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To: All RAF Regiment Association Branch and Chapter Secretaries.



Dear Secretary,

Please find enclosed the revised Standard Operating Procedures (SOPs) for the Association.

As you know, a great deal of work has been achieved during the past couple of years; namely the change of governance of the Association and replacing the Constitution with the ‘Association Rules’. These changes were required as a result of the Association being recognized by the Charities Commission as an Incorporated Organisation. The governance change and the Rules were approved at the AGM’s in 2013 and 2014 respectively. However, there is no requirement to seek AGM approval for the revised SOPs as they had been approved many years ago and simply required updating to ensure all procedures were in place.

Should you have any questions then please do not hesitate to contact me or the National Secretary.

Very best wishes

Peter Lawrence
National Chairman 

1st July 2015





Notes:	
  
· 	No change may be made to the terms of these Standard Operating Procedures (SOPs) other than by the Annual General Meeting, through the NMC’s recommendations

· 	Terms defined in the Rules of the Association (“Rules”) have the same meaning in these SOPs.  

· 	Reference to the male gender in these SOPs shall be taken to include the female gender.
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RAF REGIMENT ASSOCIATION STANDARD OPERATING PROCEDURES 2015


SOP 1

STRUCTURES, RESPONSIBILITIES AND PROCEDURES
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GENERAL
1.1	The Association is a Charitable Incorporated Organisation (CIO), answerable to its members for its strategic direction. As a CIO it has a Board of Trustees (“Trustees”) who answer to the membership. The Trustees are responsible to the Charity Commission for meeting and discharging the legal responsibilities and requirements of a CIO.

1.2	The operational direction and management of the Association is the responsibility of the National Management Committee (NMC). The oversight of the operational direction and management of the Association by the NMC is the responsibility of the National Compliance Committee (NCC) which monitors the performance of the NMC in delivering the Association’s Business and Financial Plans.

1.3	The Trustees shall consist of the elected National Officials (see Rules Section VII) who shall be ex-officio Trustees and up to 3 other individuals elected by the membership. The members of the NMC shall be Full Members elected as detailed in Rules para 29. The members of the NCC shall be Full or Associate Members as detailed in Rules Section VII

1.4.	Rules Article 28 provide that the NMC must direct the Association’s affairs in such a way as to promote its objects, and affirms that, in managing the Association, the NMC may exercise all of the powers of the Association. Section 2 of this SOP (below) sets out the functions of the NMC and gives examples of how these functions might be fulfilled.

1.5	The Association must have a Chair and a Vice-Chair. The functions of the Chair (and in his absence a Vice-Chair) are set out in Section 3 of this document.

1.6	The NMC will delegate the administrative functions set out in Section 4 of this document to the National Secretary.

1.7	Under Rules Article 28c, the NMC has the power to delegate some of its decision-making functions to subordinate committees. The NMC has (to date) established an Ethics Committee and an Elections Committee, each of which has the powers and functions described in Sections 6 and 7 of this document:

1. [bookmark: _Toc529957552]NATIONAL MANAGEMENT COMMITTEE

2.1.	The NMC must conduct the Association's affairs in such a way as to promote its objects and be responsible for the operational management and overall control of the Association. The functions of the NMC include:

2.1.1.	Defining and ensuring compliance with the values and objectives of the Association and establishing policies and plans to achieve those objectives.  

Note:	It is for the membership, guided by the Trustees, to determine the objectives of the Association and its priorities. Recommendations may be brought to the NMC by individual members, by Branches and by the subordinate committees, but the final decision must be taken by the membership at the AGM. The key objectives to be achieved, and the way in which they must be achieved, must therefore be approved and authorised by the Association’s membership at a General Meeting. The NMC, monitored by the NCC, must ensure that the progress of these objectives is regularly reviewed in order to ensure that directives laid down by the membership are being met. 

2.1.2.	Approving each year's budget and accounts before publication.
Note:	As the Association receives and spends money through its own bank account and holds its own assets then the preparation and monitoring of the Association’s own budgets and the preparation of separate accounts for the Association will be undertaken by a combination of the NMC and professional advisers. The ultimate responsibility for the Association’s own financial matters rests with the membership through the Trustees. It must, therefore, as a body, approve its own annual budgets and accounts. Deviations from the budget and financial matters generally across the course of the financial year will be monitored and managed by the NMC and the NCC. Financial management arrangements are detailed in SOP 3 – Financial Management.

2.1.3.	Establishing and overseeing the framework of delegation of its powers to committees under Article 28 with proper systems of control:

Note:	Where the NMC delegates any of its functions to subordinate committees, it does not relinquish its ultimate responsibility and it must not, therefore, abdicate control. The "framework of delegation" is the framework set out in this document, which must be regularly reviewed. Where a delegation has been made, the NMC must ensure that proper and adequate systems of monitoring and reporting are in place, so as to ensure that the subordinate committees concerned do not act beyond the bounds of their delegated authority. The delegation of its authority is the responsibility of the NMC as a whole; instructions issued by NMC can only be overridden by a subsequent decision of the NMC.

2.1.4.	Monitoring the Association's performance in relation to its plans, budget controls and decisions:

Note:	It is the NMC's responsibility to ensure that the Association meets its targets. The NMC must ensure that it has appropriate systems in place to enable it to obtain this information and so monitor performance effectively.

2.1.5.	Satisfying itself that the Association’s affairs are conducted in accordance with generally accepted standards of performance and propriety and Charities Commission’s guidelines 

Note:	The NMC must ensure that the affairs of the Association are properly conducted. The NMC must also keep abreast of and, where appropriate, implement, examples of best practice found in the management of other comparable organisations.

2.1.6.	Taking appropriate advice, in particular on matters of legal compliance and financial viability, as permitted by Article 27 of the Rules.

Note:	The NMC is required to take specialist and professional advice as and when required.

2.2.	None of the above functions, summarised in paragraph 2.1, may be delegated to any subordinate committee or an individual Association official.

2. [bookmark: _Toc529957553]CHAIR AND VICE-CHAIR

3.1.	The functions of the Chair are to:

3.1.1.	Act as an ambassador for the Association and to represent the views of the NMC to the general public and other organisations.

3.1.2.	Ensure that NMC Meetings and General Meetings are conducted efficiently and in a manner befitting the Corps and the Association as a whole.

3.1.3.	Give all NMC members an opportunity to express their views.

3.1.4.	Establish a constructive working relationship with, and to provide support to, the National Secretary and Treasurer

3.1.5.	Where necessary (and in conjunction with the other NMC members) ensure that, when the post of any National Official is, or is due to become, vacant, a replacement candidate is found in a timely and orderly fashion.

3.1.6.	Encourage the NMC to delegate sufficient authority to its subordinate committees to enable the business of the Association to be carried on efficiently between NMC Meetings;

3.1.7.	Ensure that the NMC monitors the use of delegated powers. 

3.1.8.	Direct the NMC to take professional advice when it is needed and particularly before considering the dismissal of a National Official or member.

3.1.9.	The role of a Vice-Chair is to deputise for the Chair during any period of his absence and, for that period, his functions shall be the same as those of the Chair. Further guidance on the code of conduct of Chair and Vice-Chair is given at SOP 2.

3. NATIONAL SECRETARY 

4.1.	Responsibilities. The National Secretary is to be responsible to the NMC for the day-to-day administration and running of the business of the Association in accordance with these guidelines. This may include:

4.1.1.	Disciplinary matters in conjunction with the Ethics Committee. 
 
4.1.2.	Servicing the NMC and its subordinate committees.

4.1.3.	General office management.

4.1.4.	Promoting the interests of the Association and the RAF Regiment.

4.1.5.	Overall responsibility for development and oversight of the Association’s management of the Business Plan.

4.1.6.	Acting as the main point of contact between the Association, Branches and other veterans associations.

4.1.7.	Developing and maintaining a sustainable strategy to further the objectives of the Association.

4.1.8.	Liaising with, and acting as the main point of contact for, the representatives of the Association, Branches and Chapters.

