RUGBY CREDIT UNION

POLICY DOCUMENT 7
Savings

Collection Points - School Banks, Youth Clubs, Colleges, Elderly peoples residences, etc

Payroll deductions

Forms of ID
1.1 LIST OF ACCEPTABLE FORMS OF IDENTIFICATION
All prospective members will need to show two forms of identification, one (preferably with a photograph) to confirm the name, and the second to separately confirm the address. See Appendix One for details. 
2 SHARES

2.1 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.

2.2 PAYMENTS AND WITHDRAWALS

The Credit Union Board has a duty of care to its members.

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 and will only be paid out by cheque.  Cashiers will assist members to complete share withdrawal forms at the collection points.  The Treasury Team, on behalf of the Board of Directors, will authorise payments and ensure cheques are prepared after firstly checking members’ passbooks and their accounts.  The Treasurer will also prepare and obtain signatures for cheques.  Payment for share withdrawals will be made to the member via the cashiers at the collection point or at the Credit Union office and withdrawals must be entered into the members passbook and share account.

Applications will be processed within 7 days.

2.3 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 £2000 returned.

3 COLLECTIONS

3.1 POLICY

Payments should be accompanied by a correctly completed paying-in slip and may be made by any of the following methods:

· Cash or cheque (made payable to ‘Rugby Borough Credit Union Ltd’) at the Credit Union office, a collection point or designated agent

· Salary deduction in agreed workplaces, when a letter of authority/authorisation form is to be sent to the Credit Union office for registration and then forwarded to the Payroll Department of the company concerned

· Standing Order, when a letter of authority/authorisation form (see Appendix) is to be sent to the Credit Union office for registration and then forwarded to the bank of the drawer.

· Personal cheque posted to the Credit Union office, accompanied by a correctly completed paying-in slip.

All payments received will be recorded and processed by designated officers in accordance with the published procedures of the Credit Union.


Members who leave the Credit Union must settle all outstanding debts before leaving and the Credit Union will have a lien on any share balance or (in the case of employee members) any wages/salary owing to them.

3.2 COLLECTIONS PROCEDURE

Collection points will be at locations to be decided by the Board of Directors of the Credit Union.

They will be accessible to all members and potential members, with times and places advertised to all members regularly.

The layout of the collection point shall be arranged so that member will be able to discuss and carry out the business with the Credit Union in a private, confidential and secure manner.

At each collection point there should be atleast one staff member and volunteer, who must be aged eighteen years or over, insurable and approved by the Board of Directors.  They may be holders of FSA Approved Person status, and should be at the collection point fifteen minutes before the start of each session

Collectors are responsible for arranging a replacement from the pool of approved collectors if they are unable to attend.

Members of the Supervisory Committee and the Treasurer must not act as collectors or cashiers.

The member shall present a passbook and completed payment slip to the collector. The collector shall accredit the payment slip and return the counterfoil to the member.

The Collector will:

· Prior to each session collect the appropriate folder and equipment from the Credit Union office and return it at the end of the session

· Ask the member how much they wish to save and/or pay off their loan

· Check that the amount of money tendered by the member is correct according to the information given by the member

· Enter the transaction from the payment slip onto the current collection or other recording system

At the end of the session, the collector will ensure that all transactions balance and rule off the collection sheet(s).  If more than one collection sheet has been used, then a summary collection sheet must be completed in a similar manner.

The collector will then check that the amount of money collected tallies with the amount entered onto the collection sheet(s).

The collector will sign collection sheets underneath the last entry.

At the end of the collecting session the collectors will return the money and paperwork to the Credit Union office for banking in accordance with the Banking Procedure.

In addition to the above duties, collection point staff should:

· Receive loan applications, share withdrawal requests, shares to loan transfer requests and pass these on to the relevant officer

· Help members to complete paying-in slips and other documents where necessary

· Ensure that members are properly informed of their rights and responsibilities within the Credit Union

3.3 Payroll Deductions

3.3.1 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.

3.3.2 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, but which may be varied by the Credit Union in the future with notice to the member.

