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FINANCIAL PROCEDURES

INTRODUCTION

1.
This Regional Finance Handbook outlines the controls exercised over the Budget and is intended as a guide to Regional Council Delegates.

The Region receives each year a sum of money paid in four quarterly instalments which is provided to fund regional lay activities.  The payment is made to the Region from national subscription income.


The amount is fixed each year by the National Executive Council.


There are, in addition, some smaller sources of income, which are referred to in the Handbook.

2.
The Handbook is in two sections:


SECTION 1 
EXPENSES
This is intended as a reference guide for regional representatives on the rules and procedures governing the payment of expenses and the rates applying.

  
SECTION 2 
MANAGING THE LAY ACTIVITY ACCOUNT



This section sets out how the lay account operates except for those matters relating to the payment of expenses.


The Handbook brings together financial decisions, practices and procedures that have been 
adopted since Vesting Day in 1993. This current edition was adopted at the 2003 AGM. 

3.
The Handbook is issued to:

· Regional Council Delegates


· Chairs of Regional Committees


· Secretaries of Regional Committees


· Branch Secretaries

· National Executive Committee Members.


The Handbook is updated annually to coincide with the Regional Council AGM.

Any amendments agreed during the year will be notified to Delegates, Members of  the Regional Committee and Secretaries of Standing Committees and Convenors of Forums and Self- Organised Groups.

EXPENSES

The payment of expenses is made in accordance with the following criteria.  These criteria apply to all Regional Activities financed from the Regional Lay Activity Account.

1.
ANNUAL REVIEW


All expenses, allowances and fees will be reviewed annually at the first meeting of the Finance & Resources Committee.

2.
BUFFETS


Buffets should only be provided if this is likely to result in lower costs than would have been incurred through subsistence claims.

3.
CHILD AND DEPENDANT CARE


It is the policy of UNISON to provide child and dependent care to ensure that all members can participate fully in the activities of the Union.

(ii)
Child and Dependant Care will apply for regionally approved meetings only.

(iii) Child care and childcare payments will be provided for children up to the age of 14. There may be occasions when it is appropriate to provide childcare and child care payments for children above the age of 14.  Applications in these circumstances should be made through the dependant care procedure.

(iv)
Crèches

Child Care Registration Form


The registration form has to be used by members wishing to use any crèches that are provided.


In order to comply with the Children Act 1989, prior notification must be received from anyone wishing to use crèche facilities on the appropriate form.


Where the Region provides a crèche, childcare allowances will not normally be paid as an alternative.


When Delegates do not turn up at a meeting after booking crèche facilities and the crèche is cancelled, the Branch(es) will be charged the cancellation fee.

(v)
Home Care Allowances


When members incur costs by attending meetings or courses and have to pay for their children or other dependants to be looked after, costs will be reimbursed on provision of a receipt.  These costs are subject to the maximum rates as laid down in the NEC expenses scheme (see Appendix 1).

(vi) 
Payments to Crèche Workers:

See Appendix 1 for current rates

In the event of no child arriving within the first half-hour of commencement of a meeting, a minimum of two hours will be paid.


Calculation based on maximum scale (point 15) for qualified NNEB staff on the local government pay scale plus NNEB enhanced rate for crèche workers working after 5.00pm on a weekday or at weekends.


Increased annually with percentage increase awarded to Nursery Nurses in education in local government pay award.

4.
DELEGATED POWERS - PAYMENT EXPENSES

The Chairperson of the Finance & Resources Committee has delegated power to take decisions with regard to expense claims that fall outside agreed criteria that exceed £100.   All such decisions to be reported to the subsequent meeting of the Finance & Resources Committee for ratification.

5.
DEMONSTRATIONS AND LOBBIES

Regional representatives to national and regional demonstrations/ lobbies, etc. are entitled to the out of pocket allowance.

6.
EDUCATION

(i)
Income for Regional Education activities is from:


A national allocation


The Regional Lay Activity Budget


Branch course fees.

(ii)
The fees charged to Branches for Delegates to Regional residential courses are per delegate.  Penalty fee for late cancellation for all Branches is £100.

(iii)
Travelling expenses for lay or other tutors on courses will be the same as that for members attending meetings (see appendix 1 for current rate).

