FINANCIAL MANAGEMENT POLICY

READING COMMUNITY LEARNING CENTRE (RCLC)

FINANCIAL MANAGEMENT POLICY 
____________________________________________________
Financial Integrity, Payment Procedures, Fraud, Antibribery & Anti Money Laundering Policy
Applies to: All staff, trustees, volunteers, contractors, consultants, tutors and any other persons acting on behalf of Reading Community Learning Centre (the Oranisation/RCLC)
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1. [bookmark: _Toc227587708][bookmark: _Toc227588373]Purpose
This policy brings together the organisation’s approach to:
· Financial management and payment procedures
· Reserves
· Fraud prevention and response
· Anti‑bribery and anti‑corruption
· Anti money laundering

The purpose of this policy is to protect the organisation’s funds, reputation and assets, ensure the highest standards of integrity and accountability, and ensure compliance with UK law and Charity Commission requirements.

2. [bookmark: _Toc227588374]Policy Statement
Reading Community Learning Centre is committed to acting with honesty, integrity and transparency in all financial matters. The organisation adopts a zero-tolerance approach to fraud, bribery, corruption and money laundering.
The organisation will:
· Maintain robust financial controls and clear authorisation procedures
· Prevent, detect and respond to fraud and financial misconduct
· Comply with relevant legislation including the Bribery Act 2010, Proceeds of Crime Act 2002, and Money Laundering Regulations 2017
· Support staff and trustees who raise genuine concerns in good faith
3. [bookmark: _Toc227588375]Scope
This policy applies to:
· Trustees
· Contracted Employees (permanent, temporary and sessional) including tutors.
· Volunteers
· Contractors, consultants and agents
· Any person or organisation acting on behalf of the organisation
4. [bookmark: _Toc227588376] Roles and Responsibilities

Board of Trustees - The Trustees have ultimate responsibility for:
· Financial governance and oversight
· Ensuring effective financial controls are in place
· Responding to serious incidents, including fraud and money laundering
· Reporting serious incidents to the Charity Commission where required

Chair of Trustees: 
· Supports oversight of investigations into suspected fraud or serious financial irregularities
· Acts as an escalation point where concerns cannot be raised internally

Treasurer:
· Prepares and monitors the annual budget
· Reviews management accounts and bank statements
· Carries out periodic audits and checks
· Supports financial compliance and internal controls

CEO:
· Is responsible for day-to-day financial management, ensuring accurate budgeting, monitoring of income and expenditure, maintenance of financial records (including bank statements, balance sheets and registers), and effective management of payroll, assets, and accounts payable/receivable
· Will implement financial policies and procedures including the management of collection of debts
· Reports concerns within a week to the Chair and Trustees
· Coordinates responses to suspected fraud or money laundering

Staff, Volunteers and Trustees:
· Must act honestly and with integrity at all times
· Must comply with financial procedures and controls
· Have a duty to report suspected fraud, bribery, corruption or money laundering immediately to the CEO and Chair
5. [bookmark: _Toc227588377]Financial Management and Controls
Financial Year: The organisation’s financial year runs from 1 April to 31 March.
Budgets and Monitoring
· An annual budget is prepared by the Treasurer with input from the CEO and approved by the Trustees
· Income and expenditure are monitored regularly against budget
· Financial reports are reviewed at each Board meeting
· An independent examiner or auditor will be appointed annually by the Trustees and organisation
· Members will approve the appointment at the AGM meeting.

Authorisation Levels
· Expenditure up to £500 may be incurred by the CEO or a Trustee within the approved budget
· Expenditure above £500 requires approval from two Trustees or one Trustee and the CEO
· All expenditure must be supported by invoices or receipts

Banking and Payments
· Bank transfers are reviewed at least every 2 months by the Treasurer
· Cheques, where used, must be signed by two authorised signatories, at least one of whom is a Trustee
· Cash received (e.g. learner course fees) is securely stored, receipted and recorded
· All cash transactions and small purchases must be documented and auditable
· There is only one signatory for the online bank or phone payments but monthly to bimonthly reconciliations take place by the CEO and treasurer. The other signatory will be contacted by phone or email to approve the expenditure a record of this is kept.