4.1.9.	Monitoring the progress of the Association in meeting the objectives, outcomes and milestones set out in the Association’s Business Plan.

4.1.10.	Co-ordinating a pro-active external funding strategy.

4.1.11.	Compliance with all necessary legal requirements, including current Data Protection, Health and Safety and other relevant legislation. 

4.2.	Powers. The National Secretary shall have the power to do all that is necessary to carry out his functions as the National Secretary, subject to the following specific limitations:

4.2.1.	He may only authorise expenditure as provided for in the Association’s Business Plan and SOPs. 

4.2.2.	He may not exercise any powers in relation to matters which are specifically reserved by the NMC and which are set out in Section 2 of this document.

4.3.	Reporting. The National Secretary is expected to attend  all meetings of the NMC unless he/she is absent due to sickness, in which case he will ensure that he nominates a deputy from the standing NMC officials  to attend the meeting in his place. It is the National Secretary’s responsibility to ensure that his deputy is, where appropriate, suitable briefed and prepared for the duty.

4.3.1.	At meetings of the NMC, the National Secretary must present a report on the conduct of the business of the Association since the date of the Committee’s last meeting and, in particular he/she must draw to the attention of the NMC to:

4.3.1.1.	Decisions on which the NMC needs to make together with, where appropriate, his/her recommendations. 

4.3.1.2.	Concerns as to the business of the Association, whether financial or otherwise.

4.4	Code of Conduct. Further guidance on the code of conduct of the National Secretary is given at SOP 2.

4. 
NATIONAL TREASURER 

5.1	The functions of the National Treasurer are covered in SOP 3 – Financial Management.

5. [bookmark: _Toc529957555]PROCEEDINGS OF COMMITTEES

The following provisions apply to all committees – whether at national or branch level - unless otherwise stated.

6.1	Membership

6.1.1	Members of each subordinate committee are to be appointed by the NMC, subject to the right of the NMC to delegate to a subordinate committee the authority to co-opt individuals to its membership for specific and/or specialist purposes. 

6.1.2	A member is to hold office until the term of office for which he/she has been appointed expires, or when he/she resigns or is removed by the NMC. The NMC must review membership of the subordinate committees annually, usually at the first meeting of the NMC after the AGM of the Association.

6.1.3	There must be at least three members of each subordinate committee, which must include a Chair and a Secretary.

6.1.4	The Chair of a subordinate committee may request the attendance at a particular meeting of any official, member or advisor of the Association for the purpose of providing information or specialist assistance to the subordinate committee.

6.2	Quorum. A member of a subordinate committee may be considered part of the quorum of that committee if that person can hear, comment and vote upon the proceedings through telephone, video conferencing or other communications equipment.

6.3	Chair

6.3.1	The Chair of the Association will be the chair of the NMC and will chair all meetings of the NMC (unless prevented by unavoidable circumstances from doing so, in which case the Vice-Chair will deputise).  

6.3.2	The NMC must nominate the chairman of subordinate committees from NMC Members. Only a Full Member of the NMC (whether a voting or non-voting member - see Rules Articles 14, 31, and 33) may be the Chair of a subordinate committee.   

6.3.3	If the Chair is not present within five minutes of the time the NMC or subordinate committee meeting is scheduled to commence, or is unwilling to act in such a capacity, another member of the NMC may be nominated to chair that meeting until such time as the matter may be resolved by the Committee.

6.4	Reports. Reports made to a committee meeting must normally be in writing and be circulated to all committee members at least fourteen days before the date on which the meeting is to be held. However, the Chair of the committee may allow a report which has not been circulated as required to be tabled at a meeting of the committee if he/she considers it essential for the issues raised by the report to be discussed at that meeting.

6.5	Voting

6.5.1	Resolutions of a committee are to be decided on a show of hands and each voting committee member shall only have one vote. A written resolution, signed by all of the members of a committee (provided that they constitute a quorum of the committee), is as valid as if it had been passed at a meeting of the committee and may consist of several documents in similar form each signed by one or more of the members of the committee.  

6.5.2	If there is tie in the votes on a show of hands, the Chair is not entitled to a second or casting vote. Resolutions which fail to secure a majority in favour are deemed to be lost, and may not be reconsidered for a period of six months.

6.6	Minutes

6.6.1	Minutes of each committee meeting (that record the salient points of the discussions that take place and all decisions that are taken) must be kept and must be produced within 21 days after the relevant meeting, unless the committee is advised in advance that the minutes will be delayed, and the reasons for the delay.

6.6.2	Minutes of each committee meeting must where possible be circulated to all members of the NMC for the next NMC Meeting. Consideration of these minutes must form an agenda item at that NMC Meeting.

6.7	Delegation. A committee may not delegate any or all of its responsibilities to another committee or to any individual committee member or members.

6.8	Missing Meetings. A member of a committee who misses three consecutive meetings of the Committee will, if the NMC so resolves, be removed as a member of the committee.	

6.9	General. Subject to the provisions of the Rules and the preceding provisions of this Section and to any specific provisions set out in sections 5, 6, 7, 8 and 9   of this document, each committee may regulate its proceedings as it thinks fit.

[bookmark: _Hlt539988]7.	ETHICS COMMITTEE (EthC)

7.1.	The purpose of the EthC is to:

7.1.1.	Investigate and deal with any complaint against a member or branch referred to it in accordance with the Association’s complaints procedure set out in Rules Article 73 – 75 and SOP 4. 

7.1.2.	Deal with any other issues relating to conduct or standards of behaviour of a member.  

7.2	The EthC may not authorise any expenditure.

7.3	Membership 

7.3.1	The Chair and members of the EthC shall be nominated by the NMC.

7.3.2	A member who has been suspended in accordance with the complaints procedure, may not act as a member of the EthC in relation to any investigation of his position.

7.3.3	Neither the Chair nor the Vice-Chair of the Association may be a member of the EthC except in exceptional circumstances as determined by the NMC.

7.3.4	No NMC member of the Association, other than a member of the EthC, may attend meetings of EthC (except for purposes of giving evidence or in the case of a suspended member who is the subject of the investigation, putting his case to the EthC).

7.3.5	No NMC or other Association member may participate in any meeting of the EthC that is deliberating on, or involves, a member of their own branch or family.

7.4	Proceedings

7.4.1	The EthC must comply with the provisions of Section 6 of this document.

7.4.2	A meeting of the EthC will be called by the National Secretary or Chairman through the Chair of the EthC.

7.4.3	At least seven days’ notice of all meetings of the EthC will be given to each member of the EthC and the National Secretary of the Association unless the Chair of the EthC certifies in writing that, because of special circumstances which are set out in the certificate, the meeting ought to be called as a matter of extreme urgency.

7.4.4	The quorum for a meeting of the EthC will be four.

7.4.5	In carrying out its investigations the EthC must comply with the complaints procedure in SOP 4.
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8	ELECTIONS COMMITTEE (ElecC)

8.1	The purpose of the Elections Committee (ElecC) is to oversee the organisation and successful delivery of elections for National Officials to sit on the NMC. Its Chair and members will be nominated by the NMC for approval by the AGM. The ElecC will meet as and when required.

8.2	The ElecC may, if appropriate, appoint an external organisation to act as electoral agent and to execute the elections on its behalf. In this case, the ElecC is responsible for managing the relationship with the electoral agent and ensuring they complete the task effectively.

8.3	The ElecC is to act in accordance with Association’s  Rules and directions issued to the ElecC from time to time by the NMC, in particular as regards compliance by the ElecC with policies which are to apply to all of the Association’s activities.

8.4	The ElecC is authorised to incur expenditure on the elections only within the limitations of this budget. All payments will be made by the National Treasurer on receipt of invoices for services related to the election submitted by the Chair of the ElecC. 

