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1. [bookmark: _Toc207903696]Document Annexes 
(These will be held as separate document templates in the same “Finance Policy” SharePoint folder for ease of update and administration)
	A
	Group Subscription form

	B
	Group Gift Aid form

	C
	Income and Expenses Form

	D
	Activity/Camp Indicative Budget (blank – draft template)

	E
	Annual Budget form (blank – draft template)



2. [bookmark: _Toc207903697]Policy Governance
This policy document is produced to set out the standards by which the finances of the Warminster Scout Group (www.warminsterscoutgroup.co.uk) and any individual Section accounts for Beavers, Cubs, Scouts, and Explorers are to be managed. 
It contains information that is useful to parents / carers as well as leaders of the Sections / Group. 
This policy takes effect from 1st January 2026 until such time as it is superseded.
This policy is reviewed annually and has been agreed via email (to the Group Secretary) vote of the Trustee Board.
Once approved, it is then notified to the Group Trustee Board at the next TBCM (Trustee Board Committee Meeting), whilst also being uploaded to the Group SharePoint and Group website.


3. [bookmark: _Toc207903698]General Information

3.1. [bookmark: _Toc207903699]Budget and Trustee Board
The Warminster Scout Group Trustee Board that is charged with the task of creating and approving the Annual Group budget. Ideally this ratification is obtained at the last Group Trustee Board meeting prior to the start of the subsequent financial year (April to April) and the Groups Annual General Meeting (AGM).
The Board also monitors the finances of the Sections and Group, reviews and approves a Group budget for future years including subscription increases, manages Gift-Aid and oversees the end of year accounts process (whereby end of year accounts for Group are produced, scrutineered / audited, signed off, submitted to District).
3.2. [bookmark: _Toc207903700]Group Treasurer
The Group Treasurer is responsible for the day-to-day management and recording of transactions for the Warminster Group accounts (including any suspense accounts), along with payment of invoices and expenses. The Group Treasurer is also responsible for the production of the Group budget which is set before the Budget and Finance Sub-committee, along with the Year End accounts for the Warminster Scout Group. 
3.3. [bookmark: _Toc207903701]Bank Account
The Warminster Scout Group operates a current account and a savings account currently with Lloyds on behalf of all the sections within the Group. Bank fees are presently not incurred for day-to-day banking facility. There are four approved signatories on the accounts. To withdraw funds (online by BACS) requires two signatories. Online access to the accounts is available to the signatories to monitor the account, and to pay invoices & expenses.
All subscriptions are paid to the Group current account. 
3.4. [bookmark: _Toc207903702]Policy and Template documents
This policy, along with template documents for Standing Orders, Gift Aid, Expense Claims are stored on the Warminster Scout Group SharePoint, access via Group O365 email accounts and copies are held on the Group Website at : 
http://www.warminsterscoutgroup.co.uk/policies-and-information.html  
 

