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Introduction and contents
The local group directory is for volunteers that run activities for Parkinson’s UK -
particularly through our local groups - it incorporates the previous local group directory
and finance guide.

When you see the term local group in this directory, it means Branches, Support Groups
and Activity Groups.

The Operating Framework, revised by the Trustees and effective from January 2022,
explains what is required of local groups, and it’s essential that all lead volunteers read
this. This directory then covers the policies and procedures that underpin the Rules that
are required to make sure Parkinson’s UK meets our charity objectives and legal
requirements.

It explains how to run local groups and activities and who to contact for support or more
information, helping you give the best possible support to people living with Parkinson’s in
your community.

The section about volunteers will tell you more about the different roles involved in
running our activities and will highlight any sections that are important to your particular
roles.

At the end of each section, there will be links to other relevant sections that will help you
to use the information in it as best approach.

The local group directory on Assemble will always be the current version and we’ll let you
know when we’ve made changes. There will also be version control at the bottom of each
page, so you’ll know when it was last updated - we’ll aim to review each section annually.

What’s included? (A-Z)

Activities
Activity groups
Activity host
Activity leader
AGMs
Annual financial returns (AFRs)
AFRs for sub groups
Annual reviews and planning

Group changes
Group coordinator
Guidance for signatories
Having an online presence
Health and safety
Holding funds at UK office
In memoriam donations
Independent examination

Our brand and tone of voice
Parkinson’s cafes
Parkinson’s Create
Parkinson’s UK membership
Paying for things
Paying volunteer expenses
Payments requiring approval
Petty cash
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https://docs.google.com/document/d/1vbbIO6KlTvN4K-zsjWWPRcml3BZgzOoi_sgIKAjWXhA/edit?usp=sharing
mailto:localnetworks@parkinsons.org.uk


Bank accounts
Bank reconciliation
Branch chair
Branch committee volunteer
Branch membership secretary
Branch secretary
Branch volunteers and support
group helpers
Branches
Building your team - a
volunteers guide to recruitment
Cash
Cash pooling
Cashbook categories
Charging for local group
activities
Closing accounts
Collections
Communicating with your local
group
Contactless card devices
Cybersecurity
Data protection
Decision making
Events
Fundraising
Funds for specific purposes
Gift Aid
Gifted items
Gifts and hospitality

Insurance
Interest
Internal control
Invoices
Keeping a cashbook
Keeping in touch
Keeping people safe at
activities
Large donations and legacies
Lead volunteer meetings
Legal status
Local finance volunteers
Local financial assistance
Local group membership
data
Local groups at Parkinson’s
UK
Logos
Local service agreements
Major gifts
Making payments by cheque
Media consent
Money coming in
Moving funds between your
group and UK office
Moving on from your role
Newsletters
Online banking
Online lookup
Ordering resources

Planning and budgeting
Promoting your local group
and activities
Purchases and equipment
Raffles
Related party transactions
Reporting
Reporting incidents
Research
Reserves and transfers
Restricted funds
Retaining documents
Signatories
Succession planning
Support groups
Third party providers
Trading
Training
UK GDPR
Use of funds
Venues
Volunteers
Working together to achieve
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What’s included? (by theme)

Communications
Communicating with your local
group
Data protection
Local group membership data
Newsletters
Team Parkinson’s membership
UK GDPR

Finance
Annual financial returns
(AFRs)
AFRs for sub groups
Bank accounts
Bank reconciliation
Budgets
Cash
Cash pooling
Cashbook categories
Charging for local group
activities
Closing accounts
Collections
Fundraising
Funds for specific purposes
Gift Aid
Guidance for signatories
Holding funds at UK office
In memoriam donations
Independent examination
Interest
Internal control

Payments requiring approval
Petty cash
Purchases and equipment
Raffles
Related party transactions
Reserves and transfers
Restricted funds
Signatories
Use of funds

Fundraising
Collections
Events
Fundraising
Gift Aid
Major gifts
Raffles

Local groups
Activity groups
Branches
Group changes
Keeping people safe at
activities
Lead volunteer meetings
Local groups at Parkinson’s UK
Support groups

Other
Cybersecurity
Decision making
Gifts and hospitality

Promoting your group
Having an online presence
Logos
Media consent
Online lookup
Parkinson’s Create
Ordering resources
Our brand and tone of voice
Promoting your local group
and activities

Running an activity
Activities
Health and safety
Insurance
Local contracts
Parkinson’s cafes
Reporting incidents
Venues

The local group year
AGMs
Annual reviews and planning

Volunteers
Activity host
Activity leader
Branch chair
Branch committee volunteer
Branch membership secretary
Branch secretary
Branch volunteers and support
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Invoices
Keeping a cashbook
Large donations and legacies
Major gifts
Making payments by cheque
Money coming in
Moving funds between your
group and UK office
Online banking
Paying for things
Paying volunteer expenses

Gifted items
Insurance
Legal status
Local financial assistance
Reporting
Research
Retaining documents
Third party providers
Trading
Working together to achieve

group helpers
Building your team - a
volunteers guide to
recruitment
Group coordinator
Local finance volunteers
Moving on from your role
Succession planning
Training
Volunteers

