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QiY Post-Holders and QiY Policy Handbook

WHO NEEDS TO READ WHAT?

Although this is a slightly abridged version of the comprehensive Policy Handbook, it remains bulky and is therefore split into two sections: 

(1) All policies other than Safeguarding; 

(2) Safeguarding Policy, including pro formas currently in use.

Feel free to read it all, but for ease of reference, the table below shows what Trustees consider to be essential reading for each post-holder. 

When you are appointed to a QIY role, you should:

 read the relevant Handbook section (or sections); 

make yourself really familiar with it;

act accordingly.

If you notice any omission or error or see anything which appears to be no longer relevant, please bring it to the attention of Trustees straight away. 

As it is intended that the whole document will go on the website in due course, some redactions have been made for data protection.
	Committee
	

	Arrangements Committee
	Archives

 

	Custodians of Yorkshire Quaker Archives
	Archives; Data Protection Appendix 1 Organisational Structure

	Easter Settlement Convenor and Treasurer
	Safeguarding; Data protection; Health and Safety; Risk Analysis, esp C  Appendix 1 Organisational Structure; Archives

	Junior Holidays
	Safeguarding; Data protection; Archives; Health and Safety; Hiring Rooms Guidelines; Risk Analysis esp C Appendix 1 Organisational Structure

	Nominations Committee
	Data Protection policy; Archives;  Appendix 1 Organisational Structure; Risk Analysis A 

	Outreach Projects Committee (Clerk)
	Data Protection policy; Archives; Appendix 1 Organisational Structure; Risk Analysis D 

	QiY Co-Clerks
	Entire Policy book

	QiY Clerk of Trustees
	Entire Policy book

	QiY Examiner of Accounts
	Financial procedures, Investment policy; Appendix 1 Organisational Structure

	QiY Trustees inc Treasurer
	Entire Policy book 

	Safeguarding Coordinators
	Safeguarding, Data Protection, Archives, Risk Analysis esp C 

	Under 19s Coordinating Group
	Safeguarding; Data protection; Health & Safety; Archives Hiring Rooms Guidelines,  Risk Analysis esp. C;  Appendix 1 Organisational Structure

	Yorkshire Friends Holiday School 
	Safeguarding; Data protection; Archives; Health and Safety; Hiring Rooms Guidelines; Risk Analysis esp C Appendix 1 Organisational Structure


Financial Procedures
1.1. Organisational Structure

i. Quakers in Yorkshire is a registered charity, number 1139514.

ii. Quakers in Yorkshire comprises the participant area meetings wholly or partly within Yorkshire, each of which shall nominate one Friend, normally from its own membership, to serve as a trustee, for appointment by Quakers in Yorkshire in session.

iii. Quakers in Yorkshire meets four times a year

iv. The trustees shall hold at least two meetings each year
v. The clerk to trustees and the treasurer are additional to the trustees from the Area Meetings and are nominated and appointed by Quakers in Yorkshire. Two additional trustees may be co-opted by Quakers in Yorkshire in session accepting a nomination from the trustees

A plan of the organisational structure is in Appendix I to this policy.

1.2. Bank Accounts

1.2.1. Bank accounts are held by the following (further details are not for distribution)
	Account

	Quakers in Yorkshire

	 Easter Settlement

	Yorkshire Friends Holiday School

	Rawdon Friends School Trust

	Forrest Meeting


1.2.2. Account details are in Appendix 2 to this policy

1.2.3. In all cases the following will apply:

i. Cheque signatories are approved by the trustees

ii. Trustees will agree on the number of signatories to each account and the maximum sum that may be signed for by a single signatory in each case.

iii. In the event of two authorised persons being closely related, then they can not authorise the same transaction.

iv. Blank cheques will not be signed

v. Cheques will be made out to the payee

vi. A signatory can not sign a cheque made payable to themselves.

vii. When the cheque is signed the signatory will see documentary evidence of the nature of the payment and will initial the document to indicate approval

viii. All income will be paid directly into the bank and not accumulated as petty cash

ix. Only one paying in book will be in use for each  account at any time and individual paying in slips will not be used (except in special circumstances).

x. Transfers between accounts will be authorised by account holders according to the rules for signatories. 

1.2.4. Interest rates and charges connected with the various accounts will be reviewed by the treasurer

1.3. Responsibilities of the Treasurer of Quakers in Yorkshire and Treasurers of sub groups

i. Day to day management of financial affairs is delegated to the treasurers

ii. All financial transactions will be recorded by the relevant treasurer

iii. Collecting Contributions: The Treasurer for Quakers in Yorkshire will prepare an annual quota to be submitted by each member Area Meeting. 

iv. The treasurers of sub-groups will each year prepare an annual budget in advance to be agreed and minuted by the sub-group committees and forwarded to the QiY treasurer to be consolidated with the general budget for submission to the trustees for approval.

v. The treasurer will present a report with figures to each meeting of the trustees / sub-group committees

vi. All information and reports for the annual accounts  will be prepared by the treasurer in a timely manner and sub groups will send them to the QiY treasurer for consolidation

vii. Arrange for annual public liability insurance for all activities of Quakers in Yorkshire and its sub-groups

viii. The treasurer will ensure that where transactions and records are conducted and filed in electronic format then back-up copies are regularly kept