Payroll 
· Payroll is prepared by an independent provider based on the information provided by the CEO
· Payroll is subject to periodic audit checks
· The CEO arranges salary, PAYE and National Insurance payments
· Payments are checked regularly by the Treasurer (at least every two months)
· Salaries are set by Trustees, aligned with Living Wage standards and organisational finances, and paid monthly

Expenses
Expenses are costs incurred by staff, tutors, trustees or volunteers while carrying out their role for the organisation, which can be reimbursed in line with this policy.
· Expenses must be claimed using approved forms and supported by receipts
· Requests for payments of expenses will be made on the appropriate Expenses Claim Form
· Staff, Tutors, trustees and volunteers may claim car parking expenses. Car parking spaces on the premises should be used whenever possible
· The Treasurer will audit such payments from time to time, but not less than once every two months
· Bank accounts shall be reconciled by the CEO or a delegated member of staff on a monthly basis
· The Treasurer will audit such reconciliations from time to time

Record Keeping
· Accurate financial records will be maintained at all times
· Records will be retained in line with legal and regulatory requirements 

Room Hire, Registration and Creche Fees
· Room hire, registration and crèche fees are set competitively in line with local market rates, with discretion for preferential rates for partners and charities
· Rates are proposed by the CEO, approved and periodically reviewed by Trustees, and clearly communicated at the start of agreements and following any updates

Tax and VAT Issues
· The CEO is responsible for managing HMRC correspondence, including PAYE and online donations
· Tax returns are only submitted if requested by HMRC; if required, the CEO and Treasurer will ensure compliance, with appropriate support
· As a grant-funded organisation, VAT registration is not required, and VAT cannot be charged or reclaimed
· Where applicable, VAT may be reduced or exempt in line with current HMRC guidance

Independent Examination
· The CEO is the main contact for the independent examiner, appointed annually for 12 month period
· The CEO, Treasurer and examiner will meet annually to agree timelines and processes
· Draft accounts are usually prepared by the Treasurer
· Final accounts are approved at the AGM and submitted to Companies House and the Charity Commission

Insurance
· The CEO obtains annual quotes for public liability and contents insurance on a competitive basis
· The Treasurer checks and approves the policy annually
· Trustees approve and review the level of cover each year
· Buildings insurance is arranged by the landlord and charged annually

Fundraising
· Funds are raised to meet the needs of the annual budget
· Trustees and the CEO regularly review funding opportunities
· A Fundraising Subcommittee agrees priorities, with applications prepared by the CEO and Trustees, and reviewed by the Treasurer where needed
· Trustees monitor funding applications and needs at Board meetings
· The CEO ensures compliance with the funding terms stipulated by the grant/fund giver and adheres to the Fundraising Regulator's guidelines (with the support of the Treasurer as required), reports to funders and updates Trustees regularly

 Licences for Use of Premises
· Licences are issued only with landlord approval and appropriate legal agreements
· Fees are set to cover costs (rent, insurance, utilities and related expenses)
· The organisation operates on a cost-recovery basis and does not aim to make a profit

Invoices and Purchasing
· All invoices issued must be recorded, sequentially numbered and supported by documentation
· Major purchases (in excess of £500, as detailed under “Authorisation Levels”) require Trustee approval and must demonstrate value for money

Assets
· Significant purchases follow competitive pricing processes
· An asset register is maintained and updated annually, with depreciation applied as required

Reserves and Financial Planning
· Funds are classified as restricted or unrestricted and used accordingly
· Reserves are maintained at a minimum of three months’ running costs to ensure financial stability

Debt Management
· A structured process is followed for overdue payments, including verbal reminders, written notices and escalation if needed
· Trustees are informed of serious or ongoing debts, and decisions on write-offs or legal action are made at Board level
· All actions are documented, and flexibility may be applied in cases of genuine hardship

6. [bookmark: _Toc227588378]Reserves
When setting reserves, the Board will follow the Charity Commission’s requirements for reserves and the main risks to the organisation.
Unrestricted reserves will be held to cover at least three months’ running costs to ensure financial stability.  In addition, it may be appropriate to hold some designated reserves for specific purposes.
7. [bookmark: _Toc227588379]Fraud
Definition: Fraud includes deception, bribery, forgery, theft, false representation, misuse of funds, collusion, misuse of IT systems and assets, and any dishonest activity intended to gain advantage or cause loss.
RCLC’s Approach
· Fraud, attempted fraud or collusion will be treated as a serious matter
· Disciplinary action may include dismissal and/or legal action

Reporting Fraud 
Any suspected or actual fraud must be reported immediately to:
· The CEO, or
· The Chair of Trustees, or
· A Trustee
Concerns will be handled confidentially.

Responding to Fraud
· An initial discreet enquiry will be undertaken
· Evidence will be secured
· Trustees will decide whether to escalate to external authorities, including the police or Charity Commission
· Lessons learned will be used to strengthen controls
8. [bookmark: _Toc227588380]Anti Bribery and Corruption
Bribery: A bribe is an inducement or reward offered or received to influence the improper performance of a role or decision.
The organisation prohibits:
· Offering, promising or giving bribes
· Accepting bribes or inducements
· Facilitation payments or kickbacks
9. [bookmark: _Toc227588381]Gifts and Hospitality
Acceptance of gifts
Low-value gifts may be accepted where they are modest, appropriate and do not influence, or appear to influence, decision-making. Cash gifts must not be accepted under any circumstances.

