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                      HEAD TEACHER HANDOVER CERTIFICATE
(For use on retirement/resignation of HT or closure of school or for an Acting Head handing over to a newly appointed HT.)
Schools Finance Support

School Name: 
This form provides accountability for the proper transfer of all financial records and assets when an officer ceases to be the responsible accounting officer.  This form should be completed by the outgoing Head or Acting Head on their last effective day of duty, and certified as correct in the presence of their successor or person designated as Acting Head.       
	
	Tick
	Either

	
	Checked
	Not Applicable

	1. Checklist

(a) LMS Scheme

Ensure that all income received has been deposited in the School’s official bank account. Number of last bank paying in slip 



        Date 
    /          /         .

Amount £                                      


	
	

	(b) Local Bank Account(s)

Complete reconciliation Section 3

	
	

	(c) School Meals and Other City Fund Income

Ensure that all income received has been deposited in the City Council’s bank account.
	
	

	(d) Inventories of Equipment

Ensure all inventory items are entered in the official inventory, physically verified and securely marked.
	
	

	(e) School Fund

Enter all transactions and total the cash book(s). Complete reconciliation at Section 3.  Ensure that management of the school fund is in accordance with the Fair Funding Scheme.
	
	


	2.
Statement of the School Budget Position
	£

	
School Budget Share for Financial Year 

Brought Forward from Previous Year 

Additional Allocations to Budget Share (to date) 
	

	
Total Funds Made Available by the LA (A)
	

	
Net Expenditure to date 
	

	
Projected Net Expenditure for Remainder of Year 
	

	
Total projected Expenditure (B)
	

	
Projected carry Forward (A-B) [+ is a surplus; - is a deficit]
	


If a budget deficit is projected has the approval of the Corporate Director 


Of Children and Adults been sought, as required by financial regulations?
YES / NO

Ensure local records (e.g. FMS6) are reconciled with the council’s accounting records (ie Oracle).
	3.
Statement of Balances
	Local Bank a/c

No.


£
	p
	Local Bank a/c

No.


£
	p
	School Fund

£
	p

	
Balance per most recent Bank Statement
	
	
	
	
	
	

	
+ Deposits/reimbursements not shown
	
	
	
	
	
	

	
Less  Unpresented cheques
	
	
	
	
	
	

	
Add  (where applicable): Cash in hand
	
	
	
	
	
	

	



Postage stamps in hand
	
	
	
	
	
	

	Totals (Balance per school accounting record)
	
	
	
	
	
	


If your school has more than two local bank accounts append details of additional a/cs set out in the same format as above

4. Certificates

	To be completed by the OUTGOING Head/Acting Head

I CERTIFY that, to the best of my knowledge, I have:-

i. Correctly completed the checklist outlined above;

ii. Given an accurate Statement of the School Budget Position

iii. Reflected all cash & bank balances held by the school in the Statement of Balances.

iv. Made appropriate arrangements to amend bank signatories in favour of my successor. 

Signed:  …………………………..         Date:………………
	To be completed by the INCOMING Head/Acting Head

I CERTIFY that I have verified the balances contained in the above statements and accept that on a the completion of this form, I shall be held accountable for the proper maintenance  of all financial records and security of balances, in accordance with regulations issued by the Authority.

Signed:  …………………………..         Date:………………
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