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Policies of the Midland Railway Society

T hus version of the document was issued on Wednesday, 2 September 2026

The Policies documented herein were Approved by the Executive Committee at their meeting
held on 18 May 2024 (Minute 1560). The Financial Controls Policy and Financial Reserves
Policy were Approved on 2274 August 2026 (Minute 1835).

This document is due for review before 31st December 2029 and at FIVE YEAR intervals
thereafter.

A. COMPLAINTS POLICY

1. Complaints made about individual members, Executive Committee members or Trustees
should be passed in the first instance to the Chairman or, if the complaint is about the
Chairman, to the Vice Chairman.

2. The Chairman (or Vice Chairman) may attempt a mediation between the parties. If this
does not resolve the complaint then the following shall apply.

3. The Chairman (or Vice-Chairman) shall set up a sub-committee of three Trustees (the
Appeal Sub-Committee) to investigate the allegations made by the complainant; to determine
(if the complaint 1s found to be justified) on any penalty to be imposed; to notify the
complainant and the complainee of the results of the investigation; to report to the next
Executive Committee meeting. Full written notes of the discussion and decisions shall be kept.

4. It is a precept of English Law that a decision which affects an individual should be able to
be appealed.

5. If either the complainant or complainee appeal against either the decision or the penalty
then they can appeal to the Executive Committee. The appeal will be heard at a Special
Executive Committee to be set up specially to only hear the appeal. The Trustees who formed
the Appeal Sub-Committee will NOT be present at the Special Executive Committee. This is
to ensure that there is no bias during the appeal hearing.

6. The appellant shall provide written reasons for the appeal. The Chairman of the Appeal
Sub-Committee shall provide to the Special Executive Committee copies of all documents
seen by the Appeal Sub-Committee and written reasons for the decisions of the Appeal Sub-
Committee.

7. The Special Executive Committee will decide whether the decisions of the Appeal Sub-
Committee should be upheld or over-written (in whole or in part) and notify the appellant and
Chairman of the Appeal Sub- Committee accordingly. Full written notes of the discussion
and decisions shall be kept.

8. The decision of the Special Executive Committee shall be final.
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B. BULLYING AND HARASSMENT POLICY

l.

The Midland Railway Society will not tolerate any bullying or harassment by our members.

2. Instances of either bullying or harassment will be dealt with under our Complaints
Procedure.

C. DISCRIMINATION POLICY

1.

The Midland Railway Society will not tolerate any discrimination (of any form) by our

members.

2. Instances of discrimination will be dealt with under our Complaints Procedure.

D. FINANCIAL CONTROLS POLICY

Introduction & General

1.

Financial records will be kept so that the Charity can:
(a) Meet its legal obligations.

(b) Enable the Trustees to be in proper financial control of the Charity.

. The Charity will keep an accounting system or spreadsheet to enable annual accounts to be

produced which meet the requirements of the Charities Commission.

. The financial year will end on the 31+December each year.

. Accounts will be drawn up by the Treasurer after each financial year end and be presented

to the next Executive Committee and Annual General Meetings.

. A budgeted income and expenditure account will be produced after completion of the

renewals process and no later than the end of March. This will be agreed at the first
Executive Committee meeting of the year after this date.

. A report comparing actual income and expenditure with the budget will be presented at

every Executive Committee meeting during the year and at such other times as may be
required.

. A cash flow forecast will be produced each month if the Charity is in financial difficulties or

reserves are less than three months expenditure.

. The AGM will appoint a qualified independent examiner to examine the accounts for

presentation to the next AGM, the report to be filed with the Charity Commission when
the appropriate threshold is exceeded.

Banking & Receipts

1.

The Charity can receive funds in several ways. i.e. directly into the bank account, by
cheque, by cash, via the website 3« party processor (Stripe), into the PayPal account and by
PayPal point of sale (Zettle).

. The Charity will maintain one or more bank accounts in its name with a UK bank or

building society for day-to-day transactions. The Treasurer will reconcile the bank balance
with the cash book each month.

. The Charity will maintain deposit accounts for funds not needed for the foreseeable future

with a UK Bank or Building Society that operates the Financial Services Compensation
Scheme. Deposits will not exceed the Scheme limits in force.
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4. The Executive Committee must approve and minute the bank mandate and any changes to

it.

5. All monies received will be banked without delay and details reported to the Treasurer.

Purchases & Payments

1.

The Charity’s preferred payment method is direct bank transfer because it is the most cost-
effective and efficient option. PayPal may be used for collection acquisitions and publication
postage. Cheques and cash should be used only when absolutely necessary.

. The Charity’s debit card will be held by the Secretary and will not be used for day-to-day

transactions but will be held in reserve for certain online services.

. All payments must be properly authorised with evidence that this can be demonstrated.

These must be supported by an original invoice which will be retained digitally by the
Treasurer.

