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[bookmark: _heading=h.2s4ua3p7cqom]Charity & Community Voucher Policy
[bookmark: _heading=h.3ns6ra6z59oi]1. Purpose of the Policy
This policy outlines the conditions under which ClubsComplete may issue complimentary one day holiday club vouchers to charities, schools, and community organisations for events such as raffles, fetes, and fundraising activities.
[bookmark: _heading=h.d8rrexs1jth2]2. Authorisation Level
· Director approval required 
3. Voucher Type & Value
· Voucher entitlement — Each approved request may receive one free day holiday club voucher 
· Restrictions — Vouchers cannot be used on trip days or days which are already fully booked. 
[bookmark: _heading=h.w9yadbxa6374]4. Annual Allocation Limit
· Maximum allocation — A total of 5 vouchers per calendar year may be issued across all charities, schools and community events.
· Tracking requirement — Administrators must record each issued voucher in the central log (date, organisation, event, staff initials).
[bookmark: _heading=h.i5bgeysy7o7a]5. Eligible Requests
· Charitable organisations — Registered charities, PTA groups, school fundraising events, community fetes and raffles.
· Local community benefit — Requests should support local families, schools or community initiatives.
[bookmark: _heading=h.ei0loj3pydgn]6. Issuing the Voucher
· Voucher format — Use the standard ClubsComplete GL Scotland voucher template with expiry date and session restrictions clearly stated.
· Communication — Email the voucher directly to the organisation and log the communication  in the central tracker.
[bookmark: _heading=h.qolgi4qch5f]7. Exclusions
· Non‑eligible requests — Corporate events, private parties, or any request not linked to charity or community benefit.
· No cash alternatives — Vouchers cannot be exchanged for cash or transferred to other services.
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