RUGBY CREDIT UNION

POLICY DOCUMENT 7

Savings

School Banks, Youth Clubs, Colleges, Elderly peoples residences, etc

Payroll deductions

1 SHARES

1.1 MINIMUM AND MAXIMUM SHARES

Member’s savings with the Credit Union will be held in the form of a share account.  The value of the shares will be £1 each.  Every member must have at least £1 share deposited in the Credit Union in addition to the £2 joining fee and will be encouraged to save on a regular basis.  The maximum value of shares in which a member may hold an interest is £5,000 for a sole account, or £10,000 for a joint account.

1.2 PAYMENTS AND WITHDRAWALS

Payments into share accounts can be made 

· by cheque or in cash at any Credit Union collection point,

· by standing order, or

· through payroll deduction.

All applications to withdraw shares must be made by completing a share withdrawal form. Cashiers will assist members to complete share withdrawal forms at the collection points.  Payment for share withdrawals will be made to the member via the cashiers at the collection point or at the Credit Union office after checking the member’s balance.

1.3 SAVINGS LIFE ASSURANCE

The Credit Union provides free life assurance of twice the value of members shares accrued up until the age of 70 (subject to conditions).  Full details of the savings life assurance are available from the Credit Union office.

Members are also protected by a share protection scheme that ensures that in the event of closure of the credit union members will get 100% of their savings up to a value decided by the FSA.

1.4 Payroll Deductions

1.4.1 POLICY

Payroll deduction can only be offered where the Credit Union has a formal agreement with the employer, and for members qualifying by having their place of employment within the common bond.

1.4.2 PROCEDURE

Members must sign a consent form which gives their employer, their name, address, department and payroll number and also gives instructions to the payroll section to deduct a specific amount, weekly or monthly.

The consent form will be sent in the first instance to the Credit Union, which, after checking, will make a photocopy to be kept in the member’s records before forwarding the original to the employer’s payroll section. 

Alterations to deductions must be notified in writing to the Credit Union by Monday for deducting on the Friday of the following week (for weekly payers) and the end of one month for deducting the following month (for monthly payers).

The payroll section will asked to supply a printed list of payers and payment amounts to the Credit Union every week (for weekly payers) and every month (for monthly payers), showing deductions for that period and for the year to date.

A cheque for the total amount deducted from members will be sent to the Credit Union every month, as soon as possible after the monthly pay date.


1.5 STANDING ORDER COLLECTIONS PROCEDURE

A member wishing to deposit by standing order on a regular monthly basis will be given a Standing Order Mandate form.

The member completes the form with:

· the amount of the monthly payment

· the start date

· the day of the month they wish the money to come out of their bank account

· details of their bank account – account number and name

· a signature and date

The form is then returned to the Credit Union.  A reference is added – Membership Number and Name.  The form is then photocopied, the original posted to the persons bank and the copy kept on file.

The treasurer uses the reference to identify each deposit on the bank statement and credit it to the appropriate account.

Standing order payments are credited to a members account when they appear on the bank statement (not on the date shown on the mandate).
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