Lay Tutor Expenses

(iv)
Any UNISON Lay Tutor teaching on a UNISON National, Regional or Branch based course organised as part of a Regional or National programme by UNISON education staff will be entitled to make-up of any lost earnings from UNISON education budgets.

(v)
Any UNISON Lay Tutor teaching on such a course but with no loss of earnings will receive expenses at a level arranged Regionally - £30 per day.

(vi)
Any UNISON Lay Tutor teaching on such a course will have accommodation, child care and travel costs paid, as appropriate, and in the same way as any course participant.

(vii)
UNISON Lay Tutors teaching on Branch courses not arranged as part of UNISON Regional or National programme, should receive any lose of earnings, payments or any other expenses from Branch budgets.

(viii)
UNISON does not provide a make-up of pay scheme for activists who fail to secure paid release by the employer to attend trade union education courses.  Any problems in obtaining paid release should be taken up with the Branch Secretary and, where necessary, the Regional Education Officer.

(ix)
When paid from Regional funds mileage is payable to members using their cars to attend activists' courses provided and organised by UNISON or TUC regional education services (see appendix 1 for current rate). Activists using public transport can continue to claim the actual standard/second class fares. Taxi costs may be reimbursed where there is no other form of transport available to a member or for disabled members as appropriate and providing approval is sought from the course tutor and receipts produced.

7.
MEETINGS - ELIGIBILITY TO CLAIM

(i)
If the meeting is held at normal workplace, no claim can be made.

(ii)
Where members attending meetings represent a number of bodies, then a claim should only be made in the capacity in which they attend the meeting.  Expenses, if appropriate will be paid accordingly. 

(iii)
Where a UNISON member represents the West Midlands Region of UNISON at an outside body, expenses in accordance with the regional scheme are payable.  If that member then represents that outside body, no UNISON expenses are payable.

Regional funds will normally be used to meet expenses arising from attendance at the following categories of meetings:


Regional Committee


Regional Standing Committees


Regional Self Organised Groups


Regional Service Groups


Regional Forums


Other meetings attended in the role of an RCO/Regional NEC member, or officer of a regional committee, standing committee or forum. (also see paragraphs 18 and 24).

8.
EXPENSE CLAIM FORMS AND PROCEDURES

(i)
Expense claims must be submitted on the appropriate expenses claim forms.  Forms are available from Regional Office.

(ii)
Endorsement of claims


Completed travelling expense and subsistence claims will be received by the member of staff servicing the Committee/Meeting who will be required to endorse the claims and submit them for payment within 2 working days.  

(iii)
All expenses claims forms should be sent to:

The Finance Clerk 

UNISON West Midlands

24 Livery Street 

Birmingham

B3 2PA

(iv) The Finance Clerk will date stamp the expenses form with the date of receipt.

(v)
Payment will be issued to the expenses claimant within 7 working days.

9.
FACILITY OR ACCESS REOUIREMENTS

UNISON is committed to providing a full range of facilities to members and anyone requiring assistance is asked to contact the UNISON Regional Office.

National formula for paying facilitation costs to apply:

See appendix 1 for current rates. Core hours apply when a Facilitator is directly in use, e.g. a signer and non-core hours where a Facilitator has to attend but their skills/assistance may not be required all the time.

10.
GUIDANCE NOTES

Travelling/subsistence claim forms are accompanied by guidance notes on entitlements and procedures.

11.
LOSS OF EARNINGS AND MAKE-UP OF PAY

Regional representatives should seek, wherever possible, to obtain paid release for regional activities.  Any problems in obtaining release should be taken up with the Branch Secretaries and, where necessary, the Regional Secretary or nominee.  Before any payments are made, the Regional Secretary must be informed and given the opportunity to negotiate the time off with the employer.

Loss of earnings claims by Regional representatives are dealt with on an individual basis by the Finance & Resources Committee with the Chair of the Committee having delegated power to deal with claims between meetings.

All claims require authentication by the employer of net loss of earnings requiring reimbursement with the claim for loss of earnings being submitted in invoice form from the employer.

12.
NATIONAL EVENTS AND CONFERENCES

Where Regional Delegates attend UNISON national events, subsistence and travel expenses will be paid at the national rate.