8.5	Proceedings

8.5.1	The ElecC must comply with the provisions of Section 6 of this document.

8.5.3	Meetings of the ElecC will normally be called by the Chair of the ElecC but may be called, in his absence, by any two members of the ElecC

8.5.4	At least seven days notice of all meetings of the ElecC will be given to each member of the ElecC unless any two members of the ElecC certify in writing that, because of special circumstances set out in the certificate, the meeting ought to be called as a matter of urgency.

8.5.5	The quorum for a meeting of the ElecC will be three.

8.5.6	After elections have taken place, the ElecC must supply to the NMC a written report of the elections in a form agreed by the NMC that is to be reported to the Association AGM. 
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9.1	The provisions relating to conflicts of interest apply equally to the NMC, the NCC, subordinate committees and branch committees. 

9.2	Any member who has a direct or indirect interest in any contract, proposed contract, arrangement or dealing with the Association, which is being discussed by a committee, must declare his/her interest. The committee must then determine whether the member should stand down from the deliberations.

9.3	Any member who has a direct or indirect personal interest in a matter that is being discussed by a committee or working party must leave the meeting while the question is being discussed or decided. In respect of that item he/she:

9.3.1	Must not take part in the discussion. 

9.3.2	May not count towards the quorum.

9.3.3	May not vote in the decision. 

9.4	A personal interest is one which affects a person individually or his/her close family or his/her property whether it is a beneficial or not to that individual or family interest. The most common personal interest is one that affects a person financially.

9.5	A person who is a beneficiary (ie a member who benefits from the Association’s work) is specifically regarded as having a personal interest in any item that affects only him/her or his/her close family or his/her property. However he/she is not regarded as having a personal interest in an item that affects both him/her and a substantial number of other beneficiaries (such as members of a Branch) in an identical manner. In such circumstances a member of a committee who is also a beneficiary may count towards the quorum, take a full part in the discussion and vote on the issue requiring decision.

9.6	If a member is interested in a matter being considered by a committee in a way that is other than a personal interest, he/she should declare their interest. The other members of the committee who do not have such an interest should then consider whether it is in the best interests of the Association to require the member having the interest:

9.6.1	 To withdraw:-

9.6.2	To stay in the meeting.	

9.6.3	To count towards the quorum.

9.6.4	To take a full part in discussions. 

9.6.5	To vote in relation to the matter.

9.7	Good practice requires that a member who has an interest in the award of a grant or a contract for goods/services to an organisation because he is an employee or a member of the organisation or because he is otherwise directly associated with the organisation:

9.7.1	May not count towards the quorum.

9.7.2	May not take part in discussion.

9.7.3	May not vote in relation to the matter. 

9.7.4	Must leave the meeting for the period of the subject item.

9.8. Further guidance on conflicts of interest is found in SOP 2 Code of Conduct
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SOP 2

CODE OF CONDUCT









1.	INTRODUCTION

1.1	This Code is intended as a guide, to establish the standards of conduct and accountability which are expected of officials, members, and other individuals involved in the RAF Regiment Association (“the Association”).

1.2	This Code is designed to assist the Association as a whole, and all associated groups, to function efficiently, and to understand what conduct is expected of individuals when they are operating as a member of the NMC, NCC, Branch or Chapter, and any other meeting which takes place under the auspices of the Association.

1.3	This Code has been developed in line with the Nolan Principles (The Seven Principles of Elected Life – copy available from the National Secretary) and seeks to recognise that:

1.3.1	Any Association is made up of diverse individuals with varying and potentially conflicting interests, motivations, expectations and characters.

1.3.2	Any Association is made up of diverse individuals with varying but potentially similar interests, motivations, expectations and characters.  

1.4	This Code should not be confused with the specific procedures for the operation of the Association, covering areas such as NMC membership and other governance details covered in the Association's Rules and SOPs 1,3 and 4.

1.5	Where legal structures such as companies, charities, trusts or informal agreements are in place, this Code should be used in conjunction with these and amended accordingly.  

1.6	The Code has been checked for conformity with the legal structures likely to be used in voluntary arrangements.

2	EQUAL OPPORTUNITIES

2.1	 Individuals must not discriminate against people with whom they come into contact during their work with, or on behalf of, the Association on the basis of their ethnic origin, gender, sexuality, religion, disability or age.

2.2 	All individuals will be expected to comply with Equal Opportunities legislation and the agreed Equal Opportunities policy of the Association. 

2.3	In all the Association’s work this will be demonstrated by:

· Not making assumptions about a person or a group of people

· Not making judgements about a person or group of people

· Not discriminating against any person or group of people on the basis of their ethnic origin, gender, religion, sexuality, disability or age.

We are all different and it is expected that this diversity will be 
respected and welcomed





3	BEHAVIOUR
3.1	During meetings. Most of the work of the Association will be undertaken at meetings, small and large. The effectiveness of these meetings is critical because they will be:

· The principal decision making tool of the Association

· The principal method of wider  member involvement

3.1.1	The behaviour of participants at a meeting is important to the success of the meeting. Many people lack the confidence to express themselves fully in a meeting with other people, whereas some find it all too easy to dominate. Effective meetings can be achieved if all individuals are committed to some simple ground rules for behaviour before and during meetings. These ground rules include individuals:

· Being properly prepared for meetings by reading the paperwork beforehand and by committing themselves to attending meetings as required.

· Avoiding individual and personal disputes affecting the conduct of a meeting; these should be resolved elsewhere.

· Addressing all contributions to the meeting only with the permission of the Chair. Individuals wishing to speak should seek the attention of the Chair and wait their turn to speak only when directed by the Chair.

· Avoiding “meetings within meetings” by discussing issues with other individuals or groups of individuals when another person has been directed by the Chair to speak. All comments and queries should be directed to the whole meeting via the Chair.

· Respecting the contributions of others by not interrupting when someone is speaking even when you may not agree with what they are saying.

· Ensuring that comments made during a meeting do not amount to a personal attack on another individual and 

· Avoiding the use of heated, emotional and value-loaded language and behaviour.

· Being constantly aware in their remarks of individual’s equal opportunities responsibilities and avoid the use of potentially offensive language and comments.

· Remembering that Association work means not always getting the decision you want and accepting the responsibility of abiding by majority decisions.

3.1.2	Collective Decisions. Individuals will inevitably have differences of opinion on issues debated at meetings. When the meeting has reached a conclusion after full discussion, all individuals must uphold this decision whether they voted for it or against it. Speaking against agreed decisions in public will only serve to undermine the Association and individuals have a responsibility to stand by the collective decisions of the Association and to present a united front.  

3.1.3	Informed Decisions. It is very important that decisions taken in meetings are well informed by having appropriate, accurate information and debate on the topics concerned. The wider membership must be able to feel that decisions, particularly those affecting the spending of Association funds, are fair and have not been based on misinformation or influenced by the vested interests of those making these decisions. For this reason one of the most important areas of appropriate behaviour during meetings, in addition to the above, relates to declarations of interest.

3.1.4	Declarations of Interest. At the beginning of a meeting the Chair will ask individuals to declare whether they have any personal, financial or other material interest in any item on the agenda. (More detailed information about what kinds of areas may constitute a Conflict of Interest and need to be declared is covered in para 5 below). The Chair and the remaining voting members of the meeting will then decide whether individuals declaring an interest must leave the meeting for the relevant item or just not take part in the discussion or decision making.

3.2	Outside Meetings. It is just as important that individuals conduct themselves appropriately outside of official meetings since they will be seen as representatives of the Association and its views in a number of other circumstances including non-Association meetings. Some of the issues to consider are outlined below:

3.2.1	Confidentiality. Association meetings may occasionally receive information that is not in the public domain often relating to individuals, organisations or financial matters. It is the responsibility of each individual to ensure that this information remains confidential to the meeting unless prior authorisation has been given by the Chair for this to be discussed elsewhere. Individuals must never use confidential information for their personal advantage or the advantage or disadvantage of anyone known to them or to disadvantage or discredit the Association.

