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Introduction

The financial management of our Centre will involve planning, monitoring and controlling of money received and spent by the service, to ensure it is financially viable and compliant and to ensure it can provide a quality service at an affordable cost. Our Centre is an incorporated body and is managed and administered by an annually elected Management Committee of parents in consultation with the New South Wales Department of Education and Communities. Community based services have a commitment to keeping services affordable, not for profit and accessible to the community.  The committee is responsible to ensure the ongoing financial viability by planning, monitoring and controlling income and expenditure.  
National Quality Framework, Quality Area 7: Governance and Leadership 

National Quality Framework Standard 7.1 Governance – Governance supports the operation of a quality service

· 7.1.2 Management systems – Systems are in place to manage risk and enable the effective management and operation of a quality service

Goals 

To ensure good financial management, accurate record keeping, and reports will be prepared to enable planning and monitoring of the service and to protect our facilities, assets, revenues and expenditure. Ensuring that financial records and minutes are kept in written or electronic form.  If kept in electronic form, the records and minutes must be able to be converted into hard copy. A hard copy must also be made available within a reasonable time to a person who is entitled to inspect the records. The financial records of an association must be kept for a minimum period of five years
These financial records include:

•
Balance Sheet

•
Profit and Loss Statement

•
Budget

•
Cash Flow forecast
Strategies 

The treasurer plays a key role in reporting on the financial position of the Centre to the Committee.  This is done in consultation with the Office Manager

The role of the Treasurer is to oversee the financial management of:

•
The annual budget prepared by the Office Manager in consultation with the Director 
•
Ensure accurate and true financial records and books are kept
•
Ensure that income and expenditure are monitored against the budget 
•
Ensure banking is completed on a weekly basis

•
Table and present all financial reports at Committee of Management meetings

•
Ensure that Annual financial Statements are prepared by the Auditor and presented in consultation with the Office Manager and Director at the Annual General Meeting

•
Ensure Audit is submitted to appropriate agencies

•
Monitor and follow up outstanding fees and debt collection

•
Communicate regularly with other members of the committee, Director and Office Manager
· The Centre will conduct a fraud risk assessment and adopt recommended control measures into our financial practices and procedures, by using the risk assessment rating instrument. (See Section 7, Policy 7.6.1 Fraud Prevention and Control)
· Budget
· The Nominated Supervisor and the Office Manager will prepare an annual Budget for the Centre before the end of the calendar year

· The Budget will be submitted to the Committee of Management for approval

· The Budget should reflect the goals of the Centres Strategic Plan and Quality Improvement Plan

· The Budget will be based on previous years actual expenditure, projected income and forecast any anticipated changes to the CPI and costs that are likely to be incurred.  The Budget should estimate:
· Projected annual income

· Projected annual expenditure

· What fees will need to be charged for the period to ensure the centre will receive more income than it will spend

The Budget should include:

1.
Budget line/account name (the items that you have budgeted against for income and expenditure)

2.
Month actual figures (what you received and spent for the selected month)

3.
Month budget figures (what was budgeted for the selected month)

4.
Year to date actual figures (what you received and spent for the year so far, including month being reported on) 

5.
Year to date budget (what was budgeted year to date including month being reported on)

6.
Variance (difference between year to date actual and budget figures)

7.
Full year budget (your total budget for the whole year)
· Regular monitoring of the budget against actual results provides information on whether the Centre is on track to meet the goals that were aimed for when budget was prepared

· At the end of each month, compare the actual results from the profit and loss statement with the budgeted results. Note and analyse any variances, with explanations. Categorise all variances as either a 'timing' or 'permanent' variance.

· a timing variance is where the estimated result did not occur but is still expected to happen at some point in the future)
· a permanent variance is where the expected event is not likely to occur at all.

· This information will help minimise future variances. Implement new or improved activities to ensure you are still able to achieve the strategic goals of the Centre

· Assets Register
· The Centre will implement and maintain an - a portable equipment register to keep track of laptops etc. New equipment valued >$500 will immediately be given an asset number/placed in assets register and the corresponding asset will be tagged with the asset number.  An Annual reconciliation of assets on hand (stocktake) to those in the assets register, will be performed by officer/s independent of receiving or recording function.  Asset disposal to be approved by management, and details documented and retained.
· Physical Resources 
· The Centre will monitor expenditure and usage of through retention of invoices for expenditure on assets and by implementing regular review and reconciliation with Budget. In addition it will ensure:-
· Adequate physical security of stores.
· Regular reviews of the reasonableness of stores requisitions.
· Regular stocktakes with results documented and reported to management.
· Purchasing/Accounts Payable 

· Invoice prices are validated by supporting documentation such as requisitions and purchase orders.
· Two signatures are required on cheques, and signatures registered with the bank.
· Internet payment or funds transfer requires the authorization of two designated individuals.
· Blank cheques are not signed.
· Payments made on the basis of original invoices, and documentation stamped “paid.”
· Bank reconciliations performed monthly, and reviewed and signed off by Committee of Management
· Regular management review of major cost fluctuations
· Accounts Receivable

· Reconciliation of fees receivable (based on clear records of services provided) to money actually received will be monitored

· Reconciliation of money received to money actually banked will be monitored
· Petty Cash

· Petty Cash can be claimed by staff for purchases of kitchen and classroom supplies necessary to implement the program up to the value of $50.00.  Any purchases required over this amount should receive pre approval before being bought.
· The adequacy and validity of claims is checked with all claims requiring receipts detailing what has been purchased.

· All claims are stamped as paid when finalised
· Adequate physical security over cash holdings is implemented eg. access to locked box or safe and combination limited, safe locked etc.
· Payroll

· Access to payroll is limited to Office Manager and Treasurer.
· Office Manager approves staff timesheets or attendance variation forms to payroll and this is then approved by Treasurer at bank level
· Monthly management reports are lodged (signed off by Management Committee) showing changes to payroll including new hires, resignations, promotions and rates.

· Process in place to ensure data entry and data review done by different staff/member of committee of management. This applies to both regular payroll and changes such as new employees, pay rates, deductions etc.

· Regular management reviews of rosters.

· Regular management reviews of major cost fluctuations
· Auditing and year-end review

· The Centre must be audited annually. An audit is an independent review and examination of records and activities to assess the adequacy of system controls, ensure compliance with established policies and operational procedures, and enable the recommendation of necessary changes in controls, policies or procedures. An accountant or other independent, suitably qualified person appointed at the Annual General Meeting will conduct the audit.
Statutory Legislation & Considerations

· Education & Care Services National Amended Regulations 2019
· National Quality Standard for Early Childhood Education and Care and School Age Care Council of Australian Governments February 2020
· Associations Incorporation Regulation 2016

Sources

· Community Early Learning Australia
· So now you are on the Committee, A Handbook for Committee Members of Children’s Services, Community Childcare Co-operative Ltd (NSW) 2010

· Fraud Risk Assessment for Service Providers [Online],  NSW Department of Community Services ‐ www.community.nsw.gov.au
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