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        Rainbow Teddies Pre-school Policy Document 

Finance
Safeguarding and Welfare Requirements:    
	3) Staff Qualifications, Training, Support and Skills
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This policy was adopted at a meeting on: 
Review Date: MARCH 2026
Signed: ................................................................... on behalf of the Management Committee

Print Name: .................................................................. Position: .....................................................

Signed: ................................................................... Pre-school Manager
                                                                                                                                                        Finance

Accurate accounting records will be kept in line with the DfE’s Code of Practice in relation to receipt of the Nursery Grant and the Charity Commission regulations.

Accounts will be checked annually by an independent examiner and the Charity Commission returns completed within the published deadlines.

The Finance Administrator will prepare monthly accounts based on the income and expenditure that has gone through the bank accounts. At the end of Term 2, 4 and 6 the Finance Administrator will prepare an overall summary of our Financial Position Statement to reflect the income and expenditure during the Autumn, Spring and Summer Terms.  This will be passed to the Treasurer/Chair for review during Term 3, 5 and 1. The Summary statement will clearly state the current status of all the bank accounts (current and reserve accounts) and any money restricted for expenditure from specific grants. A summary of all money received from fundraising activities and expenditure will also be provided for each committee meeting to enable full transparency to build and retain the trust of Rainbow Teddies stakeholders; not limited to Trustees, parents and staff.
The Finance Administrator will draft a Budget in term 1. However due to not knowing any prospective changes to the minimum wage until after the Government’s Autumn Budget in late October and not knowing the level of funding to be passed on from the Local Authority which is usually around mid December, an accurate Budget cannot be provided until term 3. The Budget will be discussed/agreed at the next committee meeting with the Pre-school Manager, Chair, Treasurer, Finance Administrator and Secretary being present and minutes of the discussion must be taken. The Pre-school must operate as a going concern in order to meet any financial obligations that fall due. Should the budget highlight a deficit position, corrective action will be identified, this could be in the form of reducing planned expenditure or increasing income from alternative sources. Income and expenditure will then be monitored throughout the financial year against this budget.

The Finance Administrator will prepare a forecast of the expected position at financial year end. This will highlight areas of concern to the Trustees so that corrective action may be put in place. The responsibility of corrective action lies with all committee members and participation in discussions is strongly encouraged. This may mean that a sub-committee meeting to discuss finances may be required. 

The Reserve Account and Petty Cash policies will be adhered to at all times.

Bank statements will be sent to Rainbow Teddies at Manorbrook School. The Finance Administrator will retain the original bank statements for filing.  A copy can be requested by the Treasurer and chair at any time.

All cheques must be signed by at least two of the four signatories on each account. 

The current signatories for the pre-school bank accounts are:

· Finance Administrator

· Treasurer

· Pre-school Manager

· Pre-school Deputy

Invoices/receipts will be kept for all payments/income in line with record keeping guidance. Where the invoice/receipt is lost the person will submit the details on paper, confirming that the expenditure has not previously been claimed for and sign and date.

Receipts will be issued for all fees and other non-fundraising income if requested.

Any single item purchase of more than £80 must be previously agreed by the committee. A record of this agreement should be kept by the Secretary detailing the item(s), cost, date of approval, method approval gained and by whom.

Any single item purchase of between £80 to £500 should in the first instance be agreed by the committee, however in a situation where circumstances mean that this is difficult/time consuming to get, an agreement can be obtained from the Chair, Vice Chair (if in position), Secretary and Treasurer on behalf of the whole committee. A record of this agreement should be kept by the Secretary detailing the item(s), reason for purchase, cost, date of approval, method approval gained and by whom.

Accounts will be kept up to date and will be available for inspection if requested by any regulatory body or any member of Rainbow Teddies staff, committee or parents.

Non Payment of Fees
The Finance Administrator will contact the parent/carer to discuss payment/repayment plan. If this does not succeed, the Manager will also engage with the parent/carer to discuss a repayment plan. If this does not conclude the matter, or if a repayment plan is not adhered to, the committee will aim to recover the debt via the Small Claims Court, the Finance Administrator will set this up and the Chair who is the named contact, will authorise.

