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Parent Carer Voice Herefordshire (PCVH)
Financial Policy
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Introduction
This Financial Policy ensures that all funds are used to deliver the aims of PCVH, that expenditure is properly authorised, and that this can be proved. It applies to all officers, members, and staff engaged in financial transactions on behalf of PCVH.

The policy covers:
- Management of financial records
- Payments
- Receipts
- Payment documentation
- Expenses
- Remuneration
- Staff
- Other rules

Note: The terms Forum and PCVH are used interchangeably in this policy.
1. Management of Financial Records
Financial records must be kept to:
- Maintain proper financial control on behalf of members.
- Meet legal, statutory, and contractual obligations.
- Comply with funder requirements.
Records must include:
- Analysis of transactions appearing on bank accounts.
- Copies of invoices, receipts, and authorisations.
Annual Accounts:
- Accounts will be prepared at the end of each financial year, presented to the Steering Group, and ratified at the AGM.
Budgeting:
- A budgeted income and expenditure account will be approved before each financial year.
- Quarterly reports comparing actual income/expenditure with the budget will be presented to the Steering Group.
Retention:
- Financial records will be retained for 6 years in compliance with audit and legal requirements.
GDPR Compliance:
- All personal and financial data will be stored securely and processed in line with GDPR.
2. Receipts
All monies received will be recorded and banked promptly.
Electronic records of receipts are acceptable if originals are unavailable.
3. Payments
Payments must:
- Be within the agreed budget.
- Be approved by the Steering Group and/or grant holder.
- Follow Contact guidelines and funder requirements.
Authorisation:
- Online transactions require written/email authorisation from another officer.
- Dual authorisation is required for payments over £500.
Fraud Prevention:
- Secure handling of banking credentials and two-factor authentication is mandatory.
4. Payment Documentation
Every payment must be supported by original or scanned invoices/receipts.
All payments will be recorded promptly on the PCVH finance spreadsheet with reference details.
5. Expenses
Expenses are out-of-pocket costs incurred for PCVH activities (e.g., travel, childcare, refreshments).
Claims must:
- Include receipts for public transport, parking, refreshments.
- Mileage claims at 45p per mile.
- Childcare claims must include signed evidence from the provider confirming responsibility for tax/benefits.
Expense claims can be submitted electronically with digital signatures.
6. Remuneration
Paid only for activities where members represent PCVH at approved meetings/events.
Rate: £10.00 per hour, up to 5 hours per day.
Not payable for Steering Group or sub-group meetings.
All claims must:
- Be pre-approved by the Steering Group.
- Include a Parent Representative Feedback Form.
Individuals are responsible for declaring earnings for tax/benefits.
7. Staff
All staff will be self-employed and responsible for their own tax and NI.
Payments follow the same authorisation and documentation rules.
Committee members may be paid for work separate from their committee role.
Staff will be supervised by a nominated Committee Member, with timesheets and targets monitored.
8. Other Rules
No financial commitment unless properly authorised and within budget.
Orders or undertakings over £400 require Steering Group approval and minuting.
In exceptional cases, Chair approval is allowed but must be reported at the next meeting.
Asset Management:
- Maintain a fixed asset register and property record for significant items.
- Assets must be returned if members leave.
Purchasing:
- Goods/services over a set value require at least two quotes and a value-for-money decision.
Conflict of Interest:
- Members must declare any personal interest in paid work or contracts.
- Annual signed declarations will be required.
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