[image: C:\Users\jlynch\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\LVC1ODC2\logo.png]




Whole School Policy for:





SIGNING
OFFICIAL 
DOCUMENTS


[bookmark: _GoBack]




	Ann Purt, Chair of Governors				Nicola Parker, Headteacher

Ratification date: 4 July 2013
Review date:  July 2015
Review date:  July 2017



Rationale:
We recognise that occasionally parents/carers of past and current pupils have asked the school to sign official documents e.g. passport applications. As the demand is increasing, we have a need for a policy to ensure fairness and consistency in how we deal with requests. 

Requests made directly to the school:

Requests that are made for documents to be signed by members of Orchards staff, during working hours, will incur a £10.00 processing fee to compensate for time taken from working hours. Therefore, if the school is approached in a formal capacity (e.g. in person, email or by telephone) the request will only be granted upon receipt of payment of the fee. 

Requests made to members of staff outside of school:

Requests that are made for documents to be signed by members of Orchards staff outside of working hours may be completed at the discretion of the individual members of staff. However, any requests which require documents to be signed during school working hours will be subject to a £10.00 processing fee.

Processing Fee:

All money collected from the signing of documents will be added into the school’s ‘Family Fund’ and will be managed by the school’s Family Support Worker. 
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