Memorandum of Understanding between Sussex East Area Quaker Meeting (Charitable Incorporated Organisation) and Lewes Local Quaker Meeting 
Lewes Local Quaker Meeting is a constituent part of Sussex East Area Quaker Meeting (Charitable Incorporated Organisation).  The Local Meeting has delegated authority to manage its affairs and appoint Members and Attenders to serve the Meeting, subject to provisions of Quaker Faith and Practice of Britain Yearly Meeting, this Memorandum of Understanding and other relevant minuted decisions of Sussex East Area Quaker Meeting (SEAQM). The Members of Lewes Local Quaker Meeting are those Friends named in the membership records of SEAQM as being associated with Lewes Meeting.  SEAQM is responsible for accepting persons into membership and terminating membership.

The Trustees of Sussex East Area Quaker Meeting (SEAQM) and Lewes Local Quaker Meeting have agreed the following memorandum of understanding, which was agreed by minute 2.1 of the Trustees meeting held on 1 June 2019 and by minute ................ of Lewes Local Quaker Meeting held on ........................................ This Memorandum has been entered into freely and is not intended to affect how either body to discerns how it should act within the charitable purposes of SEAQM.

1. Charitable Purposes

As a constituent part of SEAQM, Lewes Local Quaker Meeting is subject to the Constitution of SEAQM Charitable Incorporated Organisation. In particular, Lewes Local Quaker Meeting will act to further the general religious and charitable purposes of the Religious Society of Friends (Quakers) in Britain.

2. Application of Income and Property

In accordance with the Constitution of SEAQM, income and property may be used for the following purposes.

i)
strengthening the life and witness of Quaker Meetings both in the area of SEAQM and beyond;

ii) 
spreading the message of Quakers and interpreting and developing the thought and practice of the Religious Society;

iii) undertaking Quaker service for the relief of suffering at home and abroad;

iv)
funding the concerns that Quaker Meetings in SEAQM or beyond have adopted or agreed to support;

v)
providing for the pastoral care of individual Members and Attenders including assistance to those in need and for education;

vi)
maintaining and developing Quaker Meeting Houses as places for public worship and from which to carry our witness into the world; and
vii) administering and maintaining the organisation of SEAQM and contributing to the support of Britain Yearly Meeting.

3. Risk Management and property management
Members and Attenders of Lewes Local Quaker Meeting will assist the Trustees of SEAQM in seeking to reduce the risks to SEAQM by endeavouring to ensure that health and safety, fire safety, safeguarding, data protection law, and employment and taxation law requirements are addressed.

Lewes Local Quaker Meeting is responsible for ensuring that the internal and external fabric of the local meeting house is maintained and kept suitable for the holding of Meetings for Worship. They may appoint a premises committee to which this responsibility can be delegated, subject to the oversight of the Local Meeting. SEAQM trustees will arrange and pay for a condition survey of the Meeting House every five years. SEAQM will pay for agreed repairs and alterations to the fabric of the building itself and for external decoration. Any such work must be authorised by the Trustees, who will usually expect that several quotations are obtained where such an item of expenditure exceeds £1,000. The Local Meeting will pay for internal decoration, cleaning and fixtures and fittings. They may ask the Trustees to approve enhancements of the property, and agree with the Trustees who pays for these. The Trustees will ensure that appropriate insurance is in force.

Lewes Local Quaker Meeting is encouraged to hire out the meeting house to individuals, groups and organisations in the local community. In doing so, it will seek to ensure, as far as is possible, that hirers of Meeting House understand and agree to the standard terms of conditions of hire promulgated by the Trustees, including compliance with health and safety and other legal requirements, and that hirers activities or convictions are not incompatible with those of Quakers.

4. Employees

SEAQM is the employer of all paid staff employed within SEAQM.  Lewes Local Quaker Meeting may appoint and manage such employees, who will be paid from the Local Meeting's funds using SEAQM’s payroll provider.  The Local Meeting must obtain the prior consent of Trustees to any new post or significant changes in contractual conditions, such as pay-rates. The terms and conditions of employment will be in accordance with those that have been approved by the Trustees, who will agree with the Local Meeting the form of the contract. Trustees will seek to ensure that legal requirements and the policies of SEAQM are followed as regards the payment of tax, national insurance and pension contributions. Hence, the Local Meeting must keep Trustees informed of any new employees or changes in their hours and not change any terms of contract, such as pay-rates, without Trustee consent.   Lewes Local Quaker Meeting must keep Trustees informed about arrangements where individuals are contracted as a self-employed service provider, to ensure that this arrangement does not inadvertently constitute an employment contract. Such contractors must submit invoices and not be paid in cash.
5.      Children and safeguarding

Lewes Local Quaker Meeting will comply with SEAQM’s Safeguarding policy as regards children and vulnerable adults, In particular it will nominate a Member or Attender to be the Meeting’s safeguarding officer, who will among other duties notify SEAQM’s safeguarding officer if any notifiable incidents arise. The Local Meeting may make provision for children (and/or young people) but only if this is done in compliance with the policy.

