Registering your area meeting with the Charity Commission

If your area meeting’s annual income is over £100,000 then you will need to register the area meeting and its associated trusts with the Charity Commission. 

Most charities have to register when their annual income is over £5,000 a year. Area meetings count as “religious charities previously excepted from registration”, and do not have to register at present if their annual income does not exceed £100,000 a year. The exception only lasts until March 2021 and it is expected that all Area Meetings will have to register by then, assuming their annual income exceeds £5,000.
If your income is over £100,000 for an exceptional reason for one year, perhaps due to a legacy or a building project, then you do not need to register at present.
If your Area Meeting becomes a Charitable Incorporated Organisation (CIO) then you will have to register immediately whatever the annual income.

You register on line through the Charity Commission website https://www.gov.uk/how-to-register-your-charity-cc21b 
	Much of the guidance below is based on the Charity Commission website near the end of 2014. The order of the questions might be different than that given below. It will differ slightly if you are registering a CIO. 


	We have been able to use some answers given by an area meeting in a successful application. However, these answers are given in guidance only, you are responsible for your own answers. Also we cannot be certain what the Charity Commission will find acceptable.


You will need to know/have:

· How your charity’s purposes will meet the public benefit requirement

· How the trustees run the charity for public benefit

· Proof that your income is over £100,000 (latest annual accounts in pdf format)

· A signed pdf copy of the trustee declaration form (CC5c downloadable from the Charity Commission website). Trustees sign this form to confirm they are eligible and willing to act as trustees.

· A pdf copy of your charity’s governing document (signed and dated)

· Your main bank or building society details (sort codes, account/roll numbers)

· Your most recent accounts and trustees’ annual report

· Public contact details for your charity, including a postal address.  

· Names, dates of birth, contact details, name at birth, and a main contact

You will need to have read so you can confirm on the form you have done so:

Access the section “Apply to register your charity”. This gives you access to

· The pdf copy of the trustee declaration form (CC5a) to download

· A pdf copy of guidance notes which you can download

· Access to the registration application


You will give an email and will be sent a password. This will allow you to access the application form. 

For most pages you can leave blank and come back later. However you need to fill in some pages before you are allowed to procedure further. Save, using the button at the bottom of most pages, at frequent intervals so you don’t lose work you have done. Use the next or previous buttons at the bottom of the pages to navigate through the form.

· Main name: Please enter your area meeting’s name exactly as it is given in clause 2 of your governing document.

· Other name or acronym: Fill in if there is a shortened form of the name that you use


Assessing eligibility for registration

Please confirm your organisation is required for register for the following reasons:

· it is governing by the laws of England and Wales Yes

· It has a gross annual income of more than £5,000 a year Yes (as a religious charity previously excepted from registration the threshold is £100,000)

· It was previously excepted or exempt Yes


· What type of charity are you applying to register Unincorporated organisation or Incorporated organisation as appropriate

Your organisation’s governing document

· Date governing document came into effect The date of the minute will be at the top of your governing document

· Please indicate which type of Governing Document your organisation has by clicking on one of the following Officially it’s a constitution [this needs to be signed and dated]

· Have you adopted an approved governing document? Yes

· What is the name of the body that issued the approved governing document? Scroll down to find Religious Society of Friends

· Have you changed object clause, trustee remuneration, dissolution clause or power of amendment No [Please contact Helen Griffith heleng@quaker.org.uk if you have done so.]
Your organisation’s purposes The Object from the approved governing document is automatically inserted in the box. (This leaves out the name of the area meeting which cannot be inserted!)

Classification

· What (does your organisation do)? Religious activities

· Who (does your organisation help)? The general public/mankind

· How (does your organisation operate)? Please tick as applicable: 
Makes grants to individuals

Makes grants to organisations

Provides buildings facilities/open space

Provides Services

Other charitable purposes

· If other charitable purposes please specify: Provides opportunities to participate in religious worship in accordance with the principles of the Religious Society of Friends (Quakers)

Purposes and Public benefit part 1
· What does your organisation do to achieve its purpose? [what the organisation does and how] (max 5000 characters) 
Meetings for worship are regularly held in X, Y….and Z. Premises are maintained or hire for this purpose. Educational opportunities relevant to the Religious Society of Friends are made available. Grants are made to other charities, organisations and individuals, which are compatible with the principles of the Religious Society of Friends. Decision making is undertaken corporately using the Quaker Business Method.
· Tell us how your organisation’s purpose is beneficial [what the benefits to the public are] Meetings for Worship are open to members of the public to attend. This first sentence must be included, then add other benefits, as appropriate, eg Educational opportunities are provided to enable interested individuals to learn about the Religious Society of Friends, its beliefs, and its traditions. Grants are made to other charities, organisations are individuals. Premises are hired out to various organisations and individuals at reasonable rates to enable the communities in which we operate to be able to benefit from our assets when they are not being used for our purposes. (max 5000 characters)