13.
NON-UNISON CONFERENCES

(i)
Delegates to non-UNISON conferences on behalf of the Region will be paid at NEC rates. 

(ii)
Where meals and accommodation are provided, delegates are entitled to out of pocket expenses only.

14.
PAYMENT IN ADVANCE

Expenses may be paid in advance for any expenses in excess of £100 (or in case of hardship below £100).  Requests for advance payment to be made via the Central Services Manager. The Finance Secretary, in consultation with the Chair, has authority to approve advance payments that fall outside the above criteria.

15.
NATIONAL SUBSISTENCE RATES

See appendix 1 for current rates

Where the hotel costs for bed and breakfast exceed £40, this will be paid up to a maximum of £75 on presentation of a receipt.

16.
REGIONAL SUBSISTENCE ALLOWANCES

(i) 
See appendix 1 for current rates

(ii)
The duration for subsistence payments should be calculated from the amount of time spent away from home.

(iii)
These subsistence payments will only be paid when food has not been arranged.

(iv)
Only one claim per day will be allowed with members attending more than one meeting able to aggregate the total time spent in order to achieve the appropriate subsistence payment.

17.
OUT OF POCKET EXPENSES

An annual payment is made to the Regional Convenor, Assistant Convenors, Finance Secretary, Sports Organiser and Retired Members Secretary to cover out of pocket expenses incurred.  This payment is made in respect of those officers using their home for business purposes and reflects the costs incurred in running the Region’s computers and other equipment in their homes.


No other payments, except normal travel and subsidence costs are paid to these officers.


See appendix 1 for current rates

18.
REGIONAL COUNCIL

Child/dependant care is provided at Regional expense.

Branches will be responsible for the travelling and subsistence costs of their delegates.  There are no delegate fees.

Branches are responsible for all costs associated with sending visitors.

Regional Council Officers, NEC members, Retired Members' representatives, Youth representatives and representatives of self -organised groups will have their expenses met from Regional Funds.

19.
SELF-ORGANISED GROUPS - REGIONAL DELEGATES

Payment of expenses of Regional Delegates to National Conferences will be at the appropriate national rate.

20.
TAXIS

Taxi fares will be paid where there is no other form of transport available to a member or for disabled members as appropriate.  If a member wishes to use a taxi and claim reimbursement, approval needs to be sought via the appropriate committee secretary and receipts produced.  Where the use of taxis is expected to be on a regular basis, this only needs to be agreed once to cover all future expenditure.

21.
CAR PARKING

Car parking expenses - can legitimately be reclaimed but, where possible, they should be accompanied by appropriate documentary evidence.

22.
TRAVEL EXPENSES

(i)
Rail - standard rail fares only will be reimbursed.


In the case of disabled members where standard class accommodation represents genuine difficulties, reimbursement of first class travelling expenditure will be made.


From time to time it will be necessary for members to travel first class.  Prior permission should be sought before the journey takes place.

(ii)
Private Car - travel expenses will be reimbursed. See appendix 1 for current rates.

(iii) Members giving colleagues a lift in their own vehicle will be able to claim a supplement of 20% on the above rate, for each member carried. This rule does not apply to delegates attending Regional Council meetings

(iv)
Where this supplementary allowance is paid the passengers concerned cannot also claim travel expenses.

(v)
Where a mileage claim is disputed, the sum paid will be based on the computer calculation using AutoRoute Software.

23.
UNCASHED CHEQUES

Uncashed cheques will be written off after six months.  Due to the volume of cheques issued, no reminders or chasing will be done.

24.
WHITLEY COUNCIL EXPENSES

Expenses incurred in the Region for Whitley Council activities are paid out of the regional lay activity account in accordance with the Regional criteria.  Reimbursement is met from national funds.

25.
TAXATION

(i)
Members in receipt of Out of Pocket Expenses are responsible for declaring this untaxed income to the Inland Revenue.

(ii)
Paid Employees, i.e. nursery nurses are responsible for declaring all payments received from the Region to the Inland Revenue.

(iii)
Members receiving child or dependant care or facilitation allowances are responsible for maintaining records of all payments received for a minimum period of 22 months and must be able to prove to the Inland Revenue that the payments received were paid to the carer or facilitator.  Failure to keep these records could lead the Inland Revenue to class the payments as untaxed income.


