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Appendix 1

Example Template 
Please amend this form as appropriate for your diocese, ensuring the name of your diocese and registered charity number is included.

	Application Form for
Mothers’ Union Away From It All holidays

	
Name of applicant: 

 
Contact details:

Address: 





Tel No:

Email:



	Names of all people wishing to go on holiday, with relationships and ages of children under 18:

Name                                                 Relationship                                        Age (if a child)
	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



The Mothers’ Union is a Christian organisation that seeks, through its project work, to support families. Please indicate how this holiday will be of benefit to you/your family:



















	When did you last have a holiday? (Please be aware applicants must not have had a holiday for at least 2 years)








	Have you or anyone else included in this application received or previously applied for a Mothers’ Union holiday? If so, please give details.










	What sort of holiday would you like to have and when?
(Diocese to insert examples of holidays available)










	Do you or any family member have any special needs/disability? If so, please provide details below.
Please indicate if any arrangements are required to assist mobility at the accommodation.

Name                                                        Special Needs/disability                                                                 
	



	

	



	

	


	

	



	




	

	
If Mothers’ Union can offer you a holiday, your application will need to be supported by a referring agent, someone who knows you/your family in a professional capacity, for example: your GP, Health Visitor or any other health professional, social worker, member of the clergy, head teacher. They will be asked to read through this form, and to complete a separate form confirming their endorsement of your application. Mothers’ Union may contact your referring agent to seek clarification of any aspects of the application.

Please indicate their name, profession and contact details (including telephone number) below:







	Data Protection
Under GDPR (2018), Mothers’ Union in (insert name of Diocese) needs your agreement to hold the information you have provided

a) To copy to whoever will act as a referring agent for you/your family
b) To pass on contact details and any other necessary information required to booking agents/holiday venue


	During your holiday you will come into contact with other families and holidaymakers. Because of this we are asking you to confirm that if you are allocated a holiday, you agree to adhere to the specified Terms and Conditions relating to AFIA Holidays, (see attached) and that you will act responsibly and courteously to fellow holiday makers at all times.

Is there any reason why you cannot adhere to these requirements?



	Please sign here, to confirm that:

a) to the best of my knowledge, the information I have supplied is true and complete
b) I give consent to the information I have supplied being used in the ways indicated
c) I, on behalf of all applicants within my family group named on this form, agree to the booking conditions for AFIA holidays, sent to me with this form



Signed:

Print Name: 

Date:


	Please note: Mothers’ Union is not able to meet all requests, and sadly, not all applicants will be offered a holiday. As soon as your application has been considered, Mothers’ Union will contact you or your referring agent to let you know whether you have been allocated a holiday.




[image: ]






[bookmark: 4_Sample_Referral_Form]

Appendix 2

Example Template
Referral Form for AFIA Holiday
[bookmark: This_is_a_sample_copy_and_will_need_amen]Please amend this form as appropriate for your diocese, ensuring the name of your diocese and registered charity number is included
CONFIDENTIAL
All information provided on this form will be treated as confidential and will not be disclosed to the applicant applying for a holiday

	Name and designation:





	Address:

	Telephone number:	Email:

	The name of the individual/family for whom you are willing to act as a referring agent:

	Please describe the nature of your professional relationship with this individual/ family:

	How long have you known the individual and/or their family in the capacity outlined above?

	Why do you believe this individual/family should be allocated a holiday?

	Have you read the individual’s completed application form, and, to the best of	YES/NO
your knowledge, confirm that all the information provided is correct?













	Please read the Away From It All holidays: Booking Conditions (attached).
Have you any reason to suppose that the applicant will not strive to fulfil these booking conditions?	
YES/NO

If yes, please explain: (Attach additional sheet/s as necessary)




	If the individual/family are offered a holiday, are you aware of any problems which might arise for them, the holiday venue/site or Mothers’ Union? For example, safeguarding concerns	 about the children, is there a concern about domestic abuse, does an adult have special educational needs, health needs, mobility issues or frailty                            

YES/NO
If yes, please provide details: (Attach additional sheet as necessary) This information will be treated as confidential and will not be shared with the applicant.