3.2.2	Communications with other agencies. There will be occasions when individuals will be asked to, or wish to, communicate with external agencies such as other veterans organisations, press etc. In order to ensure they are fully apprised of the latest information and that communications are consistent throughout the organisation, this should only be done following contact with the National Secretary of the Association.

3.2.3	Hospitality and Gifts. Individuals must declare any gifts or hospitality of significant monetary value that they are offered in connection with their role within the Association to the NMC. Anything which could be construed as a means of influencing the way in which decisions of the Association are made should be refused. Advice should be sought from the National Secretary/Chair if in doubt before accepting.

4.	ROLES AND RESPONSIBILITIES

4.1	It is important that those elected to positions of responsibility within the Association are fully aware of their roles and responsibilities. 

4.1.1	Chair and Vice Chair. Whether at national or branch level, these are key roles within the Association structure and those who are elected to them play an important part in the management of meetings and the conduct of individuals representing the Association. Their responsibilities in relation to this issue include:

· Keeping order and making sure that the agreed rules of conduct are followed.

· Minimising any confusion and frustration by ensuring that the agenda is properly covered, that jargon is not used or is explained and that individuals understand the debate and what decisions are required and why.

· Making sure that everyone who wants to contribute is encouraged to do so.

· Summarising the decisions taken and the action points which arise from this.

· Acting as an independent referee when required.

4.1.2	The National Secretary. It is the role of the National Secretary to implement the decisions of the NMC and to manage the day-to-day affairs of the Association within the budgets, the legal and statutory framework and any other criteria set by the Association. In particular, the National Secretary liaises as necessary with Branches, Chapters and the wider membership in connection with the implementation of Association decisions. 

5.   CONFLICT OF INTEREST

5.1	It is essential that there is a formal procedure for the avoidance of conflicts of interest. This covers officials, NMC and NCC members and the wider membership of the Association together with connected persons including members of the same household. This applies in particular to decision-making as it relates to investments and the letting of contracts.

5.2	It is acknowledged that all those involved in the  Association will, due to its nature, have an interest of some sort. Such interests must not be allowed to result in actual or perceived undue benefit or conflict, and consequently to unsound decision-making.

5.3	Where a conflict of interest exists or potentially exists, a declaration of interest should be made to the Chair of the appropriate meeting as outlined in SOP 1.  

5.4	The types of conflict include:

5.4.1	Personal Interest. A member or official must declare any personal interest in any matter on which a decision might reasonably be regarded as affecting, to a greater extent than other Association members,  the well-being or financial position of herself/himself, a relative or a friend or of:

· any employment or business carried on by such persons; 

· any person who employs or has appointed such persons, any firm in which they are a partner, or any company of which they are directors;

· any organisation of which he or she is a member;

· any organisation in which he or she is in a position of general control or management.

5.4.2	Prejudicial Interest. A member with a personal interest in a matter also has a prejudicial interest in that matter if the interest is one which a member of the public  with knowledge of the relevant facts would reasonably regard as so significant that it is likely to prejudice the member’s judgement of the Association’s interest.

5.4.3	Pecuniary Interest. A pecuniary interest exists where an individual or a connected person stands to gain financially from an Association decision, for example where a decision on the letting of a contract would benefit an individual directly or an organisation or company with which the member was involved. This would also apply if a member of the member’s household would benefit or if they were similarly involved with an organisation or company who would benefit.

5.4.4	Summary. This can seem a confusing area for those not used to operating within these types of guidelines and, if in doubt as to whether a potential conflict of interest exists, this should be clarified with the National Secretary or Chair either before or during the relevant meeting.

6.	BREACHES OF THE CODE  

6.1	It is always preferable for breaches of the code to be dealt with in a timely manner.

6.2	Where a perceived breach occurs during a meeting, participants should raise the perceived breach of the code as a point of order through the Chair. If the Chair agrees that a breach has taken place, this would constitute a breach of discipline and the procedures detailed in SOP 4 (Grievances Complaints and Discipline) are to be followed.

6.3	Where a perceived breach of code takes place outside a meeting then complaints must, in the first instance, be made in writing to the chair of the relevant meeting or branch or NMC representative for the area. In the case of the complaint being made against a NMC member or Official, it should be made to the National Secretary. If the complaint is against the National Secretary, then the complaint should be made directly to the National Chairman. Again, the procedures of SOP 4 will be followed.

7.  GUIDELINES FOR CONDUCT

Behave at all times in a professional manner.

· Do not seek to unduly influence other members prior to open discussion at meetings.

· Do not allow personal or political opinions to interfere with the work of the Association.

· Operate in an open, accessible, responsive and accountable manner to ensure that people are not discriminated against on the basis of age, gender, disability, race, religion, sexuality or any other grounds.

· Do not make claims or allegations about other officials, NMC/NCC members, branch management or individual members of the  Association or any of its connected  partners.

· Do not improperly disclose information received.

· Recognise the conflicts between different organisations and ensure that these do not interfere with the work of the Association.

Treat each other with mutual respect:

· Attend meetings on time and send apologies if you are unable to attend.

· Respect the views of others (i.e. letting people have their say without interruption).

· Avoid the use of offensive language.

· Value the contribution of all members. 

· Only speak at the invitation of the Chair and do not seek to dominate the proceedings. All remarks should be concise and to the point. Participants in meetings must not interrupt speakers and should make responses in an appropriate manner at the invitation of the Chair

· Ensure that criticism is constructive and well founded.

Be open about and be accountable for decisions made:

· Be accountable to the membership through consultation and reporting.

· Be accountable to all involved in the work of the Association, its partner veterans' organisations and the Corps.

· Develop ways to encourage people to be constructively involved in their branches, the Association at large and the Corps. 




The Chair's ruling on the interpretation of this Code shall be final.
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SOP 3

FINANCIAL MANAGEMENT

FINANCIAL REGULATIONS

1.	These financial regulations are made by the Association in accordance with the provisions of the Rules of the Association (“the Rules”). They are intended to be the working arrangements whereby the Association’s financial assets are regulated in accordance with the powers and duties conferred by the Association on the National Management Committee (NMC).

2.	The NMC is responsible for regulating and controlling the finances of the Association. In this capacity, it shall have responsibility for approving any new procedures relating to the management of the Association’s financial assets and implementing changes to the existing ones.  
 
3.	The NMC shall determine all accounting safeguards, controls and procedures and the records to be held and maintained by the Association’s national officers, and will provide appropriate directions and guidance to Branches and Chapters. Detailed instructions to individuals and groups will be promulgated as annexes to these financial SOPs. Specific corporate financial duties and responsibilities of the NMC are detailed at Annex A. 

4.	The NMC shall establish a formal, regulated and audited investment programme for its General Fund. The General Fund shall be maintained at the level set by the NMC each year.  

5.	The National Treasurer is responsible to the NMC for ensuring that all cash, stocks and property entrusted to his care are safeguarded, controlled and accounted for in accordance with the terms of reference at Annex B. 

 6.	The National Chairman is responsible to the NMC for exercising supervision and oversight of the Association’s finances in accordance with Annex C. In his absence the National Vice-Chairman will exercise those responsibilities.

7.	The Membership Secretary shall be responsible to the National Treasurer for safeguarding, controlling and accounting for cash and cheques received from Branches and individuals in respect of Association membership subscriptions, in accordance with the terms of reference at Annex D.

8.	The NMC may decide to appoint a Business Development Manager (BDM) who shall be responsible for income-generation strategies and fund-raising initiatives, as well as for the purchase and sale of stock of merchandise and for controlling the stock and for the maintenance of accounts (See Annex A, para 5). His duties and responsibilities (if appointed) are detailed in Annex E.

9.	Circumstances may arise such that the NMC may choose to delegate the management of finances, including investments to a Finance Committee (FinC), to be chaired by the National Treasurer. The FinC may, in turn, with the approval of the NMC, appoint and delegate to an Investment Fund Manager (IFM). The required qualifications and functions an IFM  (if appointed) are set out in Annex F.

