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The donor will then receive an on screen confirmation of their sign-up. The Direct
Debit Guarantee will be displayed on screen with an option to save it for their
records. Once the Direct Debit instruction sign-up details have been received
successfully and processed by the Relief Chest Scheme, to comply with the Direct
Debit rules the donor will receive a letter by post confirming their instruction. The

Relief Chest Representative will receive a copy of the letter confirming the setup of
a regular donation into the Relief Chest.

Donations Online — make a single donation

How it works:

e visit https://rcs.mcf.org.uk/
e search for the Relief Chest name or number
e complete donation details and submit the form

Donations Online — Fundraising Pages

Fundraising pages enable donors to make a one-off donation or sponsor a
fundraiser online.

How it works:
e visit https://rcs.mcf.org.uk/

e search for the Relief Chest name or number
e sponsor a fundraiser or create own fundraising page

RCS home Search for a Chest How does it work?

Relief Chest Scheme

e, inspiration and practical tools to makeit simple for you to give and receive tax

Follow these simple steps to start fundraising on behalf of your Lodge, Chapter or other Masonic unit
Relief Chest and show your support.

wn fundraising page with a few details.

ur page with  photo and astory about why you have chosen to
ise for your chosen Lodge, Chapter or other Masonic unit Relief Chest.

port and encourage donations ends and

st below and support a fundraiser by making a

/° SEARCH FOR A CHEST

Search below tofind the Chest that you would like te support.

TYPE THE RELIEF CHEST NAME OR NUMBER HERE FIND CHEST »
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Donations by Post — Regular Donations

Regular donations can be made by setting up a Direct Debit instruction. The
donations can be made monthly, quarterly or annually for a set period of time (e.g.
three, four or five years or until further notice).

Masonic

Charitable Foundation

For Freemasons, for families, for everyone

Making a donation into a Relief Chest

Regular & Single Donation Form

Relief Chest Scheme Masonic Charitable Foundation, 60 Great Queen Street
London WC28 5AZ
T. 020 3146 3352E org.uk W: www.mcf.org.

& T cannotbe recsimed uriess the reevantbor(es)of the Gt
Important Notes Fr b = wdes)

1. This form contains a Single/Regui Donation, Gift Aid Dectariona & o pay Income Tax at he i n‘;’m‘“ﬁﬁimﬂ'ﬂl“m
Direal Eletat Liwitde i I Pleces derplols the relacink Gif Aid dortions on your I SeILAaeseynent fax retm o ask
‘parts and pass it to your Relief Chist Representaiive. LA Revenie ang Castoms 1 Sdust your o code.

2. A8 donaions for the Relief Chest hder a Reguiar Donation have to For further informaton on Gft Ad, please visit winw hmre. go uk
be made by Direct Deb rom  Bebk or Buing Socety accountn

mbea\xmadfw Regu- )umm Thedwiy oys ibarised
can a s authorise: i i G
cotect only e bred il an your form. The charty Why nul_lm:rease your donation by letting
guarantees, e it wll ke s b oollections. Should o 6 i us reclaim your tax?
emor. a ful and mmediate refund il be made. To alow for both the
charity and your Bank to process [firect Debits. this form must be .
received in the Relief Chest Schenge Office at least two months I you Gift Aid your donaion. we can reclaim 25p of tax on
before the first s due. every £1you give.

3. You must complete 3 separate forrh for each Relief Chest if you wish
1o support more than one

4 ga;musimmpu name, address or Bank/Bulding jf]%ﬂd"’t

Oral Gift Aid Declaration

For use by Reiief Chest Representptive only. ﬁ Data Protection Privacy Notice
The Reter Chest Seneme s CammINed o pratecting your personal
g.ﬁm";mﬁ'ﬂ’z%m s m*"“&"&'ﬂ ek Iormaton. Oi Iegal D2l fof SONGENG, BABGESEIs AU SHANNg
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mde“mmmm | Please fln ihe donor sl Dame 3nd. i« T0 fnd out more about how we handie, share and store your personal
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1 confim that the pel weridaf toid me on Information we hold abouf you, please visit
hat he/she wished 3l quas made o the Reief Chest metirellefchestprivacypolicy
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Donations by Post — Charity Vouchers

Donations can be made by various charity vouchers such as CAF, KKL, CT etc.
by post. Complete donor and Relief Chest details on the voucher and return to the
Relief Chest office by post. The Relief Chest team will then forward the voucher
for payment to the relevant organisation. The Relief Chest will be credited with the
donation once the scheme has received cleared funds in the scheme’s bank
account.