	Have you any additional comment or information you wish to provide in relation to this referral?	                                                                                                                         
YES/NO

	If any problems occur during the holiday, we may need to contact you, to seek your advice about their resolution. 
Are you willing to be approached in such circumstances?	                     YES/NO

	Data Protection:
Under GDPR (2018), Mothers’ Union in the Diocese of XX needs your agreement to hold the information you have supplied for use in connection with its charitable purposes.

Our full data protection details can be found here (please add the location of the diocesan GDPR information).


	Please sign here below, to confirm that:

· To the best of my knowledge, the information supplied is true and complete.
· I give my consent to the information I have supplied being used in the ways indicated.

Signed:

	Date:

	Please indicate here the number (if any) of additional sheets you have attached to this application form:

	Please note: Mothers’ Union is not able to meet all requests, and we are not able to offer every applicant a holiday. As soon as a decision has been reached the applicant will be advised.

[bookmark: AN_APPROPRIATE_TELEPHONE_NO_SHOULD_BE_PR]If for any reason you need to contact Mothers’ Union in regard to this holiday application, please telephone XXXX

Please return this completed referral form to: XXX
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Appendix 3  
Application to be a Volunteer for Mothers’ Union
For those wishing to work with children and/or adults at risk
	Volunteer Role

	 

	Full Name
	 

	Previous Name (s) 
	 

	Date of Birth 
	 

	Address (including postcode)
	 

	Tel No 
	 

	Email 
	 

	How long have you lived at the above address? 

If less than 12 months, please provide your previous addresses for the past 5 years 
	 

	
Please provide details of your current/previous employment for the past 5 years, with reasons for any gaps in employment

Please provide any details of any previous volunteer roles you have undertaken (both for the Mothers’ Union and any other organisation/church)

	 

	As part of this role, you will be required to undertake safeguarding training. 
Please provide details of any previous safeguarding training you have undertaken, including for Mothers’ Union

	

	Please provide a short statement, no more than 500 words, as to the reasons why you wish to apply for this role and what qualities/experience you believe you can bring to the role


	 














 	 
	Please provide the names and addresses of two people who have known you for at least two years (not a relative) and would be able to provide a personal reference: 
  

	Name 
	Name 

	Address (inc. postcode)

	
Address (inc. postcode)



	Tel No 
	Tel No 

	Email 
	Email 

	Additional Information 
In case of a medical or similar emergency, please give the contact details of someone we could contact: 


	Signature 
	 

	Date 
	 


 
For England & Wales 	
 
Self-declaration Form 

[bookmark: _Hlk119316201]This form is strictly confidential and, except under compulsion of law, will be seen only by those responsible for the appointment and, if appropriate, the Safeguarding Lead for the Mother’s Union based at Mary Sumner House.  
All forms will be kept securely in compliance with the requirements of the General Data Protection Regulations effective from 25th May 2018 and all other relevant legislation and the expectations of the Information Commissioners Office relating to the data privacy of individuals. 
Volunteer role:  
 
Have you ever been convicted of or charged with a criminal offence or been bound over to keep the peace that has not been filtered in accordance with the DBS filtering rules? Include both ‘spent’ and ‘unspent’ convictions 
Yes  No  (please tick) 
Have you ever received a caution, reprimand or warning from the police that has not been filtered in accordance with DBS filtering rules? 
Yes  No  (please tick) 
 
If you have ticked yes to either of the above, please give details here 

 
  