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.


3.4 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).

Members will bring their passbook every time they make a share withdrawal or receive a loan from the Credit Union.

3.5 CASH HANDLING POLICY

There must be at least one member of staff and a volunteer at each collection point, including one on door security as a ‘greeter’ if the collection point is in third party premises not otherwise staffed.

Any member of staff handling cash must be eighteen years of age or over and covered by the Credit Union’s fidelity bond. This will be the cashier and the chief cashier. The chief cashier will receive and bank the money and the cashier will record the transaction.

Cash floats will not be kept.

To discourage opportunist theft, cash must not be left on view but must be kept in a cash box.  Surplus notes must be transferred into a safe and secure container.

In the event of a robbery, the safety of staff and members is paramount.  No attempt should be made to raise the alarm during a robbery if this will put people at risk.  An emergency warning system will be considered.

Only authorised staff should be at the desk.

They should ensure the collection point closes on time, as this is when most money will be present.

All appropriate financial documentation must be completed at the end of each collection session and forwarded to the office.  Completed membership application forms should be forwarded to the office.

All money collected must be banked, preferably immediately after the close of the collection point.  The person banking the money should be accompanied.

If the money cannot be banked immediately, it must be kept in a secure, insured place.

All cash must be banked as soon as possible and no later than the first banking day after collection.

The exchanging of bank notes and encashment of cheques for any person, whether or not a member of the Credit Union, is not permitted.

3.6 PETTY CASH

3.6.1 POLICY

The Board of Directors may provide for the establishment of a petty cash fund and may determine from time to time the maximum amount of cash that may be held in respect of this fund.

The purpose of the petty cash fund is to facilitate good administration by providing for small expenditure of a routine or incidental nature.  This could include covering such items as postage, stationery and office sundries, and other small expenditure.  Incurred by the Credit Union or by officers undertaking business on behalf of the Credit Union.

The Treasurer is responsible for the proper control and supervision of the petty cash fund.  However, the Board of Directors may authorise another responsible officer, such as the Secretary or Assistant Secretary, to hold and manage the fund.

The accounting method to be used is the ‘imprest’ system and the procedure to be followed is described in ‘petty cash procedure’.  The records that are kept form part of the bookkeeping records of the Credit Union and must be available for audit when requested.

3.6.2 PROCEDURE

An imprest is a certain sum of money, limited to a given maximum figure, which has been set aside for a particular purpose.  When the greater part of the money has been expended, the cashbook must be ruled off and balanced, and a request made to the Treasurer for a further advance of money to restore the original imprest figure.

Each item of expenditure requires evidence to support it, such as a till receipt, and, always, a petty cash voucher.  A separate record of postage is required.  This evidence must be kept safe and passed to the Treasurer whenever the imprest is restored.

Details of all imprest money received and money expended must be recorded in a petty cash book provided for the purpose.

All money on hand is top be held in a locked cash box provided for the purpose and kept in a safe place such as a lockable filing cabinet or safe.

3.7 CHEQUE PROCEDURES

3.7.1 CHEQUES RECEIVED

Should be made payable to ‘Rugby Borough Credit Union Limited’ or to the Member.

The receiving officer shall check:

· words and figures match

· the cheque is correctly dated

· the cheque is signed

· membership number is written on the back of all cheques

3.7.2 CHEQUES PAID OUT

Two people authorised by the Board of Directors will sign all cheques issued by the Credit Union.

Recorded signatories will be authorised and recorded in the minutes.

Both signatories present must sign all cheques issued by the Credit Union and there should be no pre-signing of cheques.

3.8 ACCOUNTING PROCEDURE

(For the first part of the accounting process see Collection Procedure)

3.8.1 MANUAL PROCESSING

The Treasury team will:

· Enter the transactions from the collection sheets into the member’s share and loan ledgers.  Each collection sheet will be initialled on completion
· Make entries in the Shares and Loans Ledger within one week of collection

· Pass to the Treasurer completed collection sheets for entry into the cashbook

· At the end of each month, produce a listing of shares and loans balances for each member of the Credit Union

· Verify these figures against the Treasurer’s monthly report

The Treasurer will:

· Within seven days of a collection, enter the collection sheets into the cashbook, initialling each sheet as it is completed.

