
 

 

 

St John’s Church, Neville’s Cross, Durham 

FINANCIAL POLICIES AND PROCEDURES 

 

These policies are reviewed and updated annually, usually as part of the annual 

budget setting process.  

 

1. RESPONSIBILITIES 

a) PCC:  The PCC has overall responsibility for the stewardship and application of 

church funds.  The PCC has also agreed to take on responsibility for administering 

the finances of the LOL initiative and the Neville’s Cross Community Choir. The legal 

position is that these groups come under the control of the PCC and are therefore 

required to abide by these policies. 

b) Standing committee:  The PCC will delegate authority to the Standing Committee to 

maintain a strategic oversight of its finances, and to take any urgent decisions 

relating to financial matters.   

c) Finance committee: The PCC has offered additional support to the Treasurer via a 

Finance Committee. This can be called by the Treasurer to discuss issues, and make 

recommendations to the Standing Committee and PCC. 

d) Treasurer:  The PCC will elect a Treasurer each year immediately after the APCM, 

who will have overall responsibility for day-to-day handling of the church finances and 

advising the PCC on its financial position. The Treasurer will be an ex officio member 

of the PCC and Standing Committee. The PCC will ensure the Treasurer is equipped 

with a dedicated computer, software and filing facilities to enable this role to be 

carried out effectively.  It is expected that the Treasurer will normally give six months’ 

notice of his/her intention of standing down to allow good time for a successor to be 

found and inducted into the role.  The current Treasurer is Church Member A. 

e) Churchwarden: The Standing Committee may appoint one of the churchwardens or 

another suitable person to work with the Treasurer and maintain oversight of the 

church’s financial position. For 2019/20 this role will be taken by Church Member B. 

f) Assistant treasurers:  The PCC may approve the appointment of a number of 

Assistant Treasurers who may take on responsibilities in relation to book-keeping, 

maintaining Gift Aid records, counting and banking collections etc.  For 2019/20 the 

Rector’s Secretary will act as Bookkeeper and Gift Aid Secretary. Church Member C  

will assist on handling collections. 

g) Budget holders:  The PCC will allocate responsibility for particular areas of 

expenditure to individuals providing leadership in those areas.  These budget holders 

will then propose budget allocations each year and will monitor and approve 

expenditure within those budgets by other members of their teams. 
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h) Trustees of Church Estate Charity:  The Rector, churchwardens and Treasurer will 

act as St John’s trustees of the Church Estates Charity (other trustees coming from 

St Margaret’s church). 

 

2. BUDGET SETTING 

a) Annual process:  The PCC will approve an annual budget before the beginning of 

each financial year.  Budget holders will be asked to submit requests for funding for 

the following year by mid-August, allowing the Treasurer to pull together a proposed 

budget during September for discussion and, normally, for approval at a PCC 

meeting in November.  Where possible, major items of expenditure foreseen for 

subsequent years should also be noted to allow longer-term financial and cash flow 

planning.  

b) LOL & Neville’s Cross Community Choir budgets:  The LOL and the Neville’s 

Cross Community Choir committees will also be asked to agree a proposed budget 

for the following year on the same timescale. 

c) Budgetary considerations:  In setting budgets the PCC will bear in mind: 

i. Ethos: Its responsibility to use money wisely and carefully, in line with the 

expectations of donors and church members, and in ways which will best 

promote the mission and ministry of the church. 

ii. Mission Giving:  The church’s commitment to allocate 10% of donated 

income (including Gift Aid claimed) and investment income to Mission Giving. 

iii. Parish share:  St John’s Church shares in the work and ministry of the 

Durham Diocese and contributes financially through its Parish Share. The 

Parish Share is set by the PCC (usually in June) and the amount set will 

depend on the financial position of the church. Changes to the amount we 

offer each year will depend the level of giving at St John’s. We hope to give 

more when we are able, but also expect that the diocese shares some of the 

financial risks undertaken by the PCC and may offer an amount less than the 

previous year. It is expected that Parish Share would be reported to the 

congregation soon after a decision is made. 