Are you at present (or have you ever been) under investigation by the police or an employer or other organisation for which you worked for any offence/misconduct? 
Yes  No  (please tick) 
Are you or have you ever been prohibited and/or barred from work with children and/or vulnerable adults? 
Yes  No  (please tick) 
Has a family court ever made a finding of fact in relation to you, that you have caused significant harm to a child and/or vulnerable adult, or has any such court made an order against you on the basis of any finding or allegation that any child and/or vulnerable adult was at risk of significant harm from you? 
Yes  No  (please tick) 
Has your conduct ever caused or been likely to cause significant harm to a child and/or vulnerable adult and/or put a child or vulnerable adult at risk of serious harm? 
Yes  No  (please tick) 
To your knowledge, has it ever been alleged that your conduct has resulted in any of those things? 
Yes  No  (please tick) 
Have you ever had any allegation made against you, which has been reported/referred to , and investigated by the Police/Social Services/Social Work Department (Children or Adult Social Care)? 
Yes  No  (please tick) 
Has a child in our care or for whom you have or had parental responsibility ever been removed from your care, been placed on the Child Protection Register or been the subject of child protection planning, a care order, a supervision order, a child assessment order or an emergency protection order under Children Act 1989, or a similar order under any other legislation? 
Yes  No  (please tick) 
If you are working from home with children, is there anyone who is 16 years of age or over living or employed in your household who has ever been charged with, cautioned or convicted in relation to any criminal offence not subject to DBS filtering rules, or is that person at present the subject of a criminal investigation/pending prosecution? This only applies if some or all of your work with children or adults is carried out at the place where you live. 
Yes  No    Not applicable  (please tick) 
If you have answered ‘yes’ to any of the above, please give details of the complaints, allegations, offences, including dates. Please give any further details such as the reasons or circumstances which led to the offence or allegation. All these matters will be checked with the relevant authorities. 
Declaration 
I declare the above information (and that on any attached sheets) is true, accurate and complete to the best of my knowledge. 
After I have taken up my role, I agree to inform the activity leader if I am charged, cautioned or convicted of any offence or if I become subject to a Police/Social Services/Social Work Department (Children or Adult’s Social Care) investigation. 
Signed: 
Full name: 	 	 	 	 	Date of Birth: 
Address: 
 
Date: 
 
Please return this form to: [relevant line manager]
 
 
Before taking up a role, those who will have substantial contact with children and/or adults at risk of abuse or neglect in their roles will be required to have an enhanced criminal record check (with or without a barred list check, as appropriate) from the Disclosure and Barring Service in England and Wales or the equivalent criminal records body in other parts of Britain & Ireland. 
 
All information declared on this form will be carefully assessed to decide whether it is relevant to the role in question and will only be used for the purpose of safeguarding children, young people and/or adults at risk of abuse or neglect. 
 
Please note that the existence of a criminal record will not necessarily prevent a person from taking on a role. It is only if the nature of any matters revealed may be considered to place a child and/or a vulnerable adult at risk. 




























Appendix 4
Template Reference Request Form

Mothers’ Union Reference Request form
for a volunteer role

	Name of applicant
	

	Role applied for
	

	Name of Project/Activity
	



The above named person has expressed an interest in volunteering for Mothers’ Union and has given your name as a referee. 
The role involves: working with children and families, adults at risk, elderly people Delete as appropriate.
As an organisation committed to the wellbeing and safety for all those with whom we work, we wish to know if there is any reason at all to be concerned about this person’s suitability for volunteering with Mothers’ Union. 
If you are happy to complete this reference, any information will be treated confidentially and in accordance with relevant legislation and guidance. Information will only be shared with those involved in the selection process. We would appreciate you being open and honest in your evaluation of this applicant.
	Your knowledge of the applicant

	How long have you known the applicant?
	From:
	To:

	In what capacity have you known them?
	

	Please comment on the applicant’s suitability to volunteer for Mothers’ Union 











	Please rate the applicant
on the following qualities:

	
	Poor
	Average
	Good
	Very good
	Excellent

	Responsibility
	
	
	
	
	

	Trustworthiness
	
	
	
	
	

	Reliability
	
	
	
	
	



	Safeguarding Concerns 

	This role involves engagement with children/families/adults at risk/the elderly
Delete as appropriate

We wish to know if you are aware of any reason why this person might not be suitable to volunteer for Mothers’ Union?
	
	No
	
	Yes – please provide more information:



	Other information 

	Please add any further information or comments that you feel are relevant to the person’s application to volunteer for Mothers’ Union:



	Your details and declaration

	Name
	

	Contact number(s)
	

	Signature
	

	Date
	



Please return to:



Appendix 5
Mothers’ Union Photography and Filming Consent form
	In accordance with our Safeguarding Policy, we will not permit photographs, video or other images of children/ young people or adults to be taken without consent. If the child is under 18, consent must be obtained from a parent/carer.
[Insert Name of Project/Programme] will take all steps to ensure these images are used solely for the purposes for which they are intended. If you become aware that these images are being used inappropriately, please inform us immediately.



	Declaration of consent

Name of adult: 


	Please tick each box (or strike out what you do not consent to), then sign this form. 