1.4. Payments for expenses

1) In all cases the following will apply:

i. Friends and attenders can claim reimbursement of monies spent on stationery, postage and phone calls undertaken on behalf of Quakers in Yorkshire

ii. Expenses related to childcare can be reclaimed

iii. Accommodation expenses can be claimed if authorised by the treasurer and clerk of trustees

iv. Travel expenses will be reimbursed for the actual cost of public transport journeys or at a mileage rate agreed by trustees from time to time 

v. Payments will be made by cheque rather than cash

vi. Loans will not be made in any circumstances

vii. Evidence to support a claim in the form of signed receipts must be submitted

viii. Expense claims by the treasurer must be authorised by the clerk of trustees

1.5. Annual Budget

i. The treasurer will prepare an annual budget for presentation to trustees at their final meeting in the year before that to which the budget applies.    Sub-group treasurers will prepare an annual budget for presentation to the sub group committee in time for the agreed budget to be included in the consolidated QiY budget.

ii. The budgets will be approved by the trustees and sub group grants will be determined from this information.

iii. The budget will be monitored half yearly and a variance report produced, comparing actual performance with the budget

iv. Budget holders are responsible for keeping to the budgets in the specified limits

v. Small changes to the budget by subgroups in Quakers in Yorkshire may be agreed by their committee’s treasurer. Significant changes will be agreed by trustees. 

1.6. Annual Accounts

i. The financial year will be the calendar year starting on Jan 1st
ii. Draft consolidated accounts prepared by the Treasurer will be submitted to trustees before being sent for independent examination or audit. 

iii. The annual accounts will be externally examined by an Auditor / Independent Examiner appointed by the QiY  Similar arrangements can be made for each sub-group or can be examined by the QiY Examiner

iv. The final accounts will be approved by the trustees together with the annual report of trustees

v. Quakers in Yorkshire will receive the accounts and annual report of the trustees at its July meeting.

1.7. Reporting

The Committees of the York Schools (The Mount and Bootham) are responsible for their overall policy to Quakers in Yorkshire, which receives and considers the annual audited accounts of the Schools. The audited accounts are received first by Quakers in Yorkshire Trustees, who may raise any queries with the Schools, before being passed to Quakers in Yorkshire to be accepted in session. The annual accounts of Quakers in Yorkshire and its sub-groups are consolidated for reporting to the Trustees for approval and acceptance, before reporting to Quakers in Yorkshire in session.  

1.8. Reserves

The Treasurer of Quakers in Yorkshire will oversee all reserves held. Sub-groups will maintain any reserve funds held in group accounts up to a maximum of six months’ expenditure, or as agreed with the Treasurer of Quakers in Yorkshire

1.9. Investments

i. All investments will be handled by brokers selected by the trustees

ii. Trustees will agree on an investment policy based on Quaker principles which the brokers will be required to observe.

iii. An annual report on all investments will be prepared by the brokers for presentation to trustees

iv. Trustees will receive a mid-year summary of investment performance. 

v. The trustees will set up an Investment Sub-group comprising the Treasurer and two other trustees who are approved to communicate with the brokers. 
1.10. Insurance

i. The organisation will have the following insurance cover: Public Liability,  

ii. The insurance cover will be arranged by the treasurer

1.11. Training

i. Clerks, treasurers and trustees or appointees yet to take up posts will be supported to attend relevant Quaker conferences or training opportunities deemed appropriate by the trustees.. 

These procedures were approved at a meeting of trustees of Quakers in Yorkshire meeting held on 25th June 2016
1.12
Financial Procedures Appendix I: Organisational Structure of Quakers in Yorkshire

	




1.13  Financial Procedures Appendix II. Account Details

Details not for distribution  

Investment Policy
1.1. Introduction

In matters of investment the trustees of Quakers in Yorkshire (QiY) must act collectively as a body having regard to the guidance of the Charity Commission in England & Wales and to paragraphs 15.06 and 15.07 of Quaker Faith & Practice.

One quarter of Quakers in Yorkshire (QiY) income is derived from its investments which are identified with four funds, each with its own purposes.   These are:

· General Charity, primarily to assist individual Quakers in need and otherwise for general purposes of QiY; 

· Linton Taylor bequest which mainly supports charitable activity at Glenthorne Quaker Guest House, Grasmere; 

· Forrest’s Meeting House Fund for major repairs, developments or construction of Meeting Houses in Yorkshire; and 

· Rawdon Friends School Trust which contributes to bursary support for Quakers living in Yorkshire whose children attend a Quaker secondary school in Britain.

Although each fund is distinct, the investments are managed as a whole.
1.2. Aims and objectives
The investment policy needs to strike a balance between following Quaker principles about the right use of money and providing sufficient funds to meet the responsibilities of QiY’s Governing Document (see Appendix 1).

To this end we:

i. Need to fund QiY grant making activities over the long term;

ii. Invest in enterprises which comply with the interests and concerns of the Religious Society of Friends in Britain, such as upholding a low carbon sustainable society, avoiding fossil fuel companies and seeking companies which promote economic justice;
iii. Avoid investment in corporations whose activities conflict with our wider Quaker principles;

iv. Encourage businesses which are ethical, socially responsible and protect the environment.  In some cases such an investment may be more risky and produce a lower return but meet desired social benefits.

