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 Finance Policy       

Policy Aim
· To assist in the effective conduct of a business.

· Provide protection against errors and detection of fraud at the earliest opportunity.

· To ensure the setting can remain open by being financially viable using the following as safeguards.
· Ensure assets are properly used, funds effectively spent and financial affairs well managed.
· Meet our legal duties to safeguard the charity’s assets.
Procedures
The following processes are put in place to ensure the safety of funds and minimise any risk:
Cash

· Cash usually does not go out of the building unless a small amount is needed as generally staff are reimbursed after a purchase.

· If cash on site needs to be banked as it exceeds our insurance limit this is done discretely by the manager or administrator.
· We have a small amount of petty cash mainly from parents paying fees and this stays in a locked safe that is always contained in a lockable cabinet in a room that is also locked outside of our opening hours. 

· There is a locked tin used as our fundraising float for events which always remains at the same balance and the keys for this cabinet is only accessible by Senior Management.

· This is covered by our insurance policy with the total always being less than the insured limit.
· The petty cash is reconciled on a monthly basis..

· For cash purchases the receipt is always kept for the petty cash records.

· Any cash received by a parent for fees is always issued a receipt via our Tapestry invoicing system to keep our balances correct and as proof for the Parent. For any other payment made a paper receipt can be provided on request.
Bank
· The chair of the committee, the manager and the administrator are the only signatories of the bank account allowing them to view and access the bank account at any time. Any 2 of these people are needed to give permission for all bank changes. When the current chair of the committee leaves they will be removed from the bank mandate, monthly payroll email and name of the insurance policy holder and the new chair added to replace them.

· The bank account is reconciled on a weekly basis and the manager notified of any issues straightaway.

· Receipts are kept for all bank purchases and retained for accounts purposes.
Budgeting

· A budget forecast for the year is constructed annually, updated regularly and shown at the first Committee meeting of the academic year. This ensures cashflow can be maintained at all times using historical data to forecast child numbers, staff figures and all current financial information held.
· This budget is then analysed in the Autumn Term to bring in any monetary changes needed after being voted on by the current committee. This is then issued giving at least 4 weeks notice to all parents to take effect from the 1st of January of the following year.

· The budget is then reviewed regularly against the actual income and expenditure by the administrator and discussed with the manager to guarantee any adjustments needed are put in place instantly to provide consistent cashflow to operate.

· These financial controls are put in place to ensure that if a loss is made in a financial year all measures possible are put in place to turn it around to keep the provision open.
· At each committee meeting a financial update is given providing the bank and cash balance at that time with any monetary issues brought up.
Debts

· Any overdue fees that are not being resolved are highlighted to the manager at the earliest opportunity. They are then updated of the situation weekly in case a child needs to be prevented from attending due to non-payment of invoice(s) as per our Charging Policy.
Extra Controls

· The payroll email is copied in to the chair of the committee so that they can see the amounts being put through for staff members on a monthly basis and ensure there are no rogue adjustments being requested.

· As a safeguarding measure we ask for written permission from the committee, if a purchase is over £200 (excluding payroll or pupil premium) which has been put in place since the committee meeting dated February 2024. 
· All payroll information is retained in a locked cabinet in a locked office in a secure building and covered by our business insurance. Any payroll emails have the financial information protected by a password only know by the manager, administrator and chair of the committee.

· A finance update is provided at every committee meeting to ensure transparency.
· The manager is provided with both bank statements every term as an extra precaution to pick up any fraudulent transactions and they are signed and dated to confirm they have been seen. These are held confidentiality for our records.
· Petty cash balances are provided for the manager to sign off and date every term.
Continuation of Provision

· We have one bank account which has a separate reserves account linked to it, where redundancy payments to cover all current staff are put aside in the case of the charity being dissolved and this is ring fenced to not be touched. This file is updated and the bank account topped up to the correct value twice a year usually February and August.
· If the situation arises where there is not enough funds to operate using the main bank account then a committee meeting will need to be arranged for that term to discuss options and ensure the charity can remain open with an emergency plan being put into place. 
Records of all purchases and receipts going through the bank account and cash account will be kept for 6 full years for inspection purposes.
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