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Donations Policy

Policies on donations and fundraising
Background
While we wish to ensure all avenues to fundraising are available for the garden, occasionally there can be risks associated with donations or fund raising events. This document sets out the policies that should be followed to mitigate such risks.
Relevant Risks
· Cash donations are relatively more exposed to fraud and theft
· Data collection and protection issues can arise
· Not all donors and donations are suitable
· Fundraising may have specific rules to be complied with
Cash Donation Policies
If possible,  Farncombe Community Garden would prefer for donations to be received electronically (via website or card reader, or bank transfer) or as cheques, rather than as cash.
If cash must be received, say at a fundraising event, then, where possible, it should:
· Be counted by two unrelated people who are either part of the Management Team, Trustees or Lead Volunteers before leaving the event. They should sign and date to confirm the amount counted.
· The cash and the signed record should be passed to one of the Trustees for banking as soon as possible. An emailed photograph of the signed record is acceptable.
· No expenses or payments should be deducted from the cash before passing it to the office.
· Our preference is that, unless unavoidable, cash is not taken by an individual who then makes a bank transfer to the Garden. If this must happen, it is better if the individual is not one of the people counting and recording the cash. Contact details for the individual should be recorded. 
Data Collection
Farncombe Community Garden would normally like to keep in touch with donors if they are willing.
Where possible, we should make a record of the following (this applies to donations via cash, cheque or card):
· The name of the donor and their email address or phone number and the amount given
· Whether they consented to us recording their information (leave blank if not)
· For donations over £30, whether the donor is willing/able to gift aid the donation, and the necessary contact information to allow us to complete the paperwork
· Whether the donation is restricted (say to a particular project) or unrestricted
Donor Suitability
For material (>£1000 per donor) donations, we ideally want to know enough about who the donors are so that we do not have any suspicions about the following:
· That the donation might come from an illegal source of funds
· That the donor might not legally be able to make the donation
· That the donation might come from a vulnerable person without the capacity to decide to donate
· That the donor is someone that Farncombe Community Garden would prefer not to be associated with
In these circumstances, or if the donor wishes to apply restrictions or other conditions to the donation that are inconsistent with the Garden’s charitable purposes, or which would be too difficult in practice to fulfil, then we may need to refuse or return the donation if a resolution cannot be agreed. Contact details would therefore be helpful.
Fundraising rules
When holding fundraising activities in a location, we should confirm that we have the necessary permissions to do so. Public spaces (eg fund raising on a high street) may require permission from the local authority or the Metropolitan Police.
Information should be displayed about what Farncombe Community Garden is and how any donations will be used. Anyone involved in the fundraising should be identifiable as a representative of the Garden.
Further Reference
https://www.gov.uk/government/publications/internal-financial-controls-for-charities-cc8     especially 5.3 Donations from public collections and fundraising events
Charity Commission Guidance CC20 Charities and Fundraising
https://www.gov.uk/guidance/accepting-refusing-and-returning-donations-to-your-charity
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