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POLICY

1.0 Introduction
1.1 Legislation that relate to money laundering are the Proceeds of Crime Act 2000, the Terrorism Act 2000 and the Money Laundering Regulations 2007.  The Council has a duty to ensure it has procedures in place to reduce the risk of it being subject to the impact of money laundering. 
1.2 This policy and procedures apply to all employees of the council and aims to maintain high standards of conduct by preventing criminal activity resulting from money laundering. The policy sets out the procedures that must be followed including any reporting requirements that ensure that the council complies with its legal obligations. 
2.0 Definition of Money Laundering
2.1 The council defines money laundering as the process where proceeds of crime and the true ownership of those proceeds is changed so that they appear to come from a legitimate source. 
3.0 Our Obligations

3.1 The council will ensure that at a minimum its policies and procedures include reference to the following:
· Appoint a Money Laundering Reporting Officer to receive any disclosures from employees relating to money laundering

· Implement a procedure to enable the reporting of suspicions of money laundering

· Apply customer due diligence in certain business relationships
· Obtain information on the purpose of certain business relationships

· Maintain a record of incidents that have been reported to the Money Laundering Reporting Officer
· Provide training for relevant staff on how to identify the signs of potential money laundering transactions

4.0 Money Laundering Reporting Officer

4.1 The officer nominated to receive disclosures about money laundering  activity within the council is The Internal Audit Manager
MONEY LAUNDERING PROCEDURES

5.0 Procedure For Reporting Potential Cases of Money Laundering


5.1 If there are doubts over the validity of the customer or representative of an organisation, requests should be made to at the very least confirm their identification and address. Valid forms of identity and proof of address are:

Identity

· Passport
· Driving Licence

· Evidence of entitlement to state of locally funded benefit

· Documents issued by HMRC e.g. tax code notices

Address

· Council Tax demand notice

· Credit card Statement

· Utility Bill

· Driving Licence

· Evidence of entitlement to state of locally funded benefit

· Documents issued by HMRC e.g. tax code notices

5.2 If the customer or organisation is unable to provide any of the above to confirm their status, details of the transaction should be recorded using the Disclosure Report (Appendix A). 

5.3 Should an officer suspect a case of money laundering, they should in the first instance stop any further processing of the suspicious transaction and record the details of the transaction. The customer should be handed back any cash.
5.4 The Disclosure Report should be sent to the Money Laundering Reporting Officer promptly, so that the transaction can be properly investigated.  Disclosures should be made in the following circumstances:
· Any cash transactions of £5,000 and over

· There is doubt in the validity of information provided to support a transaction

· Unusual patterns of transactions that have no apparent purpose or visible lawful purpose

5.5 The Money Laundering Reporting Officer must follow up suspected money laundering transactions. If it is concluded that the transaction is likely to result in money laundering the matter must be reported to the Police for further action. In no circumstances should the council attempt to investigate the matter as it may prejudice any investigation that the Police carry out. Disclosure reports must be retained for at least one year.
5.6 The Money Laundering Reporting Officer should consider the following as part of their investigation:
· Other transactions from the same individual or organisation

· The type and length of any business relationship

· The number of one off transactions

· Any due diligence information held

· Undertake any other reasonable enquiries that they feel may be appropriate

6.0 Training
6.1 The Council will take appropriate measures to ensure that employees who may be affected by Money Laundering Legislation are made aware of the risk of money laundering and are aware of these procedures as to how to deal with the risk.

7.0 Risk and Internal Control

7.1 The risk to the Council of being used for Money Laundering Transactions is considered to be low. 

7.2 Internal Controls including these procedures will be reviewed from time to time by Internal Audit. This will enable the level of risk to be reviewed and updated as appropriate.


MONEY LAUNDERING DISCLOSURE REPORT
Date of Transaction   ……………………………………

Reporting Officer       ……………………………………

Service                      ……………………………………

Date Report Sent to Money Laundering Reporting Officer   ………………

DETAILS OF SUSPICIOUS TRANSACTION
Name and Address of Customer/Organisation

Details of Transaction
(Please include details of the value, type of transaction or property involved)

Nature of Suspicions
(Please indicate why you believe the transaction is a potentially linked to money laundering)

Have you discussed your suspicions with anyone else?
(if yes please state who and why)

Is there any other information that you feel is relevant

Signed ………………………………..


Date ………………… 
