T H E PARISH O F

ST WILFRID

H A R R O G A T E

Finances, Controls and Development Finance Protocols

This document forms a ‘working management protocol’ which the PCC, Standing Committee,
Staff Group, Budget Holders and Team Rector work to as ‘Good Practice’. It is not, as such, a
policy document, but sets out some areas where clear guidance is helpful. This is particularly true
with regard to safeguarding finance.

Securing Income
There are five principal income streams:

Congregational and general Giving
Commercial

Investment and Bequest

“Normal” fundraising incl music
Development

B S

Streams 1-4 are our normal income streams. Given how the parish has moved from significant
operational and capital deficits in recent years, to now reduced deficits, and as we move towards
operational surpluses and only authorised planned capital spending, it is essential that these
income streams are protected and monitored as a significant reduction in the global operating
income could have a serious impact on operations, viability and ultimately development plans.

The priorities for the parish, against which all should work are:

e Priority 1
All regular income streams should be prioritised and protected as a matter of principle.

e Priority 2
All steps should be taken to continue to secure these income streams and their
administration using principles of ‘good practice’ wherever possible.

e Priority 3
There will need to be a clear balance between ‘Normal’ fundraising and ‘Development’
fundraising and a clear understanding where income from such events is destined. Where
the annual budget has a clear operational fundraising cost code, this must be prioritised.

Operational Management of income streams: Banking
Streams 1-4 — and the corollary cost codes for expenditure are managed as present through CAF1
and CAF2. These will continue to be administered, as at present, through the parish office.

Stream 5 (Development) for both income and expenditure is managed through CAF3.
There needs to be a clearly defined and identifiable separation between “Development” income

and expenditure and that from other revenue streams.

Office staff (and others) must continue to use a clear recording mechanism for such income — and
must ask for clarification at the point any donation in received which income stream this is for.
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Development Income, expenditure and practical management

Income

All development income, donations etc must be clearly identified and recorded as such.

There must be clear identification of whether a fund-raising event is for Development (or normal
revenue income streams). This must be clear prior to any event taking place.

Expenditure

Any expenditure incurred in e.g. fundraising, must be clearly recorded, with receipts. These then
should be reimbursed from CAF3 so that an accurate picture of income and expenditure can be
maintained.

Oversight

For all ‘general’ and ‘development’ fundraising, a proper account of Income, Expenditure and
Profit (or loss) should be made to the Standing Committee. A clear account should also be made
of any stock held as part of fundraising activities (i.e the net value of food, alcohol etc) in addition
to the above.

e Priority 5
There must be clear recording of events’ income and expenditure.

e Priority 6
General or Development fundraising events must report net profit — i.e. an event income
of £1000 and expenditure of £250 must be reported as ‘having made £750°.

e Priority 7
Income is to be handled through the office, using the established cash handling protocols
in place. All income must be paid into the appropriate account after recording.

e Priority 8
Claims for re-imbursement of fund-raising expenses must be paid by direct bank transfer
only, so that proper records of costs can be kept. Claims should be made no later than 30
days from the event.

e Priority 9
Direct bank donations for ‘General’ donations must be routed to CAF1.
Direct bank donations for development donations must be routed to CAF3.
Any individual or group with oversight of an event MUST use the right bank account!

e Priority 10
Payment of all invoices, claims or regular payments for development must come from
CAF3. This account is NOT operated through office staff. All claims should be therefore
handled by the Treasurer, or those appointed by him to do so.

e Priority 11
When handling cash, a minimum of two people should at all times count cash received.
Where cash received at an event is not immediately counted it should be sealed in an
appropriate container and put in secure storage. Where it is counted, then both persons
counting should sign a note with the amount taken and seal that with the cash received.

Wherever possible — and certainly when staff with safe access are present — such money
should NEVER be taken home by an organizer.
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Legalities

Gift Aid

Donations for both general and development work can be gift aided when the appropriate
documentation is available and fully completed.

When a gift aid reclaim is made and received, the proportion of that Gift Aid which properly
belongs to Development should be transferred from CAF1 to CAF 3 as soon as practically
possible. All other Gift Aid money remains in CAF1.

If a separate Gift Aid reclaim is made for Development income and donations, then the whole of
that income should be clearly identified and paid directly into CAF 3 wherever possible.

Charity Number and Law

The Parish Charity number should be included on all publicity material for general fundraising as
well as for Development events including tickets, posters, programmes and publicity. It should
also be included in all written and electronic communications for direct fund-raising purposes.

Publicity material and donation forms
All materials which are produced which include information on making donations, or a form for
donors to complete to accompany their donations should:

e Have the appropriate banking information for EITHER CAF1 or CAF3

e Bear the Charity Number of the Parish.

e MUST Bear the following statement:
“Your donation will directly go to the St Wilfrid’s Development Fund. Any surplus
donations received above the targets we set, will be applied to either ongoing development
needs or to general purposes at the discretion of the parish, unless you specifically request
otherwise in writing.”

Licensing and the sale of Alcohol

The parish now holds a community licence for the sale of alcohol. Sale also means, in this context
‘free glass of wine with a ticket’ or where a glass is given freely. There are very strict conditions to
the licence — and severe penalties if the terms of the licence are broken.

Where events for either general or development fundraising are held — you MUST seek the advice
and permission of the Facilities and Commercial Manager. You Must also follow any directions
given or permission to sell or give away alcohol will be denied.

Where alcohol is served at general parish functions (parties, post-mass refreshments etc) those
responsible should observe general good practice. If you are in any doubt, you should speak to
the Facilities Manager (or in the absence of Facilities Manager, the Team Rector, a
churchwarden or other member of the standing committee who hold the licence).

Approved by the PCC: 11™ June 2026

Review date: May/June 2027

Signed: PCC Chairman Fr Gary Waddington, Team Rector
Signed: PCC Secretary Alison Povall
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