	
	I give permission for my photograph to be used within the project/programme for display purposes.

	
	I give permission for my photograph to be used within other printed publications.

	
	I give permission for my photograph to be used on Mothers’ Union websites.

	
	I give permission for my photograph to be used on Mothers’ Union social media pages.

	
	I give permission for video of me to be used on Mothers’ Union websites.

	
	I give permission for video of me to be used on Mothers’ Union social media pages.

	
	I give permission for video of me to be used for training or analysis purposes.

	
	I confirm that I have read, or been made aware of, how these images or videos will be stored within the organisation.

	Signature
	
	Today’s date
	

	Declaration of consent – parent/guardian of child under 18

	Name of child/children: 

Age:

Name: 

Relationship to the child: parent/guardian


	Please tick each box (or strike out what you do not consent to), then sign this form. 

	
	I give permission for my child/children’s photograph to be used within the project/programme for display purposes.

	
	I give permission for my child/children’s photograph to be used within other printed publications.

	
	I give permission for my child/children’s photograph to be used on Mothers’ Union websites.

	
	I give permission for my child/children’s photograph to be used on Mothers’ Union social media pages.

	
	I give permission for video of my child/children to be used on Mothers’ Union websites.

	
	I give permission for video of my child/children to be used on Mothers’ Union social media pages.

	
	I give permission for video of my child/children to be used for training or analysis purposes.

	
	I confirm that I have read, or been made aware of, how these images or videos will be stored within the organisation.

	Signature
	
	Today’s date
	

	Print name
	




If a Group Activity is taking place for Mothers’ Union members (and where appropriate, accompanying friends/family members) a list of names can be appended to this form, indicating that those attending are in agreement to their photograph/image being used for MU purposes.
The form can then be signed by the activity group leader, on behalf of all those attending. 

See below for suggested wording for appended list:


The following have given consent for their photograph/image to be used by Mothers’ Union, as stated on the form overleaf 

	Name	
	Designation
	Signed                      Date


























						








































Appendix 6
Terms of Reference for AFIA Funds 

1 Introduction and background to funds associated with AFIA holidays 

Away From It All holidays (AFIA) is a Mothers’ Union project offering holidays to people who would not otherwise be able to have a holiday. 
AFIA can be funded from general unrestricted funds or from donations restricted to the purposes of AFIA. 
The majority of the funds restricted to AFIA are administered at diocesan level with funds being raised within and spent by each participating diocese. The Development team at Mary Sumner House provide a supportive and coordinating function. 
The following Terms of Reference seek to specify appropriate usage of these restricted funds. The terms reflect the initiatives undertaken by dioceses under the auspices of AFIA holidays. The Terms of Reference are recommended to all dioceses participating in AFIA holidays, but because each diocese is a separate registered charity, it has the opportunity and the responsibility of specifying the Terms of Reference for its own AFIA holiday account. 

2. Terms of Reference for AFIA holiday funds held within diocesan accounts 

Funds held within AFIA holiday diocesan accounts can be appropriately used to cover all or part of the expenses associated with: 
· Away days, or part days 
· Purchase and maintenance of caravans or other holiday accommodation 
· Rental of caravans, chalets, etc 
· Hostel and (appropriate) hotel accommodation 
· Mothers’ Union holiday weeks (one holiday centre booked by the Mothers’ Union, with multiple AFIA holidays taking place, supported by a team coordinated by Mothers’ Union) 
· Short weekend/emergency breaks 
· Cash contributions towards the cost of a holiday partly funded by the client and/or another agency (provided the holiday is within Mothers’ Union’s aims and objectives, e.g. something that impacts on family life) 
· Costs of food hampers/entertainment and travel passes for beneficiaries 
· Miscellaneous resources provided for beneficiaries 
· Costs of beneficiaries’ travelling expenses (as appropriate) 
· Costs associated with the administration of AFIA (including insurance) 
· Costs associated with training/support of AFIA diocesan contacts/coordinators and their team of assistants.

3 Geographical locations for Mothers’ Union AFIA holidays 

It is generally accepted that Mothers’ Union AFIA holidays should be within the UK & Ireland, although there may be particular circumstances which mean that funds are directed towards a holiday which takes place outside UK & Ireland. Any holidays outside of UK & Ireland may not be covered by Mothers’ Union’s travel insurance.
























