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Philosophy 
 
The purpose of financial management in the operation of all Life and Loom’s (from heron referred to 
as the Organisation) activities is to fulfil the organisation’s mission in the most effective and efficient 
manner and to remain accountable to stakeholders, including clients, partners, funders, employees, 
and the community. In order to accomplish this, the Organisation commits to providing accurate and 
complete financial data for internal and external use by the Managing Director and the Board of 
Directors. 
 
Authority 
 
The Board of Directors is ultimately responsible for the financial management of all activities. The 
Managing Director is authorised to act on the Board’s behalf on financial matters when action is 
required in advance of a meeting of the Board of Directors. 

a. The Managing Director is responsible for the day-to-day financial management of the 
organisation. The Board authorises the Managing Director to hire and supervise staff and 
volunteers, pay bills, receive funds, and maintain bank accounts. 

b. The Managing Director is authorized to sign checks up to £500. Checks for amounts greater 
than £500 shall require the signature of one additional member of the Board of Directors. 

c. The Managing Director is authorized to enter into contracts for activities that have been 
approved by the Board as a part of budgets or plans. The Board of Directors must authorise 
any contracts outside of these parameters and all contracts with a financial value greater 
than £500. 

d. The Managing Director is authorised to manage expenses within the parameters of the 
overall approved budget, reporting to the Board of Directors on variances and the reason for 
these variances. 

e. The Board of Directors must approve any use of the board designated cash reserve fund. 
 

Responsibilities 
 
The Managing Director shall: 

http://www.lifeandloom.co.uk/


a. Safeguard the assets of the Organisation 
b. Prevent fraud 
c. Keep financial records in accordance with relevant legislation (Companies Acts) 
d. Account for donor-restricted funds separately from general operating funds, and clearly 

define the restrictions applicable to these funds. 
e. Report the financial reports of the organisation’s operations according to the schedule 

established by the Board of Directors, but at least quarterly. 
f. Pay all obligations and file required reports in a timely manner. 
g. Make no contractual commitment for bank loans, corporate credit cards, or for real estate 

leases or purchases without specific approval of the Board of Directors. 
h. Record fixed assets with purchase prices greater than £500 as capital assets in accounting 

records. 

The Board of Directors shall: 

a. Review financial reports at each board meeting. 
b. Provide adequate training to members to enable each member to fulfil his or her financial 

oversight role. 
 

Financial Procedures 
 
Organisational information 

a. Our financial year runs from: 14th April 
b. Name of Bankers: Lloyds Bank, Jameson Street  
c. Name of Auditor/Independent Examiner: Kendal Accountancy Services Limited 

 
Bank Accounts 

a. All bank accounts must be in the name of the organisation 
b. No bank account may ever be opened in the name of an individual or individuals 
c. New accounts may only be opened by a decision of the Board of Directors which 

must be documented 
d. Changes to the bank mandate may only be made by a decision of the Board of 

Directors, which must be documented 
e. All cheques over £500 must be signed by two signatories 
f. The signatories are responsible for examining the cheque for accuracy and 

completeness 
g. All Internet Bank Transfers over £500 must be authorised by two signatories  
h. The managing director is responsible for ensuring accuracy and completeness prior 

to transmission 
i. The signatories are responsible for examining the payment documentation 

(purchasing invoice etc) prior to signing the cheque or authorising an Internet 
Transfer  

j. Blank cheques must never be signed 
 

 
Signatories to the accounts 
 

i) Name: Fynn Hopper 
Role/Job Title: Director/Studio Coordinator  



ii) Name: Philip Easingwood 
Role/Job Title: Director 

iii) Name: Suzanne Thompset-Ince 
Role/Job Title: Director 

iv) Name: Jadwiga Wsol 
Role/Job Title: Director 

v) Name: Kate Macdonald 
Role/Job Title: Director 

 
Financial Reports 
 
a. A financial report will be prepared for every Board of Directors meeting 
b. The financial report will consist of: 

