NOTES FOR THE GUIDANCE OF BRANCH COMMITTEES
OF THE PARACHUTE REGIMENTAL ASSOCIATION
(Revised December 2007)
Index

 

21.
Introduction


2.
General Principles for Local Branch Rules………………………………3

3.
Officers and Branch Trustees/ Committee Members
3
4.
The Dedication of a New Branch
4
5
The Appointment of Branch Trustees
4
6
Powers of Branch Trustees
4
7
Disqualification and Removal of Branch Trustees
4
8
Proceedings of Branch Trustees
5
9
Delegation
5
10
Minutes
5
11
Annual Report and Return and Accounts
5
12.
Social Meetings
6
613.
Branch Delegates Conference


614.
Special Committee Members


        615.
Branch Membership


816.
Corresponding within the Branch Committees


17.
Duties of Branch Secretaries
8
18.
Branch Affiliation Fees
8
        19.       Suggestions for Raising Branch Funds…………………………………. 8
920.
Branch Socials, Functions and Public Liability


921.
Insurance Policy Details


922.       Prize Draws and Raffles


1023.
Raffles Prize Draws & Entertainments (Dances & Concerts)


1024.
Health and Safety


1025.
Health and Food Hygiene


1126.
Dress on Official Parades and Ceremonies


27        Branch Standards
11
28.
Manufacturers of Branch Standards
11
29.
Branch Standard Carrying Equipment
12
1230.
Dedication of a new Branch Standard


1231.
Branch Standard Bearer


1232.
Branch Standard Bearer Ceremonial Drill Movements


1233.
National Standard Bearers Competition


1234.
Rededication of Branch Standard


1335.
Laying up of Old Branch Standard


1336.
Use of National Flags in Support of Branch Standard


37.
Collecting of Monies (Flag Days)
13
1338.
Making Personal Donations to ABFSF PRA & AFC


        1439.
The Airborne Forces Security Fund (Charity Number 206552)



                     Appendix A Example Gift Aid Form…………………………………..15

Appendix B Example Copy of Branch Minutes………………………..16

Appendix C Example of Club Draw Ticket……………………………17

Appendix D A Fundraisers Guide to Fundraising……………………...18
NOTES FOR THE GUIDANCE OF BRANCH COMMITTEES

OF THE PARACHUTE REGIMENTAL ASSOCIATION

 (Revised December 2007)
1.
Introduction XE "INTRODUCTION" 
(1)
These guidance notes are published with the object of advising branch organisers and committees in the formation and running of local branches of The Parachute Regimental Association and obtaining uniformity in the organisation on policies and procedures.

(2)
These guidelines are advisory. The Constitution of The Parachute Regimental Association and Rules for Branches are the binding documents and form the rules for conducting affairs within the Association. These three documents should be read in conjunction with one another.
(3) Branches are required to adopt the Standard Rules for branches unless they have the written consent of the Executive Committee. For those branches which have obtained this consent these notes provide guidelines on the content of local branch rules to help:

a. ensure effective branch administration;

b. avoid conflicts with the main provisions of the Association’s Constitution;

c. minimise the risk of dispute between branch trustees and members

d. avoid branch rules conflicting with the charitable status of the Association and its branches.  

(4) At present there are eleven Regional Representatives who are the Trustees of the Charity and form the Executive Committee of The Parachute Regimental Association. The ruling body of the Association is The Parachute Regimental Association Executive Committee, whose decision on policy is binding on branches. Branches are subject to the general administration of the Regimental Headquarters. Each of the 11 regions will have their own Regional Committee and hold Regional meetings throughout the year.

(5) Members considering forming a new branch should consider the requirements of the Constitution of the Association and Standard Rules for Branches along with these guidance notes.
(6) The Regimental Association is registered with the Charity Commission for England and Wales (Registered Number 214015). Local branches exist to further the objects of the Regimental Association. Branches as a part of the Association are presumed to be charitable. Because of the autonomy that the local branches enjoy they are required to comply with the registration requirements and charity law governing that part of the United Kingdom in which the branch operates.  The Constitution requires that all branches register with the appropriate charity regulator. While this is above the legal minimum it helps to ensure a common operating standard for branches in particular with regards to transparency and accountability. 
(7) For further advice and guidance on best practice for running membership based organisations refer to the Charity Commission’s research report Membership Charities (RS7) available on the Commission’s website: (http://www.charitycommission.gov.uk/publications/rs7.asp) or in hard copy from Charity Commission Direct.
2.       General Principles for Local Branch Rules

