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O. Appendix 1 - FINANCIAL DELEGATIONS 
As per Appendix A of the current finance policy: 

 



 

 

 



 

 

  



 

 

 



 

 



 

 



 

 



 

 
 



 

 

 

O. Appendix 2 - POLICIES 

Ownership & Approvals  
Prefix  Owner  Approval  Policy Name  

A Policies - Statutory policies schools must have   

ACFO  CFO  F&O Committee  Anti-Bribery  

ACFO  CFO  F&O Committee  Anti-Fraud  
ACFO  CFO  Board  Finance  

ACFO  CFO  F&O Committee  Gifts & Hospitality  

ACFO  CFO  F&O Committee  Investment  

ACFO  CFO  F&O Committee  Reserves  

ACFO  CFO  F&O Committee  Travel and Expenses – Governor, Trustees, Members 

ACFO  CFO  F&O Committee  Travel and Expenses - Staff  
ACOO  COO  ACR  Business Continuity Plan  

ACOO  COO  Chair  Whistleblowing  

AD  Deputy CEO  Board  Behaviour Policy - Secondary  

AD  Deputy CEO  Board  Behaviour Policy - Primary  

AD  Deputy CEO  
E&E Committee / Education  
Link  Children with Medical Needs who cannot attend school  

AD  Deputy CEO  E&E Committee / HR Link  Early Career Teachers (ECT) policy  

AD Deputy CEO E&E Committee/ Education 
Link 

Feedback and Marking Policy KS3-5 

AD  Deputy CEO  Board  Suspension and Exclusions  

AD  Deputy CEO  Board  Relationship and Sex Education (Secondary)  

AD  Deputy CEO  Board  Relationship, Health and Education (RHE) - Primary  

AE  Dir Estates  ACR / Estates Link  First Aid Policy  



 

 

AE  Dir Estates  ACR / Estates Link  Health & Safety  

AE  Dir Estates  ACR / Estates Link  Medical Needs Policy  

Prefix  Owner  Approval  Policy Name  

AG  Head of Gov & Comp  COO  Appropriate Policy  

AG  Head of Gov & Comp  COO  Biometrics  

AG  Head of Gov & Comp  Chair  Complaints against a Trustee or Governor  

AG  Head of Gov & Comp  Chair  Complaints  

AG  Head of Gov & Comp  COO  Data Protection  

AG  Head of Gov & Comp  COO  FOIA Publication Scheme  

AG  Head of Gov & Comp  COO  Freedom of Information  

AG  Head of Gov & Comp  COO  Records Management  

AG  Head of Gov & Comp  ACR   Risk Management  

AH  Director of People  Board  Capability  

AH  Director of People  Board  Disciplinary  

AH  Director of People  Board  Equality Statement  

AH  Director of People  Board  Grievance  

AH  Director of People  Board  Performance Management  

AH  Director of People  Board  Support staff pay  
AH  Director of People  Board  Teacher's Pay  

B Policies - Non-statutory - trust says schools must have  
BC  Director Catering  ACR  Food Safety  

BCFO  CFO  F&O Committee  Donations  

BCFO CFO F&O Committee Procurement  

BCFO  CFO  F&O Committee  Sponsorship  
 



 

 

Prefix  Owner  Approval  Policy Name  

BComp  Director Computing  COO  E-safety 

BCOO  COO  ACR  CCTV  

BD Deputy CEO E&E Committee / Education 
Link 

Alternative Provision 

BD  Deputy CEO  
E&E Committee / Education  
Link  Anti-Bullying – Primary  

BD  Deputy CEO  E&E Committee / HR Link  Bereavement  

BD  Deputy CEO  
E&E Committee / Education  
Link  English as an Additional Language  

BD  Deputy CEO  ACR  Kirpan  

BD  Deputy CEO  ACR  Management of Outdoor Visits  

BD  Deputy CEO  
E&E Committee / Education  
Link  Marking & Feedback – Primary  

BD  Deputy CEO  
E&E Committee / Education  
Link  PTA  

BD  Deputy CEO  E&E Committee / Education 
Link 

Remote Learning 

BD  Deputy CEO  E&E Committee / Education 
Link  

Withdrawal from Religious Education 

BD  Deputy CEO  
E&E Committee / Education  
Link  Young Carers – Primary  

BE  Director Estates  ACR  Accessibility Action Plan and Disability Policy  

BE  Director Estates  ACR  Asbestos Management  

BE  Director Estates  ACR  Contractor Management  

BE  Director Estates  ACR  Environmental  

BE  Director Estates  ACR  Manual Handling  

BE  Director Estates  ACR  Risk Assessment  
 



 

 

