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Bureau  policy: gifts and donations

Procedures when clients offer to make donations
If clients offer to make donations, bureau staff will state that bureau advice services are free. This will be the guiding principle for all discussions between service user and provider.

If a client wants to thank the bureau or member of staff, staff will recommend that the client contact their local councillor or Member of Parliament praising the CAB service. If the client wishes to make a material donation, staff will suggest that they give a small communal gift such as a packet of biscuits or a jar of coffee. 

Staff will explain to clients that members of staff are unable to accept personal gifts.  

Procedures on receipt of a client donation
All donations and the bureau’s response will be recorded in detail on the client case sheet.  Additionally, the bureau will maintain a central register of all gifts received.

Any donations given to the adviser will be placed into the donation box in front of them.

On receipt of a donation, the bureau manager will write to the client expressing thanks for helping to keep CAB advice a free service.    

Monetary donations

All monetary donations will be given to the office manager as a donation to the service and then banked as normal.. Should a client sign up to the online giving service and donate through the website, this will be recorded by the service provider and should be recorded along with other donations received.

Material donations

Any material donations in non-monetary form will be used as decided by the bureau manager, if necessary in consultation with the bureau chair.  

Personal gifts

Clients will be told that workers are unable to accept personal gifts.  If, however, a personal gift is received, the member of staff will refer it to the bureau manager. The manager will decide, dependant upon the gift ( i.e. flowers , chocolates , wine etc ) whether the bureau worker can keep the gift themselves, share it amongst other staff or place it into a staff raffle

  If the value of the gift is deemed excessive it will be returned to the client. Should a client refuse to accept the returned gift then it can be considered for fundraising purposes for the bureau e.g. as a raffle prize.
Soliciting donations in the bureau

Donation boxes

Donation boxes will be carefully placed so that clients do not feel under pressure to donate, and the principle of a free service is not compromised.  Donation boxes will not be positioned prominently in interview rooms.  They will not be placed in areas unsupervised by staff, to minimise the risk of theft. Boxes will carry details of the bureau’s registered charity status and state that any donations are purely voluntary
Fundraising notices 
Fundraising notices will not be displayed in interview rooms or in any place where clients may feel under pressure to make a donation.  This also applies to advertising for fundraising events.

Use of donations

Policy agreed by trustee board 

Once banked the donations received can, with the agreement of the bureau manager, be used for “staff welfare expenditure” or absorbed into the bureau running costs budget.

Staff welfare expenditure can cover such items as :

Flowers for bereavements and funerals 

Flowers for serious illness 

Staff gifts in exceptional circumstances (severe hardship, incapacitating illness etc)

Cards and wrappings for the above

Special birthday cards and staff leaving

Food for appropriate celebrations as decided by bureau manager

All such costs should be clearly logged and identified and appropriately recorded under the petty cash sub heading 

