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1 CORPORATE STRUCTURE AND RÔLES
The affairs of the Rugby Credit Union are managed and controlled by three bodies -

Board of Directors
Supervisory Committee

Credit Committee
The current Organisational Structure is shown in Appendix A, which may be subject to revision and re-issue independent of this main document.

The members of these three bodies are appointed by the Credit Union members at the Annual General Meeting.

Directors are appointed for a period of ?? years.  Supervisory & Credit Committee members are appointed annually.
In the event of casual vacancies on any of these bodies the Board may approve the co-option of Directors or Committee members who will serve until the next AGM.

1.1 RÔLES & RESPONSIBILITIES
1.1.1 BOARD OF DIRECTORS

Subject to the law and Rugby Credit Union Rules, Policies and Procedures, the Directors will be responsible for the general control, direction and management of the affairs, funds and records of the Credit Union and in particular the points outlined in rule 88.

The Board of Directors will have up to 15 members which will include -
· Chair

· Vice Chair

· Treasurer

· Assistant Treasurer [if appointed]
· Secretary [if appointed]
· Assistant Secretary [if appointed]
· Money Laundering Officer

· Marketing Officer [if appointed]
· Complaints Officer

· Up to 8 other Directors

Details of Board Members [Directors] are available in the Credit Union office.  Board meetings will take place at accessible local venues.  Directors will normally attend all Board meetings.  Any apologies should be notified giving as much notice as possible.  The Supervisory Committee will keep a register of attendance at Board meetings which will be reported to the AGM.

The agenda for each regular Board meeting will be agreed by the Chairman and will normally include the following items - 

Apologies

Declarations of Interest

Minutes of  Previous Meeting

Matters Arising

Fund Raising & Sustainability

Membership

Financial Report

Compliance & Policies

Volunteer Issues & Training

Reports:
· Chair

· Credit Committee

· Supervisory Committee

Correspondence

Review of actions of previous minutes

Any Other Business

Date of Next Meeting

The Agenda for any special Board meetings called to discuss a particular topic may not necessarily include any of the standard agenda items.
1.1.2 SUPERVISORY COMMITTEE

The Supervisory Committee is independent of the Board and its rôle is to ensure that the duties of the officers and other volunteers of the Credit Union are carried out in accordance with Rugby Credit Union Rules, Policies and Procedures and FSA Regulations

It is the responsibility of the Supervisory Committee to safeguard the assets of the Credit Union by ensuring that it is run according to the law and the rules of the Credit Union and that effective procedures and controls are in operation.  They are also responsible for verifying the separation of functions within the Credit Union.

The Supervisory Committee has particular responsibilities as outlined in rule 103 and the Internal Audit Procedure.

The Supervisory Committee will deal with internal disputes or breach of rules or policy rulebook.

The Supervisory Committee will have at least three members which will include -
· Chair

· Secretary

· 1 or 2 others

No Director may be a member of the Supervisory Committee.

A Supervisory Committee member will attend Board meetings to report on the Committee’s activities and findings.

1.1.3 CREDIT COMMITTEE

The Credit Committee is appointed by the Credit Union members at the Annual General Meeting and is responsible for authorising loans in accordance with the Loans Policy [RCU/7].

All requests for loans are considered in the strictest of confidence and the Committee has total and final discretion in deciding whether or not to approve the loan.  In arriving at a decision the committee may require a meeting with the applicant.

The Credit Committee will have up to 6 members including the following -
· Chairperson

· Secretary

· At least 2 other members

One member of the Credit Committee must be a Director who will be the Credit Committee representative on the Board of Directors.
A notice giving details of Credit Committee members is available in the Credit Union office.

1.1.4 OTHER OFFICERS AND VOLUNTEERS

The following may be appointed if required.

Cashiers
Will deal face to face with members, taking cash, recording collections, making payments, checking collections and banking the money.

Assistant Treasurer
Records and updates members individual accounts from the weekly collection details and completes an end of month share and loan listing to be matched against members passbooks.  As the Credit Union will be computerised the Treasury Team will be entering collection sheets into the computer and other information such as membership details, loans, share withdrawals, transfers, income and expenditure items.  This task will be shared with a further treasury team member appointed to carry out computer processing.

1.1.5 GENERAL RESPONSIBILITIES

All officers and other volunteers will act in a friendly, helpful manner in order to encourage and promote an interest in the Rugby Credit Union.  Duties will be carried out according to the rules and in line with any policies and procedures adopted by the Rugby Credit Union.  All duties will also be carried out with a mind to equality and security and strict confidentiality will be maintained at all times.

