STOCKSFIELD COMMUNITY ASSOCIATION

FINANCIAL POLICIES & PROCEDURES

FINANCIAL POLICIES
The trustees will manage the assets of Stocksfield Community Association (SCA) as outlined in its Articles of Association approved at its Special General Meeting of 12 October 2010 and, on conversion to a CIO, at the Special General Meeting held on 20th November 2018.
Financial records will be kept to ensure that Stocksfield Community Association meets its legal and other obligations under Charity Law, HM Revenue and Customs law, and common law.
The financial year will end on 31st March and accounts for each financial year will be drawn up and approved by the Board of the Stocksfield Community Association.
The trustees will appoint an Independent Examiner and an accountant when necessary.
The trustees shall approve a Reserves Policy of £20,000 and determine the extent and nature of reserves designated as Restricted Funds
All funds will be held in accounts in the name of Stocksfield Community Association at such banks and on such terms as the trustees shall decide. Stocksfield Community Association banks currently with the Unity Trust Bank and Cambridge and Counties Building Society.
All cheques and Money transfers shall require authorisation by two of three approved signatories. These being 3 trustees appointed by the Board.  Money transfers set up by the manager shall require authorization by one approved signatory.
The Treasurer shall present a financial report to every meeting of the trustees, to include income and expenditure for the reporting month.
Within the monthly report there will be a separate reporting budget for projects over £3,000. 
All expenditure shall be properly authorized and documented; all income shall be paid into the bank without delay.

FINANCIAL PROCEDURES
Financial Records 
The following records shall be kept up to date by the Centre Manager:
(a) Copies of monthly bank statements.
	(b) List of cheques issued.
	(c) List of Subscriptions and payment status.
	(d) Copies of any paying in credit notes.
The Centre Manager will keep monthly spreadsheets to record income and expenditure,        which will be checked monthly by the Treasurer or another trustee.

Payment Procedure
Most payments are made via bank transfer, standing order or direct debit, and most income is received electronically through bank transfer or by card payments using the PayPal phone app.

Cheques are not normally used; however if a cheque is needed, the payee's name will always be inserted on the cheque before signature, the cheque stub will always be properly completed, and blank cheques will never be signed, prior to use/issuing.  

When taking bookings from individual hirers the Centre Manager has the discretion to require payment of up to 50% deposit, payable at least 2 weeks before the hire event; as per the T&C’s laid out in the hire agreement.

No signatory authorizes a payment of expenses to themselves.

Expenses of less than £400 can be approved by the Centre Manager plus one trustee. Expenses of more than £400 need agreement by the Board (this agreement can be reached by email).

Three signatories have access to online banking facilities and any 2 signatories will jointly authorize online payments.

At present, no debit/credit cards are in use.

Cash left in the safe will not exceed £500. The Centre Manager is responsible for banking any cash exceeding this amount.

Payment Documentation
Every payment out of the bank accounts will be evidenced by an original invoice or expense claim. The only exceptions to payments not being supported by an original invoice or expense claim would be for such items as advanced booking fees for a future course, deposit for a venue, VAT, etc.  Any documentation explaining the need for the payment amount will be required.

Expenses claims: Stocksfield Community Association will reimburse expenditure paid for personally by staff and Board members, following pre-agreed reimbursement conditions related to the need and amounts of the expenditure, and which is accompanied by the original receipt. 


	Staff Salaries
Stocksfield Community Association is the employer of the Centre Manager and cleaning staff:
Wages. There will be a clear trail to show the authority and reason for every payroll-related payment. The Centre Manager is paid by BACS. All employees will be paid within the PAYE, National Insurance regulations.
All staff appointments/departures will be authorized by the Board and recorded in the next Board minutes. 
  
	Commissioning
Stocksfield Community Association aims to be transparent and fair in all its commissioning activities whether these relate to individuals, companies or organisations. It will have a clear selection process which will outline, if possible a preference for local/regional contractors.
6) 		Financial Strategy 
a) The trustees will seek to create a diversified funding base, which will secure funding from a range of sources.
b) The trustees will try to make available unrestricted funds that are not legally required for designated purposes in order to further its objectives.
c) The trustees will set aside funds [when circumstances allow] as a reserve in order to have financial resources available for new projects and to meet unexpected liabilities.
d) The trustees will seek to set up and sustain strong relationships with all stakeholders, creating trust and confidence in all aspects of its activities.
7)    Fraud and Cyber-crime
      The trustees and the Centre Manager are aware of the risks of cyber-crime, including Phishing, Impersonation and Malware.  Anti-virus software is installed on the office computer, data is backed up weekly, (to be held off-premises), and suspicious emails are deleted without being opened.
8)		Other matters
		The Board of trustees will consider the level of reserves that is prudent for Stocksfield Community Association. The level of reserves will be annually reviewed and recorded in the Board minutes of the meeting in May. 
	  Stocksfield Community Association will adhere to good practice in relation to its finances at all times and maintain appropriate records for audit purposes.

 
These financial policies & procedures will be reviewed annually in May and updated as appropriately in the interim period.
Reviewed and approved May 2026

Next Review Date:      May 2027
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