Prefix  Owner  Approval  Policy Name  

BEx  Head Exams  
E&E Committee / Education  
Link  Exams Contingency Plan 

BEx  Head Exams  
E&E Committee / Education  
Link  Exams Emergency Evacuation  

BEx  Head Exams  
E&E Committee / Education  
Link  Exams Internal Appeals  

BEx Head Exams 
E&E Committee / Education 
Link Exams Lockdown 

BEx Head Exams 
E&E Committee / Education 
Link Exams Malpractice 

BEx  Head Exams  
E&E Committee / Education  
Link  Exams Non-Examination Assessment  

BEx  Head Exams  
E&E Committee / Education  
Link  Examinations Policy  

BEx  Head Exams  
E&E Committee / Education  
Link  Exams Whistleblowing  

BEx  Head Exams  
E&E Committee / Education  
Link  Exams Word Processing Usage  

BEx  Head Exams  
E&E Committee / Education  
Link  Exams Conflict of Interests  

BG  Head of Gov & Comp  Board  British Values & Challenging Extremism statement  

BG  Head of Gov & Comp  Chair  Governance - online & blended attendance at meetings  

BG  Head of Gov & Comp  Board  Policy for handling unreasonable behaviour of parents  

BH  Director of People  E&E Committee / HR Link  Appeals  

BH  Director of People  E&E Committee / HR Link  Attendance Management  

BH  Director of People  E&E Committee / HR Link  DBS  

BH Director of People E&E Committee / HR Link Dignity at Work 

BH  Director of People  E&E Committee / HR Link  Flexible Working  



 

 

BI  Head of IT  COO  IT Disaster Recovery  

BI  Head of IT  COO  IT Security  

BI  Head of IT  COO  Mobile Phone  

BI  Head of IT  COO  Recording  

BI  Head of IT  COO  Social Media  

BS  Safeguarding Lead  Board  Staff Code of Conduct  

C. Statutory Policies which schools must have - school's own 
CD  Deputy CEO  Board  Admissions  

 

Prefix  Owner  Approval  Policy Name  

BH  Director of People  E&E Committee / HR Link  Maternity, Adoption, Paternity policy  

BH  Director of People  E&E Committee / HR Link  Modern Slavery Statement  

BH Director of People E&E Committee / HR Link Parental Bereavement 

BH Director of People E&E Committee / HR Link Recruitment and Selection  

BH  Director of People  E&E Committee / HR Link   OrganisationPolicy  

BH  Director of People  E&E Committee / HR Link  Sabbatical  

BH  Director of People  E&E Committee / HR Link  Shared Parental Leave  

BH  Director of People  E&E Committee / HR Link  Special Leave of Absence  

BH  Director of People  E&E Committee / HR Link  Support Staff Annual Leave  

BH  Director of People  E&E Committee / HR Link  Support Staff Probation  

BI  Head of IT  COO  Acceptable Use KS1 & Foundation Stage  

BI  Head of IT  COO  Acceptable Use KS2  

BI  Head of IT  COO  Acceptable Use KS3,4,5  

BI  Head of IT  COO  Acceptable Use Staff  

BI  Head of IT  COO  Electronic Communication  



 

 

Prefix  Owner  Approval  Policy Name  

CD  Deputy CEO  
E&E Committee / Education  
Link  Anti-bullying (secondary template)  

CD  Head  Exec Head  Anti-bullying (secondary schools own policy)  

CD  Deputy CEO  Board  Attendance (template)  

CD Deputy CEO Board Attendance Sixth Form (template) 

CD  Deputy CEO  
E&E Committee / Education  
Link  Careers Policy (Secondary Only) (template)  

CD  Deputy CEO  
E&E Committee / Education  
Link  EYFS - Primary  

CD  Deputy CEO  
E&E Committee / Education  
Link  Provider Access Policy Statement (template)  

CE  Dir Estates  ACR / Estates Link  First Aid code of practice  

CD  Deputy CEO  Board  SEND Secondary (template)  

CD  Deputy CEO  Board  SEND Primary (template)  

CD Head Executive Head Uniform Policy 

CE  Director Estates  ACR / Estates Link Site Security  

CCFO  CFO  F&O Committee  Charging & Remissions Policy (template)  

CH  Director of People  Board  Staff Wellbeing (template)  

CS  Safeguarding Lead  Board  Child Protection & Safeguarding Policy (template)  

 
  



 

 

Q. Appendix 3 - Policy & Website responsibilities 

Task  School admin team  School Head / SLT  Ops Manager  Head of Governance  

Website compliance  Ensure compliance by updating as 
needed, seeking information and 
documents from SLT to ensure 
compliance, checking regularly  

 Checking termly  Checking annually & reporting 
to Board ACR Committee  

Website accuracy  Key practical details e.g. school phone 
number, dates for parents etc.  

