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Mission Statement

The aim of St Cyprians Greek Orthodox Primary Academy is to provide its children with
primary education of the highest quality in a supportive learning environment, through the
National Curriculum, enriched by the progressive teaching of the Greek language and
Christian Orthodox religion.

The children will be equipped with the knowledge, skills and spiritually to enable them to
achieve their full potential and prepare them for successful transition to secondary
education and to contribute positively to the challenges of a diverse multicultural society.

The term ‘parents’ in this policy also refers to carers.

introduction

The Academy has the option to use a Lloyds bank business charge card, with an overall
purchase limit of £7,000. There is a £1,500 limit per transaction with the exception of the
purchase of flights from British Airways. This charge card is linked to the Academy’s Lloyds
bank account. Its use is intended for online purchases identified as offering better value for
money or purchases that cannot be paid for by invoice. The charge card is not intended to
operate as an alternative to the Academy’s routine purchasing arrangement as set out in the
Finance Policy and Procedures document.

Nominated card holder

The Academy has one signed charge card in the name of the School Business Manager.
Charge card transactions must only be made once a purchase order has been raised and
signed by two cheque signatories in accordance with the bank mandate for cheque
signatories. The card is administered by the School Business Manager and will not be
shared with any other staff members.

Restrictions on use of card

The card will be used solely for school business and in no circumstances, for personal use.
Cash withdrawals are permitted in certain situations with the authority of the Head Teacher.
The card will also not be used to purchase contracted goods or services except in
extenuating circumstances with the authority of the Headteacher. Depending on the
nature of the breach of this policy, misuse of the card may result in disciplinary action in
accordance with the School’s Disciplinary Policy.

Storage of card

The card is never left unattended and the School Business Manager stores the card in the
school safe when not in use. When the charge card is no longer required, arrangements
must be made by the Head Teacher to have it cancelled by the bank and destroyed by the
School Business Manager.

Charge Card Policy July 2026



Financial Limit

Any change to the limit of £7,000 must be approved by either the Head Teacher, Finance
Committee or the full Governing Body in accordance with the expenditure authorisation
limits set out in the Academy’s Finance Policy and Procedures document.

Expenditure Process

This process will be in accordance with the purchasing rules of the Academy’s Financial

Policy and Procedures document:
1. Quotes must be obtained as required to demonstrate value for money on purchases.

2. Purchase orders must be raised for all charge card orders and signed-off by two cheque
signatories in accordance with the bank mandate for cheque signatories to indicate

authorisation for the expenditure.

3. All online purchases by charge card must have the order acknowledgement, invoice
(where available), and delivery evidence attached to its signed purchase order.

Orders placed by telephone are made only as a last resort and invoices and delivery
evidence must also be attached to signed purchase orders.

Evidence of delivery may be either a delivery note or signature of receipt by the Caretaker,
Site Manager or person who placed the order.

4. A VAT invoice must be received for all vat payable charge card transactions.
7. All orders must be delivered to the Academy address.

8. Transactions exceeding £2000 will have to be authorised by the Head teacher and the
Deputy Headteacher before purchase is made.

Recording transactions

All relevant documentation will be passed to the Business Manager for recording on the
financial system and reconciling to the Charge Card Statement of Account and bank account.
This will be done once a month. Any unknown card transactions or transactions in breach of
business requirements identified will be reported to the Head Teacher, documented and

investigated accordingly.

Policy review

This policy will be reviewed at least once a year by the Academy Trust.
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