Appendix 7
Booking Conditions: to be shared with beneficiaries at the time of application for an AFIA holiday
Before the holiday 
· If, potentially, Mothers’ Union is in a position to offer you/your family a holiday, your application will need to be supported by someone who knows you/your family in a professional capacity. They will be asked to read through the application form and to complete a separate form confirming their endorsement of your application. Mothers’ Union may contact your referring agent to seek clarification about any aspects of the application. 

· If your circumstances change after completing the application, Mothers’ Union reserves the right to withdraw the offer of a holiday. Applicants and their referring agents must contact Mothers’ Union in order to discuss any changes in circumstances. 

During the holiday 
· Only those named on the application form/s can attend the holiday – no other adults or children can reside in the holiday accommodation or be added onto the reservation by beneficiaries. (N.B. It might be worth explaining this to the Holiday Park as well as beneficiaries might try to change the reservation themselves.) 

· No one should visit the applicants at the holiday venue, unless this has been agreed in advance with Mothers’ Union (or an agent they nominate) and the referring agent, and then confirmed in writing before the holiday starts. 

· The holiday residence should be treated with respect and left in the condition it was found. 

· Any site regulations should be adhered to. 

· Site staff, fellow holidaymakers and members of the public should be related to courteously, so that everyone has an enjoyable holiday. 

· Children should be supervised appropriately at all times. 

· Any damage must be reported to Mothers’ Union, or the person/agent whom Mothers’ Union nominates. (Mothers’ Union member through whom the holiday is arranged will advise applicants how to contact Mothers’ Union). 

· If any serious problems develop during the holiday, Mothers’ Union and site staff (if applicable) should be advised. 



Mothers’ Union reserves the right to: 

· Withhold any deposit, which was paid, and seek compensation from the individual/family for any damage to property or personal injury sustained. 

· Withhold any deposit which was paid if individuals/families fail to go on the holiday without EITHER giving adequate notice (four weeks prior to the start date of the holiday), OR provide an appropriate, verifiable explanation as to why, at the last minute the individual or family were unable to go on the holiday (e.g. ill health, etc). 

· Ask any family group who are not adhering to these booking conditions during a holiday to leave the holiday venue. 



































Appendix 8

Insurance Arrangements for AFIA holidays

 
i) All Mothers’ Union dioceses that participate in central insurance arrangements are covered for public liability-type risks, assuming that appropriate risk assessments and planning have taken place. Additionally, beneficiaries are covered for travel costs and personal injury. All Mothers’ Union members are covered for public liability whilst acting as a Mothers’ Union member, assuming they have not acted negligently. Members are also covered for travel costs and personal injury whilst facilitating AFIA holidays. 

ii) If members in your diocese have advised the Director of Finance at Mary Sumner House that additional AFIA-related insurance, which is a £30 charge, in addition to the basic diocesan insurance policy (which grants AFIA beneficiaries access to a sub element of the Central Charity’s travel insurance policy) is not required, it is the trustees of that diocese who bear the responsibility for ensuring that appropriate insurance cover is in place. Not all dioceses are automatically included, the diocese usually advise at renewal whether they wish to be included within the cover. 

iii) In addition, some dioceses have also insured caravans, which they own, through the central Mothers’ Union policy which needs to be arranged via Mary Sumner House or directly. It is not included as part of the basic offer. Details of the nature of the cover provided can be sought from Diocesan Presidents. 
iv) If any diocese is considering making a claim they should consult with the Director of Finance as soon as possible, also informing their Diocesan President. Delaying notifying central staff, and through them, the agents of the insurance company could have a negative impact on the decision made in any claim. 

v) Cover for accidental or wilful damage is specifically excluded from the insurance cover and cannot be included under any circumstances. The caravan policy extensions held by some dioceses will over this risk in a fairly limited way (with an excess.) Assuming a diocese has not insured a caravan then if it wants cover for this risk it will need to take out a local policy.

vi) Generally, this is not advised, but if in particular circumstances any member or those acting on behalf of members of Mothers’ Union assisting those travelling to an AFIA holiday or activity ever use their own car, the individual should first seek advice from their own insurer to check that the insurance cover in place covers such eventualities. 

