finance and Premises Director will advise the “appropriate” 
allocation. 

 
2. To inform the Finance and Premises Director if he/she expects any irregularity concerning cash, 

stores or other property. 
 
3. To ensure that spending is in line with the agreed SEID. 

 
4. To authorise (via signing) petty cash payments up to the value of £500 by cheque or BACS, and 

obtain VAT receipts for petty cash expenditure. 

 
5. To initiate an official order in advance for all expenditure up to £1,000, except petty cash (i.e. 

telephone orders may not be raised) on the Finance system., which will be processed bya 
Finance Administrator.   

 
6. To obtain value for money in accordance with Financial Procedures when making purchasing 

decisions. 

 
7. To be responsible for maintaining an inventory for all items purchased over £100 or all desirable 

items of a lesser value.  The budget holder is responsible for recording all new purchased items 
on the inventory at the time of purchase ensuring the records are up to date at all time. The 
relevant order number, date, cost, model and make must be recorded to fulfil financial 
regulations requirement. 

 
8. To be responsible for maintaining stores/stock in a form approved by the Finance and Premises 

Director. 

 
9. To dispose of items of equipment and furniture no longer required by the School after obtaining 

approval from the Finance and Premises Director, and ensuring value for money is achieved in 
accordance with Financial Procedures. 

 



 

10. To ensure that the delegated budget is not overspent, and to get approval from the Finance and 
Premises Director for any under spends to be carried forward at the end of the Financial Year. 

 
11. To be responsible for delegated budget monitoring keeping within the budget allocated and 

keeping within the parameters for percentage that can be spent set by the Finance and Premises 
Director. 

 
12. To delegate to the second in faculty (or a head of department within faculty), after agreement 

with the Finance and Premises Director.  Such delegations must be in writing, signed by the 
incumbent and countersigned by the Budget Holder and Headteacher. 

 
13. To issue receipts for income received over £7.50 (except when income is received e.g. in the 

form of a cheque). 

 
14. To ensure unwanted inspection copies of books previously ordered by the Budget Holder are 

returned via the Financial Administrator in good order and in sufficient time to not incur a cost 
and that colleagues who report to you are informed inspection copies can only be ordered by 
the Budget Holder. 

 
15. To ensure that no personal purchases are included in orders raised.  

 
16. To ensure all Financial Procedures are complied with in all of the above. The system of 

delegation will be reviewed annually.  The delegation of powers to named individuals shall be 
cancelled if any of the named individual’s employment ceases or when otherwise decided by 
the Headteacher or Governing Board. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
NOWER HILL HIGH SCHOOL 

 
FINANCE ADMINISTRATORS: MARIE-CLAIRE CHURCH AND PRITI MATHUR 
 
This document supersedes any previous delegation powers document signed by you and applies for 
one year from the 1st September 2021. 

The Headteacher of Nower Hill High School resolves to delegate to Finance Administrators, Marie-
Claire Church and Priti Mathur, under the powers invested in her by section 50 (6) of the School 
Standards and Framework Act 1998 the following functions:- 

1. To be one of the approved credit card holders for the school bank account, and therefore to 
make purchases on the card, up to £5,000 card limit following authorisation by the budget 
holder. 

2. All these powers may not be delegated further. 

This delegation will be reviewed annually. 

I accept the power and responsibilities delegated to me. 

 

Signed…………MC CHURCH…………………………...Marie-Claire Church Date 2/9/2021………………… 

           Finance Administrator 

Signed………P MATHUR……………………………... Priti Mathur              Date 2/9/2021………………… 

           Finance Administrator 

 

Signed………L VODEN………………………………Headteacher    Date 2/9/2021………………… 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 



 

 
 
 
 
NOWER HILL HIGH SCHOOL 
 
DELEGATION TO JANINE SABBAGH, DEPUTY HEAD STUDENT SUPPORT 
 
This document supersedes any previous delegation powers document signed by you and applies for 
one year from the 1st September 2021. 