Donations by Post — UNIT — Miscellaneous

Non-member (personal) donations can be made by completing a miscellaneous
payment form and sending it to the Relief Chest Scheme together with a cheque made
payable to “Relief Chest Scheme”.

Typical miscellaneous donations include raffles, sales of regalia, penny collections,
barbecues etc.

r M
@M_a;onic_ Miscellaneous Payment Form @

Please do NOT use this form for personal donations
Relief Chest Details

Relief Chest name |
Please send completed form and donation to:

Relief Chest no. | Relief Chest Scheme, Masonic Charitable Foundation,
60 Great Queen Street. London WC2B 5AZ
Tel:020 3146 3352 Email:reliefchest@mcf.ong.uk

S
Donation Details
Please ensure all cheques are made payable to The Relief Chest Scheme

Date | | [-] [ [-] ][]

Description of donation (e.g. raffle collection, alms; for festival donations please enter Lodge name and number)

p A

Receipt Details

Donation amount: £| | | | | || | |

~,

Please tick if a receipt is required D Please note that receipts can only be issued to the Relief Chest Representative.

MAY 1S

. >y
ﬁ Data Protection Act 2018- Privacy Notice

The Relief Chest Schemsa is committed to protecting your personal information. Our legal basis for collecting, processing and | | | | |

sharing personal information as set out in our Privacy Policy is based on the legitimate interest of the Relisf Chest Scheme. 774670410401 D

To find out more abowt how we handle, share and store your personal information and how to amend or request a copy of any
parsonal information we hold about you, please visit www.mcfireliefchest/privacypolicy
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Donations by Telephone — Credit or Debit Cards

Donor contacts the Relief Chest Scheme on 020 3146
3345 —Monday to Thursday 9.30am to 4.30pm, Friday
9.30am to 3.30pm to make a donation using a credit or
debit card

Donations by Telephone — Direct Debit

e Donor contacts the Relief Chest Scheme on the
dedicated telephone line — 020 3146 3346 —
Monday to Thursday 9:30am to 4:30pm, Friday
9:30am to 3:30pm)

e Donor needs the following information:

*Name and address

* Bank Sort Code and account number
* Amount of donation

* Frequency and duration

* Relief Chest, Lodge, Chapter details
* Gift Aid declaration

Donations by Telephone (Mobile) — Text

(This facility currently available to Provinces in Festivals and Appeals only)

/ " Donor sends a text to a number allocated to a specific
4 Relief Chest

o Atextis sent to the donor confirming donation
With a link requesting further information for
allocation and Gift Aid purposes

___ ¢ Donation is processed by Relief Chest Scheme and
credited against the donor
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Bank Transfers

A donor can make a payment into a Relief Chest by bank transfer electronically from
their own account or a Relief Chest Representative can arrange a transfer from their
Lodge/Chapter account. Please contact the Relief Chest Scheme for the bank
details and further instructions.

Local Banking

Relief Chest Representatives can deposit the charitable collections locally into any

NatWest branch.
How it works:
e The Relief Chest Representative receives a paying in book
e Donations are collected and paperwork is completed
e The collection is banked at a local NatWest branch
e The duplicate paying in slip is sent together with any donation forms

to the Relief Chest Scheme

For more information on this service or to request a paying in book, please contact
the Relief Chest Scheme.
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Gift Aid Envelope Scheme

These are ideal for alms collections at meetings. The typical process for the
collection and the forwarding of donations to the Relief Chest Scheme is set out
below:

1. The donor completes the tear-off slip on the gift aid envelope then puts it
inside the envelope with cash or a cheque and seals the envelope.

2. The Relief Chest Representative and/or Treasurer (preferably both together)
count the contents from each envelope and makes sure that it agrees with the
amount entered on the tear-off slip.

