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1. Introduction 
 
1.1 The Group, comprising Caledonia Housing Association and its’ constitutional partner Cordale 

Housing Association, is committed to the prevention, detection and reporting of money 
laundering. This policy sets out the general approach it will adopt in furtherance of this. 

 
1.2 The Group recognises that money laundering risks are closely related to risks of other financial 

crime, including fraud and bribery. It operates separate policies that deal with these discrete 
issues. 

 
2. Definition 

 
2.1 Money laundering is defined as the process by which criminally obtained money or assets are 

exchanged for ‘clean’ money or assets with no obvious link to their criminal origins. Such 
criminal property can typically be derived from drugs trafficking, corruption, tax evasion, or 
theft. It also covers money, however come by, which is used to fund terrorism. 

 
3. Legislative Context 

 
3.1 The law which comprises the UK Money Laundering and Terrorist Financing regime is 

contained in the following legislation and relevant amending statutory instruments: 

• The Proceeds of Crime Act 2002 (POCA) as amended. 

• The Terrorism Act 2000 (TA 2000) as amended. 

• The Money Laundering, Terrorist Financing and Transfer of Funds (Information on the 
Payer) Regulations 2017 (“MLR”) as amended.  

• Terrorist Asset-Freezing etc. Act 2010;  

• Anti-terrorism, Crime and Security Act 2001; 

• Counter-terrorism Act 2008, Schedule 7; and  

• Criminal Finances Act 2017. 
 

3.2 POCA identifies money laundering offences as: 
 

o Concealing, disguising, converting, transferring or removing criminal property from 
the UK; 

o Entering into or becoming involved in an arrangement which facilitates the acquisition, 
retention, use or control of criminal property by or on behalf of another person; 

o Acquiring, using and or possessing criminal property; 
o Failure to disclose knowledge or suspicion of money laundering; 

o ‘Tipping off’ any person that such a disclosure has been made. 

3.3 The MLR requires ‘relevant businesses’ to put anti-money laundering systems in place for the 
purpose of identifying and preventing money laundering and reporting any suspicious activity. 
Such businesses include financial and credit institutions; companies such as law firms 
providing Trust or Company Services (to third parties); accountants; auditors; and estate 
agents. They also include businesses classed as High Value Dealers, which are prepared to 
accept high value payments of more than €10,000 in cash for goods. 

 
3.4 ‘Relevant businesses’ are obliged to register with a designated supervisory authority, such as 

the Financial Conduct Authority or Her Majesty’s Revenue and Customs, as determined by 
the nature of their activities. 

 
4. Statement of Intent 

 
4.1 The Group asserts that it does not carry out any of the regulated activities ‘by way of business’ 

and as such is not deemed, in the terms of the MLR, as being a ‘relevant person’. 
Notwithstanding this, in recognition of its range of potential income sources and business 
transactions, it acknowledges the potential for the organisation and staff being exposed to 
attempted money laundering; and the offences detailed under the POCA. 
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4.2 The Group shall therefore maintain relevant anti-money laundering practices with a view to 
safeguarding its interests and those of staff. These practices will recognise the MLR and 
relevant guidance provided by the supervisory authorities. 

 

4.3 The MLR introduces a risk-based approach suggesting businesses should identify the 
likelihood of them being used to launder money and develop systems that are proportionate 
to this level of risk. They further require the implementation of five key actions. The Group 
recognises the appropriateness of these actions and shall base its systems on these. 
Specifically, it shall: 

 
i) Have operational procedures to anticipate and prevent money laundering 
ii) Ensure all staff members receive relevant training on these operational 

procedures 
iii) Appoint a Nominated Officer 
iv) Implement identity checking and due diligence procedures: 
v) Keep records 

 
The following sections provide further detail on fulfilment of each of these actions. 

 
5. Anticipating and Preventing Money Laundering 

 
5.1 Instances of suspected money laundering are likely to be rare given the nature of the services 

provided by the Group. If they do occur however, such instances can have serious implications 
for the Group and the individuals involved. In adopting a risk-based approach, the Group aims 
to ensure identified risks can be effectively managed; and that there is no undue impact on its 
ability to deliver efficient frontline services or maintain positive customer relationships. 

 
5.2 It is not possible to give a definitive list of ways to identify potential money laundering or 

guidance on how to decide whether to report suspicious activities. Risk factors that, either 
alone or collectively, might suggest the possibility of money laundering activity could include: 

 

• A new customer seeking to procure assets or services from the Group. 