6. Finance – bank account and accounting
Lewes Local Quaker Meeting is authorised to open a bank account and appoint signatories. Two signatories will be required to sign cheques etc. The account will be held in the name of ‘Religious Society of Friends, Lewes. The Local Meeting will appoint a treasurer to keep accounts and advise the meeting on the probity of any proposed expenditure, and may appoint one or more Members or Attenders to assist the treasurer by undertaking some of his/her responsibilities.  The treasurer will, within three weeks of the end of the month concerned, send the treasurer of SEAQM, or, at his/her request, another member of the SEAQM Treasuring Team, a copy of the monthly bank statement, and annotate it to provide such explanation as is needed to correctly record transactions. The designated member of the Treasuring Team will enter these transactions onto the SEAQM accounting system.  He/she will, on request, provide the Local Meeting with reports on its income and expenditure, to enable the Local Meeting treasurer to monitor expenditure and brief the Meeting’s Meeting for Worship for Church Affairs. 
The treasurer of Lewes Local Quaker Meeting should seek to ensure that the bank account has sufficient money to meet likely expenditure but without holding an excessive reserve. SEAQM holds reserves against major unexpected financial demands and the Local Meeting can ask Trustees for emergency assistance should they face a financial demand they cannot readily meet.  Hence, a figure equivalent to between 6 and 12 months of expenditure is likely to suffice.  In the event of a larger balance developing, the Local Meeting should seek to find a use for it consistent with the purposes of SEAQM, bearing in mind in particular the needs of SEAQM central funds and those of Britain Yearly Meeting.  
The treasurer of Lewes Local Quaker Meeting shall retain evidence to show that expenditure has been properly incurred such as invoices, receipts and references to authorising minutes as appropriate. These may need to be shown to the SEAQM accounts examiner.  All financial records must be kept for at least six years after the close of the calendar year (which is also the financial year) to which they relate.
7.  Authority for incurring expenditure

Lewes Local Quaker Meeting can be assumed to have delegated authority to its treasurer to authorise routine items of expenditure relating to the Meeting House and the day-to-day expenses of post-holders in the Meeting, and to action payments that have been authorised by a standing minute of the Local Meeting or Area Meeting. Such delegated authority applies only to items under £250. The Local Meeting, or a properly constituted committee of the Meeting, (or Area Meeting) may authorise expenditure on the expenses involved in Members or Attenders participating in training, courses or conferences in accordance with the policy for such expenses agreed by the Trustees.   A Local Meeting for Church Affairs can authorise the treasurer to make other payments so long as they are in accordance with the purposes of SEAQM, except that the Trustees should be consulted regarding any payments in excess of £2,000, other than those made to Britain Yearly Meeting or this Area Meeting. If the Local Meeting, or its treasurer, has any doubt as to whether expenditure is within the purposes of SEAQM, they should consult the Trustees.
Lewes Local Quaker Meeting will make an annual contribution to SEAQM central funds of an amount proposed by the Trustees, which may be subject to negotiation. The contribution may be phased during the year for cash-flow purposes. 

8.        Control over cash income
The treasurer of Lewes Local Quaker Meeting will ensure that cash is collected, recorded and paid into the Meeting bank account in accordance with SEAQM’s cash collection policy. The treasurer must keep records sufficient to enable the monthly bank statement to be annotated with sufficient detail to ensure the accuracy of the SEAQM accounting system.  Where paying cash into the bank is not possible the treasurer may pay in the same amount as that collected by personal cheque.  

9
Changing this Memorandum

If either party to this Memorandum discern that a change is required to this document it will inform the other party by sending a minute detailing the change required and the reasons why it has become appropriate. The receiving party will send a minute of response. For example, this might occur if one of the parties no longer has the capability of carrying out an agreed function.

Signed by the Clerk of Trustees of Sussex East Area Quaker Meeting:
Signed by the clerk of Lewes Local Quaker Meeting:
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