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POLICY 520 SIGNING AUTHORITIES 

The Board, in designating the Superintendent as its Chief Executive Officer delegates to the 

Superintendent the authority to establish the District’s signing authorities. Signing authority 

is the right granted to an individual by virtue of their position in the organization to approve 

or commit the expenditure of funds on behalf of the Board. 

 
The three types of Signing Authority are Spending Authority, Contracting Authority, and 

Payment Authority. 

 
Signing authorities will be established to match, to the extent possible, decision making and 

accountability at the level of the organization closest to the operational impact of those 

decisions. 

 

Spending Authority 
 

An individual with spending authority has full authorization to commit funds within their 

assigned budget and within the limitations established. The individual must ensure that 

sufficient funds exist within a budget to cover a particular expenditure as well as all known 

obligations. 

 
The Secretary Treasurer will establish: 

• procedures for approval of expenditures; and 

• limitations on spending authority, typically in the form of a dollar amount threshold. 

 
Individuals shall not approve spending that will confer a benefit on themselves including 

their own reimbursement of business expenses. These expenses must be approved by a 

supervisor. 

 
Further, individuals shall not solely authorize the spending for immediate family members. 

Contracting Authority 

An individual with contracting authority is permitted to sign legal documentation giving 

effect to contracts. Contracting authority is limited to a select senior staff who, by virtue of 



BOARD OF EDUCATION 

POLICY 

To nurture curiosity, resilience and joy in all 

Legislative References: School Act [RSBC 1996,Section 65 (2c)] 

Collective Agreement References: Nil 

Date Adopted: March 14, 2000 

Date Amended: October 25, 2005, April 15, 2025 

2 

 

 

their position and background, have the ability to examine fully the implications of a 

particular contractual obligation. 

 

The Superintendent’s employment contract terms must be approved by the Board and 

signed by the Board Chair and Secretary Treasurer. Amendments to the contract terms, 

including salary changes, must be approved by Board motion. 

 
The Secretary Treasurer’s employment contact must be signed by the Board Chair and the 

Superintendent. 

 
Payment authority 

 

Payment authority is the function of releasing payment for authorized spending or for 

authorized investment purposes from District bank accounts or credit facilities. Payment 

authority is restricted to the Secretary Treasurer and Superintendent. 

 
Signing Officers 

 

District signing officers include the following: 

a. Board Chair 

b. Superintendent of Schools 

c. Secretary-Treasurer 

d. All Trustees 

 
Legal Documents and District Corporate Seal 

 

Authority to affix the District Corporate Seal is restricted to the Superintendent and the 

Secretary-Treasurer for use on corporate documentation. 

 

The signing officers for execution of all legal documents and any documents requiring the 

District corporate seal shall be the Board Chair and one of the Superintendent of Schools or 

the Secretary-Treasurer. 

For contracts and other legal documents requiring an officer of the Board, the signing 

officers shall be the Superintendent of Schools and the Secretary Treasurer. 
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Electronic Signatures 
 

The signatures on system produced cheques shall carry the electronic signature of the 

Secretary Treasurer. 

 
The signature on system-produced purchase orders shall carry the electronic signature of 

the Secretary-Treasurer. 

 
Guidelines 

 

1. For payments not exceeding $30,000, the Superintendent of Schools or Secretary- 

Treasurer has signing authority. 

 

2.  Payments exceeding $30,000 require one of the Superintendent of Schools or Secretary- 

Treasurer, and one Trustee. 

 
3. The following payments can be made electronically or by transfer without signature or 

limit: 
 

• Receiver General 

• Teachers’ Pension 

• Municipal Pension 

• Workers’ Compensation Board 

• Public Education Benefit Trust 

• Employer Health Tax 

• Pacific Blue Cross 

• Progress payments related to 

capital projects 