• A secretive person or business that, for example, refuses to provide requested 
information without a reasonable explanation. 

• Payment of any substantial sum in cash. 

• Concerns about the honesty, integrity, identity or location of the people involved. 

• Involvement of an unconnected third party without a logical reason or explanation. 

• Overpayments for no apparent reason. 

• Absence of any legitimate source for the funds received. 

• Significant changes in the size, nature, frequency of transactions with a customer 
that is without reasonable explanation 

• Cancellation, reversal or requests for refunds of earlier transactions. 

• Requests for account details outside the normal course of business. 

• A history of poor business records, controls or inconsistent dealing. 
 
5.3 Staff will be advised on checks and control measures relevant to their own areas of work, and 

how these should be implemented. 

 
6. Staff Training 

 

6.1 The Group shall aim to ensure that all staff members have a basic understanding of what 
money laundering is; and how potential attempts at money laundering might be identified, 
including the type of activities that might raise suspicion. Staff will be advised of their 
individual responsibility to be vigilant to attempts to launder money through the Group; their 
responsibility to report any suspected or actual attempts; and the procedures for doing so. The 
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Director of Finance and Governance is responsible for maintaining the relevant Disclosure and 
Reporting procedures. The need to provide more extensive targeted training to staff most likely 
to encounter money laundering will be periodically considered; and in particular in conjunction 
with any review of risk or changes to operational procedures. 

 
7. The Money Laundering Reporting Officer 

 
7.1 All internal disclosures of suspected money laundering shall be reported to, and considered 

and recorded by the Director of Finance and Governance, who will fulfil the role of Money 
Laundering Reporting  Officer (MLRO). In the absence of the Director of Finance and 
Governance, another member of the Executive Management Team (EMT) will fulfil the role of 
MLRO. The MLRO shall be responsible for making suspicious activity reports (SAR) to the 
National Crime Agency (NCA) in the event that this action is required. The Group’s Disclosure 
and Reporting procedures contain further information on the role of the MLRO in relation to 
this. 

 
8. Identity Checking and Due Diligence 

 
8.1 In the context of Group activities, those most likely to raise suspicion of potential money 

laundering include attempts to offer substantial sums of money towards rent arrears or make 
significant overpayments into a rent account; other debtors offering large amounts of cash to 
settle accounts; or requests to pay cash for the acquisition of any sizeable assets being 
disposed of by the Group. 

 
8.2 As a general rule, no payment to the Group will be accepted in cash (including notes, coins or 

travellers cheques) if it exceeds £5000. Such occurrences are likely to be extremely rare, and 
will normally trigger the requirement to report suspicious activity to the MLRO. 

 
8.3 Where the amounts of cash involved in an attempted transaction are lower than this, but might 

nonetheless be considered substantial in nature, appropriate steps shall be taken to verify the 
identity of the individual making the payment and the source of the funds. The context and 
circumstances of the attempted transaction will determine whether the payments are deemed 
‘substantial.’ Considerations can include for example, whether the payment or payments 
represent a sudden change in customer behaviour; or whether a previously unknown third 
party is offering to make payment or payments on behalf of the customer. 

 
8.4 Various documents including passport or photo driving licence; utility or household bills for 

electricity, gas or council tax; building society or bank statements; credit card statements; 
payslips; pension or benefit books will be accepted for the purpose of verifying identity. It will 
normally be appropriate to request more than one form of identification. Where a third party is 
offering to pay on behalf of a customer it may additionally be appropriate to request that they 
prove their relationship to the customer. 

 
8.5 A payslip or bank statement can also be used to verify the source of funds. It may also be 

appropriate to ask questions to help establish the credibility of the source and ask for a signed 
written declaration. In instances where the Group is disposing of assets, the purchaser will be 
asked to sign a declaration that they are using legitimate funds, in addition to proving their 
identity. 

 
8.6 Where the transaction involves a business relationship, steps will be taken to collect proof that 

the business is registered with the relevant Register. Any discrepancies will be reported to the 
registrar or, if in relation to a trust, to the Commissioners.  

 
8.7 In undertaking due diligence and identity checks, due regard will be given to data protection 

principles. 
 

