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FINANCE POLICY 
 

Ashton Gate Out of School Care (AGOSC) endeavours to comply with best 
practice in the processing, management, and reporting of its finances. To 
achieve this, we will keep up to date with relevant legislation and guidance 
and attend training when required. 
 

Financial Planning 
The Treasurer will supervise the Administrator and Play Centre Manager in 
preparing a budget for the financial year. The Board of Trustees will review 
and approve the budget before the beginning of the financial year. 
 

Finance Report 
The Administrator and/or the Treasurer will provide a financial report showing 
ongoing monitoring and budget forecasts against expenses at every Trustee 
meeting.  
 
At the Annual General Meeting (AGM) for all the members, there should be a 
written financial report, as well as a verbal report by a trustee (preferably the 
Treasurer). 
 

Financial Reserves 
The company will endeavour to maintain a financial reserve comprising:  

 3 months running costs, as calculated in each budget.  
 Redundancy payments in the event of closure, as calculated in each 

budget. 

 Maternity KIT Days, as calculated in each budget. 
 

The company has also built a financial reserve for the capital expenses 
required to update Old Chapel Park for our use. This is in the process of being 
drawn down. 
 

The finance report will also record the state of the reserves. 
 

Auditing/External Scrutiny 
The accounts will be audited or independently examined at the end of each 
financial year or in the event of the setting being closed down. They will also 
be presented at the AGM for parent/carers to review and filed with the Charity 
Commission. 
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Fraud Policy 
All Trustees and members of staff have a duty to ensure they safeguard 
AGOSC’s financial assets. If any member of staff suspects fraud in any part of 
the organization’s work, they should report it immediately to the Play Centre 
Manager who in turn will report to the Treasurer and then the Board of 
Trustees. If the concerns relate to the Play Centre Manager or a Trustee, then 
they must be reported directly to the Treasurer and the Chair of the Board of 
Trustees. If the fraud is proven, AGOSC will take all legal actions available 
including dismissal of members of staff for gross misconduct. 
 

Bank Accounts 
Each bank account will be recorded in QuickBooks; transactions should be 
entered as soon as possible, and at least once a week. Bank statements will 
be reconciled with the QuickBooks accounts by the Administrator and /or 
Treasurer when they are received. 
 

Payment of Wages 
Timesheets must be completed by individual staff members; other workers 
(e.g. freelance workers) will be required to invoice the organization for the 
payment of wages. These are then authorised by the Play Centre Manager. 
The Administrator will process the timesheets and the payroll payments. (In 
the event that the Administrator is unavailable, the Treasurer or any other 
nominated person within the Board of Trustees will assume responsibility). 
Wages are paid on a monthly basis by BACS or cheque. All tax should be 
deducted at source and paid directly to the authorities. The Administrator will 
keep appropriate records of all wages.  
 

Authorization of Expenditures 
The maximum amount that can be authorised for a single payment without 
the prior approval of the Treasurer is £150. (Wages, PAYE tax, and National 
Insurance contributions are exempt from this limit.) 
 

The purchase of any item costing £500 or more requires approval of the 
Board of Trustees. Such items will be amortized over three years. 
 

Staff Expenditures 
The Play Centre Manager, in conjunction with the Administrator, will ensure 
that only essential costs are incurred by staff in carrying out their duties for 
the organization. 
 

Staff members will be reimbursed the exact amount of the expenditure, only 
if a receipt has been provided. Depending on the amount involved, the 
reimbursement may be from petty cash, by cheque, or by electronic transfer. 
 

Staff members may claim for travel expenses to reach training or off-site 
meetings, provided that the form of travel (personal automobile, bus, or taxi) 
is agreed in advance with the Play Centre Manager. Use of personal 
automobiles will be reimbursed as described by HMRC’s Mileage Allowance 
Payments (MAPs). 
See also – Employee Terms and Conditions 
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Receipts 
An invoice or receipt for all income and expenditure is required at all times. 
Each should be annotated with: 

 Budget Account(s) the expenditure should be charged against 
 Type of Payment (cheque or electronic transfer) 
 Date of Payment 
 Staff member reimbursed (if not the company stated on the invoice or 

receipt) 
 

Payment Signatories 
All cheques need two signatories; the same applies to BACS and payroll 
payments. The signatories are the Chair, Treasurer, Play Centre Manager, 
Administrator and at least one other trustee. Wherever possible, each cheque 
should be signed by one Trustee and one member of staff.  
 

Petty Cash Management 
The petty cash is kept in a locked cash box separately from the fees cash box. 
The Administrator reviews the amount of petty cash at the beginning of each 
week and will “top up” the petty cash box as necessary to the agreed limits 
(currently at least £150 in term-time and £200 in playscheme). The 
Administrator will also process the receipts at least on a weekly basis and 
reconcile the petty cash on a monthly basis. Any difference must be explained 
and the accounts adjusted accordingly. Small differences may arise because 
of slightly incorrect change; differences below £1.00 in a month should be 
charged against the appropriate Administration budget account so the amount 
carried forward agrees with the amount actually in the petty cash box. 
 

Only the Play Centre Manager, Deputy Play Centre Managers, Senior 
Playworkers, and Administrator should access the petty cash box.  
 

Petty Cash Expenditure 
The Play Centre Manager can buy the consumables necessary for the setting 
each week but should ask the Treasurer if further purchases are required. A 
receipt for each petty cash transaction must be provided to the Administrator 
and annotated as above. The Administrator will sign off when the receipt has 
been entered into the Petty Cash QuickBooks account; if the Administrator 
was responsible for the transaction then the Play Centre Manager will 
counter-sign the receipt. 
 

Cash on Premises 
Cash on the premises will be kept to a minimum. The petty cash and fees 
paid will be locked in cash boxes and these, in turn, will be kept in a safe 
when the setting is closed. Cash should be banked weekly and at least 
fortnightly. 
 

Dissolution 
Please refer to the dissolution clause in the Articles of Association. 


