RUGBY CREDIT UNION

POLICY DOCUMENT 5
Operations

	Business Planning

Disaster recovery

Premises & Office Policy

Working procedures. Staff & volunteers - H&S, Lone working

IT Security

Public Liability

Employers Liability


1 PLANNING

1.1 THE BUSINESS PLAN

The Three year Business Plan (see separate document) will be used to monitor the progress of the Credit Union, it is a mandatory requirement as part of a Credit Union’s Part IV permission.  The Business Plan will be a rolling three year plan that will be formally reviewed and updated annually when targets and will be set based upon experience from the previous year.  The Plan will then be approved for the following three years.  There may be intermediate updates in the light of circumstances that may arise between the annual reviews. It will ensure that the Credit Union will always be in a position to maximise its business success and reduce the possibility of business failure.
The Board of Directors will monitor progress on a monthly basis, utilising the figures produced by the Treasurer.  The Plan will also help in budgeting and cash flow forecasting.

1.2 POLICY PLANNING

The Board of Directors will note trends indicated within financial statements and past experience to plan alterations in policies such as the review of the loans policy, opening times, promotion strategy, etc.  Account will also be taken of member feedback which may indicate the need to alter policies and plan future adjustments to service delivery.

1.3 BUSINESS PLANNING POLICY

The Credit Union’s Business Planning policy will be based upon the notes issued by the Financial Services Authority (N4CU – Regulatory Business Plan). It will be a key element in the FSA’s on-going supervision of the Credit Union, which offer the following guidance:

The Business Plan will include:

· A table of contents, containing section titles and page numbers for easy reference

· An Executive Summary, which briefly describes the key points of the Business Plan.  This must be a crisp overview and to the point, which will help the FSA focus on the key issue that the pal intends to cover. Specifically, it should contain:

· the Credit Union’s name, registered number (if issued), address and telephone number,

· the contact person, their address and telephone number,

· a paragraph identifying the common bond and the services offered to members,

· a brief financial summary setting out the Credit Union’s strategic objectives over the following three-year period (at a minimum) including: initial and ongoing capital, liquidity ratios, provisioning ratios, membership size and total assets

· any unique characteristics of the Credit Union.

· A Marketing section, identifying the different groups within the common bond who will have different needs, and outlining:

· potential numbers and how they will be targeted,

· various strategies to be used for different groups, who will do this, the support necessary and required resources,

· channels to be used to reach potential members and the content of the message,

· targeted promotional activity planned, for example media, advertising, public events, presentations, leaflets, direct mail,

· a schedule of marketing events during Business Plan period,

· benchmarks and milestones against which to track progress,

· Risk Assessments, covering:

· external risk such as competition and economic factors (e.g. major job losses in the area or low interest rates),

· internal risks, such as significant changes in levels of savings, loans or membership numbers, changes in funding sources, the loss of key personnel,

· a contingency plan in response to the risks identified.

· A Financial Plan, covering projections of:

· income and expenditure,

· balance sheet,

· cash flow,

· capital,

· liquidity,

· provisioning,

· large exposures,

· membership,

· details of any outsourcing of business processes.

· All Directors and Officers will sign to acknowledge that they have seen, understood and support the Business Plan.

· The Board will on regularly compare the Business Plan with actual progress and make such strategic and operational changes as are necessary to:

· meet the planned targets,

· revise the targets in the light of current circumstances.

· In addition to this monitoring, the Business Plan will be revised annually and rolled forward for the following year with new ‘SMART’
 targets

1.4 REGISTERED OFFICE

A letter is attached confirming arrangements at the proposed registered office.

2 DISASTER RECOVERY / BUSINESS CONTINUITY PLAN (See Appendix Five)
3 IT SECURITY (See Appendix Six)
4 RETENTION OF RECORDS POLICY

All records of the Credit Union shall be kept for six years before being destroyed.  The archiving system will be such that particular records can easily be located.

The storage area shall be secure and dry to maintain confidentiality and condition of records.

The key to the storage area will be kept in the custody of the Secretary.

5 HEALTH & SAFETY POLICY (see Appendix Eight)

6 EMPLOYEE LIABILITY (see Appendix Nine)

7 PUBLIC LIABILITY (See Appendix Ten)
1 Disaster Recovery/ Business Continuity Plan

2 IT Security

3 Premises & Office Policy

4 Health & Safety Policy

5 Employee Liability

6 Public Liability

Appendix Five: Disaster Recovery/ Business Continuity Plan (To be worked on........)
CONFIDENTIALITY

This plan is confidential and must not be disclosed to anyone other than a fellow officer of Rugby Borough Credit Union.  It is issued to all officers of Rugby Borough Credit Union.