1.1.6 DECLARATION OF SECRECY

A Declaration of Secrecy form will be signed and witnessed on an annual basis by all officers and volunteers in the Rugby Credit Union.  It must be signed before any work for the Rugby Credit Union is undertaken and will be kept as part of the minutes of the Board of Directors.

1.2 CODE OF CONDUCT / PROBITY - DECLARATIONS OF INTERESTS
1.2.1 CONNECTED PERSONS AND CONFLICTS OF INTEREST

No more than one person from any direct family (parent, child, sibling, partner) or from one address:

· May sit on one of the two principal committees of the credit union

· May operate a collection point

· No person may be part of the decision-making process which concerns any member of their direct family (parent, child, sibling, partner)

A member of the Supervisory Committee should take no part in the auditing of any of the Credit Union’s activity where one of their direct family members (parent, child, sibling, partner) is involved.

A member of the Credit Committee should take no part in the loan decision or credit control process of any member who is one of their direct family relatives (parent, child, sibling, partner) or is a member of the same household.

All agendas for formal meetings shall include at their commencement an item where anyone present can declare an actual, or potential, conflict of interest under any of the topics to be discussed.  The meeting shall decide to what extent this precludes the individual affected from discussion or voting processes.  Their decision shall be recorded in the minutes of that meeting.

2 MEMBERSHIP

Qualification for membership of the Rugby Borough Credit Union will be restricted to persons living or working in the common bond area that is the area covered by the Rugby Borough Council.

Minors, aged sixteen and above, can become full members and save with the Credit Union but cannot take out a loan or serve as officers of the Credit Union until the age of eighteen.

Children under the age of sixteen can join the Credit Union as Young Savers.  They are not full members of the Credit Union.  Young Savers are not eligible to vote or take out a loan.

Accounts for Young Savers can be opened on their behalf by anyone having an interest in that child.  Access to the account by the Young Saver without the named adult’s permission will be restricted to withdrawals of up to £5 per week until the age of twelve, and £10 per week thereafter.  On attaining the age of sixteen, a young savers account will automatically transfer to an ordinary members account.

2.1 JOINING PROCEDURE

Prospective members will need to complete a membership application form.  This form, together with the membership joining fee, should be handed to a Credit Union Officer or volunteer for consideration by the Board of Directors.  Applicants will be expected to provide documentary evidence as proof of identity and address, see 2.4 below.  Applicants who work within the area but do not reside within the area, will, in addition, need to provide documentary evidence as proof of workplace and status, and whether on permanent or temporary contract.  (People with contracts of six months or more will be accepted as qualifying for membership).  All original application forms and documentation will be retained, securely and confidentially, at the Credit Union registered address.

2.2 MEMBERSHIP JOINING FEE

A one off joining fee of £2 is payable by all persons accepted for membership.  An application for membership will not be processed until the joining fee has been received - there is no joining fee for Young Savers.

2.3 NON QUALIFYING MEMBERS

Non qualifying members are those members who have left the common bond.  Such members may retain membership and voting rights in the Credit Union and continue to save.  They may also continue to take out loans.  In accordance with regulations, non-qualifying members will not exceed 10% of the total membership.  Members who become non-qualifying members will be contacted to determine arrangements for the continuing operation of their share and loan accounts.

3 SYSTEMS AND CONTROLS POLICY

The Board of Directors will:

· prepare a three-year rolling business plan, updated annually,

· maintain and develop planning systems appropriate to the Credit Unions circumstances and the changing business environment,

· ensure there is an integrated system of planning, budgeting, forecasting, financial accounting, monitoring of results and the use of findings to inform Board decisions,

· ensure the planning system is clearly defined, documented and tasks allocated,

· require conclusions, recommendations, projections and assumptions, supported by analysis and adequate evidenced research, to be clearly set out in any planning proposal,

· carry out a risk analysis and identify a range of possible outcomes.

Planning will take account of the following aspects:

· financial budgets to match needs to resources,

· forecast of workloads, including fluctuations in supply and demand,

· time management to ensure operations match events,

· numbers of people and appropriate skills required,

· clearly set targets, standards and deadlines,

· clear and understandable systems and procedures,

· physical and material resources matched to where and when required.

In respect of human resources, the Board of Directors must be satisfied that the Credit Union has:

· identified its present and future manpower and skill requirements,

· clearly defined recruitment, training and development targets,

· arrangements in place to ensure current and future Directors, officers, volunteers and staff have appropriate skills and knowledge.

The Credit Union will appoint a Compliance Officer with the responsibility of monitoring regulatory changes and reporting to the Board on the Credit Unions compliance with existing and proposed legislation 
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