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1 STATEMENT OF INTENT ð CASH HANDLING PROCEDURE 

1.1 It is the intention of the Trust to move to a cashless Trust as soon as is 

practicable. 

1.2 During the course of their duties, staff may however need to collect money, 

for whatever reason, from students or members of the public. In order to 

protect the integrity of the staff and/or the Trust, all such monies must be 

properly accounted for, and this document details the procedures that must 

be adopted in all such cases. 

1.3 This cash handling policy and procedure is provided by the Trust to protect 

the integrity of the staff and/or the Trust, adherence to which will ensure all 

monies are properly accounted for.  Parents and carers should be encouraged 

to use online payments systems where available for all payments. 

1.4 This policy will be reviewed as it is deemed appropriate, but no less frequently 

than every 3 years by the Trustees’.  The policy will be promoted and 

implemented within each academy. 

 

2 SCOPE 

2.1 Money should never be given to members of staff by students or the general 

public. Any money becomes ‘public money’ and must be accounted for in the 

Trust’s accounting system. 

2.2 Staff members should always advise the student or member of public to hand 

their cash to the Finance Department or place in the relevant secure box in 

school. 

2.3 Under no circumstances should staff personally retain money or use any of the 

cash collected for personal or academy purposes. 

2.4 



 

Page 3 of 5  Policy 76 – Cash Handling Procedures 

 

3



 

Page 4 of 5  Policy 76 – Cash Handling Procedures 

 

4.2 Activities requiring a cash float 

With the agreement of the Finance Department certain activities will be 

granted a cash float either on an on-going basis or for the duration of a 

particular activity. 

Each ‘float’ must be signed as received by the relevant member of staff and this 




