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Home-Start Corby 

Financial Management Policy and Procedures


This document details the following arrangements and practices:

Financial Management Policy Statement
1. Delegated task list
2. Budgeting
3. Funding Strategy
4. Risk Analysis 
5. Cash Flow Analysis
6. Expenditure
7. Proof of Signature List
8. Petty Cash
9. Key Register
10. Ordering of Supplies and Service
11. Payment authorisation and Purchase Ledger
12. Bookkeeping and Record Keeping (includes cash book receipts, bank accounts & bank reconciliation)
13. Income
14. Reporting requirements
15. Financial monitoring
16. Payroll
17. Expenses
18. Reserves
19. Investment Guidance

 





















Home-Start Corby
									
Financial Management Policy Statement
In line with the regulators of charities (England, Wales, Scotland & Northern Ireland) trustees will comply with their legal duties to protect and safeguard the assets of their charity, act with reasonable care and skill and to ensure the charity is accountable. The board of trustees are responsible and accountable for the scheme’s financial undertakings and for ensuring the long-term financial viability of the scheme.  In order to fulfil these obligations the board of trustees will follow the financial procedures.

In order to assess potential risks and make informed decisions, the board will ensure that adequate, timely and comprehensible information about the following is presented at each board meeting: 
· scheme’s budget
· Cash flow projections
· Income and expenditure
· Assets and liabilities

This policy is relevant to trustees, senior organiser and finance staff. Any minor amendments and updates are to be agreed by the senior organiser and treasurer. Major amendments are to be agreed by the board of trustees.

1) In line with its financial obligations the board of trustees have agreed that the following tasks will be delegated to:

	
Tasks
	
Delegated to 

	Overseeing the implementation of the schemes agreed financial procedures.
	
Senior organiser treasurer and Finance committee

	Budgeting 
	Senior organiser treasurer and Finance committee

	Funding 
	Senior organiser treasurer and Finance committee

	Risk analysis 
	Senior organiser treasurer and Finance committee

	Cash flow analysis 
	Senior organiser treasurer and Finance committee

	Expenditure 
	Senior organiser and administrators

	Bookkeeping & record keeping 
	Administrators, Senior Organiser and treasurer

	Reporting 
	Senior organiser and treasurer

	Financial monitoring  
	Treasurer and Finance committee

	Employee Payroll
	Treasurer, Senior organiser, external agent and Finance committee
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Financial Management Procedures

2) Budgeting
At the beginning of each financial year an annual budget will be approved by the board of trustees. Following this approval, all staff will be provided with budget information in relation to their areas of work. Spending against budget will be monitored on a monthly basis and reports of performance against budget will be submitted to meetings of the board of trustees and variations from budgets will be discussed and justified.

Staff are authorised to spend up to a limit of £1000 for items covered by the agreed budget and to pay any regular financial commitments. Any expenditure above £1000 that falls outside of the agreed budget must be authorised by the board of trustees.
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3) Funding Strategy
It is the responsibility of the board of trustees to ensure that the scheme has enough funds to carry out its activities. 
[bookmark: _Toc195521548]A funding strategy will be prepared by senior worker and treasurer on an annual basis and must be approved by the board of trustees.

Oversight of the agreed funding strategy is the responsibility of the trustee board. Implementation of the funding strategy will be the responsibility of the senior worker with support from any designated trustees. The senior worker and treasurer will keep the board of trustees fully updated on the implementation of the funding strategy.
Funding opportunities arising that fall outside the scope of the agreed strategy will not be pursued without authorisation from the board of trustees.

4) Risk analysis
The trustee Boards holds responsibility for ensuring that the scheme does not take on any financial obligations that it cannot meet. To this end, the board of trustees will ensure the following:
· Adequate financial reserves 
· Careful consideration before undertaking any long-term financial commitment i.e. leases and hire agreements
· No individual staff member or trustee acts as a guarantor on financial agreements without the full backing of the board of trustees
· Commitments required by potential new funding contracts are achievable.

5) [bookmark: _Toc195521549]Cash flow analysis
The board of trustees have to be sure in advance that the scheme has enough money to pay all its bills and financial obligations on time and in full, especially in relation to staff and volunteers.
[bookmark: _Toc195521550]It is the responsibility of the senior organiser and treasurer to provide the board of trustees with adequate advance financial planning information, to enable trustees to make long-term financial decisions that will keep the scheme financially viable.

6) Expenditure
Staff are authorised to pay invoices or make purchases as long as they do not exceed £1000 and are within the agreed budget. The main methods of payment are by cheque and petty cash system.