iv. Maintenance requirements:  It is an important discipline to set aside enough 

money within our annual budget to cover the average costs of maintaining 

and replacing the church premises and equipment, with any unused portion 

being added to reserves. 

v. Expenses:  The PCC will encourage members of the congregation to claim 

any expenses they incur on behalf of the church, so it can maintain an 

accurate understanding of the reality of the costs of running the church.  If a 

member wishes they can of course give back the amount claimed as a 

donation (which may then become a donation eligible for Gift Aid). 
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3. RESERVES AND INVESTMENT POLICIES 

a) Restricted funds:  Money received in the form of restricted donations will be kept 

distinct within our accounts to ensure that money is spent only upon those restricted 

purposes. 

b) Designated funds:   

i. Status of designated funds:  The PCC may choose to establish designated 

reserves, set aside for particular purposes, but it may decide at a subsequent 

date to “undesignate” those funds and allocate them to the general fund or 

other purposes.  

ii. Considerations:  In agreeing the appropriate level of designated reserves 

the PCC will reflect in particular on the need to ensure it is in a position to 

carry out necessary repairs/replacements to the roof, boilers, organ, carpets, 

audio-visual equipment and other major works to the building.  However, it is 

recognised that it may not be best stewardship to maintain an excessively 

prudent amount in reserves if that prevents the application of funds to other 

strategic and mission-related activity. 

c) Cash holdings:  The PCC will agree how much of its reserves should be held in 

cash to fund cash flow requirements over the coming three to five years, recognising 

that the rate of interest return on such holdings is likely to be low.  

d) Other investments:  Other reserves should be invested in appropriate financial 

vehicles, bearing in mind St John’s charitable status, the importance of ethical 

investment approaches, and the level of liquidity expected to be needed.  Suitable 

vehicles, for example, might include M&G Charifund units, or funds administered by 

the Charities Aid Foundation and the Central Board of Finance of the Church of 

England. These investments should be reviewed by the PCC on at least an annual 

basis. 

 

4. ACCOUNTING AND REPORTING 

a) Book-keeping:  The Treasurer will be responsible for maintaining accurate records 

of the church finances, delegating activities to Assistant Treasurers as appropriate. 

b) Accruals basis:  Whilst not required by law, St John’s will prepare accounts on an 

accruals basis as this will allow a clearer understanding of its underlying financial 

position. 

c) Reporting:  The Treasurer will report to the PCC on the church’s financial position at 

least once a quarter, and more frequently if necessary or requested by the PCC. 

d) Audit/independent examination: The APCM will approve the appointment of an 

independent examiner or auditor each year.  For the current financial year, this will 

be B J Straughan and Partners, 7 Lucy Street, Chester-le-Street, Co. Durham, DH3 

3UP. 
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e) Approval of annual accounts:  Draft audited accounts for each year will be 

prepared if possible for the February Standing Committee meeting following each 

year end, with the accounts formally approved for proposal to the APCM at the March 

PCC meeting.  A vote will be held at the APCM to accept the previous year’s audited 

accounts.  

 

5. INCOME 

a) Gift Aid, standing order and envelope donations:  These will be monitored by an 

Assistant Treasurer, who will also handle claims from HMRC in relation to Gift Aid, 

and each year a letter of thanks will be issued to each donor confirming the amount 

received. The Parish Giving Scheme will absorb some of this responsibility as donors 

switch to a direct debit system. 

b) Open collections:   

i. Counting:  Where possible, these should be counted by two people together, 

to avoid any potential challenges about theft from the collection plate.  A 

simple form will be used to record the total amount received in envelopes and 

the amount in the loose collection, as this should allow us to reclaim Gift Aid 

on the amounts donated even when the donors are unidentified. The amount 

in each individual envelope should be noted on the envelope and these 

should then be passed to the Gift Aid administrator. Once counted, money 

should be left in a bag with the form in the safe until it is taken to be banked 

by the Treasurer, an Assistant Treasurer, Churchwarden, or the Rector’s 

secretary. 