Purposes and public benefit part 2

· Tell us who can benefit from the organisation’s purpose 
All members of the public may benefit from the organisation’s purpose.
· Are the people who may benefit defined by reference to a protected characteristic? No

Operating and public benefit, part 1
· Tell us how you make decisions about which individuals, groups or projects to support [how the resources of your organisation are allocated to the public or section of the public it is set up to benefit. If you benefit individuals, specific groups or communities tell us how you decide who to help and what criteria you use for that] The area meeting, the trustees and the constituent local meetings make decisions corporately through discernment using the Quaker Business Method. This allows the appropriateness of a proposed course of action to be tested and ensures that it is both compatible with the principles of the Religious Society of Friends and can be met within the financial resources available. (max 500 characters)

· Do you support or carry out projects, tell us how you choose those projects and what criteria you use for that  Proposals to support or carry out projects are subjected to a process of discernment as described above. (max 5000 characters)

· If your organisation has a grant making policy tell us about it and attach a copy before you submit your application If your organisation has a strategy or business plan tell us about it and attach a copy before you submit your application. Not applicable? (max 5000 characters)

· If your organisation has a strategy or business plan tell us about it and attach a copy before submitting your application. Not applicable?

Operating and public benefit part 2
· Do people and organisations have to be members of your organisation to receive some or all benefits from its purpose. Please confirm yes or no. If yes, help us to understanding why you operate a membership scheme and tell us: ∙ what benefits members get? ∙ Why are those benefits limited to the members? ∙ What are the criteria for membership?  ∙Whether there is a limit on membership numbers No. Both members and non-members have equal access to the benefits from the organisation’s purpose.  (Max 5000 characters)

· Does your organisation provide facilities or services for the public as a way of advancing its purpose, if yes, please tell us: ∙ What sort of facility or service your organisation provides ∙ what level of public access there is to that facility or service such as opening hours or frequency of services offered ∙ if there are any restrictions on who can access to the facility and why ∙ [if there are any restrictions on who can have access to the facility and why ∙If there are any restrictions on what people can have access to the facility and why.] The public can join any of the activities of the meeting. The meeting houses, when not in use by the meeting, are available to be hired by individuals or local groups.
We make our premises available to hire at reasonable rates at times when they are not required for the purposes of the organisation. Generally this is at any time other than on Sunday mornings. We do not hire premises to those promoting activities and theories that are contrary to the principles of the Religious Society of Friends.

· If you organisation operates from or maintains premises, please tell us on what basis it uses those premises. Tell us about the lease or other agreement you have in place for the use of those premises and provide a copy of the agreement with your application.  We own, maintain and operate premises in X, Y…and Z. The remaining local meetings arrange to hire suitable local premises, such as halls, in which to hold Meetings for Worship. Such hirelings are arranged at rates which are agreed by the managers of the premises. (max 5000 characters)

Operating and public benefit part 3

· Does your organisation charge people to access its services or facilities? Please confirm yes or no. There is no charge for attending our meetings. We do charge those organisations and individuals that hire our premises. We endeavour to ensure that the charges are reasonable so that our premises can be of benefit to the wider community in which we exist. 
· Tell us if you (or if you are aware of others who) have identified any risks of possible detriment or harm that might result from your organisation’s purpose or how your organisation will carry out its purpose. Please confirm yes or no
If yes please tell us: What the detriment or harm is; How the organisation intends to minimise the detriment or harm. How you protect any vulnerable groups including children that your organisation works with; and any risk management policies you have in place such as a child protection policy, or a conflict of interest policy for example. The trustees maintain a risk register which is regularly updated. 
Good governance is ensured by observation of the governing document and the trustees’ terms of reference. 
The trustees have completed declarations of eligibility to serve and conflicts of interest notifications. 
Memoranda of understanding have been agreed between the Area Meeting and each local meeting. 
The Area Meeting has a conflicts of interest policy. 
The Area Meeting complies with the Britain Yearly Meeting Data Protection Policy.
Investments are held in line with Area Meeting ethical principles at an appropriate level of risk. Professional advice is sought on investment decisions and investments are spread across different funds. Trustees regularly review liquidity and capital investment requirements. Through the Area Meeting Treasurer the trustees ensure that the management of finances at area and local meeting levels is in right ordering and that accurate accounting procedures are employed.
The Area meeting has adopted a safeguarding policy to ensure the welfare of all who attend our meetings. The policy is kept under regular review using advice from Friends House and the Churches’ Child Protection Advisory Service. Compliance with the policy is confirmed by local meetings through an annual report.
The trustees ensure that insurance is kept up-to-date, that premises are subjected to a quinquennial condition surveys, that planning law and building regulations are compiled with. Hirers are required to comply with Conditions of Hire to ensure that they are aware of their health and safety obligations.
Trustees are aware of all the employees of the Area Meeting. Procedures have been set up to ensure compliance with employment, equality and taxation law. Appropriate employment procedures have been developed for use across the Area Meeting.