vii) Mothers' Union does not have any insurance for motor vehicles and cannot reimburse members, volunteers or holidaymakers for damage to their motor vehicle or its content. 
viii) Any claim relating to illness needs to be accompanied by a written doctor’s certificate. Please contact the Director of Finance if this situation applies to your diocese.

ix) There is no cancellation cover other than cancellation of travel arrangements, unless taken out at diocesan level.

x) Mothers’ Union’s insurance policy only covers people up to the age of 80. If your diocese is providing a holiday for someone over the age of 80 separate insurance will need to be arranged. The policy also covers those aged 5 and under.

xi) Please check with the insurance company if someone has declared that they have a condition or disability that may require additional insurance cover.

xii) If a diocese wants to give a donation to a holiday arranged by another agency, please see Appendix 10.

































Appendix 9

Important Additional Considerations

Usage of diocesan caravans other than for AFIA purposes 
If you would like to use your caravan outside of AFIA arrangements, please check with MSH regarding insurance implications. 
When offering the use of the caravan to members/clergy /third parties (not applying for an AFIA holiday) dioceses should make it clear that they are seeking to recoup costs through the fees that they are charging those using the caravan in this way. 
In terms of advertising diocesan caravans for purposes other than AFIA, Mary Sumner House advises to use local media rather than central Mothers’ Union publications or the website. 

Risk Management 
Every diocesan board of trustees which offers any form of AFIA holidays or activities will need to undertake a separate risk assessment for a holiday, where concerns have been identified by the referring agent, for example, where a child is on a Child Protection Plan, where there might be concerns about the suitability of an adult, where a person is vulnerable because of their disability, in order to identify and eliminate or reduce the risk. Similar risk assessments should be undertaken for all group activities, for example a day trip,  Considering and applying the best practice guidelines reflected within these guidelines will play a significant role in helping dioceses organise effective, safe holidays and activities. 

Supporting those with disabilities/special needs 
It is important that, as part of the written application form, potential holidaymakers are asked to mention any special needs or disabilities they have so that Mothers’ Union can assess, in consultation with the professional referring agent, whether they are able to effectively and safely meet those needs.
Once full information about the nature of the special need and or disability has been provided the requirement is that: 
· An assessment is made of any hazards and risks that could affect the potential holiday maker. 

· That careful consideration is given to what actions would need to be taken by Mothers’ Union to address any identified hazards and risks. 

· A decision is made in regard to whether or not it is reasonable for Mothers’ Union to take those actions. 

In some circumstances actions could well be very feasible, but if the actions that would need to be taken are not judged to be reasonable, then it is not a requirement that those actions are taken and under such circumstances the applicant would have to be advised that regretfully Mothers’ Union cannot offer them a holiday. 
Please note that whenever a holiday is offered to anyone who has disabilities/special needs it is important that the professional referring agent is aware of the arrangements Mothers’ Union can put in place and are asked to confirm that these are acceptable.


Contracts for Holidays: Some of the Implications 
i) Some diocesan AFIA Contacts/Coordinators have found that when booking holiday venues, the wording of the booking form (often the small print) makes Mothers’ Union liable for any damage caused by the holidaymaker. Contacts/Coordinators should take note of the risk such a clause presents. 

ii) Please note that confirming a holiday booking over the phone (and hence avoiding signing) is not appropriate, because in legal terms a contract has been entered into even if a signature has not been provided by Mothers’ Union. 

iii) All AFIA Contacts/Coordinators who make bookings should check the small print in order to clarify the nature of any contract which is being entered into, verbal or written. If AFIA Contacts/Coordinators discover that it is inappropriate for Mothers’ Union to sign or make a verbal agreement, then the following could be considered: 

· Getting the applicants to enter into the contract. 
· Getting the referring agent to enter into the contract. 

iv) If the referring agent enters into the booking contract, AFIA Contacts/Coordinators might be understandably concerned that clients may fail to be advised that it is Mothers’ Union who are helping to make the holiday possible. To address this, Mothers’ Union could stipulate that one of the conditions of Mothers’ Union’s provision of funding is that information provided by Mothers’ Union (details about the Society, etc) is passed onto the applicant. 

v) If the applicant enters into the contract with the booking agent, then AFIA Contacts/Coordinators can still pay for the holiday direct rather than passing the finances onto the applicant – to prevent the money being spent on something other than the holiday.

