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Financial procedures

The purpose of this document is to provide a detailed account of the steps taken to record financial information for Ridgeway Under Fives. These tasks are currently performed by the Treasurer/Administrator, but require documenting in the event that the Treasurer/Administrator is not available at any given time. The procedures are split into general bookkeeping tasks and payroll.

Bookkeeping Tasks

· Each month, the Administrator will provide a Financial Summary containing income and expenses, with accompanying receipts, and a list of invoices sent to parents for that month. 

· All amounts on the Financial Summary along with any other items paid in/out require input into the Accounting spreadsheet (held on Ridgeway Under Fives Treasurer laptop). This ensures the income and expenditure is recorded correctly and tallies with the budget.
· Check these off against the bank statements and ensure all payments in and out of the bank are recorded.

· Enter the wage payments into the accounting spreadsheet - any money paid in wages for training needs to be recorded separately as this is assigned a separate budget.

· Keep the financial summary together with each months receipts etc.

· At the end of the financial year (30th March), collate all the information, produce annual report and (along with P60’s when due) pass all accounting and payroll information for that year onto accountant for review.
· Meet with Chairperson after year end to review previous year’s budget and set new budget using Cashflow Forecast spreadsheet (on Ridgeway Under Fives Treasurer laptop).

Payroll
· Timesheets are completed on a month by month basis by staff and checked off by the supervisor after the end of the calendar month. They are then passed onto the Administrator who provides the Accountant, MN and Co, with this information to calculate pay, tax and pension due.
· The timesheets require a general check to ensure all absences and cover hours match up (e.g. if staff member A records 4 hours deficient on Tuesday, ensure there is a claim for cover hours by supply or another member of staff for same time period). Also, any additional agreed payments such a sole supervisor difference and snack shopping (1 hr pw) are claimed.

· Each contracted staff member has a salaried monthly amount (this information is held on a spreadsheet which can be obtained from Treasurer or Chairperson when required). 
· The agreed payment date is the 27th of the month; therefore timesheets, pay slips and bank payment are required prior to this date. If the 27th of the month falls on a weekend, payments must be made on the nearest working date prior to the 27th.

· Login to the HSBC website (login details available from Administrator) and follow procedures to make bill payment to all relevant staff before payment date. All staff currently paid via internet banking have a template set up with their details pre-filled.

· Make bill payment to HMRC for the amount specified on the EPS (HMRC Remittance) before the 22nd of the following month.

New staff/supply are required to provide a P45 from previous employment. If none available, they would need to complete a P46 and return this to the Accountant.
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