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[bookmark: _Toc226659076]1. Purpose
Sibling Kinship is an online charity supporting sibling kinship carers and dependent siblings across England and Wales through mentoring, counselling, peer support, practical guidance and awareness raising. We operate with low overheads in Phase One, and plan to grow in Phase Two with potential part-time staffing and expanded services. Strong financial controls protect beneficiaries, donors, trustees and the charity’s reputation.

This policy sets out the internal financial controls that ensure Sibling Kinship:
· uses funds only for charitable purposes;
· prevents fraud and misuse;
· maintains accurate, timely financial records;
· complies with legal and regulatory obligations (Charity Commission once registered, HMRC Gift Aid once registered, and good governance practice);
· provides clear accountability and authorisation processes aligned to the Board’s Reserved Powers and Delegated Authority.

[bookmark: _Toc226659077]2. Core principles
Sibling Kinship will:
1. Maintain clear segregation of duties (“two-person principle”) wherever possible.
2. Require prior approval for expenditure and commitments beyond delegated limits.
3. Keep an audit trail for all income and expenditure.
4. Minimise cash handling; prefer secure bank and platform transactions.
5. Budget prudently and avoid financial commitments without confirmed funding.
6. Ensure safeguarding and confidentiality are not compromised by financial practices (e.g., no sharing beneficiary data with donors).

[bookmark: _Toc226659078]3. Roles and responsibilities
[bookmark: _Toc226659079]3.1 Board of Trustees
The Board:
· approves the annual budget and financial plan;
· approves reserved power decisions (see Board Reserved Powers Policy);
· reviews financial reports quarterly (minimum);
· ensures appropriate financial policies and risk management are in place;
· approves annual accounts once registered.

[bookmark: _Toc226659080]3.2 Chair/Founder (Phase One operational lead)
The Chair:
· oversees day-to-day financial administration in Phase One (subject to Board oversight);
· ensures financial controls are applied;
· presents financial updates to the Board.

[bookmark: _Toc226659081]3.3 Treasurer/Finance Lead (if appointed)
The Treasurer:
· oversees bookkeeping, bank reconciliations and financial reporting;
· monitors cashflow and budget performance;
· ensures adequate documentation and compliance;
· reports to the Board and supports financial decision-making.

[bookmark: _Toc226659082]3.4 CEO (Phase Two onward, if appointed)
The CEO:
· manages day-to-day finance within delegated authority and approved budget;
· ensures procurement and expenses follow policy;
· provides regular finance reports to Treasurer/Board.

[bookmark: _Toc226659083]3.5 All trustees/staff/volunteers handling finances
Must follow this policy, declare conflicts of interest, and report any concerns under Whistleblowing/Fraud policies.

[bookmark: _Toc226659084]4. Budgeting and financial planning
[bookmark: _Toc226659085]4.1 Annual budget
· The Board will approve an annual budget before the start of each financial year (or as soon as practicable in early phases).
· The budget will include:
· core running costs (website, email, phone, insurance, marketing),
· clinical governance costs (supervision, DBS checks) as services expand,
· contingency (recommended 5–10%),
· restricted vs unrestricted income assumptions.

[bookmark: _Toc226659086]4.2 No borrowing
As stated in the business plan, Sibling Kinship will not take loans or credit arrangements in its name. Any exception would require full Board approval and strong justification.

[bookmark: _Toc226659087]4.3 Cashflow management
· A simple cashflow forecast will be maintained (monthly view) once income begins.
· The Treasurer/Chair will identify shortfalls early and propose mitigations.

[bookmark: _Toc226659088]5. Banking and payment controls
[bookmark: _Toc226659089]5.1 Bank account
Once registered and a charity bank account is opened:
· The Board will approve the bank, account mandate, and signatories.
· Signatories should be at least two trustees (recommended).
· Online banking access must be limited and reviewed regularly.

[bookmark: _Toc226659090]5.2 Two-person authorisation
Where the bank supports dual authorisation, Sibling Kinship will use it for:
· supplier payments,
· salary payments (once applicable),
· refunds/returns,
· transfers between accounts.

If dual authorisation is not available, a second trustee approval (email/recorded) must be obtained for payments above thresholds (Section 6).

[bookmark: _Toc226659091]5.3 Payment methods
Preferred order:
1. Bank transfer
2. Card payment from charity account (if available and controlled)
3. Reimbursement via expenses process

Cash payments should be avoided.

[bookmark: _Toc226659092]5.4 Changing supplier bank details (“change of bank” control)
Before paying a supplier with new bank details:
· verify the change via a trusted independent contact route (e.g., phone number on official website, not the email thread);
· record verification and approver initials.

[bookmark: _Toc226659093]6. Authorisation thresholds (spending and commitments)
Spending authority must align with the Delegated Authority Schedule and Board Reserved Powers. Suggested default thresholds (review annually### Phase One (low spend, trustee-led)
· Up to £100: Chair may approve and pay (within budget / agreed recurring items).
· £101–£250: requires Chair + one other trustee approval (recorded).
· Over £250 or any non-routine contract: Board approval.