These four aims are in order of priority.  The background to this thinking is set out more fully in Appendix 2.
1.3. Degree of compliance
Investment decisions, like the making of most choices, are a matter of judgement, having weighed all 

the available evidence.  The investment managers will apply the four criteria listed above to offer ethically based advice about a range of securities sufficiently diverse as to neutralise (so far as possible) systemic risk.  Where necessary, they will take a balanced decision based on their interpretation of the evidence and not simply apply mechanistically a set of rules.  Their advice will make this clear to the trustees.

The investment managers are encouraged to engage, on matters of corporate governance and 

controversial aspects of business practice, with enterprises with which QiY has, or may have, 

a relationship as investor.  The investment managers are encouraged to work closely with others 

on promoting socially responsible business practices and improving corporate behaviour.  Because many corporations also have a spread of activity to minimise long-term risks, we ask our investment managers to adopt an approximate benchmark of no more than 10% of a company’s activities which conflict with the aims and objectives (and as expanded in Appendix 2). 

The trustee body, recognising that it does not itself have the resources of time and experience to 

engage with companies, is particularly keen that the investment managers should be informed about the extent to which an enterprise’s activities meets the socially responsible criteria, particularly the larger international companies or funds which may be recommended.

The investment managers are encouraged to work closely with others on promoting socially responsible business practices and improving corporate behaviour including co-operation with the Ecumenical Council on Corporate Responsibility and other faith based investors.
1.4. Implementation
The investment managers will offer advice on investing ethically in a range of securities which will maximise the total return on the portfolio in the medium term, having regard to:

· Income

Grant income levels in real terms, calculated over a rolling five year 

period against the consumer price index
· Capital growth
Maintaining capital growth to raise income in line with inflation

· Risk

Diversified risk

The contract with the investment manager will be on an advisory basis where recommendations are authorised by an investment sub group which includes the Clerk, the Treasurer and up to three trustees.

Where investment in a fund is approved, the investment manager may approve the sale and purchase of individual securities according to their reading of the markets in order to meet the investment objectives over the long run

All transactions with reasons on a quarterly basis will be reported half yearly. Any significant changes to the spread of investments and their character (such as a divestment of all government bonds), for instance, would be referred to the investment panel who may consult the trustees as a whole by e-mail.

This policy and its Appendices has been adopted by the trustees on 1 March 2014 and should be reviewed in 2019.
1.5. Investment Policy Appendix 1
1.5.1. Responsibilities 

Quakers in Yorkshire exercises its responsibilities including the application of income and property to enable its object by work such as: 

i)
furthering the religious and other charitable work of Quakers in Yorkshire as a regional meeting of the Religious Society, especially outreach and the care & nurturing of children and young people; 

ii) 
providing for relief in need either generally or individually of those who are Friends or Attenders of participant meetings; 

iii) 
promoting the education of children of Friends and Attenders in good standing of local Quaker meetings in Yorkshire who attend a secondary school officially connected to Britain Yearly Meeting and who reside or have a parent residing in the area of benefit; 

iv) 
assisting in the erecting, maintaining or repairing or improving Quaker meeting houses in the area formerly comprising the County of Yorkshire as places for public worship and from which to carry our witness into the world;

  v)
supporting the charitable objects of Glenthorne Quaker Centre (232575);
 vi)
administering and maintaining the organisation of Quakers in Yorkshire;

vii) such other responsibilities as may from time to time be added which fall within the object of the charity subject to the approval of the Charity Commission of England & Wales
1.5.2. Powers of Trustees 

The trustees have the powers, in exercise of which they shall at all times be guided by the Book of Christian Discipline: which include the following

i)
to raise funds from contributions; from legacies; from grants and other sources outside the area meetings; from investments and the use of assets; and from the sale of goods or services provided in furtherance of the object of Quakers in Yorkshire; 

ii) 
to buy, lease or acquire property, and to sell, grant a lease or dispose of property, subject to the terms of Clause 17 (vii) below; 

iii) 
to borrow money and to give security for loans (but only in accordance with the restrictions imposed by the Charities Act 1993 - as amended from time to time}; 

iv) 
to set aside income as a reserve; 

v)
to make investments in accordance with legal constraints and the ethical testimonies of the Religious Society; 

vi) 
to co-operate with other charities or to enter into partnerships; 

vii) 
to establish or support trusts or institutions formed for charitable purposes within the object of Quakers in Yorkshire; 

1.6. Investment Policy Appendix 2

1.6.1. Socially Responsible Investing: Friends Testimony of Values and Actions

Quakers in Yorkshire have been entrusted with the investment of funds grounded in the beliefs of the Religious Society of Friends, among them the testimonies of peace, simplicity, integrity and justice, and concern for the natural environment. Trustees acknowledge this responsibility and recognise, by its nature, that investment activity is not passive. Working among real world constraints, our intentions are not only to “be” but also to “do” and, thus, make the world a better place.

Our values and actions determine the focus of our investments, as follows.

1.6.1.1. Peace Testimony

A unifying and consistent belief of Friends over the years has been the importance and value of a peace testimony which leads trustees to make no investment in weapons contractors or sub-contractors.  (However, off – the -shelf civilian products sold to ministries of defence in the UK or abroad are not considered weapons components).

