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Aims

· To ensure that the Registered Person meets its legal and statutory obligations and is financially solvent.
· To ensure that the Registered Person has proper financial control of the organisation.
· To enable the Registered Person to meet the contractual obligations and requirements of funders. 

    Financial Planning
· The Registered Person will agree a budget annually for the forthcoming financial year.
· Financial planning will be reviewed as required, for example, changes of circumstances, increase or decrease in numbers attending etc.  

Financial Monitoring and Reporting
· The Registered Person will monitor the annual budget against the actual income and expenditure on a termly/monthly basis, in order to highlight and remedy any problem areas as soon as possible.
· The Treasurer/Finance Worker will provide a financial report showing monthly/termly income and expenditure at every Management Committee/Directors’ meeting, along with presenting the bank statement. 
Records of Income and Expenditure
· Records of all income and expenditure will be kept and updated on a regular basis.
· The income and expenditure records will be balanced on a regular basis on receipt of the bank statement.
· The income and expenditure records will be reconciled against the bank statement on a regular basis.


Income
· Income includes revenue from fees, the FEEE, grants and fundraising.
· Numbered invoices will be issued for all fee payments.
· A full record of invoices issued will be maintained.
· All invoices will show the Company Registration Number and/or Registered Charity Number as appropriate.
· Income documentation will be marked as paid, date of receipt of payment, type of payment, paying in slip number. 
· Parents paying by BACS will be asked to provide a unique reference (e.g. child’s surname and initial) to enable the setting to identify payments on the bank statement.
· Fees – see Fee Paying Policy.
· Receipts will be provided for all payments made by cash and cheque.


Expenditure
· All expenditure will be authorised by the Management Commitee/Registered Person/Manager in advance of being incurred.
· Recipients of a payment will not sign their own cheque or authorise their own payment.
· All payments, whether by cheque or electronically, will need a minimum of two signatures with someone from the Registered Person always being one of them.  
· The signatories in this setting are: Miriam Lord and Niki Hawke.  
· Any changes to the bank mandate will be agreed and approved by the Registered Person.
· The Miriam Lord - Treasurer will be responsible for internet banking equipment and details securely.
· Payment documentation will be marked as paid, date, type of payment, cheque number and amount paid.

Petty Cash
· Full records of petty cash expenditure will be kept.
· Petty cash will be kept securely and separately from other income.
· Unbanked fee or other income will never be used as petty cash.
· The Leader Niki Hawke is authorised to spend money on consumables for the setting.
· Reimbursements for petty cash expenditure will only be made on production of a receipt.
· The Treasurer – Miriam Lord will balance the petty cash on a termly basis.
· Requests for any additional expenditure will be referred to the Management Committee/Registered Person in advance of the expenditure being incurred.  
· Receipts will be provided for all expenditure.

Payment of Wages
· Staff salaries/wages will be paid on the Last day of each month. 
· Staff salary/wages payments will be authorised by the Niki Hawke and Miriam Lord.
· Salaries/wages will be paid on a monthly basis. 
· Salaries/wages will be paid by bank transfer. 
· All employees will be given a payslip for each salary/wage payment, detailing all legal requirements.
· Miriam Lord will keep appropriate records of all salary/wages information.

Cash on Premises
· Cash on the premises will be kept to a minimum. 
· No cash will be held on the premises when the scheme is not running.
· Cash will be banked as soon as possible and insurance cover will be in place to cover cash in transit and on the premises or at home. 

    Banking
· The Registered Person will approve the opening of any bank accounts for the organisation. 
· No loan agreements or overdraft facilities will be set up without the prior agreement of the Registered Person.

     Auditing/External Examination
· The accounts will be independently audited/examined at the end of each financial year or in the event of the setting being dissolved.  
· An independent auditor/examiner will be appointed each year at the Annual General Meeting.
· There should be a written financial statement for the year, as well as the Treasurer’s verbal report, presented at the AGM. 

     Annual Returns
· Annual returns will be made by the due date to Companies House/the Charity Commission as appropriate.

    Record Keeping
· All financial records must be kept for a minimum of 6 years, in line with HMRC guidance.

    Reserves
· The setting will aim to maintain reserves of at least 3-6 months’ running costs, plus redundancy payments.

    Dissolution
· Please refer to the dissolution clause in the governing document.
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