6a) Cheques 
· A minimum of two signatures will be required on any cheque issued.
· No one person to sign a cheque that they are directly or indirectly benefiting from.  
· At least one signature on each cheque should be from a trustee.
· New signatories must be approved by the trustees before action is taken with the bank.
· All cheques issued should be against an invoice, receipt or expenses claim form.
· Cheque signatories should check that the expenditure has been authorised by the appropriate person before signing the cheque.
· All invoices, receipts and expenses claim forms should be numbered, cross-referenced and filed.
6b) Debit Card

· There are two signatories for the debit card our Treasurer and Senior Organiser.
· The debit card is kept locked in the safe in the office
· Pin number is kept with the treasurer in a separate safe but is available on request and when appropriate.
· Care and due caution is to be exercised when purchasing online goods using the debit card and all purchases must be cleared through delegated personnel to ensure online safety, caution and protection of Home-Start funds. 
· Online purchases should not be used as an alternative to shopping locally and thought must go into building relationships with local businesses and emulating a budgeting ethos replicated by families.
· All purchases must be approved by senior organiser, treasurer or delegated personnel prior to using the card.
· All receipts for online purchases must be clearly marked as paid and initialled by purchaser at time of purchase. These must then be processed by Home-Start Admin staff or senior immediately (this will prevent duplication of emailed receipts) They will then be checked against bank statements to support with bookkeeping and Treasurer.
· All volunteer expenses will be paid in the usual way, through cash or cheque.



7) Proof of signature list
Sample signatures are available on personnel, volunteer and trustee records.

8) Petty Cash
· A petty cash system will be agreed by the board of trustees. This system will be managed by the administrators.
· All petty cash purchases will be detailed on petty cash forms and receipts must be provided wherever possible.
· A secure petty cash box will be used and be kept in a lockable cupboard.
· Keys will be issued to the senior worker and administrator.
· A petty cash report will be prepared on a monthly basis and the system reimbursed with any spending allocated against budget headings.

9)  Key Register
· A list of anyone holding scheme keys for the office, petty cash, filing cabinets etc.
· Date of issue and return should be noted and countersigned if relevant.

10)  Ordering supplies and services
· Any orders placed are within agreed budgets and delegated powers.
· Budget holders can place orders for goods or services within their budget areas, subject only to cash-flow constraints.
· Orders over £1000 must be placed in writing.

11)  Payment authorisation 
· All invoices must be authorised for payment by the budget holder, although the checking of details may be delegated.
· The authorising person is responsible for checking invoices for accuracy in terms of figures and conformity with the order placed, that the services/goods have been received, and following up any problems.
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12)  Bookkeeping and record keeping
This is the primary responsibility of the administrators. The tasks will be
completed on an ongoing basis and all entries reconciled on a weekly basis. 
Income and Expenditure report will be prepared each month on a cumulative basis. 
Record keeping will be on a computerised system.

12a) Cash Book Records
	Details to be recorded on expenditure:
	Details to be recorded on income

	
Date
	
Date

	Cheque number
	Source of income

	Payee
	Amount

	Amount
	Allocated budget heading.

	Reference number of receipt or invoice
	

	Allocated budget heading.
	

	
	

	
	



12b) Bank Accounts & Reconciliation
· Bank Statements should be obtained on a monthly basis.
· The Cash Book should be reconciled each month to the bank statements.
· The number of bank accounts should be kept to a minimum. 
· A deposit account may be kept for investment of surplus monies in the short-term.


12c) Accounting records
Proper accounting records will be kept, at a minimum:
· Appropriate control accounts e.g. bank, petty cash.
13) Income
· All income should be paid into the scheme’s bank account as soon as possible.
· All monies due to the scheme should be invoiced promptly.
· Any monies overdue to be claimed as a matter of urgency.
· Any monies received in cash i.e. donations will be issued with a receipt (a duplicate receipt book to be used) and signatures to be obtained were possible.
· Any cash income will be banked and not used for petty cash expenditure.
· Recorded for gift aid where applicable


14) [bookmark: reporting][bookmark: _Toc195521552][bookmark: _Toc195521553] Reporting Requirements
The treasurer will be responsible for the preparation of the finance records which will include:
· Income and Expenditure Report
Compiled from the administrators’ records and will include a summary of the overall financial position
· Performance against budget
A detailed report will be prepared for the board of trustees that shows spending against projected budgets on both a monthly and cumulative basis.  Attention will be drawn to any significant under or over spends within the figures.

15)  Financial monitoring
The main responsibility of the treasurer is to oversee the implementation of the scheme’s agreed financial procedures. This will be done in the following ways:
· Regular meetings with the senior worker to discuss financial and funding issues, offering support, guidance and expertise
· Spot checking the bookkeeping and petty cash systems
· Evaluating all finance reports prior to committee meetings
· Preparation of treasurer’s report to the trustees; out-lining the key contents of the finance reports and highlighting any financial issues for the committee’s attention or authorisation
· A presentation of the Annual Accounts at the AGR.