Taking care when publicising contact details for members involved with AFIA 
i) AFIA Contacts/Coordinators are encouraged to consider how best to maintain contact with those expressing an initial interest in AFIA and also their referring agents. Applications will come by email, phone or post, either to the local Mothers’ Union AFIA contact or through Mary Sumner House. 
AFIA contacts are advised not to make their full contact details available, but instead to either use the Mothers’ Union diocesan office address (if Mothers’ Union has one) or use a PO BOX number. Local Post Offices will have details of how this can be set up. It is not overly expensive and with the agreement of the diocesan treasurer can be legitimately charged as an expense. 

ii) Dioceses involved in AFIA should set up a generic AFIA email address that does not include details of their home address (such as: afia….@gmail.com.) This email should be accessible by others in the AFIA team so that applications are not stuck in personal email accounts when the AFIA contact changes or goes on holiday. 

iii) If for any reason, or in a specific circumstance, AFIA Contacts/Coordinators do choose to pass on their home address to for instance a referring agent, it is advisable to make it clear that the information should not be made more widely available but ideally arrangements should be in place to ensure that no members’ home addresses need ever be provided directly. 

iv) It is important to remember that whilst the privacy of members involved in administering AFIA holidays needs to be given full consideration, it is also important that those involved in applying for holidays, and families actually having holidays, know how to get in contact with the member they are in touch with. Particularly just before and during the holiday applicants ideally need to have telephone access to Mothers’ Union, so that if incidents or emergencies arise Mothers’ Union can be informed as soon as possible. Because continued contact is often needed the possibility of the diocese purchasing a mobile phone solely for AFIA should be considered. 

Managing the paperwork AFIA holidays generate 
i) It is important that up-to-date records are kept on all holidays and that when networking with other AFIA Contacts/Coordinators copies of all relevant details are passed on. 
ii) Although arrangements for these holidays are often made over the telephone, it is vital that subsequent paperwork and all sensitive data relating to beneficiaries is retained so that everyone involved in providing each holiday or activity is fully informed of all relevant information. Such paperwork and data should also be kept confidential, stored securely and should only be made accessible for those who need to know. 

iii) In May 2018 GDPR regulations came into place regarding the processing of personal information and data protection. Please speak to your Diocesan President for information on how GDPR guidelines affect data held in regard to an AFIA holiday or activity.
















Appendix 10 

Information to consider before making a donation towards a holiday organised by an external agency

1. Requests for assistance with a holiday arranged by an external agency/organisation 

Occasionally Mothers’ Union may be approached by agencies/organisations that are arranging a holiday for an individual or family, to seek a donation towards the costs of the holiday. 

For example, a church is organising a Christian camp for young people. One of the participants cannot afford the cost of the trip, and the organiser approaches Mothers’ Union for help with costs to enable the young person to attend the camp. A second example could be when a person with specific special needs seeks a holiday and an external agency with knowledge of their needs, asks Mothers’ Union for help with funding. In both examples, the agency (the church in the first example) would be responsible for making the arrangements for the holiday, including assessing risk. 

Before making a decision about whether Mothers’ Union is willing to assist with funding an externally-arranged holiday or activity, the diocesan AFIA contact/team should request information to be assured that the agency is assuming responsibility for assessing risk and that the holiday appropriately meets the needs of the potential holidaymakers. Suggested questions to ask can be found on the form at the end of this section.

It is important to note: 