Reserve Account (Gold and Scottish Widows)

The pre-school will maintain a reserve account.

The transfer of money into or out of the Scottish Widows account will be at the discretion of the Management Committee. The Finance Administrator will monitor CAF accounts and transfer money as and when needed to meet the liabilities of the setting.

Monies held in the Scottish Widows account will be sufficient to cover the following two requirements:

· Potential redundancy costs in the event of the pre-school requiring to be wound up. Redundancy costs shall be calculated/reviewed annually by the Treasurer/Finance Administrator to ensure that enough money is reserved. This will be done annually in Term 1.

· Where possible i.e. if funds allow, three month’s running costs above the redundancy costs shall be held in the reserve account. This will be to be used as an emergency fund to allow the pre-school to continue to function in the event of cash flow problems or unexpected and unbudgeted expenses which require immediate payment. Allocation will be at the discretion of the Management Committee.

In the event of money from the emergency fund requiring to be used, and reducing it below its required level, it shall be reimbursed as soon as financially viable.

The reserve account may also be used to hold any surpluses generated at the financial year end. The 

subsequent expenditure of these funds will be at the Management Committee’s discretion and for the benefit of the entire group as it will be considered appropriate at the time.

It is anticipated that these funds will not be held indefinitely but used within the next financial year. However, the management committee may agree to retain these funds in the longer term for a specific purpose and will be recorded as such in the minutes of the Management Committee’s meetings. For example, where the Management committee is seeking to build the reserves in accordance with the previous paragraph.

Accurate accounting records shall be kept at all times. These will be reported at the termly committee meetings by the Treasurer/ Financial Administrator to the management committee and detailed in the pre-school’s monthly and annual accounts. Records will be kept for 6 years from the end of the last Financial Year they relate to in accordance with legal requirements.

After consideration by the Management Committee, some of the surplus balance in the current account may be distributed to the staff in the form of a bonus. It is recognised that due to the nature of the business, with possible fluctuating numbers of children, a capped level of income due to grant funding balanced with the need to keep Rainbow Teddies operating as a going concern, that the level to which salaries are paid is restricted and so a limited small bonus is a good way to show appreciation to the staff for their ongoing level of commitment. It’s essential that we recruit and retain skilled staff. The payment of a bonus is at the discretion of the management committee.

Where a member of staff leaves the pre-school no bonus will be payable. Bank staff are not entitled to receive a bonus. The bonus will normally be paid in the November pay run (staff receive in December).
In order to create financial stability to enable Rainbow Teddies to meet its financial obligations as they fall due, 20% of surplus funds at Year end (including fund-raising) will be placed into the Reserves. This is considered good Financial Planning and provides assurance and confidence to all stakeholders, including the Charity Commission, Staff and parents that Rainbow Teddies is able to achieve its aims and objectives in the future.

Petty Cash 

No more than £50.00 will be held in petty cash at any time.

Petty cash will be held securely and operated by the pre-school staff. 

Petty cash will be used for the purchase, by staff or committee, of small expendable items or resources.

Only purchases of £10.00 or less can be reimbursed from petty cash. 

All purchases exceeding this limit will be reimbursed by online payment by the Finance Administrator.

Staff can opt for full reimbursement of expenditure via online payment.

A valid till receipt or email confirmation, will be required for reimbursements of all purchases. 

Where the invoice/receipt is lost the person will submit the details on paper, confirming that the expenditure has not previously been claimed for and sign and date it.

An accurate record must be kept of all petty cash transactions.

Petty cash expenditure will be reported regularly to the Management Committee by the Finance Administrator/Manager and will be detailed in the pre-school’s termly and annual accounts.

