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1.	Key Principles
1.1	This policy is to reflect Huyton Deanery CIO’s commitment to good stewardship based on a desire to live out our individual and collective discipleship in the service of Jesus.
1.2	Prayer is at the forefront of how finances are planned.  As trustees we are committed to seeking God’s wisdom in all matters of financial planning including but not exclusive of: finding income to meet needs, determining the budgets for those needs, and handling finances.
1.3	Generosity shapes our understanding of both our income and our expenditure; it is our desire to model generosity in all we do financially.
1.4	Fairness and justice are at the heart of good stewardship and therefore the trustees endeavour wherever possible and wherever prudent to uphold fair shopping practices and good trading ethics.  This may mean on occasion spending a little extra on some products or services, but we believe it is worth the cost to uphold Kingdom values wherever we can.
1.5	Accountability and transparency are fundamental to good governance and safeguarding.  They are also, we believe, foundational Kingdom values, and therefore we have clear lines of accountability to care for our finances.  See Appendix 1 for current details.
1.6	Authorisation forms part of our accountability, and all decisions on spending and budgeting rest ultimately with the trustees.  The CAF Bank current account requires at least 2 “signatures” for transactions.  Most transactions are made via Electronic Banking and limits have been set to require additional “signatures” for higher value transactions.  The conditions in place are:
	