10.	The financial duties and responsibilities of Branches and Chapters of the Association are detailed in Annex G. 



Annexes:

A.	Corporate Financial Duties and Responsibilities of the NMC
B.	Duties and Responsibilities of the National Treasurer
C.	Financial Duties and Responsibilities of the National Chairman
D.	Financial Duties and Responsibilities of the Membership Secretary
E.	Duties and Responsibilities of the BDM (if appointed).
F.	Duties and Responsibilities of an Appointed IFM (if appointed).
G.	Financial Duties and Responsibilities of Branches and Chapters 



ANNEX A
SOP 3

COROPORATE FINANCIAL DUTIES AND RESPONSIBILITIES OF THE NMC

1. Annual Budget

1.1	The NMC shall annually consider and scrutinise draft estimates of their expenditure and income for the following financial year, costed from the measures proposed in the Association’s Objectives and in accordance with the three-year Business Plan. Estimates of expenditure and income will be prepared by the National Treasurer and submitted for the consideration of the NMC. The NMC may call for such reports, statements or working papers as they may require.

1.2	The various estimates shall then be co-ordinated by the National Treasurer to form the proposed budget for the forthcoming financial year, and on approval of the NMC be submitted to AGM. When approved by the AGM, this shall be the budget for the ensuing year.

1.3	If during the course of the year it appears likely that any expenditure estimate will be substantially exceeded or any income estimates not be realised, the National Treasurer shall inform the National Chairman who shall report the matter to the NMC

1.4	The National Chairman shall be responsible for keeping strict supervision of the overall expenditure of the Association. A proposal to incur expenditure, which is not included in the budget or is in excess of the budget, shall be drawn to the attention of the NMC.

1.5	Consideration of a proposal involving expenditure for which provision has not been made in the annual budget shall be subject to approval by the NMC of a supplementary estimate of its net effect in the current year. The proposal, and its expenditure, shall be justified at the next-occurring General meeting to be ratified, or amended, by the membership.

1.6	When considering an application for a supplementary estimate the NMC shall also take into account any other factors likely to influence the general financial position of the Association.

1.7	Any proposal or event, which involves a loss of income, shall be treated in the same way as a proposal involving expenditure.

2.	Contracts

2.1	The regulations for the conduct of contracts shall be as follows:

2.1.1	Contracts between £1 and £200 can be authorised by the National Treasurer or the National Chairman in any single instance

2.1.2	Contracts between £201 and £500 can be authorised by any two of the national officials in any single instance.

2.1.3	Contracts between £501 and £2000 can only be authorised by at least 3 of the 4 elected members of the NMC (agreed by email or letter if out of committee)
2.1.4	Contracts over £2001 can only be authorised by a General Meeting on the recommendation of the NMC.

2.1.5	The National Treasurer shall ensure that the contract is within budget (or refer back to the NMC to consider budget variance) and that a larger contract is not sub-divided

2.1.6	The authorizing official shall sign the retained purchase order document, which will then form the Register of Contracts

3. Banking

3.1 The National Treasurer shall be authorised to operate with bankers approved by the NMC such accounts considered necessary for the Association’s financial administration. The BDM may be authorised by the NMC to operate an account specifically for the purchase and sale of stock (see para 5 below).

3.1.1	All accounts shall be clearly identified with RAF Regiment Association as part of the title.

3.1.2	No account may be opened or closed without the prior approval of the NMC

3.1.3	All cheques shall be ordered and issued only on the authority (agreed by letter or email) of two of the authorised National Officials.

3.1.4	Payments made from the Association’s bank accounts by electronic means will be approved on the authority (agreed by letter or email) of two of the authorised National Officials. 

3.1.5	NMC members will not approve or sign a cheque in respect of their own expenses.

4. Attendance, Travelling, and Subsistence Allowances

4.1	Payments to Members, including co-opted members of the NMC, or its subordinate committees who are entitled to claim subsistence, travelling or other allowances, will be made by the National Treasurer upon receipt of the prescribed form duly completed and certified by the National Secretary as certifying officer. All claims relating to any financial year must be submitted before the end of that financial year.  

4.2	Authorisation for the above named payments shall be taken to mean that the certifying officer  is satisfied that the attendances and/or journeys were authorised, the expenses properly and necessarily incurred and that the allowances are properly payable by the Association.

4.3	In respect of all claims, the relevant receipt(s) shall accompany subsistence or other allowances. The certifying officer shall have authority to refuse to certify any claim that does not comply with these requirements and to return the claim to the member for production of the relevant receipts. 

5	Income Generation and Merchandising

5.1	The NMC may decide to appoint a Business Development Manager (BDM) to launch income-generation strategies and fund-raising initiatives for the benefit of the Association and to purchase and sell items of merchandise on behalf of the Association. Only fund-raising initiatives approved by the NMC will be launched and the BDM will hold a stock of approved items up to a valuation level agreed by the NMC. Only Charity Commission (CC)-approved goods and merchandise may be sold, and the BDM is responsible for ensuring that the proposed goods are acceptable to the CC

5.2	Items of stock bearing the logo of the RAF Regiment or the Association may only be purchased from suppliers authorised by the MOD or commissioned by the NMC as appropriate.  

5.3	The BDM will submit costed proposals to the NMC which, once approved, will form part of the Business Plan and will constitute the BDM’s budget for the ensuing year. The NMC may, in due course, direct that a separate bank account will be operated specifically for these purposes. 

5.4	The duties and responsibilities of the BDM are covered in Annex E

6	Audit and Irregularities

6.1	 To ensure that the Association’s funds are used appropriately, the NMC shall have authority to:

6.1.1	Access any of the Association’s records and correspondence, which they consider relevant to the financial activities of the Association.

6.1.2	 Require and receive such explanations as are necessary concerning any financial matter under examination.

6.1.3	Require any member of the Association to produce cash, stores or any other Association property under his control.

6.2	Where any Member or Official has cause to suspect irregularity he shall immediately inform the National Treasurer or the National Chairman. If it is established that an irregularity has occurred, or is occurring, the National Chairman shall immediately inform the NMC. 

6.3	The NMC will ensure that the Association’s funds and other financial assets are audited annually by a suitably qualified person or persons appointed for that purpose, and approved by the membership at the AGM. The auditor(s) shall be required to provide comment on the control and management of the Association’s funds and other financial assets, the efficiency of the accounting systems and the effectiveness and economy of the Association’s activities. The auditor(s) shall also comment on the financial governance and probity of the Association.

ANNEX B 
SOP 3

DUTIES AND RESPONSIBILITIES OF THE NATIONAL TREASURER

1	General Responsibilities

1.1	The National Treasurer is responsible to the NMC through the National Chairman for the effective discharge of the responsibilities set out in this annex.

1.2	The accounting records are to be made available as required for scrutiny by the NMC and the Association’s appointed auditor(s) and to the membership at the Annual General Meeting.

1.3	The National Treasurer is to bring the Association’s accounts to balance at the end of the financial year and to submit an audited income and expenditure account to the NMC for agreement and recommendation to the AGM for approval.


2	Budget

2.1	An annual budget shall be prepared by the National Treasurer and submitted for consideration by the NMC. After agreement by the NMC, the budget will be submitted to the AGM for approval.

2.2	The National Treasurer, in consultation with the National Chairman, shall ensure that adequate financial reporting systems are in place to enable budgets to be controlled within the limits of the Association’s estimates and its resources.

2.3	During the course of the year the National Treasurer shall closely monitor income and expenditure against the budget and, if it appears likely that any expenditure estimate will be substantially exceeded or any income estimates not be realised, he will inform the National Chairman who shall report the matter to the NMC.

3	Banking

3.1	The National Treasurer shall be authorised to operate with bankers approved by the NMC such accounts considered necessary for the Association’s financial administration.