ii. Organising the counting: It will be the responsibility of an Assistant 

Treasurer to ask a current PCC member, Assistant Treasurer or a former 

churchwarden/Treasurer to do this for each service.  (In 2019/20 it is 

expected the people on this rota will normally be Church Members A, C, D, 

E,). The person responsible for counting at each service should invite another 

regular member of the congregation who happens to be present at that 

service to help as the second person (although whenever possible this should 

be someone from the categories of “responsible people” mentioned in the 

opening sentence of this section).  In the event that the official counter does 

not turn up at a service, the Treasurer, churchwardens or the person 

presiding at the service will ensure that an appropriate person is asked to 

count the collection, or place the uncounted collection in the safe. 

c) Cash receipts:  If cash is received in the post at the church office or is handed to a 

member of clergy or a churchwarden for a specific purpose it should be kept securely 

(in a safe, locked drawer or other secure place) and banked in as soon as possible.  

Cash should not be posted to the Treasurer or left in church except within the safe. 

d) Stewardship reminders:  Members of the congregation will be invited to review the 

amounts they give and whether they have signed a Gift Aid form during the 

Treasurer’s report at each APCM, and during at least one other service in the course 

of each year.  The APCM report will give an account to the congregation of how their 

donations have been spent. 
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6. EXPENDITURE 

a) Payment of sums owed:  St John’s will always endeavour to pay invoices within the 

credit period agreed with a supplier, as a matter of good practice.  This means that all 

those receiving invoices for the church must pass them on, with any supporting 

documentation, to the Treasurer as soon as possible. To minimise transaction costs, 

payment by bank transfer is preferred. 

b) Requests for payment within normal budgets:   

i. Authorisation:  Normally, items of expenditure should be incurred within 

agreed budgets, and the relevant budget holder should request to the 

Treasurer that a particular item be paid or reimbursed. 

ii. Invoices:  Where an external supplier is to supply an invoice, it should be 

requested that invoices be made out to “The Treasurer, St John’s Church” 

and sent to the church address (i.e. c/o Antioch House)  

iii. Reimbursing members of the congregation:  Where a member of the 

congregation has incurred an expense on behalf of the church and wishes for 

reimbursement, they should wherever possible submit receipts.  Requests 

should be passed in the first instance through the relevant budget holder for 

each activity, so they can be authorised as falling within the agreed budget.  

However, if it is unclear where responsibility sits, then claims may be 

submitted directly to the Treasurer (or Assistant Treasurer in the case of small 

amounts under £10.00).  Such reimbursements should be sought within four 

weeks (unless prior arrangements have been made) to allow proper 

monitoring of the church’s financial position; this is particularly important 

towards the end of the financial year to ensure that the annual audited 

accounts are accurate.   

iv. Tendering:  Any expenditure in excess of £500 should normally be subject to 

a tendering process with two quotations for work/supply of goods received.  In 

the case of expenditure in excess of £3,000 three quotations should normally 

be obtained.  The budget holder will be asked to justify which quotation they 

recommend for acceptance – but this will not necessarily always be the 

cheapest one:  overall value for money, quality of work, and ethical 

considerations are all possible reasons for opting for a more expensive 

quotation.   The Standing Committee or PCC will agree which quotation is to 

be accepted.  If for some reason it has not been possible to obtain the 

number of quotations indicated above, the Standing committee or PCC may 

decide it is nevertheless acceptable to proceed.  