1.6.1.2. Simplicity, Integrity and Justice

Friends embrace the widely held desire that investments should be made in businesses that serve a beneficial purpose to society. As in all our experiences, the judgment of what is beneficial changes over time in both degree of certainty and importance. Trustees recognise this challenge and currently agree the following limitations:

· Companies that obtain their business from the production of alcohol, tobacco and

firearms, or the operation of gambling casinos and lotteries will be excluded from investment;
· We also do not favour companies where the more than 10% of their business is derived

from:

· The manufacture of gaming equipment, software or other products that exclusively serve the gambling industry;

· Owning, operating or managing prisons;

· Entertainment companies that do not reflect Quaker values, such as those that manufacture violent video games or pornography.

There will be other occasions where we will not invest in certain companies whose products or services, in our view, do not serve constructive purposes. 

Investments in companies which offer particular social benefit but with greater risk and probable lower returns should not exceed 5% of the portfolio value.

1.6.2. World Citizenship

While we strive to invest in most sectors of the economy, we especially seek companies that are good corporate citizens and that perform well in terms of environmental, social and governance (ESG) criteria.

In the construction of our portfolios, we instruct our investment managers to take account of the environmental performance of companies in high exposure/high impact industries with the goal of investing in the leaders in social responsibility:

· We exclude companies whose primary business is the mining and/or production of or the destruction of tropical forests;

· For companies engaged in electricity production, we exclude those that rely on coal fired plants and/or nuclear for a significant proportion of their fuel mix;

· For companies engaged in the exploration, production, refining and/or transportation of oil and gas products, we select companies that perform well against their industry and peers when evaluated on ESG criteria.

International companies face complex issues arising from the diverse cultures and political and economic settings in which they operate. These include: human rights, just wages and safe working conditions, child and forced labour, freedom of association, and the environment. In our investments we favour companies that have adopted and actively implement and monitor codes of conduct to guide their policies, programs and operations.
1.7. Investment Policy Appendix 3

The following chart provides illustrative guidance for companies in different market segments.

	Positive
	 
	Negative
	 

	Animal welfare
	Interested
	Alcohol
	Concerned

	Corporate giving
	Neutral
	Animal welfare
	Concerned

	Employment
	Interested
	Armaments 
	Very concerned

	Environment
	Interested
	Employment
	Very concerned

	Environment technology
	Interested
	Environment
	Very concerned

	Healthcare
	Interested
	Extractive industry
	Very concerned

	Healthy food
	Interested
	GM crops or foodstuffs
	Very concerned

	Human rights
	Interested
	Non-sustainable woods
	Very concerned

	Overseas development
	Interested
	Gambling
	Very concerned

	Property - house building
	Interested
	Healthcare
	Very concerned

	Public transport
	Interested
	Human rights
	Very concerned

	Recycling and waste
	Interested
	Marketing
	Very concerned

	Renewable energy
	Interested
	Nuclear power
	Concerned

	Safety & protection
	Interested
	Pornography
	Very concerned

	Social change
	Interested
	Tobacco
	Concerned

	Training & education
	Interested
	Gilts
	Neutral


When assessing an investment some factors require a judgement by our advisers.   For example a company’s employment practices may be transparent and positive whilst another may conceal its production overseas where standards are not acceptable, whilst apparently the purposes of both companies are acceptable.  Generally ‘interested’ indicates acceptable, ‘concerned’ suggests possible with extra care and ‘very concerned’ suggests unacceptable.

1.8. Investment Policy Appendix 4
Guidance from other sources which may assist in the selection of an ethically based portfolio.

Church of England Ethical Advisory Group – statement of ethical investment policy

[dmr/cif/pdj/rsl
February / March 2014]

Risk Management

As with other charities Quakers in Yorkshire is subject to a number of risks in its operational and investment activities. The general position, adapted from the Charity Commission, is as follows.

Risks are any events that could prevent the charity achieving its aims or carrying out its strategies. The types of risks a charity might face will depend on its size, funding and activities, among other factors. Some of the risks charities can face are:

· damage to the charity’s reputation

· receiving less funding or fewer donations

· losing money through inappropriate investments

· change in the government’s policy on a particular issue, affecting grants or contracts

Trustees should identify any potential risks that could prevent them meeting the needs of their beneficiaries, and have processes in place to assess and manage those risks. Having a rigorous process and a clear risk management policy helps ensure that:

· the identification, assessment and management of risk is linked to the achievement of the charity's objectives;

· all areas of risk are covered - for example, financial, governance, operational and reputational;

· a risk exposure profile can be created that reflects the trustees' views as to what levels of risk are acceptable;

· the principal results of risk identification, evaluation and management are reviewed and considered;

· risk management is ongoing and embedded in management and operational procedures.

[For further details see the guidance in ‘Charities and risk management’ (CC26)]

In recognition of potential risks such as those listed above and the need to take action to minimise their occurrence the Trustees of Quakers in Yorkshire will undertake an annual risk assessment, using the Risk Assessment schedule which is attached to this policy (Annex 1 of this Policy Booklet). This exercise will include a regular review and update of the pro forma which is the basis of the schedule. Sections C2 and C3 of the schedule are also covered in the separate Health and Safety Policy of Quakers in Yorkshire which is brought together as Annex 2 to this Policy Booklet.