'_- — - — I-I
Masonic Byt

Charitable Foundation Esweal ope War iation Behodale

i e R
For Freemasons, for families, for everyone

Firmt Fams

Making a donation
into a Relief Chest
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Relief Chest Scheme
Masonic Chmhhie Foundation
60 Great Que:
2 telephons 020 31 Pewrcamears | [ I[P O (PO QP UTITUT]

e ol rlicfche Tha nk You
B RS S woencrmims. [[TTTLL] o [(LTTTIT]
First Name full
(ITTT T T T I T T I T] e rammi e [T T it wmeemt o it arerat [T TT T )
Sumame
LITT T I ITTITITIIT] et st [T TTTTT]
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e e ater™™ 3007080052016 iy | e st | o [TTTTTIT]
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3. The money is banked into the Lodge/Chapter bank account.

4. The Relief Chest Representative then
I. completes the envelope verification schedule
[I.  make a cheque payable to the Relief Chest Scheme for the total amount

lll.  post the envelope tear off slips, verification form and the cheque to the Relief
Chest Scheme office.
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Gift Aid Envelope Guidance Notes

1.

The tear-off sip on the Gift Aid Envelope must be S
compleled by the donor and Then put inside the |
enveiope with the cash or cheque donatian. -
If the donor wants the donation to be Gift Aided and =
does not have a previous declaration they must — .
complote the envelope themselves, enswring that o (TTTT]] iimim
the following sectons ane compiebed in the same el (W e——
s S w—
& First name and sumames (g
& House name OF number and possioode — \%
- Amcunt of donation = LS N
« Date of donabion o e
« Tick fe relevant box -

enlersd on the tlear-off skp.

Thee Felel Chest Representabve and'or Treasurer

i|prederaibly both together) oownd She contents from each
emwslope and make sure that it agrees with Sie amount

3. The money s banked inio the LodgeChapber bank

account and the Enselope Vernficalion Scheduls s
oormipheted.

. Trex Bebef Onest Bepresentatve of Treasurer draws a

cheque made payable o “Relief Chest
Schesme " for Tie tolal amount

. The cheque, emesope verfication schedule and all the

lear-off shps ane send 1o

Relied Chest Scheme,

Masonic Chanlable Foundation, 60 Great Oueen Sreet,
London WE2E 5a.F

Tel: 030 3146 3352
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Gift Aid Sponsorships

A member or other individual may hold a sponsored fundraising event to benefit a
Relief Chest. Donations must be collected using a sponsorship form provided by
the Relief Chest Scheme. These forms can be personalised for the event.

Collecting and forwarding donations:

e Arrange for sponsors to complete the form

e Collect the donations from sponsors

Making a donation into a Relief Chest
Sponsorship and Gift Aid Declaration Form

@ Masonic

ey e e Event:

Epensor's Home Addess (Pl 0 N0l u work addess)

@ esoric.

Making a donation into a Relief Chest

s

Sponsorship Verification Form

Evort: Date: __|

Desais of person sulmiting sporsoesiR form and chegues)

Sumame

adgress:

Totsl desstions recetesd | €

sy, plama sk

e Complete the sponsorship verification form
e Send the verification schedule together with the sponsorship forms and the
cheque(s) payable to The Grand Charity covering the amount, to the Relief

Chest Scheme

Where possible please encourage the participants to use the online fundraising
platform for sponsorships. The online sponsorship is more convenient, easy to share
with friends and families via various social media platforms, no cash handling and if
eligible the gift aid tax is guaranteed to be reclaimed. With paper sponsorship forms if
not completed properly or writing is illegible the scheme cannot reclaim gift aid tax.
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Donations from a Relief Chest

Funds held in a relief chest can be made to a registered charity, a charitable cause
recognised by HMRC, Provincial Festivals/Appeals or to an individual in distress.

MASONIC NATIONAL
CHARITIES \ 8 / CHARITIES
A Relief Chest
LOCAL is used to receive INDIVIDUALS

CHARITIES — N EG AR CH G R GTA = |N DISTRESS
charitable giving,
which canin turn

/ be paid to: \

ANY CAUSE RECOGNISED PROVINCIAL FESTIVALS
AS CHARITABLE BY HMRC AND APPEALS

Payment from a Relief Chest can be requested by following a few easy steps:

The Relief Chest holder decides to make a donation

e The donation is then approved in open Lodge etc. according to the practice of
their unit

o The Relief Chest Representative completes a payment request form
(electronic/paper)

e The payment request is sent to the Relief Chest Scheme office

The Relief Chest Scheme then process the payment request and make payments to the
beneficiary. Donations from Relief Chests are made fortnightly or if requested issued
immediately. Payments may be issued to the

a) Charity (by cheque or BACS)

b) Relief Chest holder for presentation (cheque, if requested)

c) Provincial Festival/Appeal Relief Chest ( by internal transfer immediately )

d) Chest holder (by cheque for a relief of distress payment, issued

immediately)
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Payment request forms

Payment from a relief chest can be made using an electronic form (e-voucher), Blue
special voucher or a Green normal voucher.

