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SALARY PROCEDURES
1.
All RCNE salaries are processed weekly through the Sage Payroll software.

2.
Salaries are paid by online transfer from the RCNE Permanent TSB Current Bank Account to the Employee’s Bank Account on a weekly basis.  Payments are entered by Finance Officer on PTSB Online Banking facility and second authorisation is completed by Manager.
3.
Each Monday morning each Employee’s hourly record and salary rate is checked to ensure the information is correct.  If no changes are required to be made then Reports on (a) Control Summary Report, (b) Gross to Nett Summary Report and (c) Company Cost Report are printed out.  
4.
Salary pay slips are emailed to each employee and hard copy printed for record in-house.
5.
A back up of each weekly Sage Payroll is maintained on pen drive and on T: Drive.
6.
‘For good practice purposes’, when changes occur to an employee’s hours or rates, the Finance Officer should do a manual calculation of the salary to ensure that no error is made and that the final amount corresponds with the Sage Payroll calculations.  The page on which the manual calculation is done should be dated and signed by the Administrator and signed off by the Manager. The page should then be filed and kept with the salary data.
7.
If any amendment(s) to a salary amount is required, the Manager will approve it as first signatory and the instruction should then be approved and signed off by another approved signatory to the accounts which is a Board Director. 
8.
Any under or over payments should be brought to the Manager’s attention.  

The Manager will be authorising any additional payments and if overpayments have occurred then the Finance Officer will issue a refund request with Manager’s approval.
10.
PAYE and PRSI monthly payments to the Revenue Commissioners are completed by ROS Debit instruction. The reports must be printed out and kept in a file; the reports should be approved by the Finance Officer and signed off by the Manager.
11.
Prior to each Payroll Year End, SAGE will issue a Year End package.  
12.
All documentation in relation to Salaries must be kept on file and handed over to the Auditor when the End of Year Accounts are being completed.
13.
The Salary documentation should be retained with all the other Year End Account documentation in a boxed file. 

14.
Details of employee’s remuneration will remain confidential to each individual employee and relevant management personnel.

SUPERVISION PAYMENT POLICY

Supervision is an essential part of good practice for counsellors.  The objectives of supervision are to help ensure competent and accountable practice and to provide personal support and continuing professional development to the counsellor.  Rape Crisis North East will provide supervision as outlined below:

External Individual Supervision:   External Individual Supervision is provided for all staff counsellors and helpline volunteers working in the RCNE.  This supervision is based on one-to-one supervision or group supervision with an external supervisor.  

RCNE will be responsible for paying the External Supervisor.  When an External Supervisor’s Contract is being drawn up, the Manager will be responsible for agreeing the terms of the fee up to a maximum of €100 per one hour supervision session.  Any amount exceeding this amount will need to have the approval of the Board of Directors.  
Invoices from external supervisors are paid on a monthly basis by bank transfer after the processing procedure has been completed by the Finance Officer and the invoice has been approved by the Manager. The cheque will be signed by the manager and an approved signatory to the accounts, a board director.
payment of invoices

1.
All invoices must be checked to ensure that they are correctly calculated and in agreement with the order / tender where appropriate.  The Finance Officer must initial the invoice to evidence the check was undertaken.

2.
Invoices for any one expense exceeding €5,000 must not be paid unless the Finance Sub Committee have been made aware of the expenditure 
3.
When an invoice is ready for payment, the invoice should be ink stamped which will have a space for: (a) Approved by, (b) Date approved, (c) cheque number, (d) cheque date, and (e) amount paid.

4.
The invoice should then be issued to the manager for approval.  The manager should approve the invoice by signing her name and inserting the date of approval in the space provided by the ink stamp.
5.
Invoices are paid on a monthly basis except in urgent circumstances.
6.
In urgent circumstances and where manager is absent for the duration of a few weeks, an invoice can be paid, provided that the 3rd signatory on RCNE’s Bank Account ensures that procedures set out herein have been implemented and that the payment of the invoice is urgent.  The manager must then approve the payment retrospectively on her return.

7.
When an invoice has been approved and signed off, the Finance Officer processes the payment online and it is counter authorised by Manager.  All payment requisitions must be signed by Chairperson and Manager.
8.
All invoices which are not subject to a query must be paid within 30 days of receipt.