The Regional Council will, upon a request from the Inland Revenue, forward details of all such payments made.

26.
INSURANCE


Members using their cars for attending regional meetings or events, which are either vandalised or damaged in a road accident, may claim the vehicle excess, subject to them not being able to reclaim this from another third party.

27. 
REGIONAL FORUM BUDGETS

Spending decisions made at a Regional Forum should be in accordance with planned expenditure as recorded in the annual budget and must be reported to Regional Committee before any action is taken which commits expenditure. As in other situations, the Regional Finance Secretary may use delegated powers to authorise expenditure where necessary between meetings and this will then be reported to the next meeting of the Finance and Resources Committee.

MANAGING THE REGIONAL LAY ACTIVITY ACCOUNT

1.
ADMINISTRATION

The Regional Secretary or her/his nominee(s) administer the lay activity account on behalf of the Finance & Resources Committee.

2.
AUDITORS

Two lay auditors will be appointed annually by the Regional Council at its Annual General Meeting.  Members nominated as auditors should not be members of Regional Committees nor Regional Council delegates.  Preference will be given to nominees who are full members and are qualified accountants.  The remuneration for the services of the auditors is £375 per auditor per annum.

3.
DECISIONS ON EXPENDITURE

As  far as possible any expenditure proposal to a committee should be costed.  In the case of campaigns, conferences etc   the proposal should include a draft budget.  

Estimates should be obtained from suppliers and where possible these should indicate the maximum cost.  Where it is not possible to present a fully costed proposal to a committee a maximum figure should be specified.

No committee should decide on expenditure from a particular budget without authority to spend from that budget. A list of committees and their allowable expenditure is attached as 

Appendix 3.

A Meetings Budget will be allocated to Service Group Committees. This will include all meetings expenses including National meetings where it is determined that delegates are Regionally funded.  

It will not include the expenses of Branch delegates attending regional or national service group meetings. These will continue to be paid by the Branch.  Service Group Committees should put proposals for other appropriate expenditure to the Education Committee/R & C, etc.

Four meetings per year are funded from the Regional Committees meetings budget. Any meetings in excess of  this will be charged to another appropriate budget heading of the committee. Committees should consider whether holding extra meetings is the best use of their allocated budget.

Where it is strictly necessary, on grounds of urgency, that a decision on expenditure be made between meetings of a committee, full details of the proposed expenditure and the reasons for urgent action should be provided to the Chair and Vice Chair of the relevant committee. They may sign to authorise approval of the expenditure.  

Such decisions must be reported to the next meeting of the committee for endorsement and should be minuted.

Whilst committees may make recommendations on affiliations all expenditure decisions on these items must be referred to the Finance & Resources Committee or Regional Committee/Regional Council as appropriate All affiliations/donations will be in line with UNISON Aims and Values. The current Donations Policy is attached as Appendix 4.

Committees are allocated a budget for the year.  Should a committee wish to spend in excess of 10% of its budget or £250, whichever is the greater, on a single item or event, the advice of the Regional Finance Secretary should be sought before the expenditure is committed.

4.
ACTIONING OF EXPENDITURE DECISIONS
The person acting as Secretary to the Committee/Council/SOG will be responsible in liaison with the Chair/Vice Chair for preparing expenditure proposals, obtaining estimates from suppliers, etc for consideration by the Committee/Council/SOG.

In the case of larger items of proposed expenditure (over £250) estimates or tenders should be sought from two or more suppliers.

A system of “order forms” has been introduced as a means of informing the Finance Clerk of expenditure decisions and relating expenditure decisions to the payment of invoices.  They will also ensure that expenditure decisions are actioned promptly.  (copy of order form attached).

It is the responsibility of the member of staff servicing the committee to action expenditure decisions.

The members of staff concerned will each hold a supply of order forms which will be consecutively numbered.  

The order form will contain details of the expenditure, the meeting at which it was agreed and the supplier with whom the order has been placed.  

Within three days of a meeting (or Chair’s/Vice Chair’s decision) the member of staff will submit a copy of an order form(s) to the Finance Clerk.  S/he should also provide a copy of the relevant Minutes as soon as these are available with financial decisions highlighted.