Version 10 - last updated 29 February 2024- review date - 28 February 2025. If you have any feedback
about this document, please send it to localnetworks@parkinsons.org.uk

https://docs.google.com/document/d/1rJLKExlC4RZ5vVcJBYUXk1FuLHA8_INIQb5YrCovgFg/edit?usp=sharing
https://docs.google.com/document/d/16YcJ1GY5buSQA4jI2C1UswW2wNfZP8UZf35i1Lbpxcs/edit?usp=sharing
https://docs.google.com/document/d/1txJiWivoiSWqe6D_-eRzlLirHwIwzNv6QXQMGyAgplg/edit?usp=sharing
https://docs.google.com/document/d/1NyM6Bvi7sRgks-hk8fMZwEqNOlJa89S3_Dj2Hcc4dGQ/edit?usp=sharing
https://docs.google.com/document/d/1-RO69ridg5cmT0831vfS5XMXsliXjndXtDvaCfQWuVw/edit?usp=sharing
https://docs.google.com/document/d/1JVaRkTiqqMiH_hkVxavtUndFsWyZBMm-QUv4rTL6tDk/edit?usp=sharing
https://docs.google.com/document/d/1NwkJZ7MOiJwCxerRG0UjN5cDYde52ErhPaGQdfa2V3o/edit?usp=sharing
https://docs.google.com/document/d/1NwkJZ7MOiJwCxerRG0UjN5cDYde52ErhPaGQdfa2V3o/edit?usp=sharing
https://docs.google.com/document/d/1x8Wznt5tD0q3ss8M2ta3eRRJOrfFvhQzOhx9WocGAi8/edit?usp=sharing
https://docs.google.com/document/d/1991Nl8cye1CCYCKZ128Ki30yjBLfXEt3NqGRtq6Tx2k/edit?usp=sharing
https://docs.google.com/document/d/1bvvo1zQGNjBhytEev3tI_AwzU2BqGxVFjakc-EvWzA8/edit?usp=sharing
https://docs.google.com/document/d/1atYl8MxAKasQvfv56LJVen5EZZTR6E9Vw8gHuXANSaI/edit?usp=sharing
https://docs.google.com/document/d/1uNPR09RD_HUOa4Rp5o_JBKFn6IXNAoXCZRca616pe58/edit?usp=sharing
https://docs.google.com/document/d/1sKPOZIawewtsMczmGdbgh-xsEVJh3DqYngA4rLNS1vk/edit?usp=sharing
https://docs.google.com/document/d/1jJlqk0LGBLXn1e2vivqtoIPg9pZpQE_Aa0gQboDxEgc/edit#heading=h.7usb2eyjfrn0
https://docs.google.com/document/d/1E-E_20pVZBJF67G2Cx3pNKGpbAbIN7Bx1zV-ubGhr64/edit?usp=sharing
https://docs.google.com/document/d/1fB11y38ihSv6oWSG17FFKQ0rVYu9psEZ2L0pMf37D5Y/edit?usp=sharing
https://docs.google.com/document/d/1dfMBWrPFhRjjQVW9bcPd121z_hPFiL-I62UwsuxqFe4/edit?usp=sharing
https://docs.google.com/document/d/16F2NF8w9_AfgM1aXFsEKa1XEMfAXk62Z0bJWUkWbYcQ/edit?usp=sharing
https://docs.google.com/document/d/14pFeonfzwp_xNp6o6DsSvPw8gtyjC8UXU-qGbjjsvBE/edit?usp=sharing
https://docs.google.com/document/d/1KRVj2QfpzW0KB6WuoSufHE3t9ATItGi91MHCvI-jexM/edit?usp=sharing
https://docs.google.com/document/d/1_a562S7ip2MC65TK3AjlMI72KTC7OIf4OC0pt1h1Sng/edit?usp=sharing
https://docs.google.com/document/d/1JRXU5r4Zlz5Qgv6PG-3oFHo8PuwMyGZaH8KkLGd10Cw/edit
https://docs.google.com/document/d/1JRXU5r4Zlz5Qgv6PG-3oFHo8PuwMyGZaH8KkLGd10Cw/edit
https://docs.google.com/document/d/1JRXU5r4Zlz5Qgv6PG-3oFHo8PuwMyGZaH8KkLGd10Cw/edit
https://docs.google.com/document/d/1bbGWunMrYSZamTeP5FtgTLfIoxstDvXF4TLYncvvPlY/edit?usp=sharing
https://docs.google.com/document/d/1gET9LaSGUhPj0SmsNc9dXL5pUHKWrMFUA_ixLPCeAZU/edit?usp=sharing
https://docs.google.com/document/d/16IVomNhniu5QqCHi9zFVAyhfeA9GojD6wUm1mDYhyhs/edit?usp=sharing
https://docs.google.com/document/d/1eh8Bkn59jvPQqjdfTr3vTOeRLhsUriWs8uWxIPUizPI/edit?usp=sharing
https://docs.google.com/document/d/1WLRMcoZ9bTVTrISULgJuZW96lP4NHPWf2UUlK4yBNXY/edit?usp=sharing
https://docs.google.com/document/d/1qTHFvtQcS0AZ8HjAwFNhADASx4KjTRAF7uIaZ_L7QVs/edit?usp=sharing
mailto:localnetworks@parkinsons.org.uk