(1) The Association’s Constitution governs the general management of branches. Branches must adopt the “Standard Rules for Branches of the Parachute Regimental Association to regulate the administrative affairs of the branches unless they have obtained the written consent of the Executive Committee of the Association to adopt alternative rules.
(2) A branch adopting the “standard rules” may make additional rules provided that they do not conflict with the Association’s Constitution and other provisions of the standard rules. Subject to the provisions of Clause 9 in the standard rules, the capacity exists for the branch to make administrative amendments to part 2 of the standard rules to suit their own local circumstances. Amendments can only be made to part 1 of the rules with the approval of the branch members and the prior written consent of the executive committee of the PRA.
(3) Where branches do not adopt the “Standard rules” they may formulate rules for the administration of the branches but no rule can be made by branches which conflicts with the Constitution of the Association. For the avoidance of doubt no rules are permitted which would allow:

a. branches to undertake purposes which are different to the objects of the Association; 

b. the branch to operate in a manner which is inconsistent with the appropriate charity regulator’s guidelines e.g. payments to committee members; 

c. permit the distribution of branch assets amongst its members on any decision to dissolve the branch.
3.
Officers and Branch Trustees
 XE "Officers and Branch Trustees" 
(1)
The Branch and its property is managed and administered by a committee comprising of the Officers and other members elected in accordance with the branch rules. The Officers and other members of the committee are legally the Branch Trustees of the Branch. In these notes the term “branch trustees” is used interchangeably with the term “committee members”. 
(2)
The Branch should have the following Officers:

a.
A Chair,

b.
A Branch Secretary,

c.
A Branch Treasurer.

(3)
A Trustee must be a member of the Branch. 

(4)
No one may be appointed a Trustee if he or she would otherwise be disqualified from acting (for example under section 72 of the Charities Act 1993).
(5)
The number of Branch Trustees should not be less than three 

(6)
For new branches the first Branch Trustees (including Officers) shall be those persons elected as Branch Trustees and Officers at the meeting at which the Standard Rules (or other rules approved in writing by the Secretary) for branches are adopted.

(7)
A Trustee may not appoint anyone to act on his or her behalf at meetings of the Branch Trustees.

4.
The Dedication of a New Branch XE "The Dedication of a New Branch" 
The procedure for the dedication of a new branch is contained in chapter 11 of The Royal British Legion Handbook for Ceremonial and Services 2000 edition, an original copy has been distributed to all affiliated branches.

5. 
The Appointment of Branch Trustees (Committee Members) XE "The Appointment of Branch Trustees" 
The local branch rules must specify how the branch will elect its Officers and other branch trustees. This is normally done by the local branch members in general meeting.
Failure to set out provisions covering the appointment of committee members/ branch trustees could increase the risk in the future of a dispute amongst the members on the validity of appointment of committee members  

6. 
Powers of Branch Trustees XE "Powers of Branch Trustees" 
The branch trustees have to manage the business of the branch. The branch rules should therefore set out all the powers that the branch trustees will commonly need for the avoidance of doubt and to remind branch trustees of the conditions that have to be met when they exercise those powers. Some of these powers are implicit in the branches purposes (for example to make grants to relieve need). Other powers are given by statute. For example the Trustee Act 2000 gives trustees power to acquire and dispose of land, to borrow money and to delegate investment of its assets. However, there are some things that can only be done if the branch rules provide the branch trustees express power to do them.
7.
Disqualification and Removal of Branch Trustees XE "Disqualification and Removal of Branch Trustees" 
(1)
Branch rules should make it clear when a branch trustee (committee member) ceases to hold office.  Some examples of when this might arise are listed below:

 a.he is disqualified by law from acting as a Trustee e.g. by virtue of section 72 of the Charities Act 1993;

b.he ceases to be a member of the Branch;

c.he becomes incapable by reason of mental disorder, illness or injury of managing and administering his or her own affairs;

d. he resigns as a Trustee by notice to the Branch. 
e.he is absent without the permission of the Branch Trustees from all their meetings held within a lengthy consecutive period e.g. six  months. 

(2) A Trustee may only resign if at least two Branch trustees will remain in office when the notice of resignation takes effect.
(3) If the branch rules do not specify these circumstances, disputes can arise as to whether a committee member is still in office particularly during periods of absence.

8.
Proceedings of Branch Trustees XE "Proceedings of Branch Trustees" 
(1) The local branch rules should specify how the meetings and proceedings of the branch trustees/ committee will be conducted. If this is not specified it increases the risk that local members or a 3rd party could challenge the validity of a decision that has been taken.

(2) The Charity Commission provide advice and guidance on the administration of meetings in their publication CC48 produced in conjunction with ICSA (The Institute of Chartered Secretaries and Administrators.)

Available from their website: http://www.charitycommission.gov.uk/publications/cc48.asp
Or as a hard copy requested from CC Direct.
9.
Delegation by Branch Trustees XE "Delegation" 
The extent to which branch trustees may delegate should be specified in the branch rules. If the committee do delegate certain function the limits of that authority should be clearly set out. Failure to do so increases the risk of misunderstanding. The committee must ensure appropriate arrangements for reporting back as they ultimately remain responsible for the affairs of the branch. 
10.
Minutes XE "Minutes" 
The Branch Trustees must keep minutes of all:

(1) 
appointments of Officers and Branch Trustees made by the Branch Trustees;

(2) 
proceedings at meetings of the Branch;

(3) 
meetings of the Branch Trustees and committees of Branch Trustees including:

(a) the names of the Trustees present at the meeting;

(b) the decisions made at the meetings; and

(c) where appropriate the reasons for the decisions.