9.
At the end of each month, the payments must be recorded in Sage Accounts.
PERSONNEL CLAIMING EXPENSES
1.
Personnel who are connected to RCNE as a paid worker or volunteer may claim for out of pocket expenses incurred in their line of duty which have been approved by the manager prior to incurring the expenses.

2.
The personnel must complete and sign the RCNE Expense Form.  The manager may verify that the claim is valid and then approve and sign the Expense Form prior to reimbursement being made.
3.
Expenses are paid on a monthly basis.

4.
When an Expense Form has been approved and signed off, a cheque may be drawn up by the administrator and the cheque details inserted in the ink stamped section of the invoice.  The cheque should then be attached to the invoice and issued to the manager for signature and then to the 2nd approved signatory.
RECEIPT OF FUNDS FROM FUNDRAISING EVENTS 

1.
All monies collected during Fund Raising Events must be counted in the presence of at least two people.

2.
The money collected must be recorded in Sage and a tally saved on excel which should be kept by the Finance Officer.
3.
The money must be banked at the earliest opportunity, being the day of collection if possible.
4.
The money should never, wherever possible, be kept on the RCNE premises over a weekend or holiday period.
5.
When receipt of money is recorded in the cashbook, the name, address and/or telephone number, amount received and the reason of receipt of the money should be entered into the cashbook.

6.
When money is received and recorded in the cashbook, the manager should sign off the relevant page.
RECEIPT OF donations

1.
All donations whether by cash / cheques / bank drafts etc. must be recorded in the cash recording book.

2.
Donations made by cheque or bank draft must be lodged into the bank at the earliest opportunity, but no later than 30 days of receipt of same.

3.
Donations made by cash.

Amounts up to €250.00 must be lodged into the bank at the earliest opportunity, but no later than 30 days of receipt of same.

Amounts over €250.00 must be lodged into the bank at the earliest opportunity, but no later than 10 days of receipt of same.

4.
When receipt of money is recorded in the cashbook, the name, address and/or telephone number, amount received and the reason of receipt of the money should be entered into the cashbook.

5.
When money is received and recorded in the cashbook, the manager should sign off the relevant page.
UTILITY CHARGES FOR COUNSELLORS USING RCNE ROOMS                       FOR PRIVATE THERAPEUTIC SESSIONS
The following criteria is based on the RCNE’s use of rooms for private practice being adhered to:

1.
All private appointments must be logged in the RCNE diary.  The counsellor must write their name followed by “(P)” beside the time of their appointment.

2.
There is a charge of €10.00 per session for the use of facilities.

2.
Monthly invoices will be sent per booking record.
3.
Payment for rooms can be made by cheque or cash or online.
4.
When money is received and recorded in the cashbook, the manager should sign off the relevant page.
RECEIPT OF PAYMENT FOR

use of Photocopier for private use

1.
Using the RCNE photocopier for personal usage will incur a charge.

2.
The applicable charge will be €0.05 for black & white copies and €0.10 for colour copies.
3.
Payment for photocopies must be given to the RCNE Finance officer.
4.
Payments received should be lodged in banked. 
5.
Receipt of money must be recorded in the cashbook, the name, address and/or telephone number, amount received and the reason of receipt of the money should be entered into the cashbook.  The top copy should be issued to the person as a receipt. 

6.
The charge for photocopying will be reviewed each time there is an increase in the price of paper or toner and the additional charge will be passed on for private use of the photocopier.
pettycash RECEIPTs and payments

1.
When the Pettycash resources have been depleted, a cheque made payable to “Cash” for the amount not exceeding €200.00 should be furnished to the Permanent TSB for encashment.  The request for the petty cash must be approved by the manager and the cheque must be signed by two signatories.
2.
The amount of Pettycash drawn down in any one year (1 Jan to 31st December) must not exceed the budgeted amount without approval of the Financial Committee of the Board.

