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This handbook is designed to provide you with information and guidance on the Group’s financial policies and procedures.  The policies and procedures apply to all staff and volunteers within the Children’s Links group.  They will be reviewed on a three-year cycle or when legislation changes.
FINANCE POLICY
This policy provides the structure for good finance practices that meet legal requirements and support the effective functioning of the organisation.
1 Financial Control: These controls are in place to ensure the charity’s resources are protected in order that the charity can fulfil its aims, to identify and manage the risk of fraud, to ensure financial reporting is robust and of sufficient quality and to ensure the Trustees comply with charity law and regulations.

2 Legal Requirements: The Trustees are responsible for preparing an annual report and statutory accounts.  The Trustees will appoint the Auditors at their Annual AGM and will also approve the Trustees’ Annual Report ensuring it is filed on time with the Charity Commission and Companies House.  

3 Budgetary Control: The Trustees approve an annual budget which sets out the organisation’s financial plan for the year based on realistic estimates of income and expenditure for each project.
4 Financial Records: Accurate records will be kept of all financial transactions.

5 Financial Reporting: Monthly forecast meetings will take place with budget holders to allow comparison of actuals to budget and to make adjustments to forward figures.  Monthly management accounts are produced allowing SMT and Trustees to monitor performance against budget and action any budget variances.
6 Bank Accounts: All bank accounts are in the name of the organisation, with authorisation of spend agreed according to the bank mandate.  Changes to the bank mandate can only be made by a decision of the Board of Trustees which must be minuted.  
7 Bank Reconciliations: All bank accounts, including PayPal, are to be reconciled monthly with cross checking of opening and closing balances by a member of SMT.
8 Cashflow: A weekly cashflow is to be maintained, SMT will monitor it monthly and the cashflow will be reported at the Trustee Board meeting.

9 Segregation of Duties: It is important to have sufficient segregation of duties so no one individual has sole responsibility for any single transaction.

10 Authorisation and Payment: The authorisation levels are approved by the Trustees.  No Trustees or staff member may authorise payments to themselves, their partner or a relative, except as part of authorisation of bulk BACS for salaries. The bank signatories are responsible for examining the payments for accuracy and completeness.
11 Debtor Control: Staff and Trustees have a responsibility to ensure all income due to the organisation is recovered.  Outstanding balances will be assessed for the likelihood of collection and court action may be taken when appropriate. Unrecoverable debts to be written off will be presented to the Board annually to ensure there are not debts over three years old.
12 Insurance: Appropriate insurance policies will be maintained to cover Employer’s Liability, Public Liability and Contents.  An inventory of the organisation’s physical assets will be kept and regularly updated.
13       Investment: The Charity’s policy is to maintain all cash funds in current and deposit accounts with the organisation’s appointed bankers.
Individual processes and checks are detailed in the various finance procedures.

VALUE FOR MONEY POLICY

Children’s Links group is committed to the pursuit of economy, efficiency and effectiveness as part of our strategy. We seek to adopt good practice and incorporate Value for Money principles in all activities, however funded. 

PURCHASING POLICY
All purchases should be made in line with quality and delivery requirements and be appropriately approved.
1. The best price will be sort for goods and services purchased, with competitive quotes being obtained prior to purchasing.
2. Expenditure incurred should be in accordance with approved budgets.

3. No one person is authorised to commit the Group without first reserving sufficient funds to meet the purchase cost.  This is done using the Purchase Order (PO) process.

4. Delegated staff have purchasing authority in line with the approved Authorisation Levels document.

5. No one will raise a PR or authorise an invoice for payment to themselves.

6. Checks should be made to ensure any suppliers used take responsibility for labour and environmental condition under which their products are made and services provided
7. Checks should be made to ensure all suppliers have appropriate data protection and security measures to comply with General Data Protection Regulations (GDPR) and relevant legislation.
8. Smaller purchases can be made using the petty cash system, on the company debit card or be reimbursed through the expenses system.
The Purchasing procedure provides guidance on implementing the policy.

CREDITORS POLICY

1. Supplier invoices will be paid in line with their credit terms stated.  If none are stated, 30 days will be assumed as the terms.
2. The Finance Team will validate new suppliers to check they are bona fide creditors.

3. Supplier payments will be made on a weekly basis via BACS.

4. All supplier payments will be authorised in accordance to the current bank mandate.
5. Details of invoices and payments are to be Accurately and timely recorded in the financial accounts.

TRAVEL AND EXPENSES POLICY

Authorised legitimate business expenses will be reimbursed.
1. Employees, volunteers and agency workers of the Group can claim an allowance for business travel made in the course of doing their job.
2. To use a vehicle for work and to claim mileage you must:

a. Hold a current valid driving license

b. Ensure the vehicle is roadworthy and has a valid MOT certificate (if required by the age of the vehicle)

c. Ensure you have class 1 business travel on your insurance policy
3. The Group aims to use the HMRC “Authorised Mileage Rates” as its base however these are reviewed for affordability.  If the Group pay a percentage of the authorised mileage rate, employees can claim a Mileage Allowance Relief through HMRC’s website.  A passenger allowance is claimable if you share your car journey with other Children’s Links employees.
4. If you regularly travel to a place of work it may be considered a permanent workplace.  The definition of permanent is a site or place where you work 40% or more regularly.  It is possible to have more than one permanent place of work.  If it becomes clear under these rules that a place is permanent, you will not be entitles to claim travel expenses between that place and home.
5. The Group will reimburse reasonable out of pocket expenses incurred in the course of your job and are approved by Line Managers.  An annual eye test for those who use computer screens, can be claimed up to the value of £40.  Only in exceptional circumstances will out of pocket expenses be reimbursed without a supporting VAT receipt.
6. Motoring or parking fines/penalties incurred whilst carrying out your job are not classed as recoverable expenses by the Group.

7. Staff are able to make reasonable receipted claims for accommodation, meals and non-alcoholic drinks whilst travelling.

8. If you don’t have access to a suitable vehicle and public transport is not suitable the Group3 offer a reduced mileage rate to be claimed towards the cost of a friend/family member driving you. The mileage rate applied is 20p per mile.  Access to this must be agreed in advance by your Line Manager.   Staff must sign a form beforehand agreeing that they are foregoing public transport and therefore Children’s Links have no liability for insurance.
The Expenses procedure provides guidance on how to make a claim.
DEBTORS POLICY
All Budget Holders, Budget Managers, SMT and Trustees have a responsibility to ensure all income due to the charity is recovered.  Budget Holders are responsible for chasing outstanding amounts in a timely way each month and will be chased for a length of time as prescribed under the Limitation Act 1980.
Outstanding balances will be assessed for the likelihood of collection.  A claim may be made via the Court however the costs involved in the process must be weighed up against the value of the debt and the likelihood of receiving any money back.

Debts unrecoverable through the debt recovery process, will be considered for writing off by SMT and/or the Trustees depending on the level of debt.  Debts to be written off, will be presented to the Board annually to ensure no debts are over three years old.
The Debtors procedure provides detailed guidance.

FUNDRAISING POLICY

As a member of the Fundraising Regulator scheme, we commit to the Fundraising Promise and agreed to fundraise in line with the Code of Fundraising Practice. 

We will
· commit to high standards

· be clear, honest and open

· be respectful

· be fair and reasonable

· be accountable and responsible

All activities will be in line with our value and objects.
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