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About this Guide
This Guide has been produced by Community First. It is intended to be used 
by Wiltshire Link Schemes both in the set up phase and as an on-going 
reference. It is based on the experience of the Link Schemes themselves, 
current legislation, and advice from a number of agencies. 

Please note this Good Practice Guide is for guidance only. 
Each Link Scheme must review and amend documents, 
information, processes and policies to match their 
circumstances and needs.

In general, this Guide assumes that a Link Scheme is 
a Registered Charity (which is the case for most Link 
Schemes). If your scheme is not a Registered Charity, 
then guidance is included in Information Guide B. 
Community First is aware that other legal arrangements 
exist and may be chosen by Link Schemes, such as 
charitable incorporated organisation, charitable company, 
unincorporated association or trust. Advice is available 
from the Charity Commission.  

You will find ‘(L)’ in various places throughout the Guide. 
This is designed to help Link Schemes and direct their 
attention to legal requirements. Where (L) appears at the 
head of a sub-section this indicates the following section 
covers some legal requirements. Where (L) appears 
next to one or two items in a section these items are 
particular legal requirements. Please be aware that these 
distinctions are not always straightforward, and that 
general good management is also a legal requirement of 
charitable status. 

There are also funding requirements. These are the 
criteria set by the funders of the Wiltshire Link Schemes, 
and apply to the Annual Grants Programme and the Small 
Grants Fund. These criteria are set out in Information 
Guide G (Section 5). These may occasionally change, but 
full notification and support will be given to Wiltshire Link 
Schemes to meet any new requirements.

Whilst every effort has been made to ensure 
that information is accurate, this document is for 
guidance only and there is no assurance that it 
is a full statement of law. We do hope you find it 
useful, but no legal liability can be accepted by 
Community First or its employees. 

Please check www.communityfirst.org.uk for updates and 
news.

Community First
Unit C2
Beacon Business Centre
Hopton Park
Devizes
SN10 2EY

www.communityfirst.org.uk           

Facebook: @CommunityFirstWiltshire
Twitter: @CommFirstWilts

The Wiltshire Link Schemes Good Practice Guide 2021 is 
produced by Community First and replaces the previous 
(2016) Good Practice Guide.

Researched and edited by Mike Read Associates.

http://www.communityfirst.org.uk
http://www.communityfirst.org.uk 
tps://www.facebook.com/CommunityFirstWiltshire/
https://twitter.com/CommFirstWilts
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H1: Gift Aid - An Overview
• Gift Aid allows UK charities to claim back the basic 

rate tax already paid on donations by the donor. This 
means that a charity can currently claim back 25 
pence for each £1 in donation, subject to a number 
of rules. The amount claimed varies according to the 
basic rate on income tax.

• Under the umbrella of Gift Aid there are two Gift 
Aid schemes, the ‘Main Scheme’, and the ‘Small 
Donations Scheme’.

• Under the ‘Main Scheme’ the donor must pay income 
tax or capital gains tax equal to the amount being 
claimed by the charity and must sign a Gift Aid 
Declaration form (L). 

• The ‘Small Donations Scheme’ is intended for cash 
donations of £30 or less and does not require donors 
to provide a Gift Aid Declaration form or to have paid 
an equivalent amount of tax.  However, you can only 
use this scheme if you are also registered as a user 
of the Main Scheme.

H2: Gift Aid in Practice - The Main Scheme
• Before your Link Scheme can claim Gift Aid on a 

donation made by an individual you need to obtain 
a Gift Aid declaration from that donor and advise 
them that they will need to pay at least as much UK 
Income Tax and/or Capital Gains Tax (for the tax year 
in which they donate) as all the charities they donate 
to will reclaim on their donations (L).

• You need to nominate someone in your charity, 
usually the Treasurer, to be an authorised official or 
nominee (L). This means that they can claim/receive 
money on behalf of your Link Scheme. 

• Gift Aid can also be claimed on donated expenses 
from volunteers and donations from other sources 
where tax is payable. 

• The Treasurer will need to record the amount of 
donations made by each donor and reclaim the tax 
using the appropriate HMRC website (L). 

• You must be able to show that your Gift Aid claims 
are accurate and that all the conditions of Gift Aid 
are met. The records must also provide an audit trail 
linking each donation to an identifiable donor who 
has given a valid Gift Aid declaration.

• Link Schemes wishing to take advantage of Gift 
Aid on client donations above £30 need to devise a 
system which continues to protect the anonymity of 
clients who donate. A simple system should be able 
to keep track of donations from particular clients 

with only the treasurer being aware of the amount 
donated. 

• A Link Scheme must keep records of donations 
received and the Gift Aid declarations relating to 
those donations (including any that are cancelled) for 
six years (L). 