· Tell us about any personal benefits arising from carrying out your organisation’s purpose [covering who, type, amount, that this is no more than incidental, provide details of any personal benefit to any trustee in the trustee section] The members of the Area Meeting benefit from being able to attend the meetings in the area, however these are open to members of the public. Some members receive grants to enable them to attend meetings and educational activities. Similar grants are also made to non-members who attend our meetings
Religious activities

· Tell us above the faith your organisation advances. We advance the tenets of the faith contained in Quaker faith and practice, which is the book of discipline of the Yearly Meeting of the Religious Society of Friends in Britain. We recognise that the spirit leads individuals in different ways and therefore do not promote a dogma. It is up to individuals to follow their leadings within the framework established by seeking to respond to that of God in every person. (characters allowed 5000)

· Tell us about any moral or ethical framework that is promoted by the religion your organisation is set up to advance: In recognising that of God in every person we seek to ensure that we do not cause harm to others. As a result there is a strong tradition within Quakerism for pacifism, honesty, simplicity, caring for others and seeking to reform those aspects of society that are harmful to others. We encourage those who are concerned about an issue where harm is caused to people to act on their concern to bring about change and so reduce the incidence of such harm. (characters allowed 5000) 
· Tell use specifically how your organisation advances religion, for example whether it provides a place of worship and what services or facilities it offers and how they are directed to advancing religion: Select from, and possibly add to (within a 5000 character limit): Our meeting house holds regular meetings for worship which members of the public are welcome to attend. 
We hold educational events on an ad hoc basis for those who want to learn  more about Quakers. We hold “Quaker Quest” sessions.  
We have stalls at various events. Some of our members wear a “I am a Quaker, Ask me why” badge. 
We open our meeting house at various times, eg Open House Weekend.
Leaflets are available in the Meeting House for visitors and hirers of our rooms to take to read. 
We support the spiritual growth of our Members and Attenders in various ways, including through courses, study days, attendance at Yearly Meeting.
We seek to ensure that all our dealings with Quakers and others are conducted in an honest and straightforward fashion so that through our example others may be drawn to our faith.

Finance and Funding part 1
· Has the organisation existed for more than one year and have accounts been published? Yes

· Gross income Give
· Next financial year end date The end of the financial year you are now in

· How has your organisation raised its funds? As applicable:… ….Primarily donations, legacies, room hiring, property letting, investment income …. (It is necessary to enter only the AM’s major sources of income.)

· How will your organisation raise funds in the future? As applicable: ….Primarily donations, legacies, room hiring, property letting, investment income … 
· Do you intend to use professional fund-raising consultants No.

Finance and Funding part 2

· In the next 12 months doe the trustees expect that the organisation will receive gifts of land, investments, securities or other forms of gift from a donor, benefactor or nominated third party as a tax planning arrangement. Please confirm yes or no. No

· In the next 12 months do the trustees expect that this organisation will receive loan financing from any source including benefactors and donors, the trustees, funding from interest and return on endowment funds or the sale of assets. Please confirm yes or no. Yes (at the very least you will be receiving funding from interest?)

· If yes please tell us the details of the arrangements and how they will be handled. (max 5000 characters) Fill in as appropriate
· In the next 12 months do the trustees expect that the organisation will receive substantial gifts or donations? Please confirm yes or no. (If you are fundraising for some work on a meeting house you very well might be expecting to receive a large gift or donation). If yes, please tell us:

· What procedures the trustees will put in place to identify the donors and the source of funds? We always know the identity of the donor.

· What record keeping will be maintained to manage these gifts and donations? Please explain
Grants (if in the classification section of this application you have stated that your organisation makes grants….)

· Tell us what criteria your organisation will use to select individuals or organisations to receive grants. If you do not have criteria in place tell us why no and give us details of the basic framework the trustees use to make grant funding decisions. [Max 5000 characters] Grants are usually given to applicants who have applied to a specific fund and for purposes which satisfy pre-determined criteria, whereas donations are where the meeting decides, they want to give (including in response to a general appeal.) Grants from trusts would not be covered by this charitable registration, but would be included in the scheme amalgamating the area meeting with its trusts. If the area meeting does give grants, please answer this question and those following, eg
Decisions regarding the making of grants are decided in meetings for worship for business where those present discern the appropriateness of the grant depending on the need identified and the funds available. Within the area meeting such decisions may be made by the Area Meeting, the Trustees, the Nominations Committee, or the local meetings.
· Tell us how you advertise the opportunity to apply for a grant and about the grant application and allocation process. Opportunities are made known through information passed from the Area Meeting to the local meetings, Also those with responsibility for pastoral care, including overseers, may make an individual aware of support that may be available to address their needs.
· Does your organisation monitor the impact of the grants it makes and if so how? If you do not monitor the impact please explain why you have decided not to do this. The grants we make are a small part of our activities. Commonly they are made to support travel costs or to support someone at a time of crisis….
Charity’s Main Bank and Building Society Account

· Does the organisation have a bank account? Yes/No

· [If your main account is a Building Society Account click here]

· Sort code

· Bank Name

· Account number

· Account name

Working in England and Wales

· If your organisation works in specific parts of England and/or Wales, you can add local authority areas up to a combined total of 10. 