The supplier should be asked to quote the order number on their invoice and to send it direct to the Finance Clerk.  

Except in the most exceptional circumstances and with the express authority of the Regional Finance Secretary and Central Services Manager all payments will be made by cheque to the actual supplier.

5.
MEETINGS EXPENSES

The member of staff responsible for checking and approval of expenses must ensure that the claim forms are completed fully and correctly in accordance with the agreed scheme of expenses and that they are signed by the claimant and themselves.  Expenses claim forms should be sent to the Finance Clerk within 2 days of receipt.

All expense claims will be date stamped by the Finance Clerk on the day of receipt.  This will enable us to monitor the “turnaround” of expenses claims and help identify where any delays have occurred.

The Finance Clerk will issue, get signed and despatch expenses cheques as soon as possible but not later than 7 days following receipt of the form. 

Any urgent requests for payment of expense may be dealt with as “one offs”.  Such requests should be made via the Regional Finance Secretary or Central Services Manager.

6.
REGIONAL COUNCIL PROPERTY

The ownership of all property purchased from Regional Lay funds for the use of Regional Council Officers and members is vested in Regional Council.  All such purchases in excess of £250 must be approved by the Regional Finance & Resources Committee/Regional Committee (but see below).

The Finance Clerk will maintain an up to date inventory of Regional Council property.  The inventory will include details of the equipment, date of purchase,  purchase price, rate of depreciation, location and any insurance or maintenance contracts pertaining to it.

Regional Council Officers will be provided with the following equipment which will be returned, subject to the following provisions on depreciation, when they cease holding office:

· Computer, printer and internet connection

· Fax (including the related telephone line costs)

· Electronic organiser

· Mobile phone (including call and other charges relating to its use on Regional business)

Where facilities are provided by the RCO’s branch Region will re-imburse 50% of the relevant line and call charges to the Branch.
IT equipment will be deemed to depreciate from the purchase price to zero over a 3 year period as follows:-







Example

£1000


Divide the purchase price by 4
=
£250


After Year 1 deduct 2/4 of Purchase value
=
£500


After Year 2 deduct 1/4          “
=
£250


After year 3 deduct 1/4           “ 
=
£0

Other equipment will be deemed to depreciate over a seven year period at a uniform rate.

Where an item of equipment has been issued to a Lay Officer for their personal use and should they wish to retain the equipment upon retirement from office, they may make such a request to the Regional Committee. Regional Committee will consider whether the equipment should be reallocated or whether it is surplus to requirements. If Regional Committee do agree the request the outgoing Lay officer may purchase the equipment at no less than its value as indicated by the above rates of depreciation. Where the return of the equipment is required this will be the responsibility of the Central Services Manager.

Mobile ‘phones are provided to Regional Council Officers exclusively for use on Regional Council business.

7.
DONATIONS AND AFFILIATIONS

The Finance & Resources Committee, bearing in mind regional policy on donations Appendix 4 shall consider all requests for donations and affiliations after consulting the appropriate committee.  All new donations and affiliations shall be agreed by the Regional Committee and endorsed by the Regional Council.

An annual report on donations and affiliations shall be presented to the annual meeting of the Regional Council.

8.
SPONSORSHIPS

All requests for sponsorship must not conflict with the aims, objects and policy of UNISON. The Regional Finance & Resources Committee will be responsible for approving all sponsorships including any recommended by other committees and will seek endorsement by the Regional Committee for any new sponsorship.

9.
PUBLICATIONS AND SUBSCRIPTIONS

The appropriate committee shall consider all requests to purchase or subscribe to publications providing they are in line with Regional Council policy.

An Annual Report on publications and subscriptions will be presented to the annual meeting of the Regional Council for endorsement.

10.
DELEGATED POWERS

The Regional Finance Secretary has delegated powers to take decisions between meetings.  All such decisions to be referred to the subsequent meeting of the Finance & Resources committee for ratification.

11.
FINANCIAL INFORMATION

The Finance Secretary of the Finance & Resources Committee will produce for the Regional Council AGM:


An audited annual statement of income and expenditure;


A statement of funds;


A report on affiliations, donations and sponsorships.


A report on publications and subscriptions.