11.
Annual Reports, Returns and Accounts XE "Annual Report and Return and Accounts" 
(1) 
Each branch must keep accounting records (including bank statements, cash books, invoices, receipts, gift aid records etc.) for at least 6 years.

(2) Each branch must prepare an annual accounts statement which provide a true and fair view of the branch finances. 

(3) Branches must comply with the requirements of their respective charity regulator for the preparation, scrutiny and submission of accounts, reports and annual returns.

(4)
Branches must make available (within a reasonable period) on request a copy (or copies) of previous annual accounts to a branch member or a member of the public.
(5)
When opening a bank account it is advised that the Chairman, Secretary and Treasurer pay a visit to the local branch taking along a copy of The Constitution, The Branch Rules and Branch Guidance notes. 

(6)
To prevent fraud, branch trustees should ensure that additional safeguards are in place i.e. the double signing of cheques. The Secretary and the Treasurer must countersign each cheque. Branches should also ensure when changes to trustees are made within the branch, the local bank is advised of the changes as soon as possible and subsequent changes to the signatories are made. 

(7)
In the spirit of transparency, the Treasurer must be prepared to read the monthly statement of account to members attending the monthly meeting. Members are entitled to clear visibility of the statement of account. The disclosure of this information should be restricted to monthly business meetings.  

12.
Social Meetings XE "12.Social Meetings"  XE "Social Meetings" 
Social Meetings should be held as often as possible in order that members may have the opportunity of meeting one another to maintain the spirit of comradeship within the Branch.

13.
Branch Delegates Conference XE "Branch Delegates Conference"  XE "Branch Delegates Conference" 
An Annual Branch Delegates Conference is held for the purpose of exchanging ideas and experiences. Any Branch wishing to bring forward a suggestion, which is felt worthy of general application, can do so at this conference provided prior notice is given to the Association Secretary.

14.
Special Committee Members XE "Special Committee Members" 
In addition, members can volunteer and be elected to a special committee formed to organise special events i.e. the Branch Summer Ball or Christmas Prize Draw. These special committees will be responsible to the committee for all aspects of the function and will be stood down after the closure of all business pertaining to the function to which they were elected.

15.       Branch Membership

(1) Eligibility for Branch membership

Local Branch membership must only be open to individuals meeting the membership provisions contained in clause 3 of the Association’s Constitution.
(2) Honorary Membership of a Local Branch XE "Membership of a Local Branch" 
a. Membership of a local Branch must reflect the objects of the association, however, in addition to the normal membership any person who, in the opinion of any member, has rendered special service to the Branch can be nominated for election as an Honorary member of the Branch.
b.Names of candidates and reasons for nomination shall be submitted for consideration at one General Business Meeting and their election confirmed at the next. Election must be by a unanimous vote of the members present. 
c. The number of honorary members should be restricted to five per branch. In addition, branches are advised to have measures in place to regularly review Branch honorary membership. A suggestion is that it is included as an item at one General Business meeting. This measure will ensure the allocation of honorary memberships is fairly distributed and available to others equally deserving.
d. Honorary members may attend branch business meetings but have no right to take part in the meeting or have a right to vote on business matters. The committee, following a vote from the members attending can withdraw honorary membership.

(3) Suggested Additional Branch “Supporter” Categories XE "Additional Branch Membership Categories" 
a. Branches are often reporting a decrease in branch membership; branches may wish to consider additional/other categories i.e. a “Supporter” of the branch.
b. Although not recognised as a class of branch membership, it may increase awareness and support for the branch. 
c. It should be made clear where this category is used that a supporter is not classed as a member of The Parachute Regimental Association, nor are they intended to replace the Honorary member category. Supporters may only attend social gatherings and functions; they are not allowed to parade and can only support parades as spectators. 
d. Supporters are neither to attend, nor sit in on branch meetings but may rejoin members for a social after the close of the business meeting. 

(4) Withdrawal of Membership of the Association XE "Withdrawal of Membership" 
a. The Executive Committee of The Parachute Regimental Association is the only authorised body that can withdraw individual membership of the Association.

b. If the branch has adopted alternative rules it is important that the local rules specify the basis on which an individual’s branch membership may be terminated. (See clauses 7 and 8 of the standard rules for reference.) Disputes over membership exclusion can often arise where the rules are poorly defined or do not provide the member a fair opportunity to make his case to the committee.
(5)        Register details and the Data Protection Act
It is very important for the good administration of the branch to keep the register of branch members up to date; failure to do so can result in a number of problems, including serious difficulties with the calling of annual or special general meetings. The committee members as branch trustees must ensure that they handle personal data in accordance with the requirements of the Data Protection Act 1998. 
16.
Corresponding within the Branch Committees XE "Corresponding within the Branch Committees" 
Branch members may have the need to correspond with trustees of other branches. As Committees and Trustees can often change and to avoid matters of the branch becoming personal, it is recommended that individuals correspond by addressing the appointment of the trustee rather than the person’s name. 
17.
Duties of Branch Secretaries 
The duties of the Branch Secretary shall be: -

a. 
To record the minutes of the Meetings;
b. 
To deal with correspondence concerning all matters affecting the Branch;



c.
To be responsible for all accounts pertaining to the Branch and arrange for their annual audit


d
To present annual accounts and balance sheets.