Any media enquiries resulting from a disaster befalling the Credit Union must be directed to the President or successor as indicated on the succession plan, without any comment.

COMPUTER DATA

The following procedure for security back up of computer data is applied: -

Week-ending
All computer data will be backed-up onto two discs, one of which will be kept at the Credit Union Operations Office with the computer and the other at the registered office of the Credit Union, Rugby CVS North Street Rugby

Month -end
All computer data will be backed-up onto three discs.  Two will be held at the locations for the weekly back-ups the third disc to be kept at the home address of the Treasurer.

Quarter-end and Year-end back-ups will be as Month-end above.

Also at each weekending, printouts of each member’s transactions, their share and loan balances, nominal balances and a trial balance will be produced.

COMPLETE LOSS OF COMPUTER

In the event of complete computer failure, or equipment being stolen, sufficient hard data will be retained to allow a manual system to be used until such time as a computer can be brought into action.

OTHER DATA

A membership list including name, address, age and nominee will be kept in another secure place along with the last year’s balance and auditors report.  The membership list will be updated weekly.

FINANCIAL RISK POLICY

The Credit Union will minimise potential risk from theft by:

1
Holding all collections in secure areas with controlled entry

2
Double-checking all cash on receipt

3
Signing off all cash records

4
Banking all cash at the earliest opportunity and within one working day

5
Varying the routes taken and times of making bank deposits or cash collections

The Credit Union will minimise potential risk from fraud by:

1
Keeping a paid-up fidelity bond insurance in place

2
Ensuring all persons handling cash and with access to accounts are Approved Persons, or are supervised by Approved Persons

The Credit Union will minimise potential risk from loan delinquency by:

1
Ensuring full information is obtained by the Credit Committee to allow proper consideration of loan applications

2
Appointing a Delinquency Officer, who will ensure that arrears management processes are robustly followed

The Credit Union will minimise potential risk from large exposures by:

1
Ensuring no loan is made that is greater than 10% of reserves

2
Requiring the Credit Committee to advise the Board if loans are applied for or are made to persons who appear to be connected

The Credit Union will minimise potential risk from unsafe investments by ensuring any investments are made using Sterling investments only, with written guarantees of repayment

The Credit Union will minimise potential risk from a break in business continuity by holding copies of all records, both paper and electronic, at a safe location, separate from the registered office, and known to at least four officers.

The Supervisory Committee will monitor all risk possibilities and report monthly to the Board on their current assessment.

ORDER OF SUCCESSION (Check NB’s document)
In the event of any disaster involving the loss of life, temporary or permanent incapacity of any officer of the Credit Union, i.e. the loss of key personnel, the following order of succession will be used to allow Credit Union business to continue or restart, until such time as an emergency meeting of the Board, or members can be called, all personnel will already have been trained to perform dual roles:

Board of Directors

	Chair
	Secretary
	Treasurer

	Vice Chair 
	Secretary
	Assistant Treasurer

	Secretary
	Chair of Credit Committee
	Senior Assistant


Supervisory Committee

Chair

Secretary

Member

Credit Committee

Chair

Secretary

Member

PREMISES

Should the Operations Office of the Credit Union at Rugby CVS become unsuitable, operation of the Credit Union will be moved to The New Bilton Community centre (is this still the plan) [**** CRH NO, NO, NO] until such time as the Operations Office is reinstated, or an alternative is found.  Location of Collection Points and alternate locations to be added when finalised.

Posters at the old location will notify members.