3.2	All accounts shall be clearly identified with RAF Regiment Association as part of the title.

3.3	No account may be opened or closed without the prior approval of the NMC

3.4	Monies to be paid out of, or transferred from, any account must be authorised by the National Treasurer and by another National Official or (in the absence of the National Treasurer) by at least two authorised members of the NMC (agreement by email or letter). 

3.5	Where payments are to be made by cheque, such cheques shall show a designated space for two signatories, and shall be signed by, the National Treasurer and another National Official or (in the absence of the National Treasurer) by at least two authorised members of the NMC.

3.6	The National Treasurer shall be responsible for the preparation and dispatch of cheques to creditors and for the proper arrangements for their safe custody.

3.7	All cheques shall be issued in sequential order and not more than two books of cheques per account shall be in use at any one time.

3.8	All cheques shall be banked as soon as practicable after receipt and the National Treasurer shall produce a checklist detailing the cheques received. 

3.9	Payments made from the Association’s bank accounts by electronic means shall be authorised in writing via Email by at least two of the authorised members of the NMC.

4	Maintenance of Accounts

4.1	The National Treasurer is responsible for maintaining such accounting records as determined by the NMC as being necessary for the efficient and accurate recording and control of the Association’s cash and other assets that are entrusted to him. As a minimum, the National Treasurer shall maintain the following:

4.1.1	A cash book in which to record all bank and cash transactions.

4.1.2	A consolidated account of income and expenditure.

4.1.3	A record of the Association’s investment portfolio, showing capital invested, term of investment and accrued interest.

4.1.4	A record of insurance policies, showing terms of the policies, sums insured, renewal dates and premiums.

4.1.5	A register of contracts, showing fixed and occasional contracts.

4.1.6	All original certified invoices/bills.

4.1.7	Duplicates of cash receipts

4.1.8	Cheque book stubs and paying-in book counterfoils.

4.1.9	A register of all and any physical assets that the Association owns together with a detailed write-down forecast and an estimate of replacement cost and timing.

4.1.10	A record of all discussions and decisions of the Finance Committee, if one is appointed.

4.2	The National Treasurer will enter all financial transactions into the relevant accounting records in a timely manner.

4.3	In particular, before making any payments the National Treasurer will ensure that:

4.3.1	The work, goods or services, to which the account relates have been received, carried out examined and approved.

4.3.2	The prices, extensions, calculations, trade discounts, other allowances, credits and tax are correct.

4.3.3	The relevant expenditure has been properly incurred, and is within the relevant estimated provisions.

4.3.4	The account has not been previously passed for payment and is a proper liability of the Association.

4.4	The National Treasurer will issue a paying-in book to the Membership Secretary for the banking of all cash and cheque membership subscriptions received from Branches and individuals. The National Treasurer will periodically reconcile such payments with the Association’s bank accounts and scrutinize the monthly and annual records submitted to him.

4.5	The National Treasurer will oversee the financial activities of the Business Development Manager. 

4.6	 The National Secretary and members nominated by the NMC shall supply the Treasurer with sample signatures and initials together with details of any limit placed on such authority (i.e. committee minutes).


5. 	Cash 

5.1	Maximum limits for cash holdings, including petty cash, shall be agreed by the National Treasurer with the NMC and shall not be exceeded without the NMC’s express permission.

6.	Inventory

6.1	The National Treasurer shall be responsible for maintaining an inventory of all items of HQ office equipment and furniture. All major items of equipment should be clearly and permanently marked for identification.

7. 	insurance

7.1	The National Treasurer shall effect all necessary insurance cover in consultation with the National Chairman.

7.2	The National Treasurer shall negotiate all claims.

7.3	The National Treasurer shall annually or at such other period as he may consider necessary, review all insurances and were appropriate make recommendations to the National Chairman in respect of changes required to the type or level of cover.

ANNEX C
SOP 3

FINANCIAL RESPOPNSIBILITIES OF THE NATIONAL CHAIRMAN

1.	The National Chairman is responsible to the NMC for exercising supervision of the Association’s finances and for oversight of the activities of the National Treasurer, taking particular care to monitor the Association’s income and expenditure. In his absence those responsibilities will be exercised by the National Vice-Chairman.

2.	The National Chairman, in conjunction with the National Treasurer, shall ensure that adequate financial reporting systems are in place to enable budgets to be controlled within the limits of the Association’s estimates and its resources.

3.	If during the course of the year  the National Chairman is informed by the National Treasurer that any expenditure estimate will be substantially exceeded or any income estimates not be realised, he shall  report the matter to the NMC

4.	The National Chairman shall be drawn to the attention of the NMC any proposal to incur expenditure which is not included in the budget or is in excess of the budget.

5.	Where any Member or Official reports a suspected financial irregularity the National Chairman, he will cause the matter to be investigated. If it is established that an irregularity has occurred, or is occurring, the National Chairman shall immediately inform the NMC. 

6.	 In response to the decision of the NMC, the National Chairman will write a letter of appointment to the person or persons selected to conduct an annual audit of the Association’s funds and other financial assets. 

7.	The National Chairman, in conjunction with the National Treasurer, will seek the approval of the NMC to operate bank accounts they consider necessary for the effective control of the Association’s finances. No account may be opened or closed without the prior approval of the National Chairman and the National Treasurer.

8.	The National Chairman shall agree maximum limits for cash holdings with the National Treasurer, including petty cash, and they must not be exceeded without his express permission.




ANNEX D
SOP 3

FINANCIAL DUTIES AND RESPONSIBILITIES OF THE MEMBERSHIP SECRETARY

1.	The Membership Secretary is responsible to the National Treasurer for the safe custody and control of non-electronic  subscription payments (such as cash, postal orders and cheques) received from Branches and individual members of the Association.

2.	The Membership Secretary will pay into the Association’s current bank account all cheques and cash received in a timely manner, using a paying-in book supplied by the National Treasurer for that purpose.

3.	The Membership Secretary will keep a record of all non-electronic collective and individual payments received and will send a proforma report to the National Treasurer on or by the 1st of each calendar month, and provide him with a collective total at the end of the financial year.

4.	The Membership Secretary will submit all records as required to the National Treasurer, the NMC and the auditor(s) appointed by them




ANNEX E
SOP 3

DUTIES AND RESPONSIBILITIES OF THE BUSINESS DEVELOPMENT MANAGER

1.	The Business Development Manager (BDM) is responsible for the planning and delivery of a range of income-generation strategies and measures that comply with the Charity Commission’s definition of allowable business ventures. These must be submitted to, and agreed by, the NMC, and reviewed at each NMC meeting as part of the financial risk analysis. The BDM will submit costed proposals to the NMC which will form the BDM’s budget for the ensuing year, the budget to be included in the NMC’s Financial Plan. The BDM will routinely report to the National Treasurer.

2.	The BDM will hold a stock of approved items up to a valuation level agreed by the NMC. Items of stock bearing the logo of the RAF Regiment or the Association may only be purchased from suppliers authorised by the MOD or the NMC, as appropriate.

3.	The BDM is responsible to the National Treasurer for the effective administration and control of the merchandising bank account and the routine operation of the relevant cheque book, paying-in book and any other associated banking documentation. He is responsible for the maintenance of the following records:

· A cash book
· A stock book 
· Quarterly sales valuation sheets
· A Purchases book and associated orders and invoices
· A receipt book for stock sales

4.	The BDM will conduct a physical check of merchandise on a quarterly basis and enter the results in the stock book. By entering that stock figure, the recorded purchases of merchandise and the previous quarterly stock balance onto a sales evaluation sheet, he will calculate sales for the current quarter. He will retain the original sales evaluation sheet and send a copy to the National Treasurer. At the end of the financial year the Business Manager is to send to the National Treasurer an annual cumulative total of all stock purchases and sales.