· If your organisation works in more than 10 London Boroughs click this button to select throughout London. This can be used in combination with other specific areas listed above.

· If your organisation works in more than 10 local authority areas within England and/or Wales please select one of the options below. (through England (more than 10 local authority areas)/throughout Wales (more than 10 local authority areas)/throughout England and Wales (more than 10 local authority areas)

Working elsewhere in the UK and abroad

· If you also work in Scotland please check this box

· If you also work in Northern Ireland please check this box

· Please check this box if you work in any countries outside the UK. (Any trusts the area meeting has for work outside the UK would not be covered here)
Contact for registration application

Personal details:

Click here if the contact is an organisation [If you have a solicitor completing the application for you, then they would click. If a Friend is doing it, don’t]

Title If you don’t want to use the titles offered, click other then, under If ‘OTHER’ please specify title: Friend

Personal names(s)

Family Name

Honours and Qualifications

Contact Details:

Preferred name (will be created from data above if not entered): 

Post code/select address or fill in your address in boxes

Telephone number

Email address

Mobile (discretionary)

[Page for those who have clicked yes above to “Click here if the contact is an organisation.]

The organisation’s public address 
[Please consider choosing a meeting house address rather than the private address of, for example, the clerk or one of the trustees]

· Click here if the public address is not in the UK OR UK address has no post code

· Post code/select address or fill in the address in the boxes

· Is this the address from which the organisation operates? Yes/No

If no:

· The address the organisation works from: Click here if the working address is not in the UK

· Post code/select address or fill in the address in the boxes 

· Please explain in the box below why you do not want your address to be made public. See the guidance notes for the kind of situations where we would be willing to publish an alternative address. [400 characters]   

The organisation’s web and email addresses

· Email for public display (discretionary)

· Email address for Commission use (Compulsory)

· Organisation’s website address (If the Charity Commission decides it can register your organisation it will provide a link to your website from your entry on the public Register of Charities)

Trustees

· If you give an optional email address for your charity trustees, the Commission may email them with important updates about trusteeship from time to time. Check this box if they do not wish to receive these updates.

· To add a new trustee to the list click this button “Add Trustee”

Add Trustee

· Title You can choose “Other” and then specify “Friend”

· Personal name(s) 

· Family name

· Honours and qualifications

· Date of birth

· Click here if the trustee’s home address is not in the UK or UK address has no postcode.

· Home address postcode/select address or fill in boxes

· Telephone number (obligatory) 

· Email address (discretionary, but if they do not wish the Charity Commission to email them with important updates you will later chick a box.

· Trustee is the chair Click box is the Trustee is the Clerk to Trustees

· Are you currently a Trustee of another Charity??

· Does this trustee receive any personal benefit? The guidance notes (clicking on the ‘I’ button) say “use this part of the application to confirm that you have read our guidance in PB2 “public benefit – running a charity part 6 (with link)
· If this person feels they have good reason NOT to have their name published on the public Register of charities, please explain below. (The Commission will only normally only agree to a waiver in the interests of the safety of the individual concerned)

· Click here if this trustee has ever used a different names Yes/No This includes maiden names

If yes:

Other names

· You must enter the name that the trustee was given at birth (it may be the same as the name you have entered already)

· Other Names – You must enter all other names that the trustee has used

To add a new trustee to the list click this button

When you are sure that the trustee list is complete and correct check the confirm box

Vulnerable people

Please ensure that you click on the ‘I’ icon above to read our guidance about safeguarding vulnerable beneficiaries. Please confirm by checking the box below that you have read and understood our published safeguarding guidance.

· I have read the guidance

· Does your organisation work with children? Yes 

· Please tick to confirm ‘We jointly and individually declare that we have carried out all trustee eligibility tests that are required by law’ *

· Does your organisation work with vulnerable adults? No

* As the Religious Society of Friends is not a children’s organisation, currently not all trustees have to be DBS checked  - only those who work with children, eg looking after the children at children’s meeting.

Personal benefit

Please click on the ‘I’ icon above to read our personal benefit guidance. Please check the box below to confirm that you have read and understood the guidance about personal benefit.

· I have read the guidance

· Does anyone or any organisation receive a personal benefit from a connection with your organisation?
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