· Collection sheets will be numbered in sequence and stored for audit purposes.

· Enter any other receipts to the Credit Union in the cashbook within seven days and retain documentation for audit purposes.

· Make any payments for share withdrawals and loans by cheques sent to collection points for member’s collection. Expenses to outside bodies will be paid by cheque and sent by post.

· At month end after the last transaction, rule off the cashbook and complete totals for the month.

· Process the batch for the month on the computer system.

· Carry out bank reconciliation for all accounts and documents retained for audit purpose.

· Produce a monthly report containing details of receipts, payments and updates of balances for shares, loans and bank accounts. A copy will be kept for audit purposes.

· Verify the shares and loan listing against the monthly financial report.

The Treasury Team will complete the Quarterly Return and obtain appropriate signatures so that it reaches the Financial Services Authority no later than 21 days after each quarterly period.

The Treasury Team shall close the books at the end of each financial year and prepare and present them for audit by the auditor in time for them to be agreed by the Annual General Meeting.

3.9 CASH SECURITY AT COLLECTION POINTS

At least two volunteer Cashiers will be present at any one time and only the Cashiers and the Cashier will handle cash.

Cash received during the collection will be held securely during the period of the collection and immediately banked after the collection by the Cashier.

Evening collections will have special arrangements according to venue.

Where a safe is available on the premises, this will be used, and cash deposited the next day.  Where this facility is not available, a night safe will be used.

3.10 SECURITY PLANS

A security plan will be drawn up for each collection point.  It will look at the possible risks and consider how to operate the point and move cash in the safest manner.

This will include such things as -

· Placing of money at the cash point

· Varying routes and times of deposits

· The personal safety of officers,

· The layout and use of the building, and

· The need to hand over money if challenged.

The advice of the Police Crime Prevention Officer will be sought in devising the plan.  These plans will be reviewed and updated regularly to minimise unauthorised knowledge of security systems.

3.11 BANKING

The Cashier will bank the collected money at the end of the collection.

The Cashier will ensure that the counterfoil of the paying in book includes the collection sheet number, date and amount paid in.

Paying in books will be held securely at collection points and will be made accessible to the Cashier and Treasurer

Other income received will also be banked by the Cashier.

3.12 COMPLAINTS (See Appendix Four for details)
Appendix One: Forms of Identification
As mentioned in section 2.4, all prospective members will need to show two forms of identification, one (preferably with a photograph) to confirm the name, and the second to separately confirm the address. 

The following are acceptable proof of name:

Current Passport





Student ID Card with Photograph

Employers I.D. Card with Photograph

Service I.D. Car
d



Current National Identity Card

Credit/Debit Card with Signature and Photo

UK Provisional Photo card Driving Licence


NHS Medical Card (Under 18’s)


Birth Certificate (Under 18’s)

Home Office Status Letter

Construction Industry Sub-contractors Certificate

Fire Arms Certificate

Inland Revenue Tax Notification (Not P45 or P60)

Benefit Book or Benefit Agency Original Notification Letter.

Full UK Driving Licence

The following are acceptable proof of address:

Current Paid Utility bill

Current Full UK Driving Licence (If not Used above)

Bank/ Building Society statement or passbook

Current Council Tax Bill

Rent Card or Tenancy agreement

Current Mortgage Statement from recognised lender

Benefits Book or Benefits Agency Original notification letter (if not used above)

Vehicle Registration Document

Current House Insurance Certificate

Current Motor Insurance Certificate

ID provided will be photocopied 

This list will be reviewed regularly and at least annually.

If an applicant has difficulty in supplying sufficient documents, a letter from someone of standing in the community (e.g. doctor, solicitor, minister) who can vouch for them can be accepted.

If an applicant has difficulty in supplying sufficient documents, a letter from someone of standing in the community (e.g. doctor, solicitor, minister) who can vouch for them can be accepted.
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