The Headteacher of Nower Hill High School resolves to delegate to the Deputy Head Student Support, 
Janine Sabbagh, under the powers invested in her by section 50 (6) of the School Standards and 
Framework Act 1998 the following functions:- 

1. In Ms Voden’s absence, extending over the period of two weeks, her delegated powers will 

be transferred to Ms Sabbagh for the duration of her absence. 

 All these powers may not be delegated further. 
 

This delegation will be reviewed annually. 

I accept the power and responsibilities delegated to me. 

 

Signed…………J SABBAGH…………………………...Janine Sabbagh           Date 1/9/2021………………… 

           Deputy Head Student Support 

 

Signed……………L VODEN…………………………Headteacher    Date 2/9/2021………………… 

 
  



 

Appendix 3: Delegation Matrix 

Delegation Matrix 

Role Cheque 
Signing / 
BACS  
Approval 
* 

Petty Cash Purchasing, 
Procurement 
and Contract 
Processing 

Purchase 
Order 
Authorisation 
Limits  

Virements Investments** 

Governing 
Board 

  Approve 
contracts 
over £100k 

  Over £100k. 
Find a Tender 
(FTS) 
procedures to 
be followed 

Resources 
Committee 

  Approve 
contracts 
£20k to 
£100k 

 Virements 
over £5k 

Up to £100k. 
Find a Tender 
(FTS) 
procedures to 
be followed 

Headteacher A  Signs 
contracts on 
behalf of GB. 
Approves 
contracts up 
to £20k. 
Contracts 
>£5k and 
<£20k to be 
reported to 
the 
Resources 
Committee 
 

All order 
values 
 

Virements 
up to £5k 

 

Finance and 
Premises 
Director 

  In lieu of 
Headteacher 
in cases as 
required. 
Signs 
contracts on 
behalf of GB. 
Approve 
contracts up 
to £20k. 
Leads 
procurement 
of contracts 
in 
association 
with budget 
holders. 
Ensure 
compliance 
with 
procurement 
regulations. 

In lieu of 
Headteacher 
in cases as 
required 
and up to 
£20,000. 
Cannot 
authorise 
>£5k 
 

In lieu of 
Headteacher 
in cases as 
required 

Funds in 
Treasury 
account or in 
current 
account 



 

Role Cheque 
Signing / 
BACS  
Approval 
* 

Petty Cash Purchasing, 
Procurement 
and Contract 
Processing 

Purchase 
Order 
Authorisation 
Limits  

Virements Investments** 

Deputy Head 
Teaching and  
Learning 

A   In lieu of 
Finance and 
Premises 
Director in 
cases as 
required and 
up to £5000 

In lieu of 
Finance and 
Premises 
Director in 
cases as 
required 

 

Finance 
Manager 
(FM) 

  Ensure 
budget 
provision 
exists prior 
to raising any 
order 

 Action 
approved 
virements 

 
 
 
 

Finance 
Administrators 

   
Petty cash 
reimbursement 
of up to £500, 
are made by 
cheque or 
BACS 

Approve 
contracts up 
to 
£5k.Ensure 
contracts are 
compliant 
with 
Procurement 
Regs. 
Ensure 
budget 
provision 
exists prior 
to raising 
orders. 

   

Budget 
Holders (BH) 

  Ensure 
procurement 
process is 
appropriate 
for size of 
contract – 
see advice 
from FM / 
Finance and 
Premises 
Director 

Up to £1,000 
 

  

* All cheques must have two signatories. Cheques up to a value of £24,999.99 will be signed by one 
person from group A, and the Finance Manager; or two people from group A can be the two 
signatories.  Large value cheques of £25,000 and over must be signed by both the Headteacher and 
the Deputy Head Teaching and Learning.   BACS authorisation will follow the same model. These 
provisions apply to all accounts, public or private, operated by or on behalf of the Governing Board. 
Authorised signatories must not sign a cheque / authorise a payment relating to goods or services for 
which they have also authorised the expenditure.  

** - investments do not include cash being held in the current account or any associated ‘sweeping’ 
facility.  


