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Huddersfield Community First
Financial Controls Policy

1. Purpose and scope

This policy sets out how Huddersfield Community First (HDCF) manages its finances
responsibly, in line with its charitable objects, the Charities Act 2011, and the
guidance of the Charity Commission (particularly CC8: Internal Financial Controls for
Charities).

It applies to all trustees, volunteers and any staff.
2. Roles and responsibilities

® Trustees
o Hold ultimate responsibility for safeguarding charity funds.
o Approve budgets, authorise major expenditure, and review financial
reports.
e Treasurer
o Oversees day-to-day financial administration.
o Ensures records are accurate and up to date.
e \Volunteers and Staff
o Must follow this policy for any financial activity.
o Must report any financial irregularities immediately to the trustees.

3. Budgeting and planning

e Trustees will set an annual budget at the beginning of each financial year.
e Any significant changes in expected income/expenditure must be reported to
the trustees.

4. Income handling

e All donations, grants, and other income must be recorded promptly and
banked in full.

® Cash collections must be counted by two unrelated individuals and banked as
soon as possible.

e Gift Aid claims will be made where eligible and records maintained.
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5. Banking arrangements

e HDCF will operate a single bank account in its name.
e Online banking access will be limited to authorised trustees.
e Debit cards have been issued to trustee signatories for use in making
approved purchases on behalf of the charity.
o Each cardholder is responsible for ensuring their card is used only for
legitimate charity expenditure.
o Personal use of charity debit cards is strictly prohibited.
o All card transactions must be supported by receipts/invoices and
recorded in the accounts.
e Bank statements will be reviewed quarterly by a trustee who is not a
cardholder to provide independent oversight.

6. Expenditure controls

e Authorisation limits:
o Any one trustee (signatory) may authorise payments up to £2,000.
o Payments above £2,000 must be authorised by two trustees.

e All payments must be supported by original invoices/receipts.

o No individual may authorise a payment to themselves.

e Cash payments will be minimised and must have a signed receipt.

7. Record keeping

e Full financial records will be maintained and stored securely for at least six
years.

e The charity will use appropriate accounting systems (manual or digital) to
track income and expenditure.

e At year-end, accounts will be prepared by an external accountant and
submitted to the Charity Commission in line with statutory requirements.

8. Financial reporting

e Trustees will review the charity’s financial position at least quarterly.

e The Treasurer (or designated trustee) will provide a simple income and
expenditure statement and bank reconciliation.

® End-of-year accounts will be approved by the trustees before submission.
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9. Fraud prevention and safeguards

e All bank mandates will be kept up to date.

e Segregation of duties will be maintained where possible (e.g. one person
authorising, another recording).

e Any suspected fraud or financial irregularity must be reported immediately to
the Chair of Trustees and, if necessary, to the Charity Commission.

® Trustees will declare conflicts of interest annually and withdraw from
decisions where there is a potential conflict.

10. Reserves and asset management
® The trustees will set a reserves policy appropriate to the charity’s size and risk
profile.
® Any physical assets purchased will be recorded in an asset register.
11. Policy review
This policy will be reviewed annually by the trustees to ensure it remains fit for
purpose. Any changes must be approved at a trustee meeting and recorded in the

minutes.

This policy has been approved by:  Mohammed Abubakar (Chair)
On behalf of: Huddersfield Community First

Date: 01/09/25 Signed:
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