<School Name> Finance Guidelines

This document is for guidance only. <School Name> Management Committee 
members must agree signatories, time scales and permissible amounts of expenditure. Audited accounts are recommended but depending on your turnover not necessarily legally required.  Annual financial statements should be produced and presented at each AGM, no matter what the turnover of the organisation is.

Guidelines for Writing a Financial Policy 

· Cheque Signatories

All cheques need a minimum of two signatures and who these are should be specified. These could be any combination of the Chair, Treasurer, Secretary and the Headteacher.

· 
Receipts

It should be clearly stated that receipts are required at all times for every item of income and expenditure. 
· Payment of fees

It needs to be decided who will collect the fees. This may be the Headteacher, the administrator, the Treasurer or a nominated management member.
 
You will need to decide when parents need to pay their fees e.g. one week in advance, one month in advance. It may be decided that fees should always be paid in a cheque form to make handling of fees easier, but please be aware that not all parents have a chequebook.  Fees will need to be set at an appropriate level, this should be made by the Management Committee considering other local supplementary school fee levels, the amount of funding being received and what local parents can afford.  The fees will need to be assessed on an annual basis and it is good practice to implement a rise in fees at least once a year to aid sustainability.  This can be done at the AGM but it should be specified within the policy when this will happen.  Any fee changes should be notified to parents at least one month in advance.
A process to be followed if there is non payment of fees also needs to be considered, however if fees are paid in advance then this should not arise.


It should also be specified who will bank the fees; this may or may not be the same person. Any income should be kept separately from petty cash; separate tins are the easiest way to control this.  A decision is to be made regarding what happens to late payments, non-payment and registration fees.

· Petty Cash Books
Petty cash needs to be kept secure and separate from any other income/funds. The petty cash books should be updated regularly by whoever is dealing with petty cash e.g. the Headteacher. The Treasurer/administrator 
 will then need to balance them on a regular basis. It would be useful to state how often it is expected that these tasks will be done.

· Petty Cash Expenditure 

It needs to be decided how much the Headteacher 
may spend and who is authorised to purchase what.  You may decide on a particular amount for weekly consumables necessary for the school to run and likewise an appropriate amount for equipment/ resources. It would be useful to state that the Chair and the Treasurer 
must agree any amount exceeding these agreed sums. It is advisable that any large-scale outlay should first go to a Management Committee Meeting. The Management Committee also needs to consider what to do in emergencies. As always, receipts should be provided for all expenses.

· Bank Statements

These should be checked regularly. This may be done by the Headteacher, the Treasurer and/or the administrator 
and be reconciled with the income sheet (your record of all the money received by the school).

· Cash On Premises

Cash held on the premises should be kept secure and be limited (remember that often cash is not covered by insurance - check your 
insurance policy). It should always be locked up in a cash box. If cash has to be held on the premises during breaks, it should be kept at a realistic minimum.  The position of the cash boxes should be changed regularly. Extra insurance can be sought to cover cash on premises/in transit/at home.

· Payment of Wages

Payment of wages may be done either by an administrator, the Treasurer or a nominated Management Committee member
. There are also organisations that will process payslips and deal with tax issues for a small fee.  Most organisations pay workers on a monthly basis. If the worker prefers it, some organisations spread their payments over the year. For example if a school only runs over a ten month period, breaking for summer holidays, it may total the years pay and then divide it by 12 months. This may also prove helpful to workers on benefits. Appropriate records need to be kept e.g. Inland Revenue payments, P60s etc. Finance Report.
The Treasurer should provide a financial report at every Management Committee 
Meeting. There should be a written financial report available for all members at the AGM, as well as the Treasurer’s verbal report.  Any decisions about large/expensive purchases can be made by the Management Committee at this time.

· Book keeping

The books need to be balanced on a regular basis; to include the income sheets, petty cash and bank statements.  Reconciliation is to be carried out weekly, fortnightly or monthly as required.
  It is useful to state how often this will take place. This will provide a clear picture of the ongoing funding situation and also ease the preparation for end of year auditing. If the book keeping has been done efficiently this may help to reduce the costs of auditing. 
· Auditing 

If your annual turnover is over £250,000 the accounts must be audited. However, you may decide to have your books audited anyway. To some degree the cost of auditing reflects the organisation’s annual turnover. If you do not have your accounts audited at the end of the project’s financial year, an annual financial statement should be provided. If the annual turnover is £10,000 or over, a financial statement must be made at the end of the financial year. A copy of this statement must be sent to the Charity Commission if you are a registered charity and to Companies House if you are a registered company. 

· Financial Planning 

The Management Committee should use the information gained from the Treasurer’s Report and/or the audited accounts to plan for the future. This may include producing cash flow forecasts and using that information to develop fundraising strategies, such as grant applications.  Budgets must be agreed and monitored throughout the year, showing the actual costs against the predicted costs.

· Dissolution

In the event of the organisation being dissolved, appropriate procedures will be laid out in your constitution. This will depend on the legal status of your organisation.   

· Insurance

There is the need to find out which type of insurance cover is required and what is available on the market, which companies provide the best value cover required and the amount of cash would be covered.

· Finance Policy

A guide for parents/carers, staff and management committee members is to be provided detailing the payment methods used (see <School Name> Finance Policy).
�Do you have a Management Committee>  How is your school governed?


�Do these roles exist in your school/management committee?  What are these roles called?


�Does these roles exist in your school?


�Delete this section if your school does not charge fees


�Delete if your school does not collect fees.


�Do these roles exist?  What are they called in your school?


�Is this what he/she is  called?


�Do these roles exist?  What are they called in your school?


�It is necessary to agree who these people will be if these roles do not exist in your school.


�Do you have an insurance policy?  What are the rules on how much cash can be kept on the premises?


�Delete if wages are not paid in your school.


�Adjust if titles are different in your school.  


�How often does your Management Committee met?  Are finances discussed at this meeting?


�How often do you think reconciliation of accounts should take place?





PAGE  
1