Signed

Date  

Data Protection Policy

1.1. Background

Personal data are collected for the following purposes in Quakers in Yorkshire (QiY):

· Junior Holidays

· Holiday School and re-unions

· Easter Settlement

In addition QiY compiles a book of all Members and Attenders in the seven Area Meetings within Yorkshire which comprise the membership of QiY. This compilation consists of the membership lists which have been compiled within each of the Area Meetings. The responsibility of ensuring that these lists comply with data protection regulations lies with each Area Meeting.

1.2. Principles

The Trustees of QiY will ensure that all those responsible for organising events or engaging in activities which entail the recording of personal information are aware of the eight data protection principles of Schedule 1 of the Data Protection Act 1998, reproduced in Appendix 1 below.

1.3. Length of time records should be kept 

This is stated in general terms in Principle 5 (see Appendix 1 below) in Schedule 1 of the Data Protection Act but the Act does not set out any specific minimum or maximum periods for retaining personal data. In practice, Principle 5 means that the data holder will need to:

· review the length of time personal data is kept; 

· consider the purpose or purposes for which the information is being held in deciding whether (and for how long) to retain it; 

· securely delete information that is no longer needed for this purpose or these purposes;  

· update, archive or securely delete information if it goes out of date.

It is good practice to regularly review the personal data held, and delete anything no longer needed. Information that does not need to be accessed regularly, but which still needs to be retained, should be safely archived or put offline.
Data also need to be held for potential insurance purposes. We recommend that for all events held by Quakers in Yorkshire, including those of its sub-groups, data are kept for 5 years (electronically or in hard copy) in a secured place by the current organizers and then archived for at least 75 years. Archiving will be arranged by the Custodians of Yorkshire Quaker Archives whose names may be obtained from the clerk of Quakers in Yorkshire. 

1.4. Archiving (See also separate Archiving Policy)

The DPA states that “There may often be good grounds for keeping personal data for historical, statistical or research purposes. The Data Protection Act provides that personal data held for these purposes may be kept indefinitely as long as they are not used in connection with decisions affecting particular individuals, or in a way that is likely to cause damage or distress. This does not mean that the information may be kept forever – it should be deleted when it is no longer needed for historical, statistical or research purposes.”

1.5. Review: This policy will be reviewed in 2017 
1.6. Data Protection Appendix 1

Schedule 1 of the Data Protection Act: the eight guiding principles

1. Personal data shall be processed fairly and lawfully and, in particular, shall not be processed unless –

(a) at least one of the conditions in Schedule 2 (see Appendix 2) is met, and

(b) in the case of sensitive personal data, at least one of the conditions in Schedule 3 (see Appendix 2) is also met.

2. Personal data shall be obtained only for one or more specified and lawful purposes, and shall not be further processed in any manner incompatible with that purpose or those purposes.

3. Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes for which they are processed.

4. Personal data shall be accurate and, where necessary, kept up to date.

5. Personal data processed for any purpose or purposes shall not be kept for longer than is necessary for that purpose or those purposes.

6. Personal data shall be processed in accordance with the rights of data subjects under this Act.

7. Appropriate technical and organisational measures shall be taken against unauthorised or unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data.

8. Personal data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedoms of data subjects in relation to the processing of personal data. 

1.7. Data Protection Appendix 2

Relevant extracts from Schedules 2 and 3 of the Data Protection Act

SCHEDULE 2E+W+S+N.I. Conditions relevant for purposes of the first principle: processing of any personal data

1   The data subject has given his consent to the processing.E+W+S+N.I.
SCHEDULE 3E+W+S+N.I. Conditions relevant for purposes of the first principle: processing of sensitive personal data

1   The data subject has given his explicit consent to the processing of the personal data.E+W+S+N.I.
2.  [Not relevant]

3   The processing is necessary—

E+W+S+N.I.
     (a) in order to protect the vital interests of the data subject or another person, in a case where—

(i) consent cannot be given by or on behalf of the data subject, or

(ii) the data controller cannot reasonably be expected to obtain the consent of the data subject, 

4   The processing—

E+W+S+N.I.
     (a)  is carried out in the course of its legitimate activities by any body or association which—

(i) is not established or conducted for profit, and

(ii) exists for political, philosophical, religious or trade-union purposes,

     (b)  is carried out with appropriate safeguards for the rights and freedoms of data subjects,

     (c)  relates only to individuals who either are members of the body or association or have regular contact with it in connection with its purposes, and

     (d)  does not involve disclosure of the personal data to a third party without the consent of the data subject.

Archives Policy

1.1. Depositing Archives with Leeds University Library

The Special Collections department of Leeds University Library is the main official repository for Yorkshire Quaker archives. Library staff are responsible for day-to-day operations, but Quakers in Yorkshire have appointed three custodians to oversee the archives and advise on policy, including the matter of additions to the archives. The names of current holders of these posts may be obtained from the clerks of Quakers in Yorkshire and will be found in the current List of Members and Attenders published triennially by Quakers in Yorkshire. . 