	Value
	Signatories

	Transaction Limits
	Up to £5,000
	2

	
	£5,000 to £20,000
	3

	
	Over £20,000
	4

	Daily Limits
	Up to £10,000
	2

	
	£10,000 to £20,000
	3

	
	Over £20,000
	4

	Weekly Limits
	Up to £20,000
	2

	
	£20,000 to £50,000
	3

	
	Over £50,000
	4


2.	Reporting
2.1	Communication of our financial position will be made available to the Deanery Synod.  This communication will take place as a brief update at each Deanery Synod meeting and as a fuller update as part of the Annual General Meeting of Huyton Deanery CIO which will be included within a Deanery Synod meeting usually at some point after Easter.
3.	Income
3.1	Parish donations – Most of the income of Huyton Deanery CIO comes from the parishes of the deanery.  It is typically routed through the Liverpool Diocese Board of Finance (LDBF) as an extension to the parish share.  It is typically received by the CIO in quarterly payments from the LDBF.
3.2	Cash donations –All cash donations handled, recorded and banked as per our cash-handling guidelines: see Appendix 2.  All of these cash donations form part of the unrestricted income.
3.3	Legacies – Legacies are a wonderful addition to considerations of stewardship although no specific overtures to individuals regarding legacy donations will be made.  All legacies form part of general funds unless given with specific restrictions, and then these will be honoured as far as possible.  The trustees will decide how best each legacy should be used.
3.4	Grants – From time to time grants may be applied for.  These will be used/distributed in accordance with any specific restrictions which accompany them.
3.5	Confidentiality – This is an important part of both safeguarding and good governance.  Only the Treasurer will ever know how much individuals give.  All requests for anonymity in giving will be respected and maintained.  All information shared with the treasurer will be treated confidentially, with paperwork and cashbooks being always stored securely to limit possible fraud.
In the case of larger donations and legacies, every effort will be made not to require the naming of the individual to become conditional of the receipt of the gift.  Where it is conditional the donor information should be clearly linked to the donation or gift in kind.
3.6	Specific Offerings – All offerings taken up for a specific cause, purpose, or person will be banked as per our cash handling guidelines (Appendix 2) and paid once cleared through the banking system.  They do not count as general fund income and are viewed as restricted income and expenditure.
4.	Staffing
4.1	Huyton Deanery CIO will ensure wages are paid at an appropriate living wage and will strive to be a fair and accountable employer.
4.2	All permanent employees will have an annual review of salary in line with inflation (CPI in September applied from the following January) and performance.
4.3	All fixed term employees will have their salary fixed for the duration of their contract.
4.4	The CIO will work towards always paying wages promptly and accurately.
4.5	Expenses – The CIO will pay all reasonable expenses costs for all those who work under its care.  Budgets for these will be agreed annually.
Mileage is paid at 45p per mile in line with HMRC recommendations for all those eligible to claim mileage.
All purchases made for essential items for the general running of Huyton Deanery or specific Huyton Deanery activities should be in accordance with agreed budgets and when over £100 should be pre-authorised.  Claims need to be presented on an expenses claim form and signed by an authorising signatory before being presented to the Treasurer.  (For expense form see Appendix 3).
For authorising signatories see Appendix 4.
All expenses payments will be made using BACS and no cash payments will be made.  The CIO reserves the right not to pay expenses if they are not claimed in line with this guidance.
4.5	Any speaker invited to a Huyton Deanery event will be paid realistic fees and all proper levels of expenses.
5.	Financial Administration
5.1	Appointment of the Treasurer will be approved by the trustees.  All appointees are subject to interview and will be required to provide references pertaining to character and competence.  See Appendix 7.  A DBS check will also be carried out.
5.2	Prevention of fraud is part of our accountability and transparency processes.  Good process is important to us as it protects both those within and without the system.  The ultimate responsibility for preventing fraud lies with the Trustees who take seriously their accountability for ensuring safe and honest process.
Cash handling is always done in line with our written guidelines.  See Appendix 2.
Banking fraud is mitigated by having by requiring multiple signatories on a cheque; multiple signatories for electronic transfers and by ensuring that wherever possible regular bills are paid by Direct Debit.
End of year paperwork and financial information is stored securely in a locked cabinet for 7 years, before being destroyed in line with the Church of England’s retention guidelines. 
Expenses are always authorised by a signatory before being paid and all payments are made by BACS to ensure there is a record of payment.
5.3	Payment of bills is where possible completed via BACS or Direct Debit to ensure prompt and efficient payment.  It is the view of the trustees that prompt payment of all our bills should be part of proper stewardship and good financial management.
5.4	The trustees agree to endeavour to work within the Charity Commission guidelines of agreed reserves, meaning that at all times we aim to have 3 months trading costs in hand.
6.	Accounts
6.1	The Huyton Deanery CIO bank accounts are held with CAF Bank.  There are two accounts a current account and a no notice deposit/savings account.  There is access to online banking for the Treasurer, Area Dean, CIO Chairperson and Lay Dean.  See Appendix 6.
6.2	Within the bank accounts the Treasurer operates a cashbook that allows for unrestricted, designated, and restricted monies to be managed.  It is the Treasurer’s responsibility to ensure that these are managed within each account and that each one is presented to the trustees.  However, it is recognised that in the event of significant fraud or theft it would be impossible to ensure any of the funds held within the CAF bank accounts were ring fenced or protected.
6.3 	Accounts are prepared in line with the Charity Commission rules as ‘Receipts and Payments’.  They are balanced at the end of every December and an end of year report is produced.  They are managed using diocesan endorsed and supported software called ‘My Fund Accounting’.
6.4	Accounts are reported to the trustees at most meetings (and at least quarterly) and any significant problems or concerns are also brought to the trustees.  Individual trustees agree by virtue of being trustees to take responsibility for understanding and supporting the accounting process.
6.5	Accounts are examined annually by a properly qualified Independent Examiner.  Copies of this report and the yearend accounts are then submitted to the Charity Commission and the paper records held for 7 years in line with Church of England guidance.


Appendix 1 – Roles
Treasurer	David Boyer
Responsibility to maintain the cash book of income and expenditure, prepare the end of year accounts, ensure bills are paid, and alert the trustees about any problems or concerns.


Appendix 2 – Cash Handling Guidelines
General
A minimum of 2 unrelated people must be present at all times when dealing with cash and cheques.
Banking is completed as soon as practicable but no later than by the end of the month donations are received.
Other/Ad-Hoc Income
Treasurer completes a receipt with the appropriate details & amount of cash/cheques & give to the donor.
Treasurer notes name of Donor & Purpose of donation, date & amount.
Treasurer to bank the cash/cheques.
Gift Aid
Treasurer to process quarterly Gift Aid Claims.
Reconciliation
Treasurer reconciles monthly donations, income, expenses and other payments to Bank Account.
Treasurer enters income and expenditure details into My Fund Accounting system.
Treasure reconciles My Fund Accounting system to Bank Account.
Treasurer reports to trustees at each meeting.




Appendix 3 – Expenses Form and Completion Instructions
Form Completion Instructions:
All expenses require a receipt to be produced in order to be paid unless expressly agreed otherwise with authorising person.
If items to be claimed are on a receipt with personal items all items not being claimed should be struck through with a single line.
Form needs to be completed in full.
Each claim needs to be dated as to when purchased, each corresponding receipt then numbered, and number added to the correct column on claim sheet.
Where possible the budget being claimed against needs to be recorded too. For example, if claiming for cleaning products the budget would be general expenses; if claiming for art supplies the budget may be Youth Work.  If unsure, please ask authorising person for clarity when making a claim.
A brief description of the item claimed is also requested to assist the Treasurer to make sure the claim is set against the correct budget and to help with future budget setting.
The general expenses claim form is available as a word document for handwriting within or as an excel document that will also complete all the additions and can then just be printed out for signing.


