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Financial Policy for Haslemere Swimming Club (the Club)
Introduction

Haslemere Swimming Club is a registered charity with number CH12680 in England and Wales, with registered address: Haslemere Leisure centre, Kings Road, Haslemere, Surrey, GU27 2QA. 
The financial viability of the Club is the responsibility of its Committee. The Chairman and the Treasurer

are responsible for ensuring implementation of all approved financial policies. 

The Club aims to ensure that inclusion, equality, quality and openness are applied across all aspects of financial activity.

The Committee has also been established to:

· Manage the day-to-day implementation of the Club’s strategy,

· Deliver the requirements in the overall policies and plans,

· Deliver development for swimmers, coaches and volunteers and

· Management and delivery of competitions

These Policies conform to the Club’s Articles of Association in order to produce fair and true

accounts. The Club’s overall financial objective is to maximise the available resources to provide

a high standard of service whilst maintaining financial viability. In particular, the financial policy aims to

ensure that:-

· the Club plans and conducts its financial and business affairs to ensure that it remains solvent

· taking one year with another, total expenditure is not greater than total income, unless prior approval has been given by the Committee.

Financial Goals
· To seek and obtain as much sponsorship as possible, especially regular annual donations. 
· To keep members subscription fees affordable whilst ensuring the club is financially viable. 
· To build up a reserve of 6 months club expenses (to cover staff costs & minimum running costs) and to run the club so that whenever possible the reserve is not used for normal operations. 
· To ensure the coaches are paid as per their peers in other clubs (competitive salaries) and to retain talent.  
· To use surpluses to improve equipment, to be able to run specific non for profit events and to cover safety & welfare courses for coaches and team managers.  

· To have consistent and transparent procedures in place to ensure that assets are safeguarded and to prevent misappropriation and misallocation of monies.
· To ensure the Club’s assets are used to the best advantage.
Purchasing Policy
The Club seeks to ensure that its operational activities are consistent with, and supportive of, the Club’s strategy and its associated values and aims, and are consistent with the Club’s policy on equal opportunities. 

1) The Club will seek to achieve value for money in all purchases. A number of factors including price, quality and fitness for purpose are relevant when considering value for money.
2) Wherever possible & known, the Club will not deal with companies who are known to operate discriminatory practices (e.g. employee, racial/ethnic, and equality). 
3) Products will normally be sourced from within the Club’s area of benefit, subject to value for money and fitness for purpose. 
4) Where appropriate, purchasing will be on the basis of "just-in-time" to prevent unnecessarily large levels of stock being maintained (i.e. Club’s merchandising). 

5) All expenditure shall be clearly supported by a receipt or invoice
Expenses Policy

Individuals who volunteer to undertake activities on behalf of the Club are giving up their time to do so. The Club does not expect them to have to pay to volunteer. Necessary expenses incurred by individuals, undertaking voluntary activities directly attributable to the Club, will be reimbursed by the Club.

Capital Expenditure Policy

The Club’s policy, and direction, with regard to capital, is to secure sufficient equipment to enable the Club to conduct its affairs satisfactorily within available resources.

Definition of Capital Expenditure

The Club has a clear definition of capital expenditure as follows:

1) Capital expenditure is expenditure on a tangible resource with an expected life in excess of one

year.

2) The capitalisation limit is expenditure of £1000 or more on:

1) A discrete asset

2) A collection of assets, which individually may be valued at less than £1000, but which collectively form a single capital asset because the items fulfil all of the following criteria:

i) The items are functionally interdependent or are under single managerial control
ii) The items are acquired at about the same date and are planned for disposal at about the same date

3) At the discretion of the Treasurer, a collection of assets which individually may be valued at less than £1000 but which form part of the initial equipping and setting-up of a discipline capability.
Chargeable period and depreciation

1) Depreciation is payable on assets at the end of the financial year in which they are purchased.

2) Assets will be depreciated on a straight line basis over their estimated useful life. This is 3 years for IT equipment, 5 years for office, 10 years for technical equipment. 
Cessation of depreciation charges

Depreciation ceases to be payable on disposal of an asset. Disposal is deemed to arise when the asset is no longer available for use and is removed from the asset register. This will occur because the asset is:-

· Sold, or ownership is transferred;

· recorded as being lost or destroyed; or

a) permanently removed from the Club when it has reached the end of its useful life and is scrapped
Debt Recovery Policy

The Club places considerable emphasis on the collection of monies due to it and has developed a debt recovery policy as stated below, supported by a set of procedures.

1) The Club will actively pursue the collection of monies owed to it.

2) If an invoice remains unpaid the Treasurer will endeavour to establish why the account

has not been paid and when payment is to be received.

3) The Club will be mindful of the well-being of its debtors who are also members and will

have regard to their inability, on occasions, to meet their financial responsibilities on time due to

reasons beyond their control, or where it has been established that they have severe financial

difficulties. 