e.
To deal with the routine organisation and administration of the 



Branch;
18. 
Branch Affiliation Fees XE "Branch Affiliation Fees" 
(1) The annual branch affiliation fee currently set at £50.00 is payable to The Parachute Regimental Association at RHQ. This fee is due at the beginning of each year and is subject to change at the decision of the Executive Committee. 
(2) £15.00 of this affiliation fee is a personal
? Public liability insurance premium. Failure to pay this affiliation fee will result in the branch not having the necessary personal
 ???Public liability insurance cover for any function it may organise.
(3) Each branch will receive an invoice from The Association Secretary to assist with the accounting and recording of the payment. Where branch numbers are dwindling, branches will need to advise the Regional representative of their ability to pay. This representation will be forwarded to the Executive Committee who will consider a reduction. If agreed this reduction will be subject to annual review.
19.
Suggestions for Raising Branch Funds XE "Suggestions For Raising Branch Funds" .
(1)
Suggestions for raising branch funds can form the basis of discussion at the initial branch meeting; these could be;

a. Annual branch subscriptions

b. Organised functions, Dances and Raffles.

c. An anonymous collection box placed at the meeting.

(2)
It is advised not initially to be too adventurous, as income must always cover any expenditure.

20.
Branch Socials, Functions and Public Liability

To avoid claims for accidental damages or personal injury at any event, branches must have public liability insurance. Branches are advised to contact the insurers to confirm they have adequate cover for the proposed function. Branches are to ensure they maintain a valid copy of the insurance documentation available from RHQ. A new copy will be distributed to all branches on the anniversary of the renewal date.

21.
Insurance Policy Details XE "Insurance Policy Details" 
(1).
Insurance policy details are:

Policy Reference Number:  Service Select Insurance – Ref A67C/2416

Contact Address.

Towergate Wilsons

The Military Insurance Specialist 

3 Smith Way

Grove Park

Enderby

Leicester

LE19 1SX

Tel: 0116 240 7776. Claims: 08705 919191 Fax 0116 2407702

(2).
Branches must retain a copy of the insurance documentation. Copies can be obtained from the Association Secretary.
22.
 Prize Draws and Raffles XE "Prize Draws and Raffles" 
(1).
An extract from The Institute of Fundraisers website is included for your information. Should you have any further concerns or queries all necessary contact details are included.
a.
Legal Points to be considered when organising Prize Draws & Raffles XE "Legal Points to be considered when organising Prize Draws & Raffles" 
(i) There shall be no public advertisement or notices (Any posters thereof must be confined to the branch club room).
(ii) The price to be stated on the ticket and the price on every ticket shall be the same.

(iii)  Prizes won in the lottery must be delivered direct to the prize winners and not to any other person

(iv)  The printers name shall appear on the tickets. A specimen ticket                   for Prize draws and private lotteries is at Appendix “C”

23.
Raffles Prize Draws & Entertainments (Dances & Concerts) XE "Raffles Prize Draws & Entertainments (Dances & Concerts)" 

a.
The legal requirements in the organisation of Raffles Prize Draws & Entertainments (Dances & Concerts)

(i) None of the Prizes shall be money prizes.

(ii) All tickets shall be sold on the premises in which the                    entertainment takes place and during the progress of the entertainment.

(iii) The result of the draw must be declared on the premises in which the entertainment takes place and during the progress of the entertainment.

(iv) The facilities afforded for participating in the raffle or Prize draw shall not be the only, or the only substantial inducement to persons to attend the entertainment.

24.
Health and Safety XE "Health and Safety" 
(1).
Branches committees are reminded of the importance of Health and Safety when organising events attended by the general public. Branches may wish to consider seeking advice from the local authority Health and Safety representative who can ensure the necessary “Risk Assessments” are recorded prior to and after the event. Risk Assessments provide the basis of proof in cases of liability claims.
(2)
 Branches are covered for personal?? public liability insurance, however when organising major events branches are advised to contact the insurers to confirm they hold adequate cover ( see paragraph “Branch Socials, Functions and Public Liability) For more information the Health & Safety Executive website is at www.hse.gov.uk. 

25.
Health and Food Hygiene XE "Health and Food Hygiene" 
(1)
To avoid possible personal injury claims or possible cases of contamination or food poisoning, the Health and Safety member is to ensure the necessary measures are in place for the correct presentation and preservation of any foodstuffs used for buffet etc.  Details and advice on the correct procedure should first be obtained from the local authority. For more information the Food Standards Agency web site is at http://www.eatwell.gov.uk/. 