This document provides summary guidelines for clerks and others with custody of archival material no longer in current use. Please note (a) that legal ownership of any material deposited with Leeds University Library remains with the meeting from which it came, and (b) that the library knows not to allow the consultation or copying of any material less than 50 years old (for personal and data-protection reasons) without written permission from one of the appointed custodians.

How to deposit: please contact one of the custodians. If you subsequently need to contact the library directly (e.g. to arrange the practicalities of deposit, once the principle has been agreed), telephone 0113 3436377 (in 2014 this was Richard High, of the Special Collections team, and who has day-to-day responsibility for the archives) or e-mail r.high@leeds.ac.uk. The general Special Collections number is 0113 3435518.

What to deposit: the point of archiving is to provide a secure and permanent home for documents of interest to future historians and researchers. The main categories of material are formal minutes, whether of area meetings, local meetings, or committees; testimonies and state of the meeting reports; significant correspondence; membership lists and other membership documents; annual accounts and other formal financial reports; papers relating to large-scale projects, e.g. building refurbishment, fund raising, or concerns undertaken by a meeting; and papers relating to particular events, e.g. visiting speakers, Quaker Week arrangements, work with other churches, exhibitions, concerts, etc.

Documents in electronic format: please do not forget that such documents, especially e-mails, which are often not printed out, can be just as important archivally as paper documents. However – like most repositories – Leeds University Library is at an early stage of devising procedures for archiving e-mails. Meetings are therefore encouraged to print out any e-mail correspondence likely to be of lasting interest or importance. 

What not to deposit: categories of material unlikely to be of future interest include lower-level financial papers (e.g. bank statements, old cheque books, rough calculations, individual responses to fund-raising); insurance documents, and correspondence with tradesmen or other suppliers; reports likely to be held elsewhere (e.g. there is normally no need for a local meeting to deposit area meeting material); and publications or documents issued by departments at Friends House, unless followed up by a meeting.

When to deposit: broadly, when material is no longer regularly referred to by clerks, convenors of committees, or other members of the meeting. For many meetings, five years may be a reasonable cut-off point..

What to do before deposit: it would naturally help the custodians and library staff if material to be deposited has some kind of internal arrangement, e.g. chronological or alphabetical. If there is an existing listing, or you choose to make one, please include it! Now that bound minute books have generally given way to loose, word-processed sheets, it is helpful if pages are numbered. Material submitted in the form of ring binders, lever-arch files, etc. will generally be transferred to acid-free paper or card containers by the library staff. Submitting material in transparent plastic document wallets will create least work. The handbook Your Meeting’s Records issued by Friends House Library recommends that minutes of meetings should be printed on to acid-free paper if possible, but it is understood that meetings may find this difficult to achieve. The most important thing is that documents are kept safely and in good order: please see below!

1.2. Safeguarding Archival Material before Deposit

Detailed guidance is available from the Friends House Library website. See particularly http://www.quaker.org.uk/sites/default/files/Preservation_201005.pdf, ‘Preservation and storage of records and archives’ (available also in printed form). Some major points:

· The place of storage should obviously be watertight, and free from damp and dust

· Ideally it should also be cool, with low relative humidity

· Light levels should be as low as possible, to reduce the risk of fading

· Avoid storing documents against an outside wall or on the floor, in case of damp

· If possible, store all material within archive-quality, i.e. acid-free, boxes

· If possible, store large documents flat and unfolded

· Label boxes clearly, but not with post-it notes, which can easily get detached

· If actual documents need to be marked, use a soft pencil

· Avoid the use of metal staples or of paper clips other than those made of brass, to guard against rust

· Do not use sellotape or similar, which can quickly discolour documents

Health and Safety Policy
The Health and Safety policy objectives of Quakers in Yorkshire are

· To prevent accidents and cases of event-related ill health and provide adequate control of health and safety risks arising from Quakers in Yorkshire activities

· To provide adequate training to ensure organisers are competent to manage activities

Day-to-day responsibility for ensuring this policy is put into practice is delegated as indicated in the table in Annex 2. This table identifies the principal areas of risk and delegated duties
Hiring Rooms Guidelines

The following should be considered

General

· Do the premises have public liability insurance?

· Fire clearance for maximum capacity of people in the building/room at any one time

· Location of emergency exits

· Accessibility of entrances, toilets, etc. 

· Is a loop system installed?.

· Spaces for small group work, side meetings etc 

· How early on the day should the organisers turn up?

· Arrangements for opening up and closing building. Will there be staff on duty? Return of keys and alarm system if relevant. Emergency contact.

· Rubbish removal

Safety

· Facilities for children and their safety

· Is there a first aid kit? A fire blanket in the kitchen?

· External environment – busy road outside etc. and drop-off facility.

Equipment and seating

· Will chairs be laid out as needed at the start and can they be left in that arrangement at the end? 

· Equipment for presentations: table for clerks, lectern, microphone, roving microphone, screen and projector (for laptops etc), flipcharts and pens

· Refreshments: check use of kitchen, crockery etc. What is available – hot water boiler,microwave etc. Will there be shared use or sole use. 

· What is the damages policy?

Arrival and parking

· What are the parking arrangements?