v. Conflicts of interest:  If work is to be commissioned from a member of the 

congregation, a member of their family or from an organisation in which they 

have a direct financial interest, that person should not be involved in the 

process of recommending a quotation – although it is entirely acceptable that 

work should be done by such people if they offer the best option.   
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c) Requests for payment of unbudgeted items or where annual budget has been 

exceeded:   

i. Sums up to £100: may be authorised by the Treasurer together with a 

churchwarden or the Rector if they consider it a justified expense. 

ii. Sums up to £500: may be approved by the Standing Committee or PCC. 

iii. Sums in excess of £500: must be approved by the PCC. 

iv. Revised budgets:  if the annual budget for a line of discretionary expenditure 

looks likely to be exceeded by more than the greater of £100 or 10% of the 

approved budget, a revised budget should be approved by the PCC.   

v. Cases of extreme urgency:   if an urgent item of expenditure, for example 

repair to the building, or a health and safety matter needs to be addressed, 

the Rector or a churchwarden may authorise any necessary reasonable 

expenditure regardless of amount, ideally with the agreement of the 

Treasurer. The Rector or churchwarden must report the authorisation and the 

reasons for it to PCC members as soon as possible, without waiting for the 

next PCC meeting.  

d) Banking transactions: 

i. Two signatories:  All cheques or electronic payments must be signed or 

authorised by at least two signatories approved by the PCC. These 

signatories will normally be the Treasurer, Rector and churchwardens, but the 

PCC may authorise additional signatories if it agrees this would be helpful.  A 

member of the LOL committee could act as second signatory on payments 

relating to LOL. 

ii. Conflicts of interest:  Authorised signatories should not normally be involved 

in the final authorisation of payments to be made to themselves or to their 

family members or to organisations in which they have a financial interest.  

 

7. EMPLOYMENT MATTERS 

a) Legal employer:  The PCC is the legal employer of all church staff.  At present this 

means the Rector’s Secretary, the Children and Youth Worker and the Local 

Missioner. The PCC will therefore be required to authorise any substantive changes 

to job descriptions and terms and conditions of employment.  The PCC will be 

informed that annual appraisals have taken place, so it can be assured that legal 

requirements and good practice is being carried out, and would be informed if any 

disciplinary action is to be undertaken, but for reasons of confidentiality the PCC will 

not normally see the appraisal documents themselves. 

b) Line managers:  The PCC will designate a line manager responsible for each 

member of staff (the staff member being formally advised of who this is to be either in 

their contract or in a subsequent letter if the line manager changes) and this person 

will ensure that proper support is given to each individual, that their workload and 

hours of work are monitored (and are in line with contractual undertakings), that job 

descriptions remains up to date, approve and monitor holidays taken, and that the 

staff member receives regular feedback and an annual formal appraisal.  The 
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designated line managers for the Rector’s Secretary  are the churchwardens 

(although the Rector will undertake day-to-day supervision). Church member F will 

oversee the CYW. Church Member G will oversee the Local Missioner. 

c) Overtime:  It is not normally expected that overtime will be paid to staff, but that 

flexibility will be shown over when hours are worked to allow peaks and troughs to be 

accommodated.  However, where additional hours are required to cope with 

exceptional and unforeseen needs the line manger should ensure these are 

authorised in advance as unbudgeted expenditure in line with paragraph 6c above. 

d) Annual salary review:  Staff salaries will be reviewed annually, with any 

recommended increases normally being made to the PCC in October/November 

each year so they can be incorporated in budgets and take effect from 1st January of 

the following year.  

e) Pensions:  The church operates a pension scheme through NEST (the National 

Employment Savings Trust), and employees are enrolled as required by the 

Pensions Act 2008. The church contributes 3% of an employee’s basic pay into the 

scheme. 

f) Payroll:  The payroll for the employees is administered by the accountants BJ 

Straughan who calculate the salaries and HMRC and NEST contributions and advise 

these to the treasurer. The treasurer then advises the employees. 

 

 

 

 

This document was last approved and updated by the PCC on 14th November 

2019 and should be reviewed before 30 November 2020. 