Key educational details e.g. 
curriculum offer, performance 
data, holistic information  

  

Trust policies  Sharing with head & relevant staff 
when they arrive from Head of  
Governance  

Ensuring school complies with 
policies – raising queries with 
the policy owner where policies 
raise concerns or are 
impractical  

 Ensuring trust policies are up to 
date; sending reminders to 
trust leads re reviewing; 
sharing reviewed policies with 
schools; sending reviewed 
policies to DDD team for 
uploading to websites.  
Maintaining the Master folder 
on the L Drive and uploading 
new school policies from the 
school’s own ‘new policies’ 
folder to the Master folder for 
safekeeping.  

School policies (C and D)  Reminding staff that policies need to 
be reviewed; chasing as needed; 
sending to IT for uploading when 
ready; adding to the school’s L drive 
folder ‘New Policies’ section ready for 
the Head of Governance to add to the  
Master Policies folder  

Reviewing & updating policies, 
sending to the school admin for 
central storing in one place.  
Choosing which D policies to 
have.  

Checking C and D policies on 
website are up to date termly  

Duplicating policies added by 
school to ‘New Policies’ folder 
on L drive into Master Policies 
folder.  
Checking school website policy 
pages annually  

 



 

 

Q. Appendix 4 - Health & Safety responsibilities 

Responsibility  Frequency  Trust  Hub  Local  

Reviewing Health and Safety Policy  2 years  Director of Estates (non-academic)  
Deputy CEO (academic)  
Delegated as appropriate  

  

Backing up Compliance and Safety Documents    Hub estates Leads (non-academic)   

Organise Display Certificate renewal  Annually   Hub Estates Lead   

Display Energy Certificate Renewal  Annually    Premises Officer  

Organising Type 2 Fire Risk Assessment  Every 5 years   Hub Estates Lead   

Conducting Type 1 Fire Risk Assessment  Annually   Hub Estates Lead   

Internal Checking the Fire Alarm Panel  Weekly    Premises Officer  

Internal Fire Evacuation Drill Organisation  Termly    Premises Officer  

Internal Manual Call Point Checks  Weekly    Premises Officer  

Internal Emergency Lighting Checks  Weekly    Premises Officer  

Internal Extinguisher Checks  Weekly    Premises Officer  

Internal Sprinkler System Checks  Weekly    Premises Officer  

Internal Fire Door Checks  Weekly    Premises Officer  

Organising Service of The Fire Alarm System  Quarterly   Hub Estates Lead   

Organising Service of Fire Extinguishers  Annually   Hub Estates Lead   

Organising Service and Maintenance to the 
Sprinkler System   

Annually   Hub Estates lead   



 

 

Organising Service and Maintenance of 
Emergency Lighting  

Quarterly   Hub Estates lead   

Organising Service and Maintenance of Air 
Conditioning Units  

Annually   Hub Estates lead   

Organising Service and Maintenance of Air 
Handling Units  

Annually   Hub Estates lead   

Reviewing the Emergency Evacuation Plan  Annually   Operations Manager   

Creating and Reviewing PEEP (Personal 
Emergency Evacuation Plans)  

Annually or 
following 
changes.  

 Operations Manager   

Reviewing the Winter Gritting Plan  Annually   Hub Estates Lead   

Winter Gritting Pavements and Carparks  When required  

  

Premises Officer  

Reviewing the Business Continuity Plan and 
Emergency Procedures  

2 Years  COO   

Reviewing the LAMP (Local Asbestos 
Management Plan)  

Annually   Hub Estates Lead   

Organising Asbestos Management Surveys  Every 5 Years   Hub Estates Lead   

Monitoring the Condition of Asbestos on the 
Premises  

Monthly    Premises Officer  

Organising Water Hygiene Surveys  Every 5 years   Hub Estates Lead   

Flushing of Little Used Outlets  Weekly    Premises Officer  

Water Temperature Monitoring  Monthly    Premises Officer  



 

 

Signing Off Water Temperature Monitoring  Monthly   Hub Estates Lead   

Organising Water Heater Service and 
Maintenance  

Annually   Hub Estates Lead   

Organising Water Tank Inspections  Annually   Hub Estates Lead   

Organising Electrical Installations Condition 
Reports  

Every 5 Years   Hub Estates Lead   

Organising PAT (Portable Appliance Testing)  Annually   Hub Estates Lead   

Organising Service and Maintenance of Stage 
Lighting  

Annually   Hub Estates Lead   

Organising Servicing and Maintenance of Gas 
Boilers  

Annually   Hub Estates Lead   

Organising Gas Risk Assessment  Annually   Hub Estates Lead   

Conducting Workplace inspections  Annually   Hub Estates Lead   

Conducting Workplace Inspections    Hub Estates Lead with a premises 
officer from another setting  