5.	The BDM will submit all records as required to the National Treasurer, the NMC and the auditor(s) appointed by them



ANNEX F
SOP 3

DUTIES AND RESPONSIBILITIES OF AN APPOINTED INVESTMENT FUND MANAGER (IFM)

1	If an IFM is appointed, he shall be either:

1.1.	An individual of sound repute with at least 15 years experience of investment fund management and who is an authorized person within the meaning of the Financial Services Act 1986.

1.2.	A company or firm of sound repute, which is an authorized or exempted agency within the meaning of the Financial Services Act 1986, otherwise by virtue of Section 45 (1) (j) of that Act.

2	The NMC may authorize their appointed IFM to buy and sell investments for the Association on behalf of the NMC, in accordance with their directed investment policy. The NMC may only do so on terms consistent with this Rule. 

3	Where the NMC makes any delegation under this Rule it shall: 

3.1.	Inform the IFM in writing of the extent of the Association’s investment powers.

3.2.	Provide the IFM, in writing, the detailed investment policy for the Association and advise immediately of any subsequent changes. 

3.3.	Ensure that the terms of the Delegated Authority are articulated clearly and in writing to the IFM. 

3.4.	Ensure that they review and are kept informed, on a regular basis, of the performance of the investment portfolio managed by the IFM. 

3.5.	Take all reasonable and appropriate care to ensure that the IFM complies with the terms of the Delegated Authority. 

3.6.	Review the If’s appointment at intervals not exceeding 12 months, or before if necessary. 

4 Where the NMC makes any delegation under this Rule, it shall do so on the following terms:  

4.1	The IFM shall comply with the terms of his Delegated Authority.

4.2	The IFM shall not undertake any transactions that exceed the powers of the NMC. 

4.3 The NMC may, with reasonable notice, revoke or vary the Delegated Authority, or vary any of its terms in any way that is consistent with the terms of this Rule. 

4.4	The NMC shall give clear direction to the IFM as to the manner in which to report to them all sales and purchases of investments made on their behalf. 

4.5	A meeting between the Association’s F&GPC and the IFM to discuss investments and investment management policy shall take place at least once per year and in time to influence the compilation of the annual Financial Statement to the AGM. 

5.   The investments of the Association shall be vested in the name of the Association NMC as nominee for the Association. 

ANNEX G
SOP 3


FINANCIAL DUTIES ANND RESPONSIBILITIES OF BRANCHES AND CHAPTERS

1	Branches and Chapters are responsible for producing standing orders for the proper safeguarding and control of their financial assets and for the security of any buildings, stocks, stores, furniture and equipment under their control. Such orders are to comply with the instructions and practices set out within these financial SOPs. In case of doubt, guidance should be sought from the National Treasurer in the first instance.

2	Branches and Chapters are to open a bank account and to appoint a treasurer with responsibility for its operation.

3	Branches and Chapters are to prepare an annual statement of income and expenditure for approval by their membership at an AGM.

 4	The Association year shall be from 1 April to 31 March. Full and Associate Members of Branches shall be charged an annual Association Membership Subscription at a rate set by the NMC and ratified by the AGM. The following provisions shall also apply:

4.1	Branch members’ Association membership subscriptions shall be forwarded to the Association not later than 30 April annually, or within 30 days of receipt of a new member’s membership subscription.  

4.2	Branch members may be charged a supplementary annual Branch subscription, to be determined by the respective Branch at its AGM, for the respective Branch's own funding purposes.  

4.3	Serving Forces’ members shall be charged a Forces’ membership subscription at a rate determined by the NMC and ratified by a General Meeting. 

4.4	Members joining between 1 April and 30 September shall be required to pay the full annual membership subscription for their first year. However, Members joining between 1 October and 31 March shall be required to pay 50% of the annual membership subscription for that year. 

5	All Association membership subscriptions paid direct to the Association (HQ Roll members) shall become part of the Association’s General Fund. Branch and Chapter membership subscriptions shall be retained, and accounted for, by their respective Branches and Chapters.   

6	Overseas Chapters shall be autonomous but shall make a negotiated annual contribution to the National Treasurer to cover appropriate administrative and communication costs, commensurate with their situation and ability to take advantage of Association events and benefits. Chapters may charge their own Chapter Membership Subscriptions as deemed appropriate by their respective Committee.  

7	Each Branch or Chapter is responsible for effecting appropriate insurance cover for cash and      other valuables that are the property of that particular Branch or Chapter.
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SOP 4

GRIEVANCE, COMPLAINTS AND DISCIPLINE










GRIEVANCES AND COMPLAINTS 

1.   Introduction.   It is important for there to be a clearly-understood procedure for dealing with grievances and complaints.  The following procedures, which are in accordance with para 73 of the Rules of the Association (“Rules”), have been drawn up to provide such a framework.

2.   Procedure

2.1.	Where a Branch member has a grievance or complaint on any Association matter, the issues must first be discussed at Branch level with the Branch Chairman or Secretary in confidence. For a HQ Roll member, the matter should be raised confidentially with the National Secretary (or a member of the NMC). Every effort should be made to resolve the issue at this stage.  

2.2.	If the complaint or grievance is not resolved at this stage or if it is against the Branch Secretary or Chairman, or is raised by them, then it must be relayed to the National Secretary or, if against the National Secretary, to the Chairman, in writing. This will be acknowledged within 10 working days of receipt.

2.3.	Where necessary, the National Secretary/Chairman will convene the Ethics Committee (EthC) to investigate the grievance or complaint and make a ruling (including, if required, interviewing any member alleged to be at fault). Members have the right to be accompanied at this and any NMC appeal meeting by a fellow member or an appropriate Branch official.

2.4.	If the member is not satisfied with the ruling of the EthC, he or she will have the right of appeal to the NMC.  As soon as is practicable (but not more than 10 days) after the NMC appeal hearing their decision will be confirmed in writing to the member. 

2.5.	Any grievance raised will be heard by National/Branch Officials not involved in a previous stage.

2.6.	If, at any time in this process, it appears that a breach of Association discipline has occurred, the procedures detailed under Disciplinary Rules and Procedures (below) are to be followed. 

3. 	Conclusion. Clearly, it is to be hoped that this procedure will rarely, if ever, be invoked and that every effort will be made to resolve any grievance or complaint at an inter-personal or Branch level.


DISCIPLINARY RULES AND PROCEDURE 

4.   Introduction. As an organisation representing a disciplined Corps, and committed to upholding its good name, reputation and traditions, the RAF Regiment Association expects its members to conduct themselves appropriately. It is therefore important that there are adequate rules and procedures for maintaining discipline within the organisation. Where breaches of such conduct occur, it is important to ensure that, where action is necessary, decisions are reached which are fair and equitable, are consistently applied and are compatible with the efficient running of the Association.

5.   Purpose. The prime aim in taking disciplinary action short of dismissal from the Association is to improve standards of conduct within, and cohesion, of the Association

6.   General Guidelines

6.1.	The disciplinary procedure outlines the action to be followed in dealing with verbal and written warnings, suspension, and dismissal. It should not be regarded as a strict progression of a fixed series of steps. The disciplinary action taken in each case will be dependent upon the circumstances. 

6.2.	All concerned should be aware of the differences between an informal spoken warning (given for the purpose of improving conduct when members commit minor infringements of established standards of conduct or cohesion) and a formal verbal warning. 

6.3.	An informal spoken warning is issued primarily for the purpose of counselling and not necessarily as a stage in the disciplinary procedure. 

6.4.	A formal verbal warning is disciplinary action and a part of this procedure. A formal verbal warning will be confirmed in writing. 

6.5.	This should be clearly established and fully understood, with the member being left in no doubt as to which sort of warning has been issued. 

