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St Nicolas Church, Great Bookham 
Procedures for Church Safes, Key Holders and Cash Handling 

1. Purpose and Scope 

1. To set out the procedure whereby church officials and others have custody of the keys to the two safes 
which are currently used within the church, the controls over the issuance of those keys and their use. 

2. To set out the practices and safeguards covering access to the church safes. 
3. To set out the practice and procedures to be used when cash is received within the church its counting and  

safekeeping within the church. 
4. To set out the practice and procedures to be followed by the Assistant Treasurer for the retrieval from the 

church of all cash received, the completion of the cash and accounting records and banking. 

The issue and control of keys to internal and external doors of the church building is not covered by these 
procedures.   

The magazine safe and its operation are not covered by these procedures.  

2. Church Safe Keys 

Main Vestry Safe 

Located in the clergy vestry, this safe is used to store valuables such as the plate, candlesticks and other items 
used in services. It also holds some of the church original records. It is not normally used to hold cash other 
than for  periods  when the Assistant treasurer is away and unable to collect as usual for banking. It also holds 
one   pillar safe key. Inside the safe is a compartment with a separate lock, the key for which is held by the 
Sacristan. 

Two keys are required to access the main vestry safe, thereby facilitating dual control. The PCC has decided not 
to follow a full dual control policy by key holder separation, so each key-set contains both keys. 

There currently exist four sets of main safe keys. They are held by the Rector, the Sacristan, the Assistant Curate 
and the individual responsible for setting out the church for funerals and baptisms (currently Angela Stevens). 
These are the primary key holders. 

Others may from time to time request custody of a key-set. In case of clear need a primary key holder may pass 
temporarily his/her keys to another provided that the Church Wardens are made aware of this immediately. It 
is important that the Church Wardens are aware at all times who has custody of the safe keys. 

The Church Wardens hold a register of safe key holders. Any temporary loan of safe keys will be noted by the 
Church Wardens in the register. The return of any loaned keys should also be communicated to the Church 
Wardens who will update the register accordingly. 

Pillar Safe 

Located in the main church, this safe is used to receive donations and other monies from the congregation and 
others made separately from service collections. It is also used to deposit the collections made during services 
after they have been examined and counted. All monies are cleared from this safe for banking weekly unless the 
Assistant Treasurer is away in which case the cash is held temporarily in the main vestry safe. 

There are two keys to the pillar safe. One is held by the Assistant Treasurer, the other is, when not in use, 
retained in the main vestry safe. 

A record of the key holder of the pillar safe is included in the key holder register mentioned above. Any 
temporary loan of this key is subject to the same provisions mention above. 

General Provisions 

 All key holders are responsible for the custody of any keys in their possession. In the event of a loss, for 
any reason, the Church Wardens must be immediately informed. 

 When in the church, keys should be kept in the key holder’s close possession. Keys should never be left 
unattended. 

 Safes should only be opened when access is required but then closed and locked as soon as practicable  
thereafter No safe should be left unattended when it is either open or with keys in its lock. 



 When the main safe is being accessed for the placement or removal of cash or other valuable items, it 
should, wherever practicable, be accessed in the presence of two people.  One person should always be 
the key holder. 

 Should a primary safe key holder or pillar safe key holder leave the parish or no longer have need then 
their keys must be returned to a Church Warden who will place them in the main vestry safe until such 
time as a replacement key holder is appointed. 

 If a key holder is absent from the church for an extended period (say 3 weeks or more) and a temporary 
loan has not been arranged, then their keys should also be placed in the main vestry safe until their 
return. 

3. Cash Handling in Church 

This is covered in two parts. The first covers the counting, control and initial recording of cash received at 
services and its securing in the pillar safe. The second covers other cash placed directly in the pillar safe, its 
retrieval by the Assistant Treasurer, the completion of all  necessary financial analysis  and its banking 

Sundays 

The bulk of cash donations (The “collections”) received by the church are given during services on each Sunday. 
Two services are generally held during the morning and one or two during the afternoon/evening. These 
procedures cover the handling and counting of these collections. Counting should occur immediately after the 
second of the morning services and also after the afternoon/evening services. Separate arrangements should be 
made to cover services held at other times including Christmas, Easter and other festivals. The following is a 
summary of the initial counting procedure. 

At the end of services in the morning and afternoon, the collections, in their bags, should be brought to the Duty 
Church Warden, if present. The Duty Church Warden plus one other volunteer should take the bags to a suitable 
place for counting (for example the church room). For each service for which collection was taken, the contents 
should be counted separately. Within each collection a count should be made of: 

 Loose change and non gift aided envelopes. 
 Envelopes from one-off gift aided donations (orange envelopes). 

Envelopes from the planned giving envelope scheme are not opened and counted but the number of such 
envelopes and the number printed on each envelope are recorded on the Collection Record sheet. 