Electronic form

An e-voucher allows a Relief Chest Representatives to submit a request for payment
online. Multiple payment requests can also be made using one online form. This is a
secure, paperless approval process and makes the payment request and counter
signature process quick and seamless. A short video on how to submit an e-voucher
available on website https://mcf.org.uk/e-voucher/ or PDF to download
https://mcf.org.uk/wp-content/uploads/2020/05/E-voucher-user-quide-V11.pdf.
The process is;

e Relief Chest Representative visits https://mcf.org.uk/e-voucher/

e Find their Relief Chest and sign up to register

e Create a voucher ( find the recipient charity, add amount, confirm)

e Send the request to the second signatory

e Second signatory approves and submit the request to Relief Chest Scheme

Paper form

Blue Vouchers - Donations to Masonic Charities

A blue voucher is to be used for donations to the general funds of the

e Masonic Charitable Foundation (MCF)
e Former Central Masonic Charities (FGC, MSF, RMTGB, RMBI) and any
subsidiary fund listed on the voucher subsidiary fund listed on the voucher.

For Masonic Charities Listed Below

Voucher No:
Relief Chest Scheme
FORTHE
Rellaf Chast Scheme
Masonic Charitable Foundation
60 Groat Queen Strest

Resolution g3 y the Members, pheas Rellef
o the following charlty:

Freemasons’ Grand Charlly (General Funds)

Royal Masenic Trust for Gis and Boys.

Ruspinl Fund (RMTGE)

Masanic Charitable Foundstion General Fund (GF)
Ryl Masonkc Bensvalent Instkution

Good Nelghbaut Fund (RMB!)

Masenic Semarian Fund

Litsites

oooooooano

mesmte [ [T T T L] eenren

(AMOLINT IN WORDS}

debit the balance of th o
3 | . _‘

S G R

i 4 WJ!'IHII
olCE0aR 08T >

SEE NOTES OVERLEAF,
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https://mcf.org.uk/e-voucher/
https://mcf.org.uk/wp-content/uploads/2020/05/E-voucher-user-guide-V11.pdf
https://mcf.org.uk/e-voucher/

Green Vouchers - Donations to Non- Masonic Charities

A green voucher should be used to:
e make donations to non-Masonic registered charities
e make donations to any other Masonic charity not listed on the blue
voucher
o transfer funds to a Provincial Festival or any other Appeal Relief Chest

For Non-Masonic Charities

Masonic
Charitable Foundation \MAVALSDEEUSED]UYR‘NSF[RBDNATIDN;
Prvpre s o i o ey IVAL/APPEAL CHESTS)
Voucher No:
FORTHE

oate: [T A ]/ TT]

In accordance with a Resolution passed by the Members, please donate from the Relief
Chest named abowe to the following charity or festival/appeal:
o R [TT]

REG\STS;EDMDDR ’7] I | I |

[T1]
puc [ 1]
[1]
[TT]
[l
[TT]

I
I
|

] o o ]
SRS SRS[E]
] o T
] T
]
[TTTTIITITT

{AMOUNT N WORDS)
and debit the balance of the Relief Chest accordingly.

Signature Signature
Redfief Chest Representative ‘Secretary/Scribek,/KecorderTreas urer/AlmonerfEtc.
ppppppppp Print Name
Wiasenic Charltable Foundation
60 Gret Qusen Stroe
e w2 RTTInTI
—— Tel: 020 3146 3352 SEE NOTES OVERLEAF ‘003080781000

:::::

e If the transfer is to be allocated to individuals for honorific purposes, please
complete the Relief Chest Transfer Allocation Form with the details of the
members.

o Please ensure the total on the voucher matches the total on the form.