16) Payroll
The scheme is required to operate the PAYE system, and make the required returns to H M Customs & Revenue.  Written forms and procedures will be in place for:
· Commencement of new staff
· Staff leaving
· Changes in contracts and pay rates
· Method of payment of staff and authorisation of payment including date salaries will be paid
· Payment for additional work over and above standard hours and approval system
· Authorisation system for new posts or restructuring of posts.

The treasurer/delegated agent will be responsible for:
· Paying each employee in accordance with the approved terms and conditions, and issuing payslips
· Operating the PAYE system, keeping the required records, issuing P45s and P60s, and communicating with the tax office as appropriate
· Making the correct deductions for Income Tax, NI etc. ensuring that deductions are paid to the correct body, and necessary returns are made administering the statutory sick pay and statutory maternity pay schemes alongside any additional related benefits provided by the scheme.

17) Expenses 
The scheme will reimburse employees and volunteers for approved expenses wholly and necessarily incurred in the course of their work according to the following principles:
· Employees/volunteers should neither gain nor lose
· Reimbursement is controlled in accordance with the requirements of the scheme and the regulations of the Inland Revenue.

17a) Travel
· Employees/volunteers are expected to use the most cost efficient transport methods and routes whilst travelling in the course of their duties for the scheme
· If public transport is not used mileage should be based on the distance between the normal place of work and destination or home and destination if this is less.
· Rail should be by standard class unless permission has been granted otherwise.

17b) Cars
· Mileage will be paid at the rates authorised which differ in the case of an essential and casual car user. 
· All necessary car parking charges will be reimbursed by the scheme.  
· Employees are responsible for any fines or penalties.
· All employees undertaking business travel must hold a current and valid driving licence and be insured for business travel.  

17c) Subsistence
Claims for subsistence should follow those published by Local Authorities.  The meal allowance will not apply to a meal which is already provided at no charge or included in any conference or course fee.  Employees/volunteers will be able to claim the actual money spent on the meal up to the maximum allowance upon the production of a receipt.
 
17d) Out of pocket expenses
Reasonable out of pocket expenses must be accompanied by a receipt and submitted monthly on their expenses claim form.
 
17e) Hospitality
No hospitality costs can be claimed by an employee/volunteer unless prior permission has been granted by their manager.
 
17f) Telephones
The scheme will reimburse all employees/volunteers the cost of business calls. Reimbursement will be made through the normal claims procedure.
 
17g) Procedure for claims
· Claims for reimbursement of all expenses are subject to the production of receipts and the completion of an expenses claim form.  
· All expenses will be reimbursed in accordance with the current authorised rates and allowances of the scheme. These are reviewed on a regular basis.
· Expenses are paid monthly and claim forms should be submitted to the employee’s manager for authorisation.  Dates for submission and payments should be recorded.

Volunteer Expenses
Travel expenses incurred on Home-Start business including:
· All family visiting
· Meetings and training for Home-Start activities
· Car parking costs will be paid for volunteers attending any pre-arranged meetings associated with Home-Start as long as accompanied by a receipt
· Taxi fare will only be paid when agreed in advance with the scheme organiser/co-ordinator and paid only where considered to be essential.


Other expenses:
· All telephone calls associated with Home-Start – reasons for the calls should be noted on the expenses claim form
· Reimbursement for outings and activities undertaken with families can only occur where prior authorisation is obtained from the scheme organiser/co-ordinator.
· Any expense claim over £100 has to be authorised by trustees 
· Any volunteer not wishing to claim expenses is encouraged to donate their claim to the scheme.  A claim form is still required for financial monitoring purposes.
· If a volunteer or staff member feels that a shortage of money is limiting useful activity with a family, this can be mentioned in confidence to your scheme organiser.

18. Reserves  

Reserves Policy 
The trustees have set a reserves policy which requires:
a) reserves are maintained at a level which ensures that Home-Start’s core activity could continue during a period of unforeseen difficulty 

b) a proportion of reserves are maintained in a readily realisable form.  

The calculation of the required level of reserves is an integral part of the scheme’s planning, budget and forecast cycle and takes into account:
· risks associated with each stream of income and expenditure being different from that budgeted
· planned activity level
· organisation’s commitments.

Having considered the risk, activity and commitments of the organisation trustees have agreed that the scheme need to retain a level of reserves of between 3 and 6 months running costs. 

19) Investment guidance 

It is not currently the intention of the trustees of Home Start Corby that any investment of funds will be made through an agent. If at any time in the future it is the intention of the trustees to delegate any of their investment functions to an agent then a statement will be drawn up with which an agent must comply.


Signature of Chair: _____________________	Name: __________________________


Date of adoption: _____________________		Date for review _____________________


See Appendix 1 for names of current post holders:




































Appendix 1 Financial Policy and Management

As of 06/02/2020

Chairperson: Carol Sandall
Trustee: Maria Palazzo
Senior Organiser: Maggie Mackay
Administrators: Angela Byers
                             Lynn Lewis
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