The cash should be counted by both people acting together so that cash is kept under dual control at all times. 
Care should be taken to ensure that the correct category is used when recording monies onto the Collection 
Record sheet and advice sought if clarity is needed. 

The amounts should be noted on a separate Collection Record sheet for each service. Each sheet should be kept 
together with the cash and envelopes for that service. 

When the counting is complete, the totals applicable for each service should be entered into the service register 
held in the vestry. The cash and envelopes should then be placed in bags and, in the presence of both counters 
locked inside the pillar safe. 

If it is not practicable at any service to arrange for two people to count the collection, the procedure for 
midweek services (below) should be used.. 

Midweek Services 

For regular small services( e.g. Thursday communion), the President and one other will together place any 
collection into a sealed envelope. The cash should be counted and the envelope marked with the total cash and 
the number of envelopes included (unopened). The envelope should be signed and dated and the service 
identified, and then placed into the pillar safe. In the case of Tots Alive, this will be undertaken by two of the 
leaders after this service. 

Weddings and Funerals.  

At the conclusion of these services two of the sidesmen will take the collection and, in a secure place, count and 
record the amount on a Collection Record sheet as set out on the notes on that sheet. A special sheet 
incorporating notes is provided for funerals to cover the case where it has been agreed that a part of the 
collection is donated, via the firm of undertakers, to a charity nominated by the family of the deceased. See also 
the policy for collections at funerals. The collection should be placed in the pillar safe. 



4. Cash Handling outside Church 

The Assistant Treasurer takes the collection bags for the main Sunday services from the pillar safe, usually on 
Monday morning. On occasions there may be an additional bag for the 6:30pm service. Other bags may be 
present in the pillar safe for Tots Alive (during term times) and Southey Court. Separate bags will be in the 
pillar safe for weddings, funerals and baptisms held during the week. The pillar safe may hold proceeds of sale 
of notelets or other booklets and loose donations. In addition it may hold gift aid envelopes and planned giving 
scheme envelopes which may have been placed there during the week. 

The Assistant Treasurer takes them home for final counting, recording and preparation for banking. 

Our current insurance policy demands that two people are required to take money to the bank for amounts 
over £2,500. This may require special arrangements over Christmas as the banks are closed for a number of 
days.  

The Collection Record sheet amounts for each service, including those for Tots Alive, weddings, funerals and 
baptisms, are transferred by the Assistant Treasurer to the Banking Record sheet together with totals for other 
sources of money to be banked (eg sales of notelets). In undertaking this task the Assistant Treasurer will 
ensure that all gift aid envelopes are valid for claim purposes. If any alterations are required these should be 
noted on the Collection Record and initialled by the Assistant Treasurer. The gift aid envelopes are provided to 
the Gift Aid Secretary for her records of individual giving. The Assistant Treasurer records details of individual 
giving relating to regular giving envelopes. 

The Assistant Treasurer prepares a bank paying in slip for the total cash and cheques to be banked. He ensures 
that the total on the bank paying in slip equals the total on the Banking Record sheet. He then signs the Banking 
Record sheet. 

The collection money should be banked on the Monday immediately after the main services. Should the 
Assistant Treasurer be away, alternative banking arrangements should be made to ensure speedy banking of all 
cash and cheques. 

A copy of the Banking Record sheet is provided to the Treasurer for posting to the financial records. 

The Collection Record sheets for all the services should be filed with the Banking Record sheet for that week 
and retained with the bank paying in stubs as a full audit trail available for review by the Treasurer, the 
Independent Examiner or an HMRC Inspector. The Collection Record sheets need to be filed for six complete tax 
years (6 April to 5 April) as well as for the current year. 

It is recommended that for consistency the Collection Record sheet should be used wherever practicable for all 
services. The Assistant Treasurer will keep the Treasurer regularly informed if this is not the case.  

As the counts will have been completed immediately after the main services any gift aid or planned giving 
scheme envelopes placed in the pillar safe during the week will not have been taken into account. The Assistant 
Treasurer will count these and include them on the Banking Record sheet together with the other sundry 
income (see above). 

Where part of a funeral collection (half the cash element) is due to be paid to a charity nominated by the family 
(either directly or via the funeral director) and the funeral director has left the premises, the Collection Record 
may indicate that a cheque is due to the charity or the funeral director. In this circumstance the Assistant 
Treasurer will provide the Treasurer with a copy of the Collection Record sheet which should have been 
marked with that intention. If the cash share was taken by the Funeral Director the Collection Record sheet 
should have been marked accordingly and signed by the funeral director as evidence of receipt. 

5. Attachments 

Collection Record  

Collection Record (Funerals) 

Banking Record 

Policy for Collections at Funerals 

 