(2)
The Food Standards Agency produces a wide range of publications for the public and the food industry. Many of these are available free of charge from Food Standards Agency Publications

To order copies:
tel 0845 606 0667
minicom 0845 606 0678
fax 020 8867 3225
email foodstandards@eclogistics.co.uk
26.
Dress on Official Parades and Ceremonies XE "Dress on Official Parades and Ceremonies" 
(1).
Branch members are expected to be well turned out whilst on parade. Jacket/Blazer (Maroon or Black) and Grey Flannel Trouser for all formal parades and ceremonies. The Branch Standard Bearer would normally wear a Maroon Blazer. Rank and file can wear a Maroon Blazer, however the committee and members can agree of the two colours what they would prefer. 
(2)
The maroon beret is to be worn on Parade along with medals. Commemorative medals should be worn on the right hand side. Headdress worn by the male members of a congregation must be removed inside churches; exception is for Standard Bearers parading Standards inside the Church. Mixed dress, i.e. smocks and belts, polo shirts and trainers look scruffy and un-soldierly and are not to be worn on official parades; Branch/Regimental/Airborne Formation/Commemorative Ties may also be worn.

27.
Branch Standards XE "Branch Standards" .
(1).
The Branch Standard is a valuable possession of the branch. The Standard represents the Branch on parade and is a highly valued representation of the Branch. The care and maintenance of the Standard should remain the responsibility of the Branch Standard Bearer. 
(2)
The Standard must only be paraded at officially designated parades and events as agreed by the Branch Committee and members in conjunction with the Branch Standard Bearer. It must not be used for unofficial gatherings. 

(3).
The Branch Standard must conform to the Association sealed pattern, which is:

A double wool bunting standard 3’ 9” x 3’, Maroon background with the Regimental crest in the Centre. “Wings of Silver.”

Silver/Grey Parachute, Gold Lion and crown to be a replica of The Parachute Regiment cap badge. Lettered in semi-circle above the crest in gold “The Parachute Regimental Association” and below, The “………. Branch”. Branches may wish to include the year of origin in the branch title i.e. The…… 06 Branch.

Trimmed three sides with worsted fringe in gold and maroon cord and tassels to match. Mounted on a 9’ jointed pole with brass spearhead or Pegasus at the top.

28
Manufacturers of Branch Standards XE "Manufacturers of Branch Standards" .

(1).
The under mentioned manufacturers will provide advice and prices for the manufacture and renovation of branch standards.

Flags & Standards 



Mr. Bill Whyte

Evanlode 




2 Glenavon Place

Bramble Bank




Brightons

Frimley Green




Falkirk

Camberley




Scotland

Surrey





FK2 0TA

GU16 6PN




01324 716 144

0208 366 9441

E-mail sales@flagsandstandards.com

billwhyte7@aol.com


29.
Branch Standard Carrying Equipment XE "Branch Standard Carrying Equipment" 
In addition to the standard, the following items of equipment are also required:




1 Brown leather flagpole Carrier




1 Waterproof Cover




I Pair of White Gauntlet Gloves

30.
Dedication of a new Branch Standard XE "Dedication of new Branch Standard" 
The procedure for the order of service is contained in chapter 14 of The Royal British Legion Handbook for Ceremonial and Services, Members of the clergy are more than happy to discuss an order of service with the organisers. A meeting with local clergy is recommended. 
31.
Branch Standard Bearer XE "Branch Standard Bearer" 
(1).
A Branch should appoint an official Standard Bearer, who should be a Branch member who is smart and has good military bearing. 
(2)
When on parade the Standard Bearer is to wear a maroon or black blazer with medals, maroon beret and regimental/branch tie. 
(3)
Maroon blazers appear the most popular form of dress amongst branch standard bearers; however either colour is acceptable on parade.

32.
Branch Standard Bearer Ceremonial Drill Movements

(1).
Chapter 6 of the 2000 edition of The Royal British Legion Handbook for Ceremonial and Services provides the necessary information for Branch standard bearers. 
(2)
Branch Standard Bearers are encouraged to study the pamphlet to become proficient in the drill movements. 
33.
National Standard Bearers Competition XE "National Standard Bearers Competition" 
(1).
Branch Standard Bearers are encouraged to compete in the National Standard Bearers Competition held annually at the Army Training Regiment, Bassingbourn. 
(2)
The objects of the competition are to encourage a high standard of turnout and drill by Standard Bearers of The Parachute Regimental Association. 
(3)
Details of the competition are contained in chapter 18 of The Royal British Legion Handbook for Ceremonial and Services. 

34.
Rededication of Branch Standard XE "Rededication of Branch Standard" 
(1).
Branch Standards may be rededicated at a service or parade of the branches’ choosing. An order of service is contained in chapter 13 of The Royal British Legion Handbook for Ceremonial and Services. 
(2)
The order of service should be discussed with the local Clergy.
35.
Laying up of Old Branch Standard XE "Laying up of Old Branch Standard" 
The order of service is contained in chapter 12 of The Royal British Legion, Handbook for Ceremonial and Services. 

