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1. Purpose
We aim to carry out all of Stramash’s financial activities in the most efficient and effective way, to fulfil our mission while managing within the financial constraints of the organisation and being accountable to all stakeholders, including Board, staff, funders and customers.  This Finance Policy sets out the roles, responsibilities and authority limits for essential financial management activities and decisions.  This is supported by the Finance Procedure, which sets out the activities and processes needed to provide accurate and complete financial information for the organisation and to meet statutory and regulatory requirements.

2. Scope
This policy covers all financial transactions carried out on behalf of Stramash.

3. Responsibilities
All individuals entering into agreements on behalf of Stramash need to be aware of, and act within, the limits of their authority to do this, and must be fully aware of the financial impacts for Stramash of all agreements reached.  Only those people listed below are authorised to enter into agreements on behalf of Stramash.

4. Authorisation roles and limits
The following people have authority to carry out Stramash’s financial activities as follows, subject to the restrictions set out below :

	
	
Board
	Cheif Exec
	Head of Finance
	Finance Team
	Team Leaders

	Overall legal responsibility
	✔
	
	
	
	

	Agreeing Stramash’s financial policies
	✔
	
	
	
	

	Agree and amend budget
	✔
	
	
	
	

	Prepare budget
	
	✔
	✔
	
	

	Reporting to Board on finances
	
	✔
	✔
	
	

	Appoint auditor
	✔
	
	
	
	

	Report to financial / governance regulators
	
	✔
	
	
	

	Report to funders
	
	✔
	
	
	

	Enter into contracts
	
	✔
	✔
	
	

	Employ staff
	
	✔
	
	
	

	Make changes to staff pay and T&Cs
	
	✔
	
	
	

	Maintain bank accounts and investments
	
	
	✔
	
	

	Bank signatories (see below)
	✔
	✔
	✔
	✔
	✔

	Authorise payments (see limits below)
	✔
	✔
	✔
	
	✔

	Make payments
	
	✔
	✔
	✔
	✔

	Issue invoices
	
	✔
	✔
	✔
	

	Receive payments
	
	✔
	✔
	✔
	✔

	Manage cash
	
	✔
	✔
	✔
	✔




Financial limits to authority for purchasing goods and services
Individuals may authorise the purchase of goods and services subject to the following financial limits:

	
	Quotes required
	Board
	Chief Exec
	Head of Finance
	Finance Team
	Team Leaders

	Up to £1,000 per item, within budget
	n/a
	
	✔
	✔
	✔
	✔

	Up to £5,000 per item, within budget
	n/a
	
	✔
	✔
	
	

	Up to £15,000 per item, within budget
	2 written quotes
	
	✔
	
	
	

	Up to £3,000 per item, outside budget
	n/a
	
	✔
	✔
	
	

	Up to £15,000 per item
outside budget
	2 written quotes
	
	✔
	
	
	

	Over £15,000 per item

	2 written quotes
	✔
	
	
	
	



All quotes received must be made available to the person(s) authorising the purchase and must be kept on record for 3 years.

5. Making payments
An itemised receipt is required for every payment made.

Once purchases have been properly authorised and delivered, the following individuals may make payments, using the methods listed below and subject to these maximum limits:

	
	Board Members
	Chief Executive
	Head of Finance
	Finance
 Team
	Team
 Leaders

	Cash
	
	
	
	
	 £100

	Cash card
	
	
	
	 £250
	 £250

	Debit / credit card
	
	£1,000
	£1,000
	 £500
	 £500

	Online payments, direct debits and standing orders
	no limit
	£25,000
	£10,000
	 £5,000
	

	Bankers order
	no limit
	£25,000
	
	
	



6. Incoming funds
An invoice will be issued for each amount due to Stramash from sales of goods or services.  The invoice will itemise the goods and services provided, price, any VAT or other taxes/duties (where applicable), and payment terms.

