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The Saints Federation  

 

 

School Cash Handling Systems  

 

● Teachers / Teaching Assistants to record any cash given to them 

and money to be sent, appropriately labelled, immediately to the 

school office for safe keeping. 

 

● No money to be left on classroom tables or in classroom 

cupboards. 

 

● When cash is counted one person is to count cash and another 

to witness and both to sign the safe money book and entered on 

the Register of Income. 

 

● When income is transferred for banking, the Register of Income 

must be signed by both officers. 

 

● Where ParentPay has not been used and money has been 

handed in - this must be banked weekly. 

 

● No more than £1000 cash to be kept in the safe at any one time. 

 

● Safe keys to be taken off site at the end of the day. 
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