36.
Use of National Flags in Support of Branch Standard XE "Use of National Flags in Support of Branch Standard" 
The use of National Flags on parade is permitted providing they do not replace the Branch Standard. National Flags can be flown alongside and in support of the Branch Standard.
37.
Collecting of Monies (“Flag days”) XE "Collecting of Monies (\“Flag days\”)" 
(1).
A comprehensive guide to the law for the collection of monies is contained in the Charity Commission for England & Wales CC20 & CC20(a) documents, copies of which are at appendix “E”

a. Commission for England & Wales Charities and Fund-raising A summary CC 20(a) dated March 2002

b. Commission for England & Wales Charities and Fund-raising CC 20 (Version July 2004)

Also available from their website:
http://www.charitycommission.gov.uk/publications/ccpubs3.asp
(2).
Money collected in a public place needs the authority of the local council. Money collected in the entrance of a shop or business needs the permission of the owner. 
(3)
Monies collected using a tin displaying a charity number belongs to that charity i.e. money raised for the PRA using the charity number 214015 must be sent to the RHQ in Colchester for inclusion in the annual accounts. A 10% of the amount collected will be returned to the branch for their use in support the objects of the Charity. 

(4)
Money raised for the Airborne Forces Security Fund or Airborne Forces Charities must be sent to RHQ in Colchester, however, 10% will not be sent back to the branch. 
(5)
Branches can collect money for their branch in furtherance of their charitable purposes. It is extremely important that it is made absolutely clear which charity and charity number the fundraising is for to avoid complaints of deception.
38.
Making Personal Donations to ABFSF PRA & AFC XE "Making Personal Donations to ABFSF PRA & AFC" 

 XE "Making Personal Donations to ABFSF PRA & AFC" 
Personal Donations made to The Airborne Forces Security Fund, The Parachute Regimental Association or the Airborne Forces Charities is used directly to the benefit of comrades from World War II and afterwards, who are now becoming older and perhaps falling on harder times. In order to assure that the maximum money donated goes to the desired charity, personal donations should be accompanied by the Gift Aid form at Appendix “A”.
39.
The Airborne Forces Security Fund (Charity Number 206552) XE "The Airborne Forces Security Fund (Charity Number 206552)" 
What is it For XE "What is it For" ?

It was set up in 1942 and provides help for all those members, ex-members, and their dependants who are in financial difficulties. 

How is it Funded XE "How is it Funded" ?

Originally it relied on donations and bequests. In 1947 as the wartime units were disbanded their funds were donated to the Security Fund. These were invested and still provide income today.

In the 1980s the day's pay scheme was introduced and all serving officers and other ranks pay one day's pay per annum to the Fund.

How is it Run XE "How is it Run" ?

The Fund is managed by a Board of Trustees (all ex-airborne) who meets twice a year to decide policy. The day-to-day running of the Fund is the responsibility of the Controller who, with his assistant, has an office at RHQ, The Parachute Regiment.

How do I make contact with the Fund should I wish to do so?

Contact with the Fund is usually via
1. The Controller direct at: 

The Airborne Forces Security Fund
RHQ PARA
Merville Barracks, Circular Road South 
Colchester, Essex  CO2 7UT
(01206) 817078 – Civil      94660 7078 - Military

2. through SSAFA Forces Help

3. Or through the Royal British Legion

SSAFA and the Royal British Legion can be found in your telephone directory. Ring them and ask them to visit.

4. Email us at abfsfrhqpara@btconnect.com
REMEMBER, THIS FUND IS HERE TO HELP YOU. DON'T BE AFRAID TO ASK.

We help over 600 people a year and have made grants of over £2.5 million since 1942.

APPENDIX A XE "APPENDIX A" 
Gift Aid Form XE "Gift Aid Form" 

 XE "Gift Aid Form" 
THE PARACHUTE REGIMENTAL ASSOCIATION

                                                   (Registered Charity No. 214015)
To

The Parachute Regimental Association
RHQ PARA
Merville Barracks
Circular Road South

Colchester
C02 7UT
  Details of Donor

Name
   
PRA No
Address



I want the charity to treat the enclosed donation of £…….. to the Parachute Regimental Association as Gift Aid Donations.
Signed



Date  
Donations from UK taxpayers qualify for Gift Aid*. By signing the declaration, you are allowing the Parachute Regimental Association to reclaim the tax on your donation, thereby increasing the value of your gift.
Please make cheques/postal orders payable to ‘The Parachute Regimental Association’. Cash should not be sent in the interests of security.
Donors overseas are asked to pay by international money order or international cheque, payable in sterling on a UK bank account.
* Gift Aid does not apply unless you pay tax in the UK.
APPENDIX B XE "APPENDIX B" 
EXAMPLE COPY - MINUTES XE "EXAMPLE COPY - MINUTES" 
THE PARACHUTE REGIMENTAL ASSOCIATION ........................ BRANCH.
The first meeting of the above Branch was held in the Royal Hotel, ............ on March 13th 20...  About 30 members attended, and considering the difficult transport conditions this was considered a good effort.

Minute 1

Mr Thomas gave members a rough scheme of events leading up to the formation of the Branch, and asked members to elect a Committee.