Acceptable payment methods are:
· Bank transfer
· Childcare voucher (nursery payments only)
· Go Cardless (nursery payments only)
· Cash (in exceptional circumstances only).

For nursery services, invoices will be issued by email at the beginning of each month and are due for payment by 15th.  All other invoices will allow 30 days for payment.

Where invoices become overdue a staged approach will be used to secure payment:
· All invoices will include a warning advising the debtor that an overdue charge will be added if payment is not received by the due date.
· On the date following the due date a late payment charge will be added, calculated as the larger of £10 or 10% of the outstanding bill, and the bill-payer will be sent a reminder of the invoice, an additional invoice for the late payment charge, and notification that if full payment is not received within 15 days their account will be referred to a debt collection agency (and, if they are a nursery customer, that their child may be barred from future paid-for services).
· A final demand will be sent advising them that their account will be passed to a debt collection agency.
· The account is referred to a debt collection agency.

The timescales for each stage are:

	
	Invoice date
	Payment due by
	Late payment charge
	Overdue account letter
	Final demand
	Referral to debt collection

	Nursery
	Day 1
	Day 15
	Day 16
	Day 16
	Day 30
	Day 35

	Other
	Day 1
	Day 30
	Day 31
	Day 31
	Day 45
	Day 60



If at any time during this process the bill-payer requests a payment plan to spread their indebtedness, we will consider this.  All plans must be agreed by the Head of Finance or Chief Executive and the details agreed in writing by the debtor.

In very occasional circumstances, it may be expedient to write off the whole or a part of a debt.  In these cases, the reasons for making the decision need to be fully documented, and the people authorised to make such a decision are:

	
	Board
	Chief Executive
	Head of Finance

	Write off amounts:
	over £5,000
	up to £5,000
	up to £3,000



7. Financial planning and reporting
In order to ensure that Stramash’s financial resources are only used in line with the Board’s strategic direction, a budget will be agreed before the start of each financial year, and reviewed at the half-year point.  Any costs outside of the budget will need to be separately authorised (see above).  The Head of Finance is responsible for producing monthly management accounts and regular financial reports to the Board comparing actual performance to the budget and explaining any significant variances.

8. Financial Transactions with Insiders
No advances of funds will be made to employees, officers, or directors without the permission of the Chief Executive or Head of Finance.

Direct and necessary expenses, including travel for meetings, training and other activities related to carrying out responsibilities, will be reimbursed on completion of the appropriate form.  Such expenses are subject to the limits set out in the Expenses Policy.

In no circumstances will Stramash borrow funds from any employee, officer, or director of the organisation without specific authorisation from the Board of Directors.

9. Protection of assets
In order to ensure that Stramash’s assets are adequately protected and maintained, the Head of Finance  is responsible for, and the Chief Executive accountable for:
· Ensuring Stramash has adequate insurances in place to protect its property, staff and service users, and to ensure business continuity in the case of unexpected circumstances.
· Planning and carrying out suitable protection and maintenance of property, buildings, and equipment.
· Avoiding actions that would expose the organization, its board, or its staff to claims of liability.
· Protecting intellectual property, information, and files from unauthorised access, tampering, loss, or significant damage.
· Receiving, processing, and disbursing funds under controls that are sufficient to maintain basic segregation of duties to protect bank accounts, income receipts, and payments.

Cash, cash cards and debit/credit cards may only be used to pay for the direct costs of the effective operation of Stramash services, including travel and subsistence costs, campus supplies, staff training, property repairs and maintenance, venue hire, equipment purchase and hire, and PPE.  Cash and card holders are responsible for the accounting and use of such financial assets and will be personally responsible for reimbursing Stramash for any funds which cannot be accounted for.

Team Leaders are responsible for all financial assets kept at their site, including petty cash, cash sales receipts, and payment cards.



Policy Review
Approved: 	Stramash Board, December 2020			
Review date: 	December 2022
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