For Regional Committee, Standing Committees, and Self-Organised Groups 


A quarterly variance report, i.e. comparison of expenditure against budget.

For Regional Committee;


A report on expenditure on affiliations, donations and sponsorships.

For Finance & Resources Committee;


Quarterly variance report for all expenditure;


Quarterly statement of income and expenditure;


An annual - statement of income and expenditure


Balance sheet


Statement of funds.

12.
CHEQUES AUTHORISATION

For cheques over £100, cheques will be signed by any two of the following; Regional Secretary (or nominee), Regional Finance Secretary, Regional Convenor, Chair of Finance & Resources Committee.  Under normal circumstances the Regional Secretary nominee and the Regional Finance secretary will sign.   For cheques under £100 where the bank requires only one signature, if only one signature is obtained, it should be that of a lay officer.

Cheques under £100 in payment of standard expenses, which have been claimed on an approved form and approved by the Secretary to the committee, may be signed by the Finance Clerk.

Except in the latter case all cheques must include the signature of a Lay Officer.

13.
NATIONAL DELEGATE CONFERENCE REGIONAL SOCIAL EVENTS

Any regional social events organised for National Conferences to be self -financing except where a regional subsidy has been agreed. All tickets to be paid for in advance or at the event.

14.
PROMOTIONAL ITEMS

Stocks are held at Regional Office, distribution at discretion of the Regional Secretary or nominee. Stocks to be held to the value of £500 to be topped up as required.

15.
RAFFLES AND DRAWS

National advice on Regional and branch raffles and draws has been adopted for any regional raffles and draws.  (Appendix 2)
16.
REGIONAL LAY ACTIVITY ACCOUNTS

The Region's accounts are held with Unity Trust Bank and the Britannia Building Society.  

17.
REGIONAL LAY ACTIVITY BUDGET

(i)
The Finance & Resources Committee is responsible for producing the Regional Budget which is approved by the Regional Committee at its November meeting.  The Budget is prepared in consultation with Self-Organised Groups, and Chairs and Secretaries of Committees.

(ii)
Income to the Regional Lay Activity Account is received from:                            

(a)
National Payments on a quarterly basis from UNISON Finance Department.

(b)
Whitley Council expenditure reimbursement by UNISON Finance Department.

(c)
Interest on assets.

(d)
Recharge of course fees and other charges on branches.

(iii) 
Expenditure

Each body listed in Appendix 3 is allocated an agreed budget.

Committees of Regional Council, Self-Organised Groups, and Regional Forums are authorised to hold four meetings per year, which will be funded by Regional Council.  For meetings beyond these four, expenses payments will be drawn from that body's budget.

APPENDIX 1 – CURRENT RATES AND ALLOWANCES

Expenses Section Reference

3 (v)  Home care allowances.

NEC rate stands at a maximum of £26.70 per day plus £13.35 per night for the first dependant, with an additional 20% per dependant thereafter

3 (vi) Payments to crèche workers


£7.19 per hour weekdays


£10.79 per hour evenings and weekends 


plus standard rail or bus fare, or 28p per mile if travel by car.

6 (ix), 6 (iii), 22 (ii) Mileage rates

Mileage for use of private cars is paid at the rate of 28p per mile.

9 Facilitation costs

£7.50 for core hours and £5.50 for non-core hours

15 National Subsistence Rates

£29.50 per day, £40 per night

16 Regional Subsistence Rates

Lunch




£7.50

Tea




£3.75

Dinner - if delayed after 20.00 hours    £14.75

17 Out of pocket expenses

Rates:
Regional Convenor
£1100


Assistant Regional Convenors
 £825


Finance Secretary 
 £825


Retired Members’ Officer
 £413


Sports Officer
 £413


H&S Officer
 £413


International Officer
 £413


Welfare Officer
 £413


Auditors

£375

All figures correct as of March 2004

APPENDIX 2 - NATIONAL ADVICE ON RAFFLES

BRANCH RAFFLES OR DRAWS   -   NATIONAL ADVICE

If a Branch holds a raffle or draw or other distribution of prizes by chance where those taking part provide a payment or other consideration in return for obtaining the chance of a prize, it will not usually be necessary for the Branch to obtain a licence.  The purpose of this note is to clarify the conditions which must be met in such a lottery in order for its conduct to be lawful without a licence.  This note then proceeds to deal with the procedure which must be followed by a Branch where a licence is required.