General Expenses Claim Form
	Expenses
	 
	 
	 
	 

	Date
	Receipt Number
	Budget/ Organisation
	Description
	Amount

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	Receipts Total
	£0.00

	 
	 
	 
	 
	 

	Mileage
	 
	 
	 
	 

	Date
	Cost per mile
	Mileage
	Total Journey Claim

	 
	£0.45
	 
	£0.00

	 
	
	 
	£0.00

	 
	
	 
	£0.00

	 
	
	 
	£0.00

	 
	
	 
	£0.00

	 
	
	 
	£0.00

	 
	
	 
	£0.00

	 
	 
	 
	Mileage Total
	£0.00

	 
	 
	 
	Total (Expenses + Mileage)
	£0.00

	 
	 
	 
	 
	 

	Claim Details
	 
	 
	 
	 

	Claimed by:
	 

	Authorised by:
	 

	Treasurer:
	 

	 
	 
	 
	 
	 

	Payment details of claimant (if unknown or if this is your first claim) 
 

	Bank / Building Society:
	 

	Bank Account Number:
	 

	Sort Code:
	 


Appendix 4 – Authorisation for Expenses
List of those who can authorise expenses claims:
Area Dean – Malcolm Rogers
CIO Chairperson – Andy Cook
Lay Dean – Geoff Almond
Pastoral Dean – Elaine Harrison
Treasurer – David Boyer


Appendix 5 – Banking Signatories

List of those who are banking signatories (CAF Bank):
	Area Dean
	Malcolm Rogers
	Signatory and online banking access

	CIO Chairperson
	Andy Cook
	Signatory and online banking access

	Lay Dean
	Geoff Almond
	Signatory and online banking access

	Treasurer
	David Boyer
	Signatory and online banking access





Appendix 6 – Treasurer reference form
Character Reference Request
This form should be used to provide a reference for an individual who is volunteering with us.  It should provide all the factual information you can disclose regarding your knowledge of the individual.  Please DO NOT provide health and sickness related information.
Candidate Details
	Forename(s)
	

	Surname(s)
	
	Title (e.g. Mr, Mrs)
	


Position Details
	Job Title
	Treasurer of Huyton Deanery CIO

	Responsibilities
	To maintain the cashbook of income and expenditure, prepare the end of year accounts, ensure bills are paid, and alert the trustees to any problems or concerns.


Character Details
	Please outline below the relationship you have, or had, to the candidate:

	








	How long have you known the candidate?
	

	Do you consider this person to be honest and trustworthy?
	□ Yes
	□ No

	If NO, please provide additional details below.
	
	

	




	
	


Additional Information
	Please provide information here of any character traits that make this candidate suitable for the voluntary role being applied for.

	











	Please give details of the any currently held responsibilities, skills, or training that you think make this candidate suitable for the voluntary role being applied for.

	












Declaration 
	I confirm that the information provided is accurate and complete and consent to being contacted should further clarity on the reference be required.

	Name
	
	Tel. No.
	

	Signature
	
	Date
	




Appendix 7 – Glossary of Terms and Responsibilities:
Treasurer Responsibilities – To keep the necessary records, to make appropriate reports to the Charity Commission, to decide how records should be kept in line with Charity Commission guidelines.  To review and think about process and guidance for transparent financial dealings at Huyton Deanery CIO.  To feedback appropriately and fully to the trustees.
Trustees Responsibilities – To have a bigger picture view of the oversight of Huyton Deanery CIO’s finances.  To make decisions about how and where money should be spent or given, to be concerned and aware of process and accountability without being involved in the detail of data inputting and day to day management.  To give appropriate responsibility to the treasurer and respond to feedback when necessary.
Terminology to be aware of:
Designated – Unrestricted money that the trustees have decided to set aside for specific purposes.  These decisions are at the trustees’ discretion and can be altered at any time by majority vote.
Restricted – Income that has been donated for a specific purpose and can only therefore, under Charity Commission rules, be spent for the stated purpose.  Cannot be altered or changed by the trustees.
Unrestricted – Income that has been donated for general running and upkeep costs for the church so can be used for any church related activity or cost.
LDBF –Liverpool Diocesan Board of Finance.  The governing body of the diocese that oversees accounts, payments and fees.  We receive payments from them and may make payments.
Reserves – Income that is set aside in unrestricted funds when our income has been greater than our expenditure.
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