 

Organising Building Condition Surveys  Every 5 Years   Hub Estates Lead   

Internal Inspections of Playing Fields and 
Playground Equipment  

Weekly    Premises Officer  

Organising RPII Inspections of Outdoor Play 
Equipment  

Annually   Hub Estates Lead   

Inspecting PE Equipment  Annually    PE Lead  

Organising External Inspections of PE Equipment  Annually   Operations Manager   



 

 

Organising Glazing Surveys  Every 5 Years   Hub Estates Lead   

Procuring and Commissioning Contractors  When required  Director of Estates    

Managing and Supervising Contractors  When required  
 

Hub Estates Lead – major works  Premises Officer – 
minor works  

Contractor Inductions  When required   Hub Estates Lead – major works  Premises Officer – 
minor works  

Internal Inspection of Passenger Lifts and Hoists  Weekly    Premises Officer  

Organising Service and Maintenance of Lifts and 
Hoists  

Quarterly   Hub Estates Lead   

Organising Service and Maintenance of The Kiln  Annually   Hub Estates Lead   

Organising the Service and Maintenance of Work 
Equipment  

Annually   Hub Estates Lead   

Organising the Service and Maintenance of The 
Kitchen Equipment   

Annually   Catering Manager   

Creating Classroom Risk Assessments  Annually or if a  
change of 
activity  

  Headteacher – 
delegated to 
relevant staff  

Creating and Reviewing Premises Related Risk 
Assessments  

Annually or if 
change of 
activity  

 Operations Manager together with 
Site Manager/Premises Officer  

Premises Officer  

Creating and Reviewing PE Risk Assessments  Annually    PE Lead  

Creating and Reviewing Design Technology Risk 
Assessments  

Annually    D&T Lead  



 

 

Creating and Reviewing Science Risk Assessments  Annually    Science Lead  

Ensuring the Creating and Reviewing of the 
Academy’s Risk Assessments - academic  

Annually    Head to delegate  

Ensuring the Creating and Reviewing of the 
Academy’s Risk Assessments – non-academic  

Annually   Hub Estates Lead   

Conducting Pregnancy Risk Assessments  When required    School HR  

Conducting Return to Work Risk Assessments  When required    School HR / Head  

Selecting Staff Health and Safety Training  When required  Director of Estates – non-academic  
Deputy CEO – academic   
Delegated by them as appropriate  

  

Recording Staff Health and Safety Training in a 
Central Record  

Annually    HR Lead using 
template list set up 
by Director of 
Estates / Deputy  
CEO  

Creating and Reviewing COSHH Risk Assessments 
for Premises  

Annually   Hub Estates Lead   

Creating and Reviewing COSHH Risk Assessments 
for Classrooms and Offices  

Annually   Operations Manager   

Creating and Reviewing COSHH Risk Assessments 
for Cleaning Staff 

Annually   Hub Estates Lead   

Logging Accidents onto the AssessNet system  When required    SLT / school admin  

Reporting RIDDOR  When required    SLT / school admin  

Reviewing the Management of Medications Policy  Annually  Deputy CEO   
Or delegated by them as 
appropriate  

  



 

 

Reviewing the First Aid Needs Assessment  Annually  Deputy CEO   
Or delegated by them as 
appropriate  

  

Checking First Aid Kit Contents  Monthly    School admin  

Checking the Condition of First Aid Facilities  Monthly    Premises Officer  

Reviewing Pupil Individual Care Plans  When required    Headteacher 
delegates to SLT  

Reviewing Individual Behaviour Plans  When required    Headteacher 
delegates to 
relevant staff  

Creating and Reviewing Off-Site Visit Risk 
Assessments   

When required    EVC coordinator  

Approving Off-Site Visits  Head    Headteacher  

Creating a Health & Safety Report for Trust Board 
including accident statistics  

Annually  Director of Estates  Board Finance & Ops   

Communicating Emergency Procedures to 
Lettings  

Annually  Head of Enterprise    

Emergency Contact during Lettings  On going    Premises Officer  



 

 

A   

Work Experience Co-ordinator     Headteacher 
delegates to 
relevant staff  

Organising Service and Maintenance of The 
School Minibus  

Annually    Premises Officer  

Pre-Use/Daily Mini bus Driver Checks  Daily    Premises 
Officer/Mini bus 
driver  

Driving for Work Drivers Licence and Insurance 
Checks  

On going    HR Lead  

 