· Does the organisation have a directions leaflet or a website with a map

Annex 1. Risk Analysis
	
	RISK


	Managing/Mitigating Risk
	RESPONSES

	A 
	Functioning and Governance 
	
	

	A1
	Lack of direction, strategy and forward planning
	Do you:

· Have a strategic plan that sets out key objectives and policies

· Carry out regular review and monitoring of the above


	No strategic plan but the following apply:

· Annual cycle of QiY in session agenda

· Reference to Governing Document, Quaker Faith & Practice and Handbook for Quaker Trustees.

· Terms of Reference for Trustees?

· Annual report of Trustees to QiY in session



	A2
	Inability to recruit and keep office holders with necessary skills and knowledge


	· Do you have well documented policies, systems and plans for recruitment, training, retention of trustees and clerks


	· Reviewed at QiY quarterly meetings and instructions to Nominations Committee



	A3
	Committee structures not functioning adequately


	Do you:

· Have clear mechanisms for accountability, recording & reporting decisions

· Have appropriate delegation of operational responsibilities

· Have an organisation chart with clear understanding of roles and duties

· Regularly review the training and motivational requirements of groups and individuals


	In process

Yes?

No

Woodbrooke courses etc, (e.g. Safeguarding, trusteeship)




	A4
	Board of Trustees unable to meet necessary standards for good governance


	Do you:

· Regularly review and monitor membership and functions

· Understand Trust Law 


	· Yes?

· Reference to CC website and newsletters. Handbook for Quaker Trustees

	A5
	Trustees poorly informed about developments
	· Do you have clear methods of communication and reporting information at and between meetings

· Is there regular contact between Trustees and Committees


	· Clerk and Treasurer have responsibility

· Minutes exchanged between clerks

· QIY minutes go to all trustees

	A6
	Lack of continuity across key posts
	Do you:

· Carry out succession planning

· Document your systems and plans 

· Where do you keep centralised storage of records and reports


	· Yes, advance notice to QiY nominations committee

· Yes, through policies and minutes

· See Data Protection policy (re. documents held by current clerk and archiving policy)


	B
	Finance
	
	

	B1
	Inadequate financial planning


	Do you:

· Prepare outline budgets linked to business plan and objectives (year in advance preferable)

· Identify risks or uncertainty in the business plan

· Carry out quarterly reports and budget reviews


	· Yes but not linked to a business plan

· No business plan

· Yes



	B2
	Inadequate financial control and reporting


	Do you:

· Carry out timely, accurate monitoring and reporting 

· Have adequate skills base to produce and monitor reports

· Have procedures for reviewing and actioning variances 

· Have an audit or independent financial scrutiny


	· Yes

· Yes

· Yes 

· Yes

	B3
	Inadequate reserves
	· Do you have a reserve policy

· Are your reserves linked to a business plan and financial/operational risks

· Do you regularly review/monitor the reserves/policy 
	· No?

· No

· No?

	B4
	Dependency on income sources
	· Have you identified any major dependency

· Do you have diversification plans
	· Investment and Holiday School income. Investments are spread but subject to stock market fluctuations

· No

	B5
	Loss of Investment funds
	Do you:

· Have an investment policy

· Take professional advice and/or management

· Regularly review/monitor the investment/policy 


	· In process (but only regarding ethical investments0

· Yes

· ?

	B6
	Restricted funds 
	· Do you understand legal implications of restricted funds

· Do you have clear systems to identify restricted receipts

· Do you have adequate monitoring and reporting


	· Yes

· Yes

· Financial Procedures Policy and Annual Treasurer’s report


	B7
	Fraud or Error
	Do you have clear policies and procedures for:

· Financial control, including internal auditing 

· Segregation of duties

· Authorisation limits

· Security of assets

· Fidelity Insurance

· Annual audit 
	· In process (near completion)

· Not relevant? 

· Yes 

· See section C5

· No

· Annual Independent examination? 




	C
	Human Resource
	
	

	C1
	Failure to comply with current employment legislation


	· Do you take professional advice in HR matters

· Do you regularly review all policies and procedures

· Do you maintain legal assistance and expenses insurance cover 


	Not generally relevant, but we need to keep an eye on volunteer legal rights which include Health & Safety (& Risk assessment), Data protection, Driving, Working Time [see ACAS which suggests having a ‘Volunteer Agreement’ on what is expected from each side]

	C2
	Failure to ensure safe working environment or practices - 

Health and Safety


	· Do you take professional advice in H & S matters

· Do you carry out appropriate training

· Do you have a compliance officer

· Do you regularly review all policies and practices

· Do you have appropriate insurance


	No, but see separate Health and Safety Policy
Yes to all for Holiday School – Health & Safety precautions are shared with representative of the school they are using. 

Yes

	C3
	Failure to protect children and vulnerable adults from harm
	· Do you take professional advice in Children & Safety matters

· Do you carry out staff and volunteer vetting

· Do you carry out appropriate training

· Do you regularly review policies and practices

· Are we covered for Easter Settlement? And children’s activities at QiY Meetings?. Are we clear about who would accompany an injured child to hospital, for instance?

	· Yes, from Churches Child Protection Advisory Service

· Yes, via Children and Vulnerable Adults Safeguarding Coordinator appointed by QiY

· Holiday School – at the event

Junior Holidays – as appropriate
· Yes (QIY Safeguarding co-ordinators’ role created in 2010)

· Parents / carers are at the Settlement and are responsible for their children so would accompany them to hospital.  