4. [bookmark: _Toc207903703]Parent / Carer Information

4.1. [bookmark: _Toc207903704]Subscription Payments (Subs)
Subscriptions are paid to the Warminster Scout Group account. Subscriptions are set by the Group Trustee Board at the start of each financial year, although they reserve the right to vary subscription’s part way through the year if finances dictate. If this should happen, at least 30 days’ notice will be given to parents / carer.
Subscriptions are required to ultimately cover the operating costs (budgeted) of the Group, including but not limited to insurance, leader training, equipment, utilities, equipment and Scout Association Levy. This is the “Fixed” Operating element of the budget, which is to be agreed annual ahead of the next financial year.
The balance of income after these “Fixed Operating Costs” is then split between the Group and Sections. The split between Group and Sections will be decided upon by the Group Trustee Board following recommendation by the Group Finance Sub-committee that shall be designed to achieve the aims of the budget for the year. 
We encourage payment by Standing Order (see Annex A – Subscription Form) as this spreads the cost through the 12 months, if payment by Standing Order creates a problem, parents / carers should speak to their children’s Section leader. 
For up-to-date information on the current membership fees please see Annex A – Subscription Form
4.2. [bookmark: _Toc207903705]Gift Aid
Included with the Standing Order form for payment of subscriptions is a Gift Aid form (Annex B – Gift Aid Form). Where possible and appropriate we encourage parents / carers to agree to Gift Aid as this enables the Group to obtain additional funds without there being an increased cost to the individuals. 
Completed Gift Aid forms should be returned to your child’s Section Leader.
4.3. [bookmark: _Toc207903706]Non-payment of subscriptions
It is the parents / carer responsibility to make sure that payment for subscriptions is regularly made once the ‘introduction’ sessions have been completed. 
If finances are an issue at any stage, then families are urged to contact the Section Leader / Treasurer in confidence so options can be discussed and agreed.  A small ‘Support’ fund is available at Group level to support this.
Where payments are not received by the date due, parents / carers will be contacted (either via email or in person) the following month by the section leader or the Group Treasurer. A second reminder will be sent after a minimum of 4 weeks. If payment is still not forthcoming parents / carer may be asked to remove their child/ren from the Section.
According to the Policy, Organisation and Rules (POR) of the Scout Association, a young person becomes a member once they have been invested and the membership process has been fully completed.
Due to rules outlined in the Scout Association POR (section 3.7.2.1 - “Youth membership also ends where there has been a failure to pay the membership subscriptions on behalf of the member”).  Warminster Scout Group will remind parents / carers when subscription fees remain unpaid for 60 days, and will explain that continued non-payment may result in the young person`s membership ending.
4.4. [bookmark: _Toc207903707]Other Activities (Camps / Day Trips etc)
The costs for camps and other day trips are normally charged by attendance. They are usually budgeted on the basis of ‘at’ or ‘slightly below’ actual costs. For all UK camps and events, the costs of the appropriate number of adults attending are normally factored into the cost for each young person, although on occasion this may come from Section or Group funds. Where a Young Leader is attending solely in their leadership role the same applies.
Where subs of more than one month are outstanding, parents / carers will be asked to bring these up to date before a young person can attend, even if the event has been paid for, and there will be no refund where expenditure has already occurred (eg purchase of tickets / coaches / food etc).
4.4.1. [bookmark: _Toc207903708]Refunds
On occasion a small surplus or deficit may occur, for example where food costs are lower than budgeted or transport higher than budgeted.
Where this happens, and after any refunds have been considered and processed, if the positive balance equates to:
• 10% or less of the fee charged to participants this is retained by the Section, or in the case of Group / Family Camps or events by the Group 
• More than 10% of the fee charged to participants the parent / carers will be offered a refund or the opportunity to donate some or all to the Group funds.
Where a loss occurs, no refunds will be considered and the deficit for the camp or event will be debited from the relevant Section fund. In the case of Group / Family Camps or events this will be pro rata based on expected attendees.
Refunds for camp and other activities (where an additional fee has been charged) are only considered if there is a surplus after all income and expenditure has been processed and only offered in exceptional circumstances.
Where Event / Activity payments have been made through Online Scout Manager and refunds should be minus the transaction fees applied.
No refunds are made where a child does not attend events and activities covered from Section / Group funds
4.5. [bookmark: _Toc207903709]Leaving the Group
When a child paying by Standing Order leaves the Warminster Scout Group, the parent / carer will be contacted by e-mail to remind them to cancel their Standing Order subscription. A second email will be sent for the second month that subscriptions are still being received.
Where standing order payments are still being received more than 3 months after the child/ren leaving, the Warminster Scout Group reserve the right to treat this as an unrestricted donation to the Warminster Scout Group. No refunds will be made beyond 3 months of the child/ren leaving the Group.




5. [bookmark: _Toc207903710]Group Leader / Section Leader Information
The Warminster Scout Group account is operated on a ‘Receipts and Payments’ Accounting method and subscriptions by standing order are received to the Group account. Activities for the Sections are paid for largely using the subscriptions that are received, and in some cases additional fund-raising activities. 
The Group account is managed using an Excel spreadsheet that records budget information, income, expenses, and year end accounts. A second Excel spreadsheet is used for reconciliation of the standing order payments that are received to the Group account.

5.1. [bookmark: _Toc207903711]Subscription split
Currently a percentage of the subscriptions (decided annually when the Group Budget is set) stays with the Group, to pay for things such as insurance, leader training, equipment, utilities, equipment and Scout Association Levy. The remainder of the monthly subscription is “credited” to the appropriate Section each month (via internal transfer to suspense account) to pay for the weekly activities and the badges for those in that Section.  
The Group Treasurer will send out a mail to Section Leaders each month, once the Group account bank statements have been reconciled. This will confirm the amounts which are to be paid to the sections as well as any members for whom subscriptions have not been received.
Section leaders / Group Treasurer will follow up non-payment of subscriptions with parents / carers.
5.2. [bookmark: _Toc207903712]Children ‘moving up’ between Sections
When a child moves up between sections it is important that the ‘Subscription’ Excel is updated by the Group Treasurer so that subscription payment allocations can be done correctly from Group to Section. 
When children move between sections, the following should be done:
5.2.1. Section Leader of section that the child/ren is moving from - Section leader should contact the Group Treasurer (copy to the Section Leader of the new section) to advise the date when the child/ren are expected to move. The Group Treasurer will then adjust the monthly ‘Subscription’ Excel monitoring sheet to show that any standing order subscriptions received at Group should be credited to the new Section the month following the expected move date.  
5.2.2. Where the Section Leader of the new Section contacts the Group Treasurer to advise that a child has moved up (but the ‘leaving’ Section hasn’t advised the Group Treasurer), then subscriptions from the immediate month going forward will be credited to the new section. Crediting of subscriptions prior to this point will not be done.

