UNISON ABERDEENSHIRE BRANCH
FINANCIAL REGULATIONS
Approved 23 Feb 2011
1.
Financial Management
1.1
A current (cheque) account is held in the name of UNISON ABERDEENSHIRE with Unity Trust Bank Plc, Nine Brindleyplace, Birmingham, B1 2HB.

1.2
The operation of this account will be the responsibility of the Branch Treasurer in association with the Branch Committee.

1.3
All signatories including the Treasurer shall be approved by the Branch Committee.

1.4
The Treasurer will provide periodic reports on the financial position of the Branch throughout the Year to the Branch Committee plus a detailed Financial Report to the Annual General Meeting (AGM).  In addition to the above, the Treasurer will maintain an analysed record of all income and expenditure.

1.5 Two Auditors will be appointed annually by the Branch Committee to audit the annual 

accounts.

2.
Branch Income and Assets
2.1
All monies collected in the name of the Branch must be paid into the Branch account by the Branch Treasurer. 

2.2
A record/inventory of all items owned by the Branch and subject to depreciation will be held by the Treasurer. This record will include the location of the item and the Officer/Steward responsible for its safekeeping.

2.3     If the cost of an asset is more than £150.00 it will be depreciated annually by 25% over 4 years including the year of purchase. 

2.4
Appropriate insurance for the equipment is currently arranged by UNISON UK on behalf of the Branch.

3.
Branch Expenditure including Officers/Stewards Expenses
3.1
Cheques must be signed by two officers from a pool of at least three authorised signatories.   

3.2
The approval of the Branch Committee must be sought for all Branch expenditure including payment of Honoraria which also requires approval of the AGM. Approval will be recorded in the appropriate Branch Committee minute. 

3.3
Ordinarily, any reasonable expense incurred as part of the day-to-day trade union activities should be reimbursed. This usually means reimbursing against receipts provided. More often than not members will adopt a common sense approach to expenses and operate within the boundaries set by the Branch. However, while the amounts paid as expenses are at the discretion of the Branch, they must not exceed the rates set out in paragraph 3.6 in this scheme. In deciding what expenses to pay, the Branch should ensure: 
(i) They are in line with union rules and policies.

(ii) There is a linkage between expenses and the achievement of Unison’s aims, values and objectives.

(iii) Expenses payments integrate with the wider financial strategy of UNISON.

(iv) The scheme is simple and easy to understand.

(v) There is a transparent claims and approval process for fairness and consistency.

(vi) The scheme contains the appropriate checks and balances to avoid inequitable and/or discriminatory payments.

(vii) The scheme does not compromise the Branch’s financial stability.
3.4
No Branch Officer or Steward should be disenfranchised from carrying out bona fide Branch activities and are entitled to be reimbursed for expenditure incurred while carrying out Trade Union duties on behalf of the Branch. The Branch wishes to encourage the widest possible participation of Branch Officers and Stewards at meetings and conferences etc and will provide carer’s expenses to members who have such responsibilities.

Payment of expenses may be made in advance, where appropriate and practicable, if requested.

NB:
A partner or family member fulfilling the role of carer cannot, however, receive payment for such duties.

3.5       Bus and Rail Travel

Travel shall be by the most appropriate form of transport, taking account of both distance and time restraints.  Whether by bus, rail, air or other public transport the most economic ticket must be purchased wherever possible.  The Branch should reimburse members for the actual cost of travel on production of receipts. However, planning in advance is preferable as significant savings can be made for journeys booked in advance or on designated trains, e.g. for national and service group conferences.

3.6
Private Car /Motorcycle/Bicycle

(i)
Bearing in mind the above and because of the rural nature of Aberdeenshire and lack of suitable public transport members may use their own vehicle.  Members must note it is their responsibility to notify their insurers they are using their vehicle for trade union activities.  Unison’s nationally operated insurance scheme does not provide cover for members using their own cars.  For travel outwith Aberdeenshire members shall use public transport.  However, with the PRIOR APPROVAL of the Branch Treasurer/Secretary members may be permitted to use their own vehicle for logistic reasons, having to carry heavy equipment or if it is cheaper for the Branch to do so.  Members are also free to use their own vehicle but will only be reimbursed for the standard rail or air fare.

           (ii)
Members who use their own vehicle when travelling to and from meetings 

                      within Aberdeenshire are entitled to reimbursement based on the miles covered

                      multiplied by the current mileage as set out below. These rates must not be 

                      exceeded.

(iii) Cars and vans should be claimed at the rate of 40p per mile in any year for the first 10,000 miles, thereafter 25p per mile over 10,000 miles.  The rates are payable regardless of engine size.  

(iv) Motorcycle mileage is payable at the rate of 24p per mile.

(v) Bicycle mileage is payable at the rate of 20p per mile.

3.7   Members must provide receipts for any parking expenses incurred when they use a private car. Parking expenses should only be payable for the period whilst on union activities. Parking should not be paid if a member usually uses their car for work and incurs daily parking costs. Members are instructed to park in designated areas so as not to incur parking fines. As parking fines can be avoided the Branch will not reimburse them.
3.8
Taxis should only be used when at least one the following applies:-

· Where public transport is not available or if it is more economical due to the number of members travelling together.

· When heavy luggage is to be carried.

· When disability renders using a taxi necessary.

Taxi travel is also available if there is a real threat to personal safety.

Members must provide receipts for all taxi journeys; otherwise the claim may not be reimbursed.

