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1.0 Purpose:
This document sets out the annual management cycle for the hall and playing fields and defines the financial controls in place recommended by the Charities Commission guidelines CC8 -Internal financial controls for charities.
2.0 Scope:
The policy defines the organisational hierarchy, the voting rights, the operation reviews and decision making and the financial controls of the organisation.
3.0 Introduction:
The village hall and playing fields are owned by the Parish Council. The management of the hall and playing field is the responsibility of the Randwick Village Hall and Playing Field Committee (RVH&PF Co) who lease the facilities from the Parish Council. RVH&PF Co are a registered Charity and use the lease deed as their guiding principles. The lease deed is registered with the charities commission as the governing document.

The lease deed is written in old English legalese. Not only is it difficult to understand, it is also impossible to follow in parts as the organisations and named members supported today are different to those specified. As a result, there is a degree of custom and practice in trying to follow the principles of the lease deed. This document serves to clarify the operating principles today and define the custom and practice that has evolved.
4.0 Hierarchy, meetings and appointment:

4.1 Day-to-day operations. 
The day-to-day management of the facility is carried out by the Operations Management Team (OMT) comprising the Chair, the Vice Chair, the Treasurer, the Secretary and the Bookings Secretary. These members are elected by the User Committee (UC), normally at the AGM although these posts can be elected by a quorum at a UC meeting should a vacancy occur during the year. In addition, a paid Caretaker(non-voting), shall be appointed to the OMT and there shall be at least two trustee members of the OMT and at least three trustees who are not members of the OMT to provide appropriate oversight. Any OMT member may by appointed as a trustee, (through the  Randwick Village Hall & Playing Field Committee - Trustee Appointment Procedure. May 2016, v2.0 20200901), provided there is always a higher number of trustees not sitting on the OMT thus maintaining independent oversight. The OMT operates autonomously on a day by day basis under the policies and budgets agreed by the UC.  The OMT shall keep all trustees and the UC informed of decisions made by copy of meeting minutes and other relevant communications.  The OMT shall ensure that anyone working on its behalf on the playing field or in the village hall is aware of the need to comply with current health and safety regulations.  
4.2 Review of day-to-day operations.
The OMT report to the UC that meets a minimum of four times per year including the AGM.  The UC comprises representatives of all the user groups as well as the OMT. A user group is defined as any group that pre-books a minimum of six sessions per financial year and this entitles them to a concessionary rate. Representatives must attend at least 50% of the meetings per year.  A register of user group representatives is kept by the Secretary and reviewed by means of the attendance register at the start of each meeting. Trustees are entitled to attend and vote. 

The agenda of the UC meetings normally comprises:-
1. Changes to user group representatives and attendance review.

2. Review of outstanding actions.

3. Booking Secretary report.

4. Caretakers report.

5. Treasurers report – detailing current cash flow, significant receipts and expenditure and variance to budget.

6. Items carried forward from previous meetings.

7. Any other business including requests for expenditure outside of budget and actions outside of policy.

Decisions are passed on a simple majority vote of the members present.  UC meetings are closed meetings and as such only members can vote. Trustees have a right of veto in extremis. In the event of a tie the Chairman has the casting vote. A minimum of six members will form a quorum.
4.3 Annual review
The AGM is held once per year, normally in May. The UC and Trustees are expected to be in attendance. The AGM is a closed meeting and as such only UC, OMT members and Trustees can vote. Members of the public may be present should they intend to stand as a member of the OMT however they have no voting rights and no entitlement to join the debate.

 The agenda normally comprises

1. Chairman’s report -summarising the significant events and general goings on throughout the year. 

2. Treasurer’s report -summarising the accounts and any variances to budget. 

3. Proposal and approval of the new budget including set aside for future expenditure.

4. Review of the individual Trustee’s term in office (in line with Trustee appointment procedure)

5. Trustee’s report on the review of financial controls

6. Stand down of officers of the OMT and re-election

The AGM is chaired by the OMT Chair. The OMT stand down and a new OMT are elected on a simple majority vote of the UC representatives present.  OMT members are not entitled to vote in the election of the OMT unless they represent a user group. Members of the previous OMT can stand for re-election and there is no restriction on the number of times a member can stand. 