• Linking cash donations to Gift Aid declarations is 
essential and needs care. The Link Project suggests 
that once a client signs a Gift Aid declaration, they 
are allocated a unique ‘Gift Aid’ number.

• The Link scheme may then issue several ‘Gift Aid 
numbered’ envelopes to the client to use when 
they wish to make a donation. This will enable 
the Treasurer to easily link the donation to the 
declaration. Another way of creating this link is to 
print a section on all donation envelopes ‘Gift Aid 
Number: _____________’ and asking those who 
have signed a declaration to add their number, 
again creating a simple audit trail and a link for the 
Treasurer.

• A gift aid declaration form can be sent to regular 
clients who may be taxpayers. If the form is 
returned, the treasurer would then allocate a 
number to the client and send them notification of it 
requesting that they should in future write it in the 
corner of the donation envelopes. 

• You can reclaim tax from HMRC on the ‘gross’ 
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equivalent of donations. The basic rate is currently 
20% which means you work out the amount of tax 
you can reclaim by dividing the amount donated by 
four. This is because you actually claim the value 

before tax was deducted at the basic rate. This 
means that for every £1 donated, you can claim an 
extra 25 pence.

H3: Gift Aid in Practice - The Small 
Donations Scheme
• This is most likely to be used by Link organisations 

to claim Gift Aid on client donations where the donor 
has not provided a Gift Aid Declaration.

• To qualify to use the Small Donations Scheme it 
must have existed for at least two complete tax 
years before the year you want to claim for and have 
made a successful Main Scheme Gift Aid claim in at 
least two of the previous tax years (there must not 
be a period of two or more tax years between those 
claims or between the latest claim and the year in 
which you are claiming).

• Only donations less than £30 are eligible and must be 
in cash or via contactless card.

• The Link also must be registered with HMRC to use 

the Main Scheme

• Claims under this scheme must be made for a tax-
year

• The maximum total of donations must be no more 
than £8,000 but you cannot claim more than ten 
times the amount claimed under the Main Scheme. 
If you have had £750 of donations from donors with 
a Gift Aid Declaration, you can only claim on up 
to £7,500 of donations under the Small Donations 
Scheme.

• For each donation of under £30, you will need to 
record the amount of the donation, the date on 
which it was received and the date on which it was 
paid into the Link’s bank account.

H4: HMRC (L)
• HMRC may ask to see the declarations so you must 

keep these records to support your Gift Aid claims. 
It is important to remember that every donation 
included in a claim must be supported by a Gift Aid 
declaration.

• HMRC provides ‘model’ Gift Aid declaration 
examples10. By using a model declaration, and 
making sure your donor completes it in full, you 
can be confident that the declaration meets HMRC 
requirements. You must also keep a record of 
declarations that have been cancelled by the donor, 
including the date the cancellation takes effect. A 
suitable example declaration for Link Schemes can be 
found at the end of this section.

• You do not have to register as a charity to claim Gift 
Aid but a Link Scheme must be recognised by HMRC 
as a charity for tax purposes before HMRC will accept 
a Gift Aid claim.

• To register as a charity for tax purposes with HMRC 
you need to ensure that your managers are ‘fit and 
proper persons’ and that they make a declaration 
to this effect. A manager is anyone in your charity 
with control over the finances, so certainly the 
Chairperson, Treasurer and Secretary, and anyone 
else on the Management Committee with control over 
expenditure. You will need to keep the ‘fit and proper 
person declarations’ (do not send them to HMRC 
unless they ask for them) while the person is with 

10 www.hmrc.gov.uk/charities/gift_aid/declarations.htm
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your Link Scheme and for four years after they leave.

• You complete the registration form at: www.gov.
uk/charity-recognition-hmrc.

• Once HMRC recognises you as a charity for tax 
purposes, they set up a record so that any claims 
you make can be processed. HMRC will give you 
a reference number to use on all claims and 
correspondence. You will only be able to claim relief 
from the date from which HMRC recognises your Link 
Scheme became eligible. This date is known as the 
effective date. HMRC will tell you what this is when 
they send you the reference number.

For more help you can contact the Charities Helpline 
on 0300-123-1073. Select option two for registering a 
charity for Gift Aid or charitable status. 

8.00 am to 5.00 pm, Monday to Friday,

Closed weekends and bank holidays

Once your Link Scheme has been registered you are 
automatically eligible to start making claims under the 
Main Gift Aid Scheme.

H5: Making a Gift Aid Claim
• Advice on making a claim, how to sign up, enrol and 

use the Charities Online service is available online.