Treasury Management Policy

The Club is concerned to ensure effective management of surplus cash balances. For this reason, the Club will only use a high street bank.

The Committee will decide on the opening and closing of bank accounts and will approve the list of

signatories. Payments will only be made by bank transfer, debit/credit cards will not be issued. 

Bank will be chosen to allow easy access to paying in facilities. Wherever possible, on line banking will be used to improve efficiency. Monies not required for day-to-day operations will be placed in a savings account to maximise interest income. 

Tax Planning Policy

The Club will not carry out any activities outside its Area of Benefit. In that way it will not carry out any trading activities so not be liable to Corporation Tax.

Insurance Policy

The Club’s insurance cover will be provided under the Swim England insurance policy obtained through its affiliation to Swim England. 

Fraud and Other Financial Irregularity

The Club places considerable emphasis on the prevention of fraud. Measures include effective leadership, auditing and volunteer screening.

1) Duties shall be segregated so that no one individual has undue management control of purchasing, payments, income or assets. 
2) Physical access to the financial system should be restricted to prevent misuse of information and systems.
3) The Club’s annual accounts are subject to be audited by an external person or firm appointed at the AGM.
4) The Committee should ensure that internal management systems are designed with effective internal check and internal controls. This includes several people having access to the bank accounts, segregation of duties, random checking of transactions and review of management accounting information. 

Employment Status

The Club rarely receives invoices or claims for paid work undertaken on its behalf. HMRC regulations state that all individuals must pay tax on all income received. Those individuals who are classed as self-employed do so by way of the self assessment tax return. For individuals who are employed elsewhere, they must also declare income earned over and above their regular job. 

In order to ensure that the Club does not fall foul of HMRC rules, it aims to include under its own Payroll all coaches & employees. 
The Club is responsible for any tax & NIC due to be paid to HMRC and also provides the option for its employees to enrol in a pension plan.  

Accepting payments direct to our bank account.

There are advantages to the Club receiving payments directly into our account. It is faster, cheaper for the bank and less work for us. However, there are also disadvantages if the process is not managed. We end up with money where we do not know the reason why and cannot allocate to the relevant account or overhead.

It is therefore important that the payee advises the member of staff, or the person expecting the payment, that they have made a payment, the amount paid, and any breakdown of the payment e.g. competition entries. This will be communicated immediately to the Treasurer. 
Online and Card Payments

For competitions and events where entry or booking is done online rather than the sending in of a paper form, payment should be done online by Bank Transfer as detailed by the organiser.

Payment for spectator entry by Credit or Debit card is now an option using a terminal. Competitions and events using these methods must allow for transaction costs when setting budgets and fees but it should be noted that adding a specific fee for using these methods is not allowed.

Refunds

In some circumstances, the Club will consider refunding entry and booking fees for competitions and events. When considering requests for refunds the Club will consider the individual or other club circumstances, but will also take into account committed expenditure, administration and other costs and potential loss of revenue. Where appropriate, independent verification may be sought. Information on refunds will usually be included in the entry conditions for competitions.

Bank Accounts
· Bank accounts in the name of the organisation are opened or closed only with the full approval of the Committee
· Two authorised signatories, who shall be unrelated to one another, are required to approve any direct debit or standing order.
Cheques
· The authorised cheque signatories are Inma Goodhew & Adele Caton. 
· Each signatory has the responsibility to make certain that cheques are made out to the correct payee and for the correct amount. 
· No signatory may sign a cheque payable to themselves or to a spouse/partner or relative.
· No blank cheques may be signed.
Debit / Credit Cards
· No Direct / Credit Cards will be issued by the Club. 
Electronic (Internet) banking
· Authorised individuals shall keep all passwords and pin numbers secret and never share their security details with one another. 
· The annual budget is authorised and agreed by the Committee from May to May.
· To maintain & control the log of payments, to help reconciliation and to avoid duplicated payments, all internet payments will be done only by the Treasurer.  
· The club uses Sage Accounting for its management of accounts, with which the bank account is linked and all transactions labelled and monitored by the Treasurer. 
Cash
· Payments in cash should be kept to a minimum due to the greater risk that handling cash presents and difficulties that can arise in establishing correctness & control over cash transactions. 
· Where payments are made in cash, the following procedures will be followed:
1. Cash payments shall be for small amounts only 

2. Cash shall be paid from a petty cash float specifically kept for such payments, and not from incoming cash or by way of direct withdrawal from the bank account
Checks on Expenditure
All expenditure of the organisation’s funds must be properly accounted for and in accordance with the objectives of the organisation. 
All payments should be promptly recorded digitally, including details of the nature of the payment, supported by relevant receipts or invoices.  
Regular checks must be made to ensure records are being accurately maintained and that there are no discrepancies.
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