
LLANTILIO PERTHOLEY COMMUNITY COUNCIL

Community Hall Booking System Policy/Fire Safety Policy
1. Purpose
This policy ensures that all Community Hall bookings, invoicing, and income are handled securely, with clear segregation of duties and a full audit trail from booking to bank deposit.
2. Segregation of Duties
Booking Officer / Caretaker
• Manages bookings and hall access.
• Issues booking confirmations and booking forms, issues fire safety regulations and ensures hall users are familiar with the evacuation procedure in the event of a fire.  (The Caretaker is responsible for ensuring safety equipment such as emergency exit lighting, fire alarms, fire extinguisher test certificate, PAT test certificate, are up to date).  The Caretaker is responsible for performing regular checks in line with the Fire Risk Assessment and maintaining a log.  Any concerns are to be reported to the Chairman and the Clerk.
• Collects any cash payments from hirers on site.
• Provides receipts for all cash received using pre-numbered receipt books.
• Holds cash securely until it can be handed over or deposited.
• Does not issue invoices or record transactions in the financial system.
Responsible Financial Officer
• Generates and issues invoices based on booking records.
• Records all payments (cash, cheque, or bank transfer) in the accounting system.
• Reconciles recorded income with banking records and receipt copies.
• Does not collect or handle cash directly.
Councillors
• Periodically checks that receipts issued match bookings and invoices.
• Verifies that all cash and bank receipts are correctly recorded and deposited.
• Reviews reconciliations and ensures documentation completeness.
3. Booking and Invoicing Process
1. The Booking Officer records confirmed bookings in the hall calendar or booking system.  When a cash  booking is taken the Caretaker completes the diary and numbered duplicate book with details of the booking, date and amount.   Upon receipt of the cash or cheque the white copy of the duplicate book is stamped with the “Received” stamp and is placed with the cash in one of the cash boxes provided.  The cash box will either be red or blue depending upon the month and the diary will be the same colour.  At the monthly handover the cash box and diary should be handed to the Responsible Officer.  The cash box should be reconciled to the receipts placed in the box.    
2. Where an invoice is required the booking must be entered into the diary and the  Booking details are passed to the Responsible Financial Officer, who generates and sends an invoice to the hirer.  Care must be taken to take the hirers name, email address and phone number.
3. Each booking and invoice must have a unique reference number for tracking.
4. Receipts and Banking Process
1. Hirers may pay by bank transfer, cheque, or cash.
2. When cash is received on site:
   • The Booking Officer or Caretaker issues a pre-numbered cash receipt immediately.
   • A duplicate copy of the receipt is retained for the Responsible Financial Officer.
   • Cash is stored securely in a locked cash box or safe.
3. Cash is:
   • Handed to the Responsible Financial Officer in person, with both parties signing a handover record.
4. The Responsible Financial Officer records all payments in the financial system and reconciles deposits with receipt copies and invoices.
5. Audit Trail and Record Keeping
• All documents (booking forms, invoices, receipts, deposit slips, and bank statements) must be retained for at least seven years.
• Each transaction must be traceable from the original booking to the corresponding bank deposit.
• The Responsible Financial Officer maintains the master income register and reconciliation records.
6. Review and Oversight
• The Committee will review booking and financial records quarterly.
• Any discrepancies must be reported and investigated promptly.
• This policy will be reviewed annually to ensure continued compliance with good financial practice.