	C4
	Risk of employment-related disputes
	· Do you have clear recruitment procedures

· Do you carry out job training and personal/team development


	Not relevant except in certain areas with volunteers? See D1 above


	D
	Operational Risks
	
	

	D1


	Loss of IT due to theft, failure or damage


	Do you:

· Employ professional service and support

· Carry out weekly back-ups onto Hard Drives with some taken off-site

· Have up-to-date virus protection


	

	D2
	Inadequate project development


	Do you:

· Have clear project/financial appraisal 

· Have clear authorisation procedures

· Ensure accurate monitoring and reporting


	Being developed regarding new QOY set-up?



	D3
	Loss, theft or damage of assets


	· Do you ensure safe custody of important documents

· Do you carry out insurance reviews


	? Archive policy?

?

	D4
	Major disaster

(i.e. fire or flood)


	Have you:

· Documented plans for major disaster

· Data back-up procedures

· Insurance cover

· Adequate reserves (to cover short term, staffing etc)


	

	D5
	Non-compliance with legislation and regulations, including taxation

(see note Page 6)
	· Have you identified key requirements such as Data protection, Corporate Tax liabilities etc 

· Do you monitor legal and regulatory changes

· Do you use professional advice


	· Yes

· Yes, via CC Newsletters and Quaker Trustees Newsletters

· No

	E
	External Factors
	
	

	E1
	Adverse publicity or public perception

(Service or Organisational)


	Do you have:

· PR/ Outreach – training and procedures 

· Clear lines of communication, including annual/financial reporting

· Policies and procedures

· Crisis management plan


	· No

· Yes

· Some

· No


Annex 2. Health and Safety

	Statement of general policy
	Responsibility


	Action / Arrangements



	1. To prevent accidents and cases of event-related ill health and provide adequate control of health and safety risks arising from Quakers in Yorkshire activities
	Trustees
	Annual review of Risk Management Schedule 

	2. To provide adequate training to ensure organisers are competent to manage activities
	Trustees
	Make such support widely known

	3. Day-to-day responsibility for ensuring this policy is put into practice is delegated
	Events and meetings organisers as below
	Annual reports to trustees

	Areas of Risk


	
	

	1. Quarterly meetings of QiY in session held in hired premises or Quaker meeting houses 
	Clerks of Quakers in Yorkshire
	Ensure with local organisers that premises have public liability insurance and have no specific risks to people with disabilities, or to children.

	2. Easter Settlement
	Clerk of Easter Settlement group
	Ensure that Cober Hill or any other proposed venue has public liability insurance and have no specific risks to people with disabilities. See also Sections C2 and C3 of QiY Risk Assessment Schedule, appended below.

	
	
	

	3. Holiday School
	Under 19s Coordinating Group
	Continuity between leaders and sharing responsibility with the schools whose premises are being used. Training day for volunteers before HS starts each year. See also Sections C2 and C3 of QiY Risk Assessment Schedule, appended below

	4. Junior Holidays
	Under 19s Coordinating Group
	Junior Holidays often have different leaders for each event so there is more need to be aware of organising sufficient training. Junior Holiday volunteers therefore join in the training day for Holiday School volunteers. This cooperation is encouraged and all travelling expenses are paid for. See also Sections C2 and C3 of QiY Risk Assessment Schedule, appended below



	General notes:

· A First-aid box should be available at all locations

· Risk form completed for all outdoor activities

· All incidents should be recorded 
	Each of the above as appropriate
	


Appendix: Sections C2 and C3 from Quakers in Yorkshire Risk Assessment Schedule.

	C2
	Failure to ensure safe working environment or practices - 

Health and Safety


	· Do you take professional advice in H & S matters

· Do you carry out appropriate training

· Do you have a compliance officer

· Do you regularly review all policies and practices

· Do you have appropriate insurance


	No, but see Actions in main table above
Yes to all for HS – Health & Safety is shared with representative of the school they are using. 

Yes

	C3
	Failure to protect children and vulnerable adults from harm
	· Do you take professional advice in Children & Safety matters

· Do you carry out staff and volunteer vetting

· Do you carry out appropriate training

· Do you regularly review policies and practices

· Are we covered for Easter Settlement? And children’s activities at QiY Meetings?. Are we clear about who would accompany an injured child to hospital, for instance?

	· Yes, from Churches Child Protection Advisory Service

· Yes, via Children and Vulnerable Adults Safeguarding Coordinator appointed by QiY

· Holiday School – at the event

Junior Holidays – as appropriate
· Yes (QIY Safeguarding co-ordinators’ role created in 2010)

· Parents / carers are at the Settlement and are responsible for their children so would accompany them to hospital.  


�








Quakers in Yorkshire


AM Members:


Brighouse West Yorkshire


Central Yorkshire


Craven & Keighley


Leeds


Pickering & Hull


Sheffield & Balby


York





QIY appoints trustees to:


Bootham school


Mount school


Breckenborough school


Glenthorne Quaker Centre


The Retreat





Committees





Arrangements


Nominations


Under 19s





Sub-Groups





Outreach Projects





Easter Settlement





Junior Holiday School





Yorkshire Holiday School 





QiY Trustees


One from each AM + clerk & treasurer, up to


2 co-opted
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