INTERNAL RISK MANAGEMENT POLICY AND PROCEDURES
Registered Charity  1178290

Financial
1. Investments are held in a high interest CBF Deposit Account and are below the Financial Services Compensation Scheme limit.
2. Expenditure is reviewed at each Committee meeting to monitor any overspends.
3. The use of funds is monitored to ensure they are used as per the Trust Deed.
4. The Charity does not have any insurance cover. 

 Income and Expenditure
1. Income received by post is banked as soon as practicable.
2. Small donations are kept until there is a reasonable sum to forward e.g. living allowances for theology students and their families, water tanks (normally 6 months).
3. All expenses are checked and authorised by two Trustees. The expense claim has a self declaration that the claim is in respect of Charity business. Travel is at second class rate and mileage at the HMRC approved rate.
4. All grants are authorised by a meeting of the Committee.
For emergency grants the Trustees and wider Committee may give approval by email and this is recorded at the next Committee meeting. 
5. All payments by BACS (Faster Payments System) require authorisation by two trustees. Any cheques also require two trustee signatures. There are no cash transactions.
6. For all International payments the application form sent to our bank requires two trustee signatures. Full banking details are required for each payment.     If the funds for small local grants are to be held in a holding account, the officer responsible for the account must acknowledge that this is the case. The applicant will be advised when the funds have been sent, to liaise with the responsible officer to access he funds.

Legal  
1. The main database has details of donors and donor organisations, supporters, Trustees and Committee members.  This includes contact details for personnel in ACPNG.  This is maintained by the Chairman and has 2 factor authentication.
2. Individual Trustees and Committee members only have access to those details needed to carry out admin. functions e.g. acknowledging receipts, making the Gift Aid claim, sending out postal copies and/or email copies of Newsletters.  Details of grant applicants are only available to the Grants Committee.   
3. The Treasurer has a pc with virus protection, cyber threat protection and web threat protection.  All members of the Committee are aware of their responsibility to protect the data on computers, ‘phones and tablets with virus protection, strong and unique passwords and to back up the data to ensure they comply with GDPR Regulations.
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Governance 
1. Membership of the Trustee Body is for 5 years.  If it is found that there is a need for a particular skill, nominations will be used to fill the gaps in knowledge/experience.
2. An annual review of the policies required by the Charity Commission will be undertaken and drafting and approval of any new policies needed.
3. Existing policies will be reviewed within a 2 year cycle agreed by the Trustees.
4. Most of the historic records are held with the archives of USPG.  Some are held in a locked cabinet at the Anglican Communion Office awaiting the assistance of our volunteer Archivist to advise on those we have to keep and for how long.

Hazard 
1. The accounting system is on Microsoft 365 and backed up to the Cloud after each use of the accounts system.
Correspondence is also backed up to the Cloud.
2. In the event of a pandemic the Trustees and wider Committee can communicate via Zoom.
 
Conflict of Interest 
1. All Trustees must ensure that their private or personal interests do not influence their decisions and that they do not use their position to obtain personal gain of any sort.
2. If an item is discussed posing a potential or perceived conflict for any person present, that person should declare the interest and withdraw unless invited to remain to provide information.  He/she should not vote on the matter and will not be counted in the quorum for that part of the meeting.
3. A record of Trustees’ interests will be maintained and all meetings will commence with a declaration of interests question.
4. Several of the Trustees have a working knowledge of the Church of England and its clergy within its membership and some beneficiaries will be known to one or more of them.
5. If a Trustee has specific knowledge concerning a beneficiary he/she should declare this when an application is being considered.  They should refrain from taking an active part in any discussion and not take part in a vote whether or not to award a grant to the beneficiary. This is in order to avoid such knowledge becoming a conflict of interest which brings unfairness into the workings of the Charity.
6. If a Trustee has knowledge about a beneficiary which gives them concern about the truth as presented, they can ask for a detailed investigation.  The matter will be deferred and the Trustee will privately equate the Chairman with the nature of their concern.
7. All new Trustees complete a Declaration Form.
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Complaints Handling 
All complaints to be submitted immediately to the Chairman or in his absence the Deputy Chairman.  An acknowledgement will be sent to the complainant within 14 days.
The Chairman (or Deputy) will appoint one other Trustee who is not connected to the complaint to work with him to investigate the complaint.  If further information is needed they will contact the complainant to discuss this.
A detailed response will be sent to the complainant within a further 28 days. 
 
Safeguarding Policy and Procedures 
The Trustees to approve the revised Safeguarding Policy.
The Trust is unlikely to deal with vulnerable adults or children but will nevertheless maintain this policy.

Serious Incident Reporting Policy and Procedures 
The Trustees approved a Policy based on Charity Commission advice on what is to be reported in an “examples” list. 

 Reputation 
The Trustees will ensure grants do not in any way advance behaviour likely to bring  the Church/ Diocese/Trust into conflict with others.


This policy was approved by the Trustees on 19 September 2026

Next review due September 2027
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