@ Ma nlc Relief Chest Transfer Allocation Form @

o Premevaers, for Use this form io allocate funds iransferred to individual donor

Voucher No Rellet Chest o

Total of Individual Donations. | £
Lodge/Chapter Donation | £
Total to be transferred (please ensure this matches the total on the voucher): | £
Flaase send i form wih e compieted vaucher & Rebe! Chest Scheme, Masonic Charsable Foundatin, B0 Great Chueen Sireet, London, WCZB SAZ
Telechone 020 3146 352 Ema: reheespmEL org ‘ I |
ﬂ Data Protoction Act 2018 - Privacy Notice .“.l Illl
g your au dormaion 25 se aut i ur Frivacy Pelcy b basesd
Tatng p s

any personal plece et wwwmctl
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Donation — for an Individual in Distress

Funds in a Relief Chest may be used to assist an individual in distress. There is no
requirement that the individual receiving the assistance is a Freemason or a
dependant of a Freemason and there is no limit to the amount or number of
donations they may receive. Each donation may be of any amount, subject to the
funds available in the relevant Relief Chest.

Vouchers must not be used to authorise donations to an individual in distress. To
donate to an individual in distress a letter printed on the Relief Chest Holder’s
headed paper should be sent to the Relief Chest Scheme. It should provide details of
the individual in distress and an assurance from the Relief Chest Holder that
appropriate due diligence has been undertaken to confirm the need for relief. A
sample letter is provided below:

FLodge/chapter headed paper

We have made due enquiry and we are satisfied that:

Full Name
House No
Street

Town
County
POST CODE

is suffering from distress and is in need. The [insert RELIEF CHEST HOLDER'S NAME]
requests that the sum of [insert AMOUNT IN WORDS] pounds £.............. be donated for
the relief of [insert NAME] distress and be debited against Relief Chest No. [insert RELIEF
CHEST NUMBER]

[Signed] / NAME
(Relief Chest Representative)

[Signed] / NAME
(Master / Secretary / Treasurer / Almoner / Charity Steward)
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Relief Chest Statement

On behalf of the Relief Chest holder, the Relief Chest Representative will receive a detailed
annual statement covering the Relief Chest’s activity. The Relief Chest holder designates a
twelve month period for annual reporting when opening a Relief Chest. Interim statements
are issued on request.

R

S

Mr RC Officer

Freemasons Hall Relief Chest Scheme

60 Great Queen Street Masonic Charitable Foundation

London 60 Great Queen Street, London WC2B 5AZ
020 3146 3333 | reliefchest@mcf.org.uk

WC2B 5AZ www.mcf.org.uk/reliefchest

STATEMENT FOR RELIEF CHEST
Covering period from 01/04/2017 to 30/11/2017 for the
RELIEF CHEST NAME

RELIEF CHEST No. XXXX

Totals £

A. Net balance in Relief Chest at bg Ny Q 0.00
B. Total contributiéns under wgNar\Sona{is i 0.00
C. Total tax pay 0.00
D. Total Gift Aid r§ 00.00
E. Total tax repayme f £ 00.00
F. Total miscellaneous, eC|p 5 \ 0.00
G. Total interest allocat® 0.00
H. Total of all receipts during period (B+C+D+E+F+G) 00.00
I Total donations actually made during period 0.00
J.  Net balance at end of period (A+H-1) 00.00
K. Donations authorised but not yet made at end of period 0.00
L. Balance available for further donations  (J-K) 00.00

Details are attached.

\Wednesday November 1 2017 11:34 AM
Page 1
= On 1 April 2016, the Relief Chest Scheme (Grand Charity registered charity number 281942) became
OnIC part of the Masonic Charitable Foundation, a new charity for Freemasons, for families, for everyone.
Charitable Foundation  Plegse visit mef.org.uk for further information.
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Relief Chest Subscribers List

Chest Subscribers List
Relief chest No:XXXX - Relief chest name

Mr RC Officer
Freemasons Hall
60 Great Queen Street

London

WC2B 5AZ

Name Ref. First
Payment

Regular Donation

Smith AB 16305132 11/10/15 Monthly

\Wednesday November 1 2017 11:34 AM

Masonlc
Charitat

Frequency Amount

On 1 April 2016, the Relief Chest Scheme (Grand Charity registered charity number 281942) became
part of the Masonic Charitable Foundation, a new charity for Freemasons, for families, for everyone
bleFoundation  please visit mcf.org.uk for further information.