Sum Up Machine
The Sum Up Machine (used to take fundraising payments by credit or debit card) is the responsibility of the

committee and is registered to the named committee members not paid staff, it is therefore the

responsibility of the committee to keep this information up to date.
Debit cards and reimbursement of Expenses
In order for staff to make purchases on behalf of Rainbow Teddies of more than the petty cash limit and not from their own personal accounts, we will provide Debit cards.  These will be issued to the Manager, Deputy and Curriculum Co-ordinators. The purpose of the card is to pay for small items of expenditure, such as snacks, cleaning materials, gardening items, etc.

The limit on the cards is £200 per day.  A total of £500 will be kept in the account to cover expenditure. No single transaction should exceed £80 unless prior committee (or sub-committee – chair and treasurer) approval has been granted. A record of this agreement should be kept by the Secretary detailing the item(s), reason for purchase, cost, date of approval, method approval gained and by whom.

Should there be a need to purchase an item above the £200 limit, the committee will consider the best method of payment. In the first instance it should be considered whether a payment can be made directly through the online bank account. Should this not be the case, the committee can authorise an alternative payment method. It is expected that this is by exception and all other methods have been exhausted in the first instance. Approval must be by at least two trustees and Treasurer. A written record of this agreement should be kept by the Secretary detailing the item(s), reason for purchase, why an alternative method is necessary, cost, date of approval, method approval gained and by whom.

Receipts from purchases must be obtained and passed to the Financial Administrator on a timely basis, who will enter the items into the accounts. It is the expectation that this will be done within one calendar month and no later than three months.

The debit cards are the property of Rainbow Teddies and must only be used for Rainbow Teddies purchases. Debit cards should be returned if the employee leaves or on request by the management committee. The committee holds the right to withdraw or cancel a card at any time.

All Trustees can claim reimbursement of expenses. These are to cover out of pocket payments made in order to carry out your duties. However, as a trustee you cannot receive any other payments or benefits from Rainbow Teddies as a charity. Any payment must be authorised by those Trustees who will not benefit. It must be agreed that it is in the interest of Rainbow Teddies and in accordance with its aims and objectives.

Reimbursement of expenses through online banking system can be submitted by Finance Administrator and approved by Pre-school manager and Treasurer.

Fund Raising
End of year leavers’ gifts (Leavers Teddies) and thank you gift for Independent examiner (suggested maximum £20) will be funded through Fund Raising monies. Although we acknowledge that money raised through fund raising activities should be used to enhance the experiences of the children, there may be financial periods where the committee may decide to use these funds towards the general running costs of the setting to prevent financial hardship.

In order to create financial stability to enable Rainbow Teddies to meet its financial obligations as they fall due, 20% of surplus funds at Year end (including fund-raising) will be placed into the Reserves. This is considered good Financial Planning and provides assurance and confidence to all stakeholders, including the Charity Commission, Staff and Parents that Rainbow Teddies can achieve its aims and objectives in the future.

All cash from fund-raising activities should be counted in the presence of two committee members (one counting and one validating). This is to ensure adequate financial controls are in place. Adequate records of fundraising events should be kept. Cash should be paid into the bank promptly within 3 working days and is the responsibility of the committee to do so, the Treasurer holds the bank paying-in book.
Cash can only be stored at the Preschool in a secure locked container or at the home of a trustee in accordance with the insurance.
Gifts
As Rainbow Teddies is a charitable organisation the trustees should consider its responsibilities carefully of managing the expenditure of public money. Gifts should contribute to a clear and specific objective/aim of Rainbow Teddies or produce a clear and demonstratable benefit to Rainbow Teddies.

Gifts can only be made from surplus funds made through Fundraising. They should not be excessive in nature and a full record of the expenditure kept including but not limited to;

· Reason for the gift

· How it meets the Rainbow Teddies objectives or provides benefit to
· Any conflicts of interest, whether anyone withdrew from discussion

· What committee decided and main reasons for decision

· Any factors considered or disregarded (key points of discussion)

Gifts are to be approved prior to expenditure by named Trustees and confirmed as affordable by the Treasurer.

As a trustee you cannot receive benefits from Rainbow Teddies as directed by the Charity Commission.
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