Phase Two (post-funding, possible staff)
· Up to £250: CEO/Chair within approved budget.
· £251–£1,000: CEO/Chair + Treasurer approval.
· Over £1,000, or any contract > 12 months, or unbudgeted items: Board approval.

Note: Any spending that is ethically sensitive, involves conflicts of interest, or creates safeguarding/data risk must be escalated regardless of amount.

[bookmark: _Toc226659094]7. Procurement controls
[bookmark: _Toc226659095]7.1 General rules
· Select suppliers based on value, quality, safeguarding suitability (where relevant), and alignment with charity needs.
· Declare and manage conflicts of interest for any supplier linked to a trustee/staff/volunteer.

[bookmark: _Toc226659096]7.2 Quotes and competitive process
For non-routine purchases:
· under threshold: at least one price check may be sufficient.
· medium spend: seek 2–3 quotes where practical.
· high spend: 3 quotes recommended, with Board decision.

[bookmark: _Toc226659097]7.3 Contracts and agreements
Written terms should be in place for:
· mentoring, counselling supervision contracts,
· web/IT support,
· marketing services,
· accounting/bookkeeping services,
· any contract involving personal data processing.

[bookmark: _Toc226659098]8. Income controls (donations, grants, fundraising)
[bookmark: _Toc226659099]8.1 Recording income
All income must be recorded with:
· date received,
· source (donor/funder/platform),
· amount,
· restrictions (restricted/unrestricted),
· reference number (bank/transaction).

[bookmark: _Toc226659100]8.2 Donation acceptance and due diligence
· Apply Acceptance/Refusal of Donations Policy.
· Use due diligence for medium/high-risk donations and record decisions.

[bookmark: _Toc226659101]8.3 Grants and restricted funds
· Record grant restrictions and reporting requirements.
· Spend restricted funds only on their intended purpose.
· Maintain separate tracking for restricted vs unrestricted funds.

[bookmark: _Toc226659102]8.4 Gift Aid (once registered)
· Maintain Gift Aid declarations securely.
· Record donations eligible for Gift Aid and submit claims accurately per HMRC rules.

[bookmark: _Toc226659103]8.5 Online fundraising platforms
· Use reputable platforms (e.g., JustGiving).
· Ensure official links are used on website/social media.
· Monitor for impersonation/fake pages and report promptly.

[bookmark: _Toc226659104]9. Expenses controls
· Follow the Expenses Policy.
· Receipts required for reimbursement.
· Claims must be approved by someone other than the claimant.
· Trustee expenses must be properly documented and reasonable.

[bookmark: _Toc226659105]10. Payroll and people costs (Phase Two onwards)
If Sibling Kinship employs staff:
· Written employment contracts must be in place.
· Payroll will be managed with appropriate software/service or accountant support.
· Salary payments must be authorised and documented.
· Pension and tax obligations will be met.

[bookmark: _Toc226659106]11. Bookkeeping, accounting and financial records

[bookmark: _Toc226659107]11.1 Bookkeeping system
Sibling Kinship will maintain a simple accounting system appropriate to size (e.g., spreadsheet initially; accounting software in Phase Two depending on volume).

[bookmark: _Toc226659108]11.2 Reconciliation
· Bank reconciliation completed at least monthly once transactions occur.
· Reconciliation reviewed by Treasurer (or a second trustee if no Treasurer).

[bookmark: _Toc226659109]11.3 Supporting documents
Maintain supporting documentation for:
· all invoices and receipts,
· contracts and grant agreements,
· expense claims and approvals,
· donation due diligence.

[bookmark: _Toc226659110]11.4 Record retention
Keep financial records in line with the Records Retention Schedule (typically 6–7 years depending on record type).

[bookmark: _Toc226659111]12. Financial reporting and oversight
[bookmark: _Toc226659112]12.1 Board reporting (minimum quarterly)
Finance report should include:
· bank balance and cashflow outlook,
· income and expenditure vs budget,
· restricted funds position,
· fundraising pipeline and grant outcomes,
· upcoming commitments,
· risks and exceptions (e.g., unusual transactions).

[bookmark: _Toc226659113]12.2 Annual accounts and external reporting
Once registered:

· prepare annual accounts and file with Charity Commission as required;
· submit any HMRC returns/Gift Aid claims accurately;
· cooperate with independent examination/audit if required by income thresholds.

[bookmark: _Toc226659114]13. Fraud and incident response
If fraud or suspicious activity is suspected:
· follow Fraud Prevention Policy and Anti-Bribery/AML Policy,
· contain risk immediately (stop payments, secure accounts),
· report to Chair/Treasurer and Board,
· consider external reporting (bank, Action Fraud, police, Charity Commission serious incident reporting once registered).

[bookmark: _Toc226659115]14. Review
This policy will be reviewed annually and updated when:
· Sibling Kinship registers as a CIO,
· a Treasurer/CEO is appointed,
· services expand significantly (e.g., grant-making to families, in-person events),
· new fundraising methods are introduced.

image1.jpeg