Mr Wright, proposed Captain Black for Chairman, this was seconded and carried.  Mr .......... proposed Mr .......... as Treasurer and this was seconded and carried.  Mr .......... proposed Mr Thomas to carry on as Secretary, and this was adopted.

Minute 2

After discussion, it was proposed to hold meetings fortnightly, and to be reviewed after 6 weeks. Next meeting to be held in the Royal Hotel, March 24th 20... (Rhine operation anniversary).

Minute 3

Mr Thomas raised the question of finance, and Mr Simpson proposed to leave this question in abeyance for the time being.

Minute 4

Mr Lane suggested present members bringing former comrades to future meetings to get the maximum number of members possible.

Minute  5

It was proposed to form a Welfare Committee at the next meeting.

Minute 6

Possible forms of special entertainment were discussed i.e. outings, dances etc.

Minute 7

RSM White enquired about enrolment in the Association. Mr Thomas promised him full details.

Minute 8

Major Smith proposed at the next meeting to draw up a normal roll of members and trades, the object being mutual aid and Captain Black enlarged upon this.

Minute 9

Liaison between local branches was suggested and approved.

Meeting closed 2230hrs.

APPENDIX  C XE "APPENDIX \"F" 
EXAMPLE OF A DRAW TICKET TO THE A.B.C. CLUB XE "EXAMPLE OF A DRAW TICKET TO THE A.B.C. CLUB"  GRAND NATIONAL DRAW
 XE "EXAMPLE OF A DRAW TICKET TO THE A.B.C. CLUB GRAND NATIONAL DRAW" 
	1st Prize ......
)

2nd Prize ......
} (Suitable

etc. etc.
) Particulars)


This ticket represents a donation to the Funds of the above Club.

Price of Ticket 10p No. 1235.

All communications to A.N. Other, 1 Acacia Avenue, .......... Secretary and Promoter.

This ticket is sold on condition that no prize won shall be paid or delivered by the promoter to any person other than the person who holds the winning ticket or tickets.
APPENDIX “D” XE "APPENDIX \“G\”" 
A Fundraisers Guide from the Institute of Fundraisers
The Institute of Fundraisers provides a legal help-line as a member service, run by solicitors Bircham Dyson Bell. Please contact 020 7170 0345 and ask for the Institute of Fund-raising's legal help-line. The Institute's Codes of Fundraising Practice highlight the relevant sections of the law that apply to the specific technique covered in each Code. 

The Charity Commission provides guidance on aspects of fundraising in addition to charity registration, governance and operational advice. The Commission's publications CC20, 'Charities and Fund-Raising' and CC20a, 'Charities and Fundraising - A Summary' are particularly relevant and can be downloaded from the publications section of their website, www.charity-commission.gov.uk. 

For informal queries, please email enquiries@institute-of-fundraising.org.uk. The Institute recommends that professional advice be sought if an organisation is in doubt about particular legal requirements in relation to their fundraising activities.
Finding and viewing legislation
There may be occasions when it would be more useful to view legislation first hand, rather than reading interpretations of the law in information sheets. 

Her Majesty's Stationary Office (HMSO) manages and regulates the use and the licensing of the reuse of all information produced by government, which is protected by Crown copyright. It also oversees the printing and publication of all UK legislation and related official materials in traditional print formats and via the Internet and advises government departments on all aspects of official publishing. 

To search for Parliamentary Acts and Statutory Instruments or to access the Government's Information Asset Register (IAR), which lists information resources held by the UK Government, concentrating on unpublished resources, visit www.hmso.gov.uk. 
What is a Charity or a Voluntary Organisation?
Voluntary Organisations are:

· Set up for charitable, social, philanthropic, religious, political or similar purpose 

· Required to use any profit or surplus only for the organisation's purposes 

· Not a part of any governing department, local authority or other statutory body 

Voluntary organisations have a legal structure or status, being an unincorporated association, or a trust or company limited by guarantee. The constitution or governing document and the governing body depend on the legal structure:

· If the organisation is a registered company, the governing document will be a memorandum and articles of association and the governing body is comprised of company directors. 

· If the organisation is a trust, a trust deed or declaration of trust will be the governing document and a board of trustees will govern. 

· If the organisation is an association set up exclusively for charitable purposes, it will be governed by a constitution or rules, and members of the governing body have all the duties of charity trustees. 

· If the organisation is both charitable and a company, the voting members are both directors and trustees. 

A Registered Charity 

A Registered Charity may be the entire above, but is not permitted to have political objectives or undertake political lobbying other than in a generally educational sense. Only registered charities may benefit from preferential tax status.
Who Regulates Charities? Charity Registration, Status and Advice 

The Charity Commission

The Charity Commission is a statutory organisation that regulates charities in England and Wales. It is responsible for registering charities, collecting the Annual Accounts and Reports and for identifying and resolving problems with individual charities by investigation. The Commission also aims to give the public confidence in the integrity of charity and seeks to ensure that charities operate within a framework that enables them to work effectively for the purposes for which they were set up. 