9. Record Keeping 
 
9.1 Details of cash transactions and information obtained in verifying the identity of individuals 
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making significant cash payments shall be retained in accordance with the Group Document 
Retention Schedule. 

 
10. Roles and Responsibilities 

 
Caledonia Management Board 

 

10.1 The Board is responsible for ensuring the Group: 

 

• operates an anti-money laundering culture; 

• maintains effective risk management and internal control systems; 

• has relevant policies and systems in place to deter, detect and report suspected money 
laundering; and  

• maintains appropriate procedures that ensure reported incidents of suspected money 
laundering are promptly addressed; and appropriate action taken. 

 
Cordale Management Committee 

 

10.2 The Cordale Management Committee will similarly ensure the responsibilities at 10.1 are 
fulfilled in relation to the respective activities for the Association. 

 
Group Audit & Risk Management Committee 

 

10.3 As detailed within its terms of reference, the Group Audit & Risk Management Committee’s role 
extends across the Group and includes: 

 

• monitoring and reviewing the effectiveness of internal, including financial, controls and 
risk management systems; 

• reviewing internal audit reports; 

• reviewing findings of external audit; and 

• monitoring and reviewing the effectiveness of internal audit activities. 

 
Executive Management Team (EMT) 

 

10.4 EMT has collective responsibility for: 
 

• developing and maintaining effective policies, procedures and control systems for 
deterring, detecting and reporting suspected money laundering; and ensuring these 
are both working effectively, and periodically reviewed in accordance with good 
practice; 

• ensuring the Governing Bodies have up to date and accurate information on legal 
provisions and regulatory requirements in relation to governance and financial 
management, governance good practice and expected standards of conduct; 

• fostering a culture of honesty and openness amongst all staff, and ensuring staff are 
aware of expectations relating to their professional conduct and the requirements of 
this policy; 

• ensuring all staff have the required level of knowledge and understanding of the range 
of Group policies, procedures and systems that are relevant to anti-money laundering; 

• implementing any relevant operational anti-money laundering measures; 

• ensuring staff receive appropriate training that enables them to identify suspected 
money laundering; 

• ensuring all relevant legal obligations relating to disclosure and reporting of suspected 
money laundering are fulfilled. 

 
10.5 As noted in 7.1, the Director of Finance and Governance (or other member of the EMT as 

necessary), has a specific role as MLRO in relation to disclosure and reporting of suspected 
money laundering. 
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All Staff 

 

10.6 The prevention, detection and reporting of money laundering and other acts of financial crime 
is the responsibility of all staff members. Employees are required to ensure they read, 
understand and comply with this policy, and remain vigilant to attempted money laundering. It 
is extremely important that all staff are familiar with their legal responsibilities. Serious 
criminal sanctions can be imposed for breaches of the legislation. In particular, 
employees must: 

 

• report as soon as possible any suspicions of money laundering to the MLRO; and 
otherwise, 

• at all times act with integrity and propriety, within the law, and in accordance with 
relevant policies, systems and procedures. 

 
11. Monitoring and Review 

 
11.1 The Group shall periodically review its anti-money laundering systems to ensure they continue to 

be appropriate to its activities and proportionate to identified risk. As a minimum the Director of 
Finance and Governance shall ensure all staff members have been provided with a reminder of 
the key provisions of this Policy on a bi-annual basis. This Policy shall be subject to review every 
three years or sooner if it is affected by legislative or other significant changes. A review of 
relevant operational procedures, and any associated training requirements, will be carried out to 
coincide with the policy review. 

 
12. Related Policies 

 

• Group Anti-Bribery Policy 

• Group Anti-Fraud Policy 

• Group Staff Code of Conduct 

• Group Treasury Management Policy 

• Group Risk Management Policy 

• Group Financial Regulations 

 

13. Compliance Statement 

 

It is important that all members of staff, in carrying out their duties for the Group, do so in 
accordance with the Group’s policy framework.  Our policy framework ensures we comply with 
laws and regulation, while giving guidance to inform operations and decision-making.  Our 
policies have been designed to be clear and easy to understand, and are available on our website 
and intranet.  If any member of staff is unclear as to their responsibilities under this policy, then 
they should refer to their line manager and / or the policy author for further guidance.  A failure to 
comply with Group policies can have serious consequences for the Group.  Should an employee 
become concerned about serious non-compliance with the policy, they should speak to their line 
manager or refer to the guidance set out in the Group Whistleblowing policy. 

 