5.3. [bookmark: _Toc207903713]Leaving the Group
Where a child leaves the Group (or is confirmed as having left) the Section Leader will send contact details to the Treasurer. The Treasurer will then make contact with the parent / carer regarding cancelling of any standing orders or overdue subscriptions


5.4. [bookmark: _Toc207903714]Receipt of Cash and Cheques
Any cash or cheques that are received must be securely handled. It is suggested as ‘good practice’ that a receipt stating the name, date and amount should be given to the payer and this should be done using a ‘duplicate receipt’ book so that a copy is kept. Any cash or cheques received should be given to the Group Treasurer as soon as possible. Under no circumstances should cash received ever be used to ‘net-off’ expenses. 

5.5. [bookmark: _Toc207903715]Expenditure from Group Accounts
Expenditure from Group Account is, as far as possible, kept to a minimum by negotiating discounts on everything from broom handles to tents. Guidance on levels of expenditure for group below
	Amount 
	Group Fund 
	Authorisation expenditure 
	Supporting Information 

	Up to £100 
	Individual 
(Inclusive of several items/costs) 
	Treasurer
BACS 2nd Signatory
	Expense form 
Receipts 

	£101 - £250 
	Individual & GSL/Chair via email agreement. 
	Treasurer
BACS 2nd Signatory
	Expense form 
Receipts 

	£251 - £500 
	Individual & GSL/Chair via email agreement via budget Sheet - for Event/Activity/Equipment. 
	Treasurer
BACS 2nd Signatory
	Budget Sheet
Expense form 
Receipts 

	£501 - £750 
	Individual & GSL/Chair via email agreement of budget Sheet - for Event/Activity/Equipment. 
	Treasurer
BACS 2nd Signatory
	Budget Sheet 
Quotations. 
Expenses Form 
Receipts 

	>£750 
	Approval from Group Trustee Board. 
Budget Sheet - for Event/Activity/Equipment provided quotations included. 
Where a single cost - minimum of three quotations to be provided. 
	Agreement through the Trustee Board either Face2Face or at regular meetings
	Budget Sheet
Quotations. 
Expenses Form 
Receipts 




5.6. [bookmark: _Toc207903716]Expenditure from Section Accounts
When each Section’s Leadership (Section Leaders, Assistant Leaders, Section Assistants and Young Leaders) team discuss and agree each term’s programme, the budget should be considered and expected expenditure should be agreed in principle. 
	Amount 
	Section Fund 
	Authorisation expenditure 
	Supporting Information 

	Up to £100 
	Individual 
(Inclusive of several items/costs) 
	Treasurer
BACS 2nd Signatory
	Expense form 
Receipts 

	£101 - £250 
	Individual & Section Leader via Email agreement. 
	Treasurer
BACS 2nd Signatory
	Expense form 
Receipts 

	£251 - £500 
	Individual, Section Leader plus one other section member. 
	Treasurer
BACS 2nd Signatory
	Expense form 
Receipts 

	£501 - £750 
	Individual, Section Leader plus one other section member via email agreement of budget Sheet 
	Treasurer
BACS 2nd Signatory
	Budget Sheet 
Quotations. 
Expenses Form 
Receipts 

	>£750 
	Section Leader to take to Group Trustee Board 
Budget Sheet - for Event/Activity/Equipment provided quotations included. 
Where a single cost - minimum of three quotations to be provided. 
	Agreement through the Trustee Board either Face2Face or at regular meetings
	Budget Sheet
Quotations. 
Expenses Form 
Receipts 



5.7. [bookmark: _Toc207903717]Uniform
The Group pays the cost of one piece of uniform (shirt / polo shirt / hoodie) per Section Leader / Assistant Section Leader / Section Assistant per year, with requests for replacements considered as required.
5.8. [bookmark: _Toc207903718]Expenses 
All details of expenses claimed must be clearly and fully recorded on the Group Expenses Forms, either “Annex C - WSG-Income-Expenses-form” which is available to download from the Group website, or available in the Finance Policy folder on the Group SharePoint.   
5.8.1. Receipts for all expenses should be submitted with the form, and the form should be completed specifying whether the specific expense is to be paid at Group level or Section level. 
5.8.2. Where the expense can be paid on invoice by BACS through the Group Treasurer, this is preferable to a Leader Expenses claim (Annex C – Sheet 2), where the supplier invoice should be submitted with a “Supplier Expense” form (Annex C – Sheet 3).
5.8.3. Forms must be submitted to the Group Treasurer no more than 6 weeks after an expense was incurred. Expenses will normally be processed within 2 weeks of the Group Treasurer receiving them and will be paid by BACS.
5.8.4. Guidance on levels of expenditure, including pre-approval, and pre-agreement are contained with “Sections 5.5 and 5.6”.

