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Right Ordering - Business practice within West Weald Area Meeting Sept 2009
8. Shared responsibilities with local meetings: Memoranda of Understanding.

While Local Meetings have considerable freedom to run their Meetings in a way acceptable to
theirr members it is important to note that all property and money is officially owned by the
Area Mesting. The Area Meeting is the charitable unit and therefore has to ensure its Local
Meetings are aware of, and acting in accordance with, certain duties and responsibilties.

Blue 1dol, Capel, Dorking, Horsham, Ifield and Reigate Local Mestings have agreed with Area
Meeting the duties and responsibilties, which they undertake on behalf of the Area Meting, by
Area Meeting Minute 08/19 in March 2008 and Oxted by Area Meeting Minute 09/63. This
agreement is formally recorded as a memorandum of understanding. This is a working
document, which may be subject to changes as a result of experience in using it. Copies are
held by Local Mesting Clerks.

Relevant text from Minute 08/19:

Su Johnston has outiined for us the present form of the Memorandum of Understanding based
on the responses from Local Meetings to the draft Memorandum initally circulated to Local
Meatings in September 2007 and to the amended version dirculated in February 2008. With
some agreed modifications we accept the Memorandum of Understanding a5 3 working
document, which may be subject to changes s a result of experience in using it. Copies will
be sent to all Local Meeting Clerks and one placed on file. It is noted that some of the
pargraphs will be specific to each Local Mesting and clearly identified as such. Local Meeting
Clerks should send Minutes to the Clerk of Trustees to record such specific differences. We
note that Claridge House Meeting is a special case.

Claridge House Local Mesting is a special case as it has no funds, handles no money and has.
rent-free use of a room in Claridge House to hold its Meetings, so the Memorandum of
Understanding agreed with the other Local Mestings is not applicable.

The Memorandum outlines the Local Meetings' responsibiltes for:
 Handiing money, cheques and bank accounts.
* Health and Safety requirements.
* Data Protection procedures.
« Child and Vulnerable adult protection checks
« Appointing an independent examiner
« Dealing with insurance daims
« Policy on Financial Reserves (se= Appendix 2 (19.3))
* Returning necessary data for inclusion in Area Meeting Annual Report and Accounts.
= Use of Property - tenancies, lettings, employment of wardens.

* Redecoration and Maintenance of property including Meeting Houses, gardens,
Burial Grounds and attached residential property such as warden’s accommodation.

‘The Local Meeting should report regulariy, s required, to the Area Meeting on the discharge of
these responsibilities. In the case of smaller Mestings, which are not able to carry forward all
the responsibilites listed, the recorded agreement should make clear the work that they are
able to do themselves and what is done in co-operation with another local mesting.

‘The current Memorandum is to be found in Appendix 2 (19.2) with references to where
associated documents and forms are to be found.
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19. Appendix 2: Documents

19.2 Memoranda of Understanding
Memorandum of Understanding aareed with Blue I ), Dorking, Horsham, Ifield and
Reigate Local Meetings.

It is agreed that the Local Meetings will undertake the following:
Part 1. Finances

1a Setting out, and agresing with the Trustees, the bank accounts that may be required. See
Financial Management Return (Appendix 3 - 20.1).
12 (i) All monies received should be banked to the accounts except for small amounts
needed for petty cash. A minute on the Local Meetings policy on petty cash wil be
‘made and appended to this document.
1a (i) A minute stating the limit for payments needing only one signature will be made by
‘each Local Meeting Clerk, and is appended to this document.
1a (i) The persons signing a cheque should be recorded on the voucher authorising the

payment.
12 (¥) No commitment should be entered into unless funds are available.

1b Health and Safety requirements will be the responsibility of the Premises and Finance
committees of each Local Mesting, who must appoint a named Health and Safety person.
Premises and Finance committees will be kept advised and informed by Trustees.

Data Protection procedures will be annually checked by Local Meeting Clerks, prompted by
Area Meeting Clerk.

Child and Vulnerable Adults Protection checks are the responsibility of Local Meeting Clerks,
who act as verifiers where appropriate.

1c Appointing an independent examiner or auditor to verify the annual accounts.

