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SECURITY
The Residential Doorknock Appeal is responsible in raising many millions of dollars IN CASH and therefore SECURITY is paramount: 

· Security at the Counting House

· Security in the Shopping Centre / Street Collection

· Security at the Road-side Collection Point

· Security on the way to the Bank

At the Counting House, take a step back and consider with someone else:

· WHERE the cash is counted by Collectors

· WHERE the cash is stored in preparation for Banking

· HOW the money is to be transported

· BY WHOM the money is to be transported

Divisional Headquarters requires details of Counting House locations for insurance purposes.  In particular, DHQ must be notified if a Counting House expects to carry in excess of $40,000 on the Day.

Notify the local Police, in writing, details of Counting House locations as well as counting and banking procedures.  You may be able to secure the cooperation of the local police to accompany the Residential Doorknock proceeds to the bank.

INSURANCE
Public Liability and Cash-in-Transit Information is required at THQ via DHQ by 31 April each year.

Public Liability insurance cover is taken out by Territorial Headquarters.  The location of OUTDOOR Banners and Shopping Centre collection points is required.

PUBLIC LIABILITY - BUILDING/STREET BANNERS
To satisfy insurance requirements, the location of Building/Street Banners must be recorded on the attached form and return to DHQ as soon as possible.

Note:
This information is required before the insurance certificate may be prepared.

A copy is sighted by the Council.

CASH-IN-TRANSIT
Cash-in-Transit insurance is taken out by Territorial Headquarters.  Therefore it is necessary that Headquarters is notified the location of ALL Counting Houses at least 14 days prior to Doorknock Sunday.

When any and every accident associated with the Residential Appeal occurs, the following “Register of Incident” form MUST be forwarded to Divisional Headquarters immediately.

A maximum of $10,000 is to be transported with each deposit. Please arrange multiple deposits where the collection exceeds $10,000.
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	RED SHIELD APPEAL

REGISTER OF INCIDENT


	DETAILS OF COLLECTOR / WORKER

Name:


Address:


Phone No/s:


Age:


Date of Birth:


Occupation:


DETAILS OF INCIDENT (Location of Incident):

Description of Incident:


Treatment Administered:


Other Relevant Information:


Signature of Person Claiming Incident:


Signature of Witness:


Name of Witness:


Phone No/s:


I M P O R T A N T

This form is to be completed on the day of the incident and is to be handed to The Salvation Army Officer supervising or involved in the Red Shield Appeal.  The Officer is then to urgently forward the form the Territorial Red Shield Appeal Director marked to the attention of “The Insurance Officer” via Divisional Public Relations Secretary.




(photocopy for use)

COUNTING HOUSE OPERATION
To Zone Chairman and Directors:
Requirements
1. Personnel


a.
One person in charge as Supervisor


b.
Person / s to receive and check monies and Team Captain Report Sheet with collectors Record Cards attached


c.
Person / s to receive:


*
Used receipt books


*
Unused receipt books



*
Check and pack collectors kits for return to Public Relations Department


d.
Person / s to:


*
Check householder envelope for those requiring further information


e.
Person to be Zone Treasurer

2.
Materials
a.
Large map of Zone or District

b.
Coin sorter or coin counter

c.
Tables and chairs

d.
Garbage bins / bags

3.
Security
· Pick up the keys to the counting house and meeting place

· Check the procedure if an alarm is fitted to the meeting or counting house

· Collect food from the arranged suppliers

· Arrange refreshments

· Check the supply of power points and organise extra power leads if there are not sufficient.  Take into account power needs for computers, counting machines, urns etc.

· Notify the police of the location of the counting house and the expected hours of operation on Doorknock Day

· Ensure a telephone is available for use on the day

· Organise a photographer or a camera. The pictures could be used in the local paper for media exposure

· Computer set up

· Security alarm system (have phone number of contact person for problems etc.).

The following security arrangements should be observed by your Counting House Volunteers on the day of the Doorknock.

· Never count cash in view of the public

· Ensure that your bundles of notes are stored out of sight

· Appoint someone responsible for controlling entry to Counting House premises

· Do not allow any person access to your Counting House who cannot be identified

· At least two staff must be present in the Counting House at all times

· Discuss security measures before Counting House is opened

· The local Police Station should be been advised of the existence of the Counting House

· Do not hesitate to report any suspicious activities immediately to the Police.

**  **  **  **  **
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