SHETLAND ISLANDS COUNCIL

STANDARD CONDITIONS

THE PUBLIC CHARITABLE COLLECTIONS (SCOTLAND) REGULATIONS 1984 & 1988

(Applicable only to Organisers who DO NOT HOLD AN EXEMPTION ORDER)

A COPY OF THE REGULATIONS TO WHICH THESE CONDITIONS RELATESMAY BE OBTAINED FROM BOOKSHOPS OR BY WRITING TO:

HM Stationery Office

71 Lothian Road

Edinburgh EH3

OR MAY BE VIEWED AT:-

Infrastructure Services Department 

Grantfield 

Lerwick

Shetland ZE1 0NT

Duties of the Organiser

1. When permission to collect has been given, the organiser shall appoint an independent person or a qualified accountant to act as auditor of the collection.

2. The organiser, or the appointed agent, must issue each collector with a certificate of authority which should have:

· the name and address of the organiser;

· the  name and address of the collector to whom the certificate is issued;

· the name of the funds or organisations which will benefit from the collection;

· the area in which the collector is authorised to collect;

· the period during which the collector is authorised to collect;

· the signature of the collector;

· the signature of the organiser or his appointed agent; and

· when the certificate has been signed by an agent the name and address of the agent.

3. Each collecting box shall be marked with a distinguishing number to each collector.

4. The organiser shall record the name and address of each collector and the number marked on the box given to him or the number of envelopes issued to him.

5. The organiser shall ensure that collectors who are issued with certificates of authority are:

· over 14 years of age for street collections;

· over 16 years of age for house to house collections;

· fit and proper persons to act as collectors; and

· aware of their obligations under any Regulations and conditions relating to the collection.

Duties of Collectors
1. No person shall act as a collector unless they have been given a certificate of authority by the organiser and a badge bearing the name of the funds or organisations which are to benefit.

2. A collector shall produce his certificate of authority at any time when asked to do so.

3. Envelope collections: Contributions shall not be accepted except in sealed envelope.

4. Box collections: Only donation which have been placed in the container provided shall be accepted.

5. Collectors shall not cause a public nuisance and shall leave premises or land at the request of the occupants or owners.

6. Collecting boxes or envelopes and certificates of authority shall be returned to the organiser, or his appointed agent on ceasing to act as a collector or at any other time when asked to do so by the organiser or his agent.

Opening of Collecting Boxes and Envelopes
1. Collecting boxes and envelopes shall only be opened by:

· The organiser or his appointed agent and in the presence of another responsible person; or

· A bank official.

2. The person opening a collecting envelope shall note the number of envelopes returned by each collector and the total amount of money in them.

3. The person opening a collecting box shall note the number on each box and shall record the amount of money in it.

4. Banks are exempt from paragraph 3 above and need only record the total sum collected.

5. The information recorded at the opening of collecting envelopes and boxes shall be conveyed to the organiser.

Accounts
1. The organiser shall, within one month from the last date of collection, submit to the Council accounts relating to the collection.  The time may be extended at the discretion of the Council.

2. The accounts shall disclose particulars of:

· The amount collected in the collection;

· Any other amount attributable to the collection;

· All expenses incurred in connection with the collection; and

· The name of the funds or organisations which have benefited from the collection and the amount paid to them from the net proceeds of the collection.

3. The accounts shall be accompanied by a statement from the organiser and a report by the auditor in the forms set out in Appendices 1 and 2 to this summary.

4. The organiser shall retain all vouchers receipts and other papers relating to the collection for a period of 2 years from the date of which the accounts are submitted to the Council.  During this period, the organiser shall exhibit these documents or provide further information or explanation to the Council when requested.  

5. Within one month of submitting the accounts to the Council, the organiser shall either:

· Publish a summary of them in the local newspaper; or

· Make a summary of the accounts available for inspection by members of the public, for a reasonable period of time.  The summary shall include;

· Name of the organiser

· The amount of the proceeds and expenses of the collection; and

· The name of the funds or organisations which have benefited from the collection and the amount which each has been paid from the net proceeds of the collection.

NOTE

1. Any person who acts in contravention of Section B (Duties of Collectors) shall be guilty of an offence and shall be liable on summary conviction to a fine not exceeding £25 in respect of each offence.

2. Any person who acts in contravention of Sections A, C or D shall be guilty of an offence and shall be liable on summary conviction to a fine not exceeding £50 in respect of each offence.

3. Please also note that failure to comply with the Regulations may result in the Shetland Islands Council refusing any further applications.