o Profit and Loss 
o Balance Sheet 

c. Each financial report will be circulated to all Board of Directors and discussed at the following 
meeting 

d. The reports will be prepared by the managing director  
 

 
Accounting and other financial records 
 

a. The organisation maintains a computerised accounting system which records: 
o Cheques and cash received and banked 
o Cheque payments, internet banking transfers and other amounts paid from the bank 

accounts 
o Other payments received  

 
b. Every transaction will be entered into the appropriate book and will include: 

o The date of the transaction 
o The name of the person money was received from or paid to and the full amount 
o A brief description of why the money was received or paid 
o An analysis of each amount under its relevant budget heading, where applicable 

 
c. All documents relating to receipts and payments will be filed in the month they are input 

into the system 
 

d. A regular backup copy will be taken, saved to cloud storage and a copy transferred 
electronically to the managing director 

 
Authorisation and Payment 
 

a. A second director must approve the purchase of any item over £500. 
b. No Board of Director or staff member may authorise payment to themselves, their partner or 

relatives. 
c. Before cheque or Internet payment above £500 is made, it must be authorised in writing. 
d. When the cheque is signed, the two signatories should also sign the Cheque Authorisation 

Form. 
e. For Internet Bank Transfer the two signatories must sign the Bank Transfer Authorisation 

form. 



f. Once payment has been made, the invoice (or other receipt) should be marked “Paid”, 
together with the cheque number and date. 

g. All payments must be entered in the computerised accounting system only after being 
authorised. 

 

Payroll 

a. All employees (including sessional and part time employees) must be asked to complete the 
relevant PAYE form/s before they receive any payment. 

b. All staff changes and changes to terms and conditions of employment must be authorised and 
documented by the Board of Directors. 

c. Payroll and all calculations will be made by the Managing Director 
 

Insurance 

a. Appropriate Insurance policies will be maintained to cover: 
a. Employer’s Liability 
b. Public Liability 
c. Contents 

b. An inventory of all physical assets of the organisation will be kept and regularly updated. 
c. A copy will be kept off the premises at the address of the Managing Director 

 
 
Financial Transactions with Insiders 
 
No advances of funds to employees or directors are authorised.  
 
In no case shall the Organisation borrow funds from any employee or director of the organisation 
without specific authorisation from the Board of Directors. 
 
Gift Acceptance 
 
The Organisation shall accept contributions of goods or services other than cash that are related to 
the programs and operations of the Organisation. Any other contributions of non-cash items must 
be reviewed and approved by the Board of Directors before acceptance. 
 
Asset Protection 
In order to ensure that the assets of the Organisation are adequately protected and maintained, the 
Managing Director shall: 

 Insure against theft and casualty losses to the organisation and against liability losses to 
Board members, staff, or the organisation itself to levels indicated in consultation with 
suitable professional resources. 

 Plan and carry out suitable protection and maintenance of property, building, and 
equipment. 

 Avoid actions that would expose the organisation, its board, or its staff to claims of liability. 
 Protect intellectual property, information, and files from unauthorised access, tampering, 

loss, or significant damage. 
 Receive, process, and disburse funds under controls that are sufficient to maintain basic 

segregation of duties to protect bank accounts, income receipts and payments. 



Petty Cash 

- The petty cash float is the responsibility of the managing director 
- Items purchased from petty cash must not exceed £50 for any one purchase 
- Petty cash claims must be prospectively backed by receipts 
- The petty cash will always be kept in a lockable cash box which is kept in a locked safe 
- All petty cash activity is recorded in a petty cash journal 
- Petty cash floats are for use in exceptional and urgent circumstances or for reimbursement of very 
minor day to day expenditure i.e. hospitality for participants 

Monitoring Arrangements  

The policy and procedures will be reviewed annually by the Board of Directors and revised as 

necessary 

 

 