3.9 Subsistence Guidelines
Subsistence rates can be paid up to the amounts quoted but must not be exceeded.
           Breakfast   £4.00

           Lunch         £7.00 

Tea             £4.00  (payable if arrival home between 5.30pm – 8.00pm).

Dinner       £15.00  (payable if arrival home after 8.00pm.) 

3.10 The individual meal allowance rates are also used for deduction purposes when a daily rate is paid and when a meal has been provided by UNISON or an outside body.  Any meals provided should be clearly marked on the expenses claim form.

3.11 Overnight Accommodation Allowance
The Branch committee must authorise overnight stays. In approving an overnight stay, the Branch should consider the time a meeting or course ends and an acceptable time to arrive home. If a member wants to extend the stay it should be at the member’s own expense. Ideally the Branch should book and pay for all overnight accommodation. Where breakfast is not provided the cost may be reimbursed on the production of a receipt. If this cost is known please agree an allowance beforehand. 

The rates are as follows: 
London (within the M25) - £90.00

Rest of the country - £75.00.

These rates may be exceeded with the approval of the Branch Treasurer/ Secretary on production of receipt.

3.12
Whilst away from home, in addition to overnight accommodation and breakfast a maximum daily subsistence rate of £15.00 is payable for under 8 hours and up to £30.00 for over 8 hours.

3.13    All-inclusive Allowances 

A meeting or event is deemed all inclusive when all accommodation and meals are provided for the duration of that meeting, course or seminar (e.g. residential courses). This does not cover the periods of travelling to and from a meeting or event. In such instances no subsistence is payable during the residential course or seminar, however an out of pocket allowance is payable at £10.00 per night. 

The all-inclusive rate for children is £5.

3.14    Dependant Care Allowances 

Dependant care is split into two categories. The first is where a dependant accompanies the member to a meeting and the second is where the dependant stays at home. In all cases the member needs to obtain prior approval from the Branch to claim these allowances. 
(i) 
Accompanying a Member



Where an adult or child dependant aged 13-17 accompanies a member to a 

meeting they are entitled to the full daily over 8 hour’s allowance of £30.00.  

Where the dependant is a child under the age of 13 they would be entitled to 75% 

of the daily allowance, £22.50. If the child is placed in a crèche then a rate of 

£15.00 per day would apply.


As far as overnight accommodation for dependants is concerned, all rules and rates as 

explained about apply.

(ii) Child Dependant Home Care

Where the child dependant stays at home then the member can only reclaim from the Branch expenditure over and above what would normally be incurred.

The Branch claim form provides for child dependant home care expenses.  The rates for home care comprise a day rate of up to £32.00 and a night rate with a maximum of £16.00.  The night rate is payable from 6pm and an overnight stay need to be incurred for this allowance to be claimed.  If the members has more than one dependant then an additional rate of 20% of the above rates is payable per dependant.  Dependant childcare is payable on behalf of children up to the age of 17.  A receipt that states both the name and address of the carer must accompany all claims.

(iii) Adult Dependant Home Care

UNISON policy makes financial provision for home care to members who have adult dependants who are disabled in order that they can be involved and participate in national union activities.  This provision is not intended to undermine public service provision.  The financial support is intended to reimburse the additional cost of providing practical care solutions when members are away from their caring responsibilities to attend union business.  Where the dependant stays at home and does not accompany the member to the meeting, the member can reclaim from the Branch only that expenditure over and above what they would normally incur. There is a separate claim form for dependant home care expenses.  The rates for home care comprise a day rate of up to £32.00 and a night rate with a maximum of £16.00.  The night rate is payable from 6pm and an overnight stay need not be incurred for this allowance to be claimed.  If the member has more than one dependant then an additional rate of 20% of the above rates is payable per dependant.  Members making claims should provide evidence that their adult dependant has one of the following:-

· Attendance Allowance Payment.

· Disability Living Allowance Payment.

· Blue Badge Parking Permit.

· Disabled Persons Railcard.

· Disabled Person’s Concessionary Fare Pass.

· Tribunal Decision.

· Registration as Blind or Partially Sighted.

· Incapacity Benefit Payment.

· Industrial Injuries Payment.

· Medical Certificate or other similar evidence.

NOTE:  If the member submits a doctor’s letter as evidence and a fee is payable, the Branch should reimburse this cost.

Members are invited to make a single application to the Branch Treasurer or Secretary to authorise entitlement to the allowance.  Once it is authorised, the member should seek the approval of the Branch Committee prior to incurring any costs.  The Branch should treat members’ applications for home care allowance in strictest confidence.

Members are encouraged to get advice from UNISON Welfare Services if they need assistance with claiming state benefits.

3.16 Expenses Claims

(i) Expenses should be claimed using the appropriate Branch claim form.  Receipts must be provided where appropriate e.g. hotel bills, taxis, carer costs, purchase of equipment and should be submitted to the Branch Treasurer.  All claim forms should be signed by the claimant acknowledging receipt of payment.

(ii) Before they are paid, all claims must be authorised, preferably by the Treasurer, Branch Chair or Secretary.  Officers must not authorise their own claims.

(iii) Claims should be retained as an integral pat of the accounting records to be made available for inspection, especially during the year-end audit.  The Branch Committee should also receive regular updates on expenses paid as part of the Treasurer’s report to such meetings.

(iv) The rates will be reviewed in line with changes to UNISONS UK rates.  Increases in national rates for expenses will be implemented when appropriate if approved by the Branch Committee and presented at the next AGM.

3.17 It is the responsibility of the officer or steward renewing contracts, e.g., for mobile phones or dongles to obtain approval from the Branch Committee no less than three months prior to proposed renewal.
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