• Use the website https://www.gov.uk/claim-gift-
aid-online to make your claim

• To make claims you need to download the HMRC 
schedule spreadsheet from this website, complete it 
with all the claim details and then  attach it to your 
online claim before submitting from individuals, or 
from sponsored events. You can also add together 
or ‘aggregate’ donations of £20 or less from different 
donors and show them as a single entry on the 
spreadsheet, provided that the total donation on one 
line is not more than £1000.

• You must have valid Gift Aid declarations for all the 
donations shown in the schedule spreadsheet, which 
you should retain for your records for at least six 
years. 

• If you are claiming under the Small Claims Scheme, 
you need to tick the box ‘Are you claiming a top up 
payment for small cash donations under GASDS?’ 

• Donations that qualify for the Main Gift Aid Scheme 
can be claimed on gifts of money from individuals, 
sole traders or partnerships, in any of the following 
forms:

• Cash,

• Cheque,

• Direct debit, 

• Credit or debit card,

• Postal order,

• Standing order or 

• Telegraphic transfer.

• Gifts made by cheque only count as received once 
the cheque has cleared. Your Link Scheme can 
accept gifts of money made in sterling or any foreign 
currency.

https://www.gov.uk/charity-recognition-hmrc
https://www.gov.uk/charity-recognition-hmrc
https://www.gov.uk/claim-gift-aid-online
https://www.gov.uk/claim-gift-aid-online
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H6: Payments that do not Qualify
Payments that do not qualify for the Gift Aid Main 
Scheme include the following.

• Donations of money from a company.

• Donations in the form of a loan waiver or debt 
conversion - for example an individual may lend 
money to your Link Scheme and then, at a later date, 
agree that it does not have to be paid back - this is 
not a gift of money it is the waiver of a loan.

• Gifts made on behalf of other people for example a 
membership subscription paid on behalf of somebody 
else - this is a gift of membership from the payer to 
the member not a gift made to the Link Scheme.

• Gifts that come with a condition about repayment.

• Gifts with a condition from the donor that the charity 
buys goods or services.

• Payments received in return for goods or services - 
these are not gifts - for example payment for a raffle 
ticket.

• A ‘minimum donation’ where there is no choice about 
payment - this is simply a fee for goods or services, it 
is not a gift.

• Gifts made using ‘charity vouchers’ or ‘charity 
cheques’.

• Donations received before the date that HMRC 
recognises your Link Scheme as a charity for tax 
purposes.

• Cash – in coins or notes (standing orders and 
cheques are not eligible) and ‘giving’ donations 
only. Money from raffles, tombola’s, and other 
income that would not qualify for Gift Aid 
cannot be included.

• Cash donations via envelopes from clients are the 
most common examples of qualifying donations for 
Link Schemes. Unlike the Main Gift Aid Scheme you 
will not need to maintain an audit trail for these 
donations.

• In the tax year (6th April to 5th April) each Link 
Scheme can claim only up to £8,000 received as 
small donations. This will be worth an additional 
maximum amount in cash terms to the Link Scheme 
of £2,000. So in total £8,000 worth of small cash 
donations would be worth £10,000. But remember 
that the claim cannot exceed ten times the amount of 
donations for which you have claimed under the Main 
Gift Aid Scheme. So if you have claimed £500 under 
the main scheme, you can only claim £5,000 under 
the Small Donations Scheme.

• This does not necessarily remove the need for one 
off Gift Aid envelopes and Gift Aid Declarations. 
Some clients may wish to give even small donations 
through Gift Aid and any donation above £30 can 
only be considered for Gift Aid if the donor has 
completed a Gift Aid Declaration. 

• Please find Gift Aid Flowchart and Gift Aid Declaration 
form listed under the Annex – both templates are 
available from Community First.
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Contact Us: 
Community First

Unit C2, Beacon Business Centre
Hopton Park, Devizes

SN10 2EY

01380 722241

linkproject@communityfirst.org.uk

www.communityfirst.org.uk
Facebook: @CommunityFirstWiltshire

Twitter: @CommFirstWilts

Other Information Guides:
1. Guide A:  Link Schemes and Community First

2. Guide B:  Setting up a Link Scheme

3. Guide C:  Link Management Committee and Trusteeship

4. Guide D:  Link Coordinators

5. Guide E:  Volunteer Recruitment and Support

6. Guide F:  Volunteer Activity and Guidance

7. Guide G:  Funding and Grants

8. Guide H:  Gift Aid

9. Guide I:  Risk Management and GDPR

10. Guide J:  Operational Policies

11. Guide K:  AGMs and Other Meetings

The above guides are available to view and download on our website 
along with an Annex including guidelines, templates and other 
resources:

www.communityfirst.org.uk/transport/link/link-scheme-gpg

Registered Charity No: 288117
VAT Registration No: 639 3860 06
Company Limited by Guarantee Reg. No: 1757334 England
Registered with the Financial Conduct Authority No: FRN 311971
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