OTHER CONSIDERATIONS

A full risk assessment will be carried out and all potential areas of risk identified and prioritised in respect of the protection required.  Appropriate protection will be put in place.  Attention will be given to:

· Insurance Cover

· Fire Precautions

· Physical Protection systems

· Risk reduction strategies 

· Anti-Theft Strategies 

· Separate duplicate records, both paper and electronic 

· Shadowing of all roles by an ‘understudy’

· Adherence to Clear Polices and Procedures 

· Regular checks by the Supervisory Committee 

· Regular reviews of all systems

· Regular drills

· Regular training

· Display of rules, regulations and procedures in all appropriate locations

UPDATING THE PLAN

The plan and any Appendices will be reviewed regularly, updated and modified in the light of experience, as more collection points open, and in cases of changes to the Registered Office. Operation Office and collection point venues.
Appendix Six: IT Security

ACCESS TO THE COMPUTER

Access to the computer will be given to those member of the Credit Union who require it to carry out their duties, but only to the minimum security level consistent with those duties.

a) Cashiers

Cashiers will be given access to viewing and printing individual accounts as called for by members to check their accounts.

b) Treasurer

The Treasurer will have access to the whole program, (but not the administrator password), to carry out all the duties required.  The Treasurer will also be required to check for errors that may occur, and correct them in a manner, which clearly shows when, and how corrections have been made.

c) Assistant Treasurer (if appointed).

The Assistant Treasurer will also be given access to the whole program (but not the Administrator password), in order to deputise for the Treasurer when required.

d) Data Processor

As the Credit Union grows there will be a need for Data Processors to assist in routine entering of transactions.  They will be given access to those parts of the program needed for entering this data.

e) Supervisory Committee

Members of the Supervisory Committee will have access to all parts of the program, but on a “view only” basis to determine whether there are any irregularities, but not to correct them.

ADMINISTRATOR PASSWORD

The Administrator Password will be kept in a sealed envelope in a secure place at the registered office of the Credit Union.

The President, or in the case of an emergency, the planned successor, will be the only person with access to the password, and will, only with the authorisation of the Board of Directors, arrange for the agreed level of entry for each officer.

DATA SECURITY

 Data from the computer will be backed-up regularly by the data inputter and stored remotely as described in paragraph 12.2. The IT system will be located in a porta- store at the registered office. 

DATA PROTECTION

Information held by the Credit Union will only be given to proper persons or organisations.  Each volunteer will be required to sign a Declaration of Secrecy annually as paragraph 9.2.  The Credit Union will register with the Data Protection Registry

Appendix Seven: Premises & Office Policy
The Registered Office address is:

CVS House

19-20 North Street

Rugby  CV21 2AG

Telephone: 01788 577900
Fax: 01788 550786

E-mail: rugbycreditunion@btconnect.com

The only individual/s with daily access to the Credit Union office are members of the Board of Management and the Office Manager.

Visits to the office should be arranged by prior telephone appointment. 

All officers and visitors will sign in and out using the book provided.
Only authorised people with passwords are to use the computer and have access to the Credit Union’s records.  Passwords will be allocated by the Chair of the Supervisory Committee and changed at regular intervals.
The Office Manager will be responsible for ordering supplies of stationery.

The office must be locked and secured when left empty.  All computer equipment must be closed down and paper records locked away.

Appendix Eight: Health & Safety Policy

Appendix Nine: Employee Liability

Appendix Ten: Public Liability

FINANCIAL RISK POLICY

The Credit Union will minimise potential risk from theft by:

1
Holding all collections in secure areas with controlled entry

2
Double-checking all cash on receipt

3
Signing off all cash records

4
Banking all cash at the earliest opportunity and within one working day

5
Varying the routes taken and times of making bank deposits or cash collections

The Credit Union will minimise potential risk from fraud by:

1
Keeping a paid-up fidelity bond insurance in place

2
Ensuring all persons handling cash and with access to accounts are Approved Persons, or are supervised by Approved Persons

The Credit Union will minimise potential risk from loan delinquency by:

1
Ensuring full information is obtained by the Credit Committee to allow proper consideration of loan applications

2
Appointing a Delinquency Officer, who will ensure that arrears management processes are robustly followed

The Credit Union will minimise potential risk from large exposures by:

1
Ensuring no loan is made that is greater than 10% of reserves

2
Requiring the Credit Committee to advise the Board if loans are applied for or are made to persons who appear to be connected

The Credit Union will minimise potential risk from unsafe investments by ensuring any investments are made using Sterling investments only, with written guarantees of repayment

The Credit Union will minimise potential risk from a break in business continuity by holding copies of all records, both paper and electronic, at a safe location, separate from the registered office, and known to at least four officers.

Approved: [October] 2009

Next Review Date: November 2010

Sections: 7.6, 9.1,9.2,9.3, 15.3, 16, 17, 20, 23, 26, 27, 28, Appendix 5-10
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