In the event of a tie the Chair has the casting vote (and the requirement to represent a user group is waived if required). A minimum of six members will form a quorum.
5.0 Financial Controls

5.1 Introduction
The trustees need to ensure that assets are properly used, that its funds are spent effectively, and its financial affairs are well managed. The controls set out below are designed to reduce the risk of loss. through theft and fraud, bad decisions, human error, breaches of controls, management override of controls and unforeseeable circumstances. In the event of loss, they will ensure this is identified sooner rather than later. The financial controls set out below are recommended by the Charities Commission guidelines CC8 -Internal financial controls for charities (published July 2012).
5.2 Review of controls 

The trustees should, at least annually, ensure a review is conducted of the effectiveness of the charity’s internal financial controls. This should include an assessment of whether the controls are relevant to, and appropriate for, the charity and not too onerous or disproportionate.
5.3 Monitoring of income and expenditure
Income and expenditure shall be recorded in an electronic ledger known as the cash book.  The cash book details all income and expenditure on a receipts and payments basis i.e. income and expenditure are reported as and when the receipt or payment is made and not when they are due.

The cash book also details where the cash assets can be found and which budget and account the money belongs to. The cash book is maintained by the Treasurer.
5.3.1 Traceability of income
Income can be cash, cheques or direct bank transfer.  Each ledger entry details the type of transaction, and this is traceable to the bank statements and the invoice if applicable.  The invoices are generated by the booking’s secretary. The invoices generated should be checked against the invoices held by the treasurer to ensure all invoices are paid into the village hall accounts. One of the Trustees will scrutinise by rotation.

Any cash is held by the treasurer in the petty cash box and this should be kept to a maximum of £50 at any one time.

Gift aid receipts are paid directly to the current account and HMRC should be contacted to check for any claims and payments.

There are a number of non-invoiced receipts such as donations and income from electricity generation that need specific checking.  Electricity revenue can be verified by independent meter readings and/or checking receipts are in line with budget. Voluntary donations are untraceable and so should be paid by directly by BACS or by cheque and passed to any committee member other than the treasurer.

5.3.1.1 Income from Randwick Community Group

Randwick Community Group funds are ring fenced for their exclusive expenditure approval, as such the funds must be clearly identified in the main hall accounting system.
5.3.2 Traceability & authorisation of expenditure
Out goings can be cash, cheque, BACS, direct debit or standing order.  All out going transactions can be traced via the bank statements except cash. Cash availability is small and as such represents a low risk. Cash payments can be traced through the cash book and the cash balance verified against the petty cash box contents. 

All other out goings are via the current account.  The Treasurer must approve cheque and BACS payments and authorise the setup of direct debits and standing orders.  Any payments above £500 must have approval of the Trustees. 

5.3.2.1 Authorisation of expenditure of Randwick Community Group funds
Randwick Community Group expenditure is approved solely by the Randwick Community Group under its’ constitution rules.  The Treasurer has sole access to this fund and will only withdraw funds under the written instruction of the Chair of the Randwick Community Group.
5.4 Validation checks
A trustee should review the cash book and the bank account statements regularly. The frequency should be agreed amongst the Trustees.

The Trustees are responsible for the preparation of the accounts. The requirement for audit is specified under section 144(2) of the Charities act 2011.  In most years an audit will not be required however the accounts must always be independently examined. 

The annual accounts must be presented at the AGM each year. The Charity Commission annual return must be completed within one month of the AGM and the accounts then immediately passed for independent examination or audit. A copy of the examiners statement is to be passed to the Trustees on completion which should be no later than the end of the calendar year.
6.0 Trustees

6.1 Appointment
Trustees shall be appointed following the process documented in: Randwick Village Hall & Playing Field Committee - Trustee Appointment Procedure. May 2016
6.2 Meetings
Trustees shall meet when required and at least once per calendar year

Names of existing Trustees:

Shaun Egan

Val Flack

Stan Giles

Steve Mandeville 

Richard White

Adopted 10th May 2023