Section 3 of the Lotteries and Amusements Act 1976 provides that certain small lotteries which are incidental to "exempt entertainments" do not require any kind of licence.  An "exempt entertainment" includes a dinner, dance, sporting or athletic event or any entertainment of a similar character which could last from one day or extend over two or more days.  The following further conditions must be satisfied:

(a)
The proceeds after deducting certain specified expenses must, along with the proceeds of the "exempt entertainment", only be used for Branch purposes;

(b)
Tickets can only be sold on the Branch's premises and during the course of the exempt entertainment;

(c)
A maximum of £250 can be spent on buying prizes;

(d)
No money prizes can be awarded;

(e)
The result of the lottery must only be declared on the premises where the entertainment takes place and during the progress of that entertainment-

Even if all of the above conditions are not satisfied for "small lotteries" it will still not be necessary for the Branch to obtain a licence where the lottery is classified as a private lottery- once again, there are certain conditions which must be satisfied as follows:

(a)
The lottery must be promoted for the Branch's purposes or for those who all work in the same premises;

(b)
There must be a promoter of the lottery who is formally appointed in writing by the Branch;

(c)
The sale of tickets or chances in the lottery must only be to members of the Branch or people who are on the Branch's premises;

(d)
All the proceeds of the lottery (after deducting expenses for printing and stationery) must be used for prizes and/or Branch purposes;

(e)
nothing must be written to advertise the lottery other than on Branch premises or, as the case may be, on premises where members work or on the tickets, if any;

(f ) 
All tickets must be the same price which must be stated on the ticket and the tickets must also have the name and address of the promoter and a statement of the persons to whom the tickets are restricted and a statement that no prize won shall be paid or delivered by the promoters to any person other than the winner and that such prize will not be paid or delivered except in accordance with that statement;

(g)
No ticket or chance must be issued by the promoter except for its full price and no part of the price paid can in any circumstances be returned;

(h)
No tickets in the lottery can be sent through the post.

If any of the above conditions are not complied with, a licence must be obtained for a lottery to be held.  If no such licence is obtained, those connected with the lottery are committing criminal offences.

Unison at Mabledon Place has obtained a society's lottery licence for national lotteries which the union will run.  This licence will not apply to any lotteries which a Branch intends to run.

Where very large prizes are offered in a lottery, it is necessary to apply to the Gaming Board for a licence.  Assuming, however, that no Branch will hold a lottery with a prize over £25,000 or total tickets sold exceeding £l,000,000, the licence for this lottery (known as a "society's lottery") must be obtained from the local authority where your Branch is situated. You should be able to obtain an application form from the Authority which should be accompanied by explanatory notes.  Certain conditions will need to be met including the appointment of a promoter and an annual fee is payable. Until the licence is actually obtained, no steps should be taken to promote a lottery requiring such a licence.

If you need any help in deciding whether a lottery you propose to run falls within the above categories or want to know more about applying for a society's lottery licence, please write to me.

UNISON DIRECTOR OF LEGAL SERVICES

APPENDIX 3 - LIST OF COMMITTEES ALLOCATED A BUDGET

Regional Committees

Branch Development and Organisation Committee

Communications and Campaigning Committee

Education and Training Committee

Finance and Resources Committee

Welfare Benefits Committee

Self Organised Groups (SOG), Retired and Young Members

Disabled SOG

Black Members SOG

Lesbian and Gay SOG

Women's SOG

Retired Members

Young Members

Regional Forums

Health and Safety

International

Sports

The allowable expenditure for each committee is published in the Annual Reports and Accounts under the heading FINANCE Annual Budget for year.

APPENDIX 4 - DONATIONS POLICY

1.
Requests for donations be considered from organisations which are not in conflict with the aims and objectives of UNISON.

2.
Requests for donations from individuals will normally only be considered if the person is a UNISON member, or closely associated 
in some way with the Union.

3.
Requests under either of the headings above which are clearly local in character be referred to the appropriate branch secretary/ies.

The above procedure was approved by the Regional Committee and ratified at the Regional Council meeting 8th February 03.

LAST AMENDED – MAR 2004
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