3.
Receipts must be provided for each purchase requiring reimbursement out of Pettycash.  

4.
All purchases require prior approval of the manager and in her absence the Finance Officer.  

5.
Reimbursement from Pettycash must not exceed €150.00 in any one transaction.

6.
A record of all petty cash transactions must be kept.

7.
The F.O. will be responsible for maintaining and balancing the Pettycash account.

8.
At the end of each month the petty cash transactions should be entered into a spreadsheet, and the manager should approve and sign the petty cash records
POLICY PERTAINING TO ONLINE DONATIONS RECEIVED                 BY RAPE CRISIS NORTH EAST
1. Introduction 

2. Mechanism of payment and service provider

3. Acknowledgement and receipt of donations

4. Storage of personal data

5. Recorded information for Board and Staff purposes

6. Direct Debits

7. Maintenance of online functions

Introduction

· Rape Crisis North East offers on online donate service to donors and supporters through our website – http://www.rcne.ie/index.php/donate-online
· We can offer once off donate function, a shop where supporters can buy tickets for our fundraising events. 

You can donate by any of the following:
· Post – You can send a cheque, bank draft or postal order made payable to Rape Crisis North East. Address: PO BOX 72, Dundalk, Co. Louth.
· Donate Online – You can make a donation online through PayPal or Stripe.
DONATE WITH PAYPAL OR STRIPE
Mechanism of payment and service provider

· We do not have a terminal facility in our office so payments are processed online through our website only - http://www.rcne.ie/index.php/donate-online
· Our Merchant Provider is PayPal. PayPal processes credit/debit card donations on our behalf, alerting the manager through email of any donations processed; from here the manager transfers any payment of donations into our fundraising account

· To access PayPal proceeds, we must log on to our PayPal account and transfer the money to our current account. 

· A small transaction fee is levied by PayPal on all transactions.
Acknowledgement and receipt of donations

· All transactions are automatically acknowledged when a donation/payment is made through PayPal – this is sent to the email address provided when the customer donates

· A notification email of all donations is forwarded to  manager@rcne.ie 

Storage of personal data

· No data pertaining to visa/credit or debit cards are available to us on our website.

· This data is processed by PayPal and is not accessible to us

Recorded information for Board and Staff purposes 

· Fundraising figures are recorded in Sage, saved on the hard drive and a record is kept when lodging the funds into the fundraising account.
· In addition, the Fundraising department records all donations received on an excel sheet. The donations are recorded into different categories such as Flag Day, Car boot Sales, different events, grants, miscellaneous.
· Online donations are recorded in bulk in an excel sheet.
[image: image2.png]=]
FILE

i

Paste

% cut

HOME

INSERT

ER) Copy -

~ < Format Painter

Clipboard

K16 -

PAGE LAYOUT

Calibri

-l

ITu- E- DA

Font

fi-

FORMULAS

MY

DATA

fundraising 2015 totals - Excel

REVIEW  VIEW

-

B Wrop et

Alignment 5

1

2 Date
3

4 A/CNumber
H

6

7

s | Feb1s
o| Maris
10 Mar1s
1] Apris
12| Apris
13 May-15
14 May-15
15 Jul1s
16| ueis
7] Juks
18| Sep15
19 oct15
20| Nov-15
21 Nov-1s
22| Decis
23| Decis

Sheetl

Sheet2

Pancake Morniing
Pub Quiz

Easter Hamper
CarBoot sale
CarBoot sale
Flag Day.

Flag Day.
CarBoot sale
CarBoot sale
CarBoot sale
Coffee Morning
CarBoot sale
Flag Day.
Church Gate
Bag Pack

Xmas Hamper

Sheet3

€500.00
€220.00
€570.00
€792.00
€63.89
€283.50
€65.20
€1,042.00
€100.70
€730
€754.00
€612.00
979

977

5871

Amount Raised
Fundraising A/c
11693694

(640 but paid €310.00
into Petty Cash)

(+136.88into petty

—

cash)
(€150 went to petty

€1,179 raised €148 pc & 53 fundraising exp
(€1,127 less €150 pe)

(1,168.09 posted into 2016 accounts)

Conditional Format as

Formatting ~

)

Table -
Stytes

2

cell
Styles -

=]
Insert Delete Format

Bx

=4

cells

S AutoSum -

e

& Clear~

A
oy ik
Sorté Find &
Fiter~ Select~

Edting

mo-——+

100%




Maintenance of online functions

· We have an ongoing maintenance contract with DASH Support and Aura; Internet Services, web provider to provide technical support in relation to website donate function and website.
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