R{#S

Relief Chest Scheme

Masonic Charitable Foundation

60 Great Queen Street, London WC2B 5AZ
020 3146 3333 | reliefchest@mcf.org.uk
www.mcf.org.uk/reliefchest

Tax Status
Claimed

Final
Payment

0.00  Cancelled

Page 1 of 1

On request a Subscribers list can be provided to the Relief Chest Representative.
This will show a list of all the regular donors (Direct Debit)
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Relief Chest Scheme Privacy Policy for Donors

Masonic

Charitable Foundation

Relief Chest Scheme - Privacy Policy for Donors

This policy is effective from 25 May 2018
INTRODUCTION

The Relief Chest Scheme is committed to ensuring the privacy of personal
information we collect from our donors and Relief Chest representatives. This
Privacy Policy sets out how the Relief Chest Scheme protects personal and
other information provided in paper and electronic formats.

PURPOSE FOR PROCESSING PERSONAL INFORMATION

Our legal basis for collecting, processing and sharing personal information as
described below is based on the legitimate interest of the Relief Chest
Scheme. To provide you with the services and information you request and for
administration and processing purposes, including donations, gift aid tax
reclaim, honorifics/patronage, statutory and compliance monitoring.

The Relief Chest Scheme operates within the Masonic Charitable Foundation,
which acts as the Data Controller for these purposes.

WHAT PERSONAL INFORMATION WE MAY COLLECT

Your full name

Your full address including post code

Your contact details such as an email address or a telephone number
Your bank account details including a branch address

Your Lodge, Chapter or any other Masonic organisation membership
details

e Your tax payer status

HOW WE MAY COLLECT YOUR PERSONAL INFORMATION

e Phone (setting up a paperless Direct Debit by phone or making a
credit/debit card donation)
Post (paper donation forms)
Online (paperless Direct Debits, single donations or when sponsoring
a fundraiser)

¢ Information forwarded by third parties

WHY WE NEED TO COLLECT YOUR PERSONAL INFORMATION AND
HOW IT IS USED BY THE RELIEF CHEST SCHEME

e Toidentify you as a donor to process your donation into a Relief Chest
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e To set up a Direct Debit instruction with your bank if you elect to donate
regularly

o To submit a gift aid tax reclaim to HMRC, if you choose to gift aid your
donation

e Toidentify you as the Relief Chest representative, if you have been
elected for the role

¢ To send you Relief Chest communications relating to your role as the
representative, such as receipts, thank you letters, statements and
other correspondence in accordance with the Relief Chest Scheme
Operating Manual and Rules

¢ To update, where applicable, the Honorific Evaluation system (HONE)
of the MCF. The HONE system uses personal information from donors
who have made donations specifically to the MCF, by donating to the
MCF general fund or donating to the MCF as part of a Provincial
Festival in support of the MCF, to administer the MCF permanent
honorifics programme and to inform a donor of any MCF honorific
qualifying level reached as a result of any donation(s).

SHARING YOUR PERSONAL INFORMATION

The Relief Chest Scheme will not sell, share or distribute your personal
information to any third party for marketing or other purposes. We will not use
or share your personal information except for the purposes specified below to
process a donation or to identify you as a Relief Chest representative.

WE MAY SHARE YOUR PERSONAL INFORMATION WITH:

e UNITED GRAND LODGE OF ENGLAND
i) To identify you as a member of a Lodge, Chapter or other Masonic
organisation, e.g. Rose Croix, Mark Master Masons
i) To allocate donations to the correct Lodge or Chapter for honorific
purposes in connection with a Festival/Appeal
i) To identify you as a donor

¢ YOURBANK
i) To lodge a Direct Debit Instruction to facilitate regular donations into
a Relief Chest
ii) To request regular payments (monthly, quarterly, annually etc.)
iii) To make amendments to the Direct Debit instruction (change bank
account details, cancel the Direct Debit etc.)