Charities operating in Scotland and Northern Ireland are registered with the Inland Revenue (see below for further information). The Inland Revenue acts as registrar and has oversight of published accounts. It does not have the same responsibility as the Charity Commission in supporting the role of charities.

The Commission is not a grant-making organisation, but does provide a great deal of information, useful guidelines and publications most of which can be found on their website or by phoning the help-line. The Commission additionally assists with operational advice, guidance and schemes. 

If you need information about setting up a charity, you must contact the Charity Commission or Inland Revenue for help and advice. The advantages of gaining registered charitable status are to aid your fundraising (the public do feel assured donating to charities that are registered) and to benefit from preferred tax status. Registered charities do also benefit from rate relief of at least 50% on a charity's main premises, although local authorities do have discretion to grant relief up to 100%. The tax advantages for charities, which are highlighted in more detail on the Charity section of the Inland Revenue's website (www.inlandrevenue.gov.uk).

Website: www.charity-commission.gov.uk
Help line: 0870 333 0123
	London Office

Charity Commission
Harmsworth House
13 Bouverie Street
London
EC4Y 8DP 
	Taunton Office
Charity Commission
Woodfield House
Tangier
Taunton
Somerset
TA1 4BL 
	Liverpool Office

Charity Commission
2nd Floor
20 Kings Parade
Queen's Dock
Liverpool
L3 4DQ 


There is a specialist armed forces team in Taunton which deals with in service and ex service charities

Charities Operating in Scotland 

For information regarding Scottish charities or those registered in England and Wales and operating in Scotland, contact:

OSCR (Office of the Scottish Charities Regulator)
Argyll House
Marketgait
Dundee
DD1 1QP

01382 220446
Charities Operating in Northern Ireland

For information regarding charities in Northern Ireland contact:

Charities Branch
Department of Health and Social Services
Room C4
22 Castle Buildings
Stormont
Belfast
BT4 3PP 

028 90 522 780


Where to go if you are concerned about charity fraud

Cases of charity fraud should be referred to the relevant regulator in England, Wales, Scotland, or Northern Ireland. The Charity Commission maintains a register of fraudulent fundraising schemes from West Africa. 

If you have concerns about bad practice in fundraising, contact the Institute of Fundraising on 020 7627 3436 or email enquiries@institute-of-fundraising.org.uk. 

Concerns related to malpractice in finance should be referred to the Charity Finance Directors’ Group (www.cfdg.org.uk).

The Charities Act Part II
The Charities Act 2006 for England and Wales and The Charities and Trustee Investment (Scotland) Act 2005 states the law in relation to:
· Professional fundraisers 

· Commercial participators 

· Promotional ventures (for example, ‘supermarket charity of the year’) 

· Charitable institutions 

· Commercial ventures connected to charities 

The Charities Act outlines mandatory:
· Agreements between charitable institutions and professional fundraisers 

· Agreements between charitable institutions and commercial participators 

· Statements of purpose e.g. with regard to fundraising or participation 

· Where the status of a registered charity must appear 

· Telephone fundraising and Broadcast appeals 

· Rights of access to books and records 

· Regulations governing the transition of money from fundraiser to charity 

· Penalties 

· Injunctions to prevent unauthorised fundraising 

A copy of the Charities Act can be found on the Charity Commission’s website at www.charity-commission.gov.uk, or from Her Majesty’s Stationary Office 

Part III of the Charities Act 1992, while enacted, has not been implemented. Correct reviews of Charity Law (see below) seek to restructure the legislative framework in relation to public charitable collections in a way that Part III was not able to do.

Reviews of Charity Law 

Throughout 2001 and 2002 reviews of charity law have been undertaken in Scotland through the McFadden Commission and in England and Wales through the Performance and Innovation Unit (PIU) within the Cabinet Office, which has now been incorporated into the Strategy Unit. Both reviews have considered issues such as charitable status and seek to address inconsistencies within the regulatory framework. As a result The Charities Act 2006 for England and Wales and The Charities and Trustee Investment (Scotland) Act 2005 are now Law.
Data Protection 

Data protection legislation affects many areas of fundraising. All fundraisers should ensure that they are familiar with the basic points of the 1998 Data Protection Act, which can be found in the Institute's Code of Fundraising Practice. For more detailed advice, contact the Information Commission.
Contracts and Agreements 

Any relationship between a charity and a Professional Fundraising Organisation or a commercial supplier must be governed by a written contract (Part II, Charities Acts 1992, 1993). The Institute provides several standard forms of agreement as templates that can be tailored to your individual purposes. Your organisation's legal advisers should approve all contracts specific to your organisation. 

Informal advice can also be sought from the Institute's legal help line, run by Bircham Dyson Bell, if you are an Institute member and have your membership number to hand. Telephone 020 7170 0345 and ask for the Institute's legal help line.

�IS THIS MEANT TO BE PERSONAL OR SHOULD IT READ PUBLIC??


�IS THIS MEANT TO BE PERSONAL OR SHOULD IT READ PUBLIC i.e. NOT TO BE CONFUSED WITH PERSONAL TRUSTEE INDEMNITY INSURANCE??
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