· These questions should be explored with the agency, not the family. 
Inherent within the Mothers’ Union approach to enabling any family or individual to have a holiday is a recognition of the importance of involving a professional referring agent to help assess whether the holiday and the family are suitable for one another. 
· Though it is appropriate to ask a range of general questions, if Mothers’ Union is considering making a donation, the Mothers’ Union AFIA team should not get involved in asking the agency for detailed information about the holidaymakers or the arrangements being made. This is because by offering advice Mothers’ Union could be perceived as starting to become involved in the risk assessment process, which in turn could lead to a lack of clarity regarding who is responsible for coordinating the assessment of risk. 
· By asking any detailed questions or entering into discussions about arrangements being made, inadvertently, Mothers’ Union could also offer advice or be perceived to be offering advice which is outside of our field of expertise and consequently could be detrimental to the potential holidaymaker/s. 
· If Mothers’ Union does decide to offer a donation it is important to note the response to the questions asked of an agency.
· The donation should be sent to the agency organising or booking the holiday. When the donation is sent it should be made clear that the donation is to be used for the purpose that has been agreed and a receipt/copy of appropriate invoice requested. If for any reason this is not possible, please consult with the team at Mary Sumner House.
· Occasionally, agencies/organisations approach Mothers’ Union asking for general donations towards holidays. Such requests should be discouraged, as Mothers’ Union is not a grant-awarding body. Any agency asking for a donation should be asked to specify what it is for and to whom it relates – i.e. the number of individuals going on holiday.

2.  Asking an agency to sign a disclaimer 

Before making a donation, Mothers’ Union may decide – and please note this is optional – to ask the agency to sign a disclaimer. Whether the diocesan AFIA contact/team use the disclaimer should be discussed with and decided by diocesan trustees. A sample disclaimer can be found at the end of this section  

By signing the disclaimer, the agency is confirming in writing that on this specific occasion Mothers’ Union is not assuming responsibility for coordinating the assessment of risk and that the agency themselves recognise their responsibility to do so. 
The agency to whom the Mothers’ Union are considering making a donation must sign the disclaimer, not the individual or family. 

If Mothers’ Union is exploring offering a donation to an agency who is booking the holiday through a third party, and it is the third party who is undertaking the detailed organisation of the holiday, it is the responsibility of the agency to liaise with the third party, not Mothers’ Union. 

What would happen if an agency indicated they are unwilling to sign the disclaimer? 
If it has been agreed with diocesan trustees that disclaimers should be used when making donations, where an agency refuses to sign a disclaimer, the donation should not be offered. 

3. Should a disclaimer be used for all holidays Mothers’ Union is involved in, irrespective of whether they organise the holiday or just make a donation? 

No, because for holidays organised by Mothers’ Union, members are coordinating the risk assessment process, drawing on the advice expressed by a professional referring agent, and it is inappropriate to ‘disclaim’ responsibility.
4. Making donations towards holidays external agencies organise should be the exception rather than the rule

If a diocese is solely giving donations to holidays organised by an external agency, the central Mothers’ Union insurance policy cannot insure members for anything that happens during the holiday or if the beneficiaries cannot attend the holiday. Before offering donations, dioceses should check with the agency providing the holiday to ensure that adequate insurance cover is in place. If there is none then no donation should be offered. 
If you have any questions arising from this section of the guidelines, please do not hesitate to contact the Development team at Mary Sumner House, email: development@mothersunion.org; phone: 020 7222 5533

Example form to ascertain information from an external agency seeking a donation towards a holiday

	
	Name of agency: 


Date: 


Amount of donation being requested and for what purpose: 

	





Does the agency to whom the donation is being made recognise that it is their responsibility to: 

	
	

		· Select venues that are appropriate for the type of holiday being organised. 


	· Ensure that appropriate safeguarding procedures will be in place. 


	· Arrange for any staff/volunteers involved in the holiday to receive appropriate training for the roles they will be undertaking. 


	· Undertake a risk assessment
  
· Ensure that appropriate insurance cover will be in place. 



If an agency answers no to any of the above questions, it would be unwise to agree to make a donation.











AFIA sample disclaimer 

Please find below appropriate wording to use when offering funding for towards an event/holiday not organised by Mothers’ Union
 
Please find enclosed a donation for the trip/holiday to .......... which you ........... (the organisers) are arranging. 

The onus to ensure that all necessary risk assessments and checks have been undertaken is the responsibility of ......, and by giving this donation the Mothers’ Union Diocese of ....... is not accepting any responsibility whatsoever for the trip or its participants. 

The above should protect the diocesan Mothers’ Union from any liability for any incidents that occur. 

You can also include at the bottom of your letter to the organisers, the following: 

Please return the bottom section of this letter duly signed by an official who has authority to sign on behalf of........... to accept the conditions attached to this donation and return it to ......... 
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