¢« HMRC
i) Tosubmit a gift aid tax reclaim for gift aided donations (where
eligible)
i) To refund any tax (where gift aid is reclaimed in error/not eligible)

¢ RELIEF CHEST HOLDER (RELIEF CHEST REPRESENTATIVE/S)
i) VWWe may share your personal information with the chest holder i.e.
Relief Chest representative/s, to issue acknowledgements, receipts,
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subscribers lists or regular statements according to the Relief Chest
Scheme Operating Manual and Rules

i) Your personal information will be shared with the Relief Chest
holder and its representatives for honorific purposes

The Relief Chest Scheme may share your details with third parties including:

¢ OTHER REGISTERED CHARITIES

i) When making donations from a Relief Chest to a registered charity,
the Relief Chest representative’s personal details (name, address
and relief chest details) are forwarded to issue a receipt/thank you
letter

i) Personal information of donors may be forwarded to legacy
Masonic charities who are taking part in festivals (Royal Masonic
Trust for Girls and Boys, Royal Masonic Benevolent Institution,
Masonic Samaritan Fund and the Freemasons Grand Charity) for
honorific purposes and to issue a receipt/thank you letter

The Relief Chest Scheme may use third party processing systems to
check personal information you provide or for mailing purposes:

¢ BOTTOMLINE TECHNOLOGIES
i) When setting up a paperless Direct Debit (online or by phone) to
verify bank details, ownership of the account and your address
i) To print and post thank you letters, receipts and Relief Chest
monthly statements to donors and Relief Chest representatives

SAFEGUARDING YOUR PERSONAL INFORMATION

All personal and other information collected from donors is stored securely by
the Relief Chest Scheme according to the Relief Chest Scheme document
Retention Schedule. Records are kept only for as long as the Relief Chest is
legally required. Information is retained in accordance with statutory and
regulatory requirements and is destroyed securely at the end of the retention
period.

Personal information collected electronically by online forms is encrypted. The
Relief Chest Scheme has appropriate technical controls in place to protect all
personal and other information and these are subject to routine monitoring.

Personal and other information collected are not transferred overseas, and
the servers on which such information is stored are located in the U.K.

Relief Chest staff are trained to handle personal information in accordance
with appropriate data protection policies and procedures.

YOUR PERSONAL INFORMATION AND YOUR RIGHTS
ACCESSING AND UPDATING YOUR PERSONAL INFORMATION
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¢ You have a right to ask for details about the information we hold about
you

e You have a right to ask us to stop processing your personal information
if it is not necessary for the purposes for which you provided the details
(e.g. to process a donation)

¢ You have a right to rectify your personal data to ensure the information
we hold about you is accurate and up to date

¢ You have a right to ask us to erase/delete any personal information we
hold about you, unless the Relief Chest needs to retain it for a
legitimate purpose

OUR THIRD PARTY DATA PROCESSORS

The Relief Chest Scheme may receive your personal information from third
parties such as Everyday Hero for online donations, Vir2 Limited for text
donations and Charities Aid Foundation (CAF) Just Giving, etc. who share
information with us in order to pass your donation into a Relief Chest. These
independent third parties will only do so when you have indicated that you
wish to support the Relief Chest Scheme of the Masonic Charitable
Foundation. When you provide your personal details, look for and check the
privacy policy of such organisations to find out how they will process your
information.

UPDATING OUR PRIVACY POLICY

We may update or amend this Privacy Policy from time to time, for legal
compliance or to meet our changing business requirements. When we update
our Privacy Policy, we will take appropriate measures to inform you. Any
updates or amendments will be posted on the Website www.mcf.org.uk

HOW TO CONTACT US
If you have any concerns or queries about your personal information, please
contact our data protection lead:

Name: Leslie Hutchinson

Email: info@mcf.org.uk

Phone: 020 3146 3333

Post: Data Protection Lead, Relief Chest Scheme, Masonic Charitable
Foundation, 60 Great Queen Street, London WC2B 5AZ

GDPR/pp/15May 2018/final
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Statement of Responsibilities for Relief Chest
Representatives

Masonic

Charitable Foundation

RELIEF CHEST SCHEME

STATEMENT OF RESPONSIBILITIES FOR RELIEF CHEST REPRESENTATIVES
This policy is effective from 25 May 2018
INTRODUCTION

This statement of responsibilities sets out how the Relief Chest Scheme expect the
Relief Chest Representatives to use and protect personal and other information
provided.

The Relief Chest Scheme is committed to ensuring the privacy and confidentiality of
personal information provided to us. Any personal information provided to you as
the Relief Chest Representative by the Relief Chest office to help you administer
your Relief Chest must be treated as private and confidential. This document
governs the use of information provided to you as the Relief Chest Representative in
any format including paper or electronic format.