1d Informing the Trustees of any insurance dlaims, should there be any damage or loss, which
Justifies a claim, noting that there, may be an excess applying to the policy.

1e Ensuring that local financial reserves are kept at an appropriate level in line with the
declared policy on reserves: they should be sufficient to mest running expenditure without
having recourse to borrowing, while ensuring that funds are employed for the purposes for
which they were given. (See Reserves Policy Appendix 2 - 19.3)

1f Sending to the Trustees annually, by the end of March
1F(i) A report of significant matters, which should be included in the Trustees’ Annual
Report and Accouns.

1 (i) A statement, in response to Trustees’ questionnaire, showing which of the duties
listed in Quaker Faith & Practice 4.3 have been carried out. This is to be sent to
Area Mesting Clerk and passed to Clerk of Trustees for inclusion in their Annual
Report and Accounts (issued in June each year) for the previous calendar year.
(See Overseeing the life and practice of Local Meetings Appendix 3)

(Note from Handbook Keeper: This questionnaire has been replaced by LM
Compliance Questionnaire for Trustees’ Annual Report (Appendix 3. 20.5))

) Sufficient information as the Trustees may require, to enable the accounts of the
local meeting to be included within the accounts of the Area Meeting.

19 Sending to the Trustees annually, by the end of February:
+ ABudget for the current year
« Afive year plan of expenditure
+ Unexamined accounts for previous year
(See 5.3)
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19. Appendix 2: Documents.

19.2 Memoranda of Understanding (page 2 of 2)

Part 2. Use of property

2a Acting as representatives for Area Mesting, choosing tenants or residents for short,
medium or long-term leases, deciding the terms on which they occupy rooms or
‘accommodation; arrange lettings or hirings for the day or evening. The forms of agreement
used, both for policies and rates, should be those that have been agreed with the Trustees,
who need to have a copy on file.

2b Acting as representatives for Area Meeting on the employment of resident Wardens, and
‘employing such staff as may be necessary, whether cleaners, gardeners, etc. The contract of
employment should be in a form agresd by Trustees who will need to ensure that legal
requirements are met; for example, minimum wage legislation, holiday arrangements,
Discipline and Grievance agreements and pension provision. The Local Meeting should arrange.
to deduct tax, national insurance etc. where appropriate. (See agreed Warden appointment
process (Appendix 2 - 19.4) and Area Meeting minute 07/18)

2c Arrange for, and meet the cost of, redecoration, upkeep and maintenance in respect of
rooms used by the meeting and its tenants/Warden. Also likewise to cover the cost of upkeep
of any Burial Grounds, land, or other property allocated to the use of the Local Meeting.

If the cost cannot be met from Local Mesting funds, application should be made to Area
Meeting. See Division of payment for works done at Local Meeting premises (Appendix 2 -
19.5) and Guidelines for Trustees and Meetings (March 2008) (Appendix 2 - 19.6)

A minute, recording what Local Meeting Friends require of their Local Meeting Treasurers and
Premises and Finance committees in respect of how many quotations are needed for what level
of expenditure, wil be sent by each Local Meeting to Trustees and be appended to this
document. *

2d Acting as representative for the Area Meeting, where appropriate, pay the outgoings for
and receive the income from those parts of the premises which are not directly related to the
normal activities of the meeting: e.g. adjacent property which may be let for residential or
business use.  Outgoings” here means all repairs and the appropriate proportion of the cost of

2e Exercise a “watchdog” role in keeping a close eye on the internal, external and structural
State of the buildings and alert the Trustees when maintenance or remedial work is needed,
preferably in time for inclusion in the next Budget. Exercise a similar role on any maintenance
and uilities contracts, and on insurance cover.

2f Take the initiative in suggesting improvements or alterations to meeting houses and other
properties, which we manage. Note that a local meeting must seek approval from the
Trustees before putting works in hand, whether or not the local meeting is to pay for the work.
2g Formally send the Clerk of Trustees a copy of the Minutes of each mesting of the Premises
and Finance committees (in whatever form these committees are organised). See Area
Meeting minute 06/30b and Trustees minute 06/41.

* The Minute on the number of quotations needed for a specific job will be appended to each
Local Mesting’s copy of the Memorandum along with copies of each of the appendices.