Any gift with a value of more than £25, whether received as a single item or cumulatively from the same source within any 12-month period, must be declared and recorded in the gifts and hospitality register. Where a gift is received by:
· a member of staff, it must be declared to the CEO 
· the CEO, it must be declared to the Chair of Trustees 
· a trustee, it must be declared to the Chair of Trustees, or to another nominated trustee where the Chair is involved 

Acceptance of hospitality
Hospitality may be accepted where it is reasonable, proportionate and clearly connected to RCLC’s work. Hospitality that is excessive, lavish, or could reasonably be perceived as influencing decision-making must be declined.

Any hospitality with a value of more than £25, whether offered as a single event or cumulatively from the same source within any 12-month period, must be declared and recorded in the gifts and hospitality register. Where hospitality above £25 is offered to:
· a member of staff, it must be declared to the CEO 
· the CEO, it must be declared to the Chair of Trustees 
· a trustee, it must be declared to the Chair of Trustees, or to another nominated trustee where the Chair is involved 

In cases of doubt, sensitivity, or higher-value offers, the matter should be referred to the Chair of Trustees and, where appropriate, the Board of Trustees. No individual should approve their own acceptance of a gift or hospitality.
Disclosure and recording
All gifts and hospitality above the reporting threshold must be disclosed promptly and entered into the gifts and hospitality register. The register will be reviewed regularly to ensure compliance with this policy.
10. [bookmark: _Toc227588382]Anti Money Laundering
Definition: Money laundering involves concealing, arranging, acquiring or using the proceeds of crime or terrorist funding.
Responsibilities: All staff and trustees must remain vigilant and report suspicions immediately.
Reporting Suspicion:
· Concerns must be reported promptly to the CEO or Chair
· Individuals must not investigate or alert the suspected person
· Records will be kept securely and confidentially

Donations and Identification
· Additional checks may be carried out for significant donations (normally above £500)
· Donations must not be accepted if satisfactory identification cannot be obtained
11. [bookmark: _Toc227588383] Whistleblowing and Protection
The organisation encourages staff, volunteers and trustees to raise concerns in good faith. No one will suffer detriment for raising genuine concerns, even if they are later found to be unfounded. Concerns may also be raised under the Reading Community Learning Centre’s Whistleblowing Policy.
12. [bookmark: _Toc227586008][bookmark: _Toc227586233][bookmark: _Toc227588384] Data Protection and Financial Information
The organisation, Reading Community Learning Centre processes and stores personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. This includes personal data handled as part of financial management, fraud prevention, and compliance activities under this policy.
Purpose of processing
Personal data may be collected and used for financial administration, including payroll, expense claims, supplier payments, donations, audits, and the investigation of financial irregularities such as fraud or misuse of funds.


Lawful basis
The organisation processes personal data where it is necessary for:
· Compliance with legal obligations (e.g. HMRC, Charity Commission requirements) 
· The performance of contracts (e.g. staff, suppliers, contractors) 
· Legitimate interests, including financial governance, audit, and fraud prevention 
Types of data processed
This may include:
· Staff, volunteer and trustee financial records (e.g. payroll, expenses) 
· Supplier and contractor details (e.g. invoices, bank details) 
· Donor and funding information 
· Records relating to financial investigations or concerns 

Storage and security
All personal and financial data is stored securely, either:
· In locked storage (for paper records), or 
· On password-protected and access-controlled systems 

Access is restricted to authorised personnel only and managed in line with role responsibilities.
Retention
Financial records and associated personal data are retained in line with legal, regulatory and operational requirements, including HMRC and Charity Commission guidance. Data will not be kept longer than necessary and will be securely disposed of when no longer required.
Data subject rights
Individuals have the right to access, rectify or request deletion of their personal data, subject to legal and regulatory retention requirements.
Further information
Further detail on how Reading Community Learning Centre manages personal data is set out in the Data Protection Policy, Confidentiality Policy and Privacy Policy
13. [bookmark: _Toc227588385]Review and Approval
This policy will be reviewed every three years, or sooner if required due to changes in legislation, Charity Commission guidance, or organisational risk. Any amendments must be approved by the Board of Trustees.










Approved by the Board of Trustees of Reading Community Learning Centre

Name: Katharine Sarah Del Tufo

Role: Chair of Trustees

Signature: 

Date: June 2026

Time period for renewal: Three Years
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