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Finance Policy 

1. Purpose
The purpose of this policy is to ensure the organisation’s financial resources are managed responsibly, transparently, and in accordance with legal, ethical, and regulatory standard
2. Scope
This documents outlines the scope of financial procedures related to the management, usage, and documentation of both bank accounts and petty cash across all operational expenses. It ensures transparency, accountability, and compliance with internal controls and audit standards, ensuring that all funds are controlled by the treasurer.
This policy applies to all board members, staff, volunteers, and any individuals with responsibility for handling or overseeing financial matters.

3. Responsibilities

· The Board of Trustees/Management Committee holds overall responsibility for the financial health of the organisation.

· The Treasurer oversees financial management, including budgets, reports, and bank reconciliations.

· The Project Leader manages day-to-day finances under board oversight.

· All those handling money must act in line with this policy.
· The Petty Cash held at any time is a maximum of £500.00


4. Banking

· The organisation will hold a bank account in its name with a recognised financial institution.

· At least two unrelated signatories must approve all payments.

· Online banking may be used, provided it includes dual authorisation wherever possible.



5. Income

· All income (donations, grants, event fees, etc.) must be recorded and banked promptly.

· Receipts will be issued when appropriate.

· Income must be used only for the purposes of the organisation and/or as stipulated by funders.

6. Expenditure

· All spending must be authorised in advance by the appropriate person(s) (project leader, treasurer, or board).

· Payments must be supported by receipts or invoices.

· No cash payments should be made unless absolutely necessary; if made, they must be fully receipted and recorded.

· Spending limits should be defined (e.g. spending over £500 must be approved by the chair).

7. Budgeting & Planning

· An annual budget will be prepared and approved by the board before the start of each financial year.

· All projects and spending must operate within the approved budget.

· Any significant overspend must be reported and justified to the board.

8. Financial Records & Reporting

· Accurate financial records will be kept and updated at least monthly.

· A financial report will be presented at each board meeting.

· Annual accounts will be prepared at the end of each financial year and, where appropriate, independently examined or audited.

9. Reserves Policy

· The organisation may maintain a reserves fund to cover unforeseen costs or ensure sustainability.

· The level and use of reserves will be reviewed annually.

10. Fraud Prevention & Whistleblowing

· The organisation takes fraud seriously and will investigate any concerns raised.

· Any suspected misuse of funds must be reported to the board or a designated safeguarding officer.

· Whistleblowers will be protected in line with the organisation’s safeguarding or HR policies.

11. Review of Policy

· This policy will be reviewed annually, or sooner if required by changes in law or best practice.

12. Approval

Date Approved: 3rd August 2025
Next Review Date: July 2027
Signed by: Board
Version 0.1
Updated: July 2025