. Expenditure can be authorised by Executive Committee members within their area of

responsibility and within the authorisation limits in the accompanying table as per
Appendix D.

. Expenditure relating to the acquisition of items for the Collection will be agreed as detailed

in the Collections Development Policy.

. A named signatory will hold the log in details for PayPal and will authorise the payments.

Details of payments will be emailed to the Treasurer immediately they have been made.

. The balance in the PayPal account will not exceed £1,000. Appropriate transfers will be

made to the Charity’s bank account as required.

Appendix D — Authorisation Limits for Purchases

Authority level Approval limit Typical type of Approver
expense
1. Operational £200 Study Centre supplies Secretary or any
and expenses EC member
within their area
of responsibility
2. Operational £201 - £1000 Room & Exhibition Principal Officer
bookings, projects,
annual contracts
3. Printing & Editors set budget. Newsletter & Journals See note 1 on
Postage. printing etc. printing
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4. Collection Up to £349 Additions to collection Study Centre
acquisitions in line with Collections Co-ordinator
Development Policy (SCC)
£350-£999 SCC +

Note

Comptroller of
Collections +
Treasurer

Over £1000 By EC approval.

1. Printing and publishing costs for the quarterly journals and newsletters amounts to more

than

half the Society’s total annual expenditure. The EC members responsible (the Editors)

will agree a budget at the start of the year. and will check and approve the invoices. EC
authority 1s required if spend exceeds the annual budget by £1,000.

2. All payments apart from PayPal will be made by the Treasurer who by default will see all
supporting documents (signed as approved per the table above) when payment is requested.

E. FINANCIAL RESERVES POLICY

1. The Society will maintain a General Reserve for three purposes:

(a) To cover any contracted costs in the event of a significant reduction in income.

(b) To enable large one-off costs to be incurred

(c) To act as a buffer to prevent regular increases in its subscription rates.

2. The Society also has a Collections Reserve which 1s classed as ‘Restricted’ and has arisen
from donations given specifically for the purpose of improving the collection. It can
therefore only be used for that purpose.

F. DATA PROTECTION COMPLIANCE

Data Protection Act 1988

There are eight principles involved under the DPA.

l.

2
3
4
5.
6
7
8

Data shall be processed fairly and lawfully

. Data shall be used for specified purposes
. Data shall be relevant, adequate and not excessive

. Data shall be accurate and kept up to date

Data shall not be retained for longer than is necessary

. Data shall processed in accordance with the rights of the subject
. Data must be secure

. Data shall not be transferred outside the EEA unless the country has an adequate level

of data protection.

Data shall be processed fairly and lawfully. The Midland Railway Society complies with this
principle.
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Data shall be used for specified purposes. On the application form members are informed that
their personal details will be recorded on a database for the sole use of the trustees in order to
facilitate the running of the Society. This includes their name and postal address being sent to
the distributors of the Journal and Newsletter. It also includes their details being sent to the
printers of annual renewal notice. Members then sign to show that they agree to their name,
postal address and interests being placed on a 'List of Members' which will be made available
to other members of the Society only to enable contact between members with similar
mterests.

Data shall be relevant, adequate and not excessive. The data that the Midland Railway
Society collects complies with this principle.

Data shall be accurate and kept up to date. We will make any necessary changes which the
user advises us about.

Data shall not be retained for longer than is necessary. Lapsed members' data shall be retained
for one year beyond their last membership period.

Data shall processed in accordance with the rights of the subject. The data subject has certain
rights under the Act (https://ico.org.uk/for-organisations/guide-to- data-protection/
principle-6-rights/). The Society 1s 100% compliant.

Data must be secure. All hard copies of data are kept in the attic of the Membership
Secretary. Any data that is disposed of is shredded before disposal. The Membership
Secretary keeps personal data of members on his lap- top. This data is password protected.
The Secretary of the Trust has the password in case of emergency.

Data shall not be transferred outside the EEA unless the country has an adequate level of data
protection. Although some members do reside outside the EEA the Membership Secretary
will access http://ec.europa.eu/justice/dataprotection/ international-transfers/adequacy/
index_en.htm to ascertain the latest position before transferring data to these members.

General Data Protection Regulation 2018

The principle of 'consent' is stronger under the GDPR. Consent has to be freely given,
specific, informed and an unambiguous indication of the individual's wishes. Consent under
the GDPR requires some form of clear affirmative action. Silence, pre-ticked boxes or
inactivity does not constitute consent. Consent must be verifiable. This means that some form
of record must be kept of how and when consent was given. Historically, data has been
collected without this consent. Every effort will be made to obtain written consent from
existing members so that the Midland Railway Society can continue to hold the data.

Governance

The Executive Committee will, at its first meeting after the AGM, look at the procedures in
place and make any necessary amendments.
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