6.6.	A formal verbal warning need not be preceded by an informal spoken warning. 

6.7.	Precautionary action, eg suspension, may also be taken to facilitate the investigation of alleged misconduct. 

7.	 Suspension

7.1	A member may be suspended during the investigation of allegations of serious/gross misconduct, which could lead to a disciplinary action. Suspension shall occur in accordance with the following principles: 

7.2	Suspension shall be authorised by the Branch Secretary, or the National Secretary for a HQ Roll member.

7.3	Suspensions should not be regarded as disciplinary action. Suspension should be applied only during the investigation of allegations of serious/gross misconduct and/or when it is clearly undesirable for the member to remain at branch meetings or events.

7.4	The reasons for suspension shall be confirmed in writing to the member as soon as is practicable. At the same time the member should be told that if suspension lasts for a period of fifteen working days or more, a grievance may be raised in accordance with the RAF Regiment Association’s Grievance & Complaints Procedure (above).

7.5	Suspension should not and does not imply any guilt by the party being suspended in relation to the matter under investigation.

8.	 Disciplinary Rules 

8.1.	Examples of conduct which would normally merit disciplinary action include, but are not limited to, gross misconduct (see below), acts of harassment (see below) and non-compliance with the mandatory paragraphs of the RAF Regiment Association’s Rules.

8.2.	Gross Misconduct will normally lead to suspension (to investigate the matter) and, if substantiated, removal of membership. Examples include, but are not limited to: 

8.2.1.	  Disclosure of information against RAF Regiment Association’s interests to unauthorised persons

8.2.2.	  Mis-use of RAF Regiment Association’s property or name.

8.2.3.	  Bringing the RAF Regiment Association into disrepute.

8.2.4.	  Serious infringement of the requirements of Health and Safety legislation.
8.2.5.	  Serious negligence which might cause unacceptable loss, damage or injury to members, clients or others associated with the Association.

8.2.6.	  Deliberate damage to property or equipment of the RAF Regiment Association, its members, clients or others associated with the Association.

8.2.7.	  Having illegal items on premises used by the Association, its clients or others associated with it.

8.2.8.	  Removal, without authority, of property or money belonging to Association, its clients or others associated with it.

8.2.9.	  Physical violence, assault, or serious harassment/bullying, fraudulent expenses claims or falsification of records or accounts

8.2.10.	  Inappropriate use of the internet.

8.2.11.	  Unfair discrimination

8.3.	Criminal acts committed other than in the course of membership, may also warrant disciplinary action where the offence affects the interest of the Association.

9.   Disciplinary Procedure 

9.1.	Where a Branch official becomes aware of the alleged or suspected misconduct of a member (or the National Secretary in the case of a HQ Roll member), he/she should immediately carry out a thorough investigation of all the facts and circumstances. This will usually necessitate an interview with the member. 

9.2.	There is a clear distinction between an interview conducted for the purpose of investigation of events and a disciplinary interview. (The procedure below relates only to disciplinary interviews). 

9.2.1.   A disciplinary interview should take place where the investigations or presentation of evidence warrant it. 

9.2.2.   Where a disciplinary interview is to be conducted the subject member must be informed in writing (before the interview takes place) of:

· The status of the interview and its possible consequences. 
· The nature of the complaint and, where possible, relevant evidence.
· The right to be accompanied by a fellow member.
· The right to call witnesses and produce relevant information. 

9.3.	Documentary evidence to be produced by either party should be made available for the information of the other party at such a time as it is reasonable and practicable in all the circumstances. 

9.4	At the disciplinary interview the member shall be informed of the alleged breach of discipline and the results of any investigations. 

9.5	If, as an outcome of this meeting, it is decided to take formal disciplinary action, the Branch Secretary (or National Secretary in the case of a HQ Roll member) shall so inform the member. The most extreme incidents of gross misconduct may lead to immediate dismissal from the Association. 

9.6	In the event of the disciplinary action being a formal verbal warning, which will be confirmed in writing, or a written warning, the member shall be advised of the following:

· The reasons for the action taken 
· That the warning constitutes a stage in the disciplinary procedure
· Any implications arising from the warning
· The recording arrangements. 
· The fact that he/she has been formally notified of the warning. 

9.7	The formal warning will also specify that the right of appeal exists under the disciplinary appeals procedure. 

All actions shall be confirmed in writing under the signature of the Branch Secretary. This letter shall state the reason(s) for the action taken, the right of appeal and the procedure to be followed. 

10.   Disciplinary Measures

10.1	Disciplinary action may result in a warning, a final warning, or dismissal according to the circumstances. 

10.2	In the event of further misconduct by a member, a separate investigation will be undertaken and the procedure set out in stages 9.1 - 9.7 above will again be followed.  

10.3	The Branch Secretary (or National Secretary in the case of a HQ Roll member) shall also have the delegated power to dismiss a member in cases where previous warnings for similar or different offences have been given or for serious/gross misconduct. They will inform the member in writing of the reasons for the decision and the right to appeal.

11.   Recording 

11.1	Records should be kept, detailing the breach of any disciplinary rules, the action taken and the reasons for it, whether an appeal was lodged, its outcome and any subsequent developments. These personal records should be carefully safeguarded and kept confidential. All instances of disciplinary action will be relayed to (or retained by) the National Secretary as soon as practicable.

11.2	All disciplinary action should be recorded in the member's disciplinary record. Should any action be withdrawn, the member will be notified accordingly in writing and any written reference removed from the member's disciplinary record. 

11.3	Except in agreed special circumstances, breaches of disciplinary rules shall be disregarded after a specified period of satisfactory conduct. 

· Formal verbal warnings – after six months of satisfactory conduct
· Written warnings – after twelve months of satisfactory conduct
· Final written warnings – after eighteen months of satisfactory conduct.

12.   Appeals against Disciplinary Action 

12.1	A member has the right of appeal against any form of disciplinary action taken against him/her. 

12.2	The appellant will have the right to be accompanied at an appeals hearing by a fellow member. 

12.3	If the individual wishes to exercise the right of appeal this must be lodged in writing with the National Secretary or in the case of the National Secretary, the National Chairman, within 10 working days of the date of the written notification confirming the disciplinary action, stating the reason(s) for the appeal (ie whether on the basis of the allegations and/or the severity of the disciplinary award).   

12.4	In all cases, the National Secretary/Chairman will convene the EthC to investigate the appeal and make a ruling (including interviewing any members involved. Members have the right to be accompanied at this and any NMC appeal meeting by a fellow member or an appropriate Branch official.

12.5	If the member is not satisfied with the ruling of the EthC, he or she will have the right of appeal to the NEC.  As soon as is practicable (but not more than 10 days) after the NMC appeal hearing their decision will be confirmed in writing to the member. 

12.6	The appeal decision will be communicated in writing to the member.  

12.7	In all circumstances the decision of the NMC is final. 

12.8	Any hearing will be held by Officials / NMC members not involved in a previous stage.

12.9	The outcome of an appeal will be to:

· Confirm the disciplinary action, or
· Find that no offence was committed and reinstate the status quo ante; or
· Reduce the penalty, or
· Increase the penalty.
HARASSMENT AND DISCRIMINATION 

13.	Harassment and discrimination include racial discrimination, sexual discrimination, religious discrimination, disability discrimination, bullying and victimisation. It is not necessary for there to be a series of incidents. One incident may be sufficiently serious to constitute harassment. 

14.	The situation may be resolved informally by an approach to the perceived harasser, either orally or in writing, to stop the unwanted behaviour.

15.	If it does not stop, a member experiencing harassment should then raise the matter with the Branch Secretary under the grievance procedure.

16.	Complaints of any form of harassment will be treated seriously, sympathetically and with the utmost discretion.

17.	Any complaint will be investigated thoroughly and quickly following the procedures detailed above.

17.1.	The RAF Regiment Association will:-

· Investigate what happened
· Find out what the complainant considers will resolve the situation
· Identify options available to the complainant
· Identify the next step(s).

18.	Some complaints may be resolved through internal conciliation, but when necessary, action will be taken under the Disciplinary Procedure detailed above.


















































Copyright © RAF Regiment Association 2015 
Printed Version courtesy Media Services RAF Honington

All Rights Reserved



image1.png