ACCEPTANCE
By completing and returning either of the forms:

1. Relief Chest Application

2. Change of Representative

3. Access to Relief Chest Online
4. Relief Chest Online reporting

you agree and accept the terms and conditions set out in this document.

PERSONAL INFORMATION

The Relief Chest Scheme’s Privacy Policy sets out how we treat personal and other
information we collect. To obtain a copy contact the Relief Chest Scheme office or
visit www. mcf.org.uk/reliefchest

ACCESS SECURITY AND CONFIDENTIALITY
You must:

o Always treat any personal or any other information provided to you by us as
confidential

e Use personal information only for assigned tasks, such as for preparing
accounts, allocating and issuing honorifics, medals and certificates for a
Provincial Festival or an Appeal

e Protect the security and integrity of personal or any other information provided
to you

o Establish suitable procedures to safeguard your files containing personal
information
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¢ Do not sell, or pass on personal or any other information received from the
Relief Chest Scheme in any format

¢ Do not reproduce duplicate, copy or otherwise exploit personal or any other
information for commercial purposes

¢ Inform the Relief Chest Scheme immediately if you are no longer the Relief
Chest Representative as you no longer have the right to such information

ONLINE SERVICES
For the Relief Chest Representatives who have been provided with online access to

+ Relief Chest online system
+ Reporting system

The Relief Chest Scheme reserves the right to allow or restrict access by the
Relief Chest Representatives to Relief Chest System online or to the online
Charity Reporting system.

You must:

¢ Not disclose your password to any other person. If you believe your log in
details have been used without your permission, you must notify immediately
the Relief Chest Scheme

+ Establish suitable electronic procedures to safeguard your computer and
storage of personal and other information

HANDLING PERSONAL INFORMATION
According to the data protection rules, anyone handling personal information must
ensure that stringent measures are in place to protect personal information.

If you have been granted access to our new reporting tool APplication EXpress
(APEX) you will be responsible for downloading, segmenting, Interrogating and
analysing of personal information to prepare festival performance reports.

The Relief Chest Scheme’s Privacy Policy specifies how the Relief Chest Scheme
treat personal and other information collected. This Statement of Responsibilities
document must be referred to in conjunction with the Relief Chest Scheme’s Privacy
Policy statement as guidance on how the Relief Chest Scheme manages personal
and other collected information.

To obtain a copy of the Relief Chest Scheme Privacy Policy visit
www.mocf.org.uk/reliefchest

or contact us Telephone: 020 3146 3352 Email: reliefchest@mcf.org.uk
Address: Relief Chest Scheme, Masonic Charitable Foundation, 60 Great Queen
Street, London WC2B 5AZ

GDPR/statement of responsibilities/May2018
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Useful Links

For more information on Gift Aid
hmrc.gov.uk/qiftaid

For information on Registered Charities
charitycommission.gov.uk

For information on Data Protection Act 2018
ico.org.uk

Contacting the Relief Chest Scheme

Regular Donations

Bridget Gialanze — Regular Donations Coordinator
Tel: 020 3146 3345
Email: bgialanze@mcf.org.uk

Gift Aid, Miscellaneous, Credit Card & Online Donations
Abiola Nazarete — Donations Coordinator

Tel: 020 3146 3346

Email: anazarete@mcf.org.uk

Gift Aid Envelope Donations
Claire Reeves — Relief Chest Officer
Tel: 020 3146 3347

Email: creeves@mcf.org.uk

Donations from Relief Chests (to Charities)

Karon Chatterton —Charity Payments Coordinator
Tel: 020 3146 3348
Email: kchatterton@mecf.org.uk
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General Enquiries/Stationery orders

Office Hours 9.00am - 5.00pm Monday to Thursday
9.00am - 4.00pm Friday

020 3146 3352

Telephone The Relief Chest Scheme,
Address Masonic Charitable Foundation
60 Great Queen Street, London WC2B 5AZ_
Email reliefchest@mcf.org.uk
Web mcf.org.uk/reliefchest

July 2020
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mailto:reliefchest@mcf.org.uk

Masonic

Charitable Foundation

60 Great Queen Street | London | WC2B5AZ | Tel: 020 3146 3333 | info@mcf.org.uk
www.mcf.org.uk

ber 1164703
uarantee, registered in England and Wales number 09751836.
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