5.9. [bookmark: _Toc207903719]Lost receipts
Expenses will normally only be paid against receipts, but it is accepted that on occasion receipts may get lost. In this situation the claimant must state on the “Receipts & Expenses” form that the receipt has been lost. It should be noted that in this situation payment for the expense is at the discretion of the Group Treasurer and / or the Group Chairman.
5.10. [bookmark: _Toc207903720]Mileage
Mileage expenses incurred either during, or to support, scouting activity can be claimed by uniformed leaders within the group from section accounts on the basis of 40p per mile. Distances must be shown on the expense claim form including From: and To: postcodes to enable validation if required. 


5.11. [bookmark: _Toc207903721]Advances 
Individuals may request the Group Treasurer to supply an advance on expenses to be incurred. 
In this situation a Leaders expense form Annex C – Sheet 2) should be completed detailing the request and amount required. Invoices / receipts will subsequently be required to support the advance and must be submitted, along with any remaining advance, immediately after the expense has been incurred.
Advances will be paid by BACS.
5.12. [bookmark: _Toc207903722]Section Accounts
As we have charitable status, we are not allowed to accrue funds but due to the significant cost of certain activities in the programme the sections are not required to spend the entire balance of their funds each month, however they are encouraged not to retain significant funds over the year. 
Finances are reviewed at Trustee Board meetings or can agree items via email as required.

5.13. [bookmark: _Toc207903723]Additional Activities and Costs
There are occasions where certain weekly meeting activities are very expensive and in these situations the Section’s Leadership team may request an additional payment from families to assist with the cost. 
These requests will be kept to the minimum as it is expected that all weekly activities should be covered from the Section funds where possible and planned in advance (See ‘Expenditure from Section Accounts’). 
Section Leaders are required to report these circumstances to the Trustee Board for review.
5.14. [bookmark: _Toc207903724]Equipment
The cost of Group equipment (e.g. tents etc) is one of the major costs for the Group and requires being repaired / replaced on a regular basis. As a result, it is the Groups intention to budget for this cost via fundraising however the Group reserves the right to charge the cost to the sections.

6. [bookmark: _Toc207903725]Camps, Activities and Excursions / Other day trips etc.
Camps, Beaver sleepovers and other residential experiences should cover its costs including an allowance for wear and tear of equipment.
Outings, excursions and expeditions should break even financially. In some circumstances, the Group Trustee Board may approve a subsidy in advance.
It is the responsibility of the Leader in charge of the event to ensure that it is properly budgeted and financed (including subsidy approvals) and that all required monies are collected prior to departure.
Funding for camps or activities at a cross-section level or Group Level must be agreed at the Group Trustee Board. 
Camps or activities across two or more sections should be treated as Group activities, with the Trustee Board being made aware.

Camp/Activity leads are encouraged to prepare a simple initial budget “Annex D - Activity/Camp Indicative Budget” to ensure that activity costs and timelines are understood. 
If a section is organising a camp or activity out of their own section funds, then the need for budget and approvals can be more relaxed.  
If agreement of an Activity or Camp of budgeted expenditure cannot be reached, then the matter must be referred to either the Group Lead Volunteer or Group Treasurer for consideration before action is taken.
All expected budgeted expenditure for Camps/Activities (in total or a part thereof) over £750 must be approved by the Finance sub-committee before action is taken (including paying of deposits). Such matters should be referred to the Group Treasurer who will then arrange for a decision to be made either via e-mail or at the next Trustee meeting.
Where possible Camp/Activity initial expenditure (Site/Transport deposits) should be covered by the Young Person “initial commitment” deposits, to limit the impact to Group/Section funds, however this decision should be considered throughout the budget and expenditure approval process.
WARMINSTER SCOUT GROUP – GROUP POLICY - FINANCE

Closing accounts for Group funded activities should be presented to the Group Treasurer after all the income and expenditure has been received / paid. These should include all receipts and any income / expenditure books used for the event. A statement of account (showing opening balance, income, expenditure, closing balance) should be presented at the same time.
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