RISE development programme toolkit

Table of Contents
Governance
Skills of the board
Aims and mission statement
Governing documents
Public benefit
Policy decisions
Business planning
Research and development
Risk analysis
Marketing plan
Financial plan
Financial management
Financial procedures
Financial requirements
Proactive management
Funding
Financial reserves
Partnership working
Relevant agency and stakeholder information
Networking
Strategic partnerships
Collaboration
Policies and procedures
Risk assessment
Roles and responsibilities

Staff training and retainment

O 0O 0 O o O N oo o0 oo N B ™M NN DM OO L

= O e o =}
N N N N O O O O o



Managing poor performance

Responsibilities of the board

Meetings

Health and safety
Evaluation and outcomes

Client interactions

Social impact and outcomes

Performance targets

Using evaluation data

13
13
13
13
15
15
15
15
15



Governance

Charities are generally governed by a trustee board that takes overall responsibility for its
work. Governance is a term used to describe the trustees’ role in:

e the long term direction of the charity, including its objectives or purposes
e implementing policies and activities to achieve objectives

e complying with legal requirements

e accountability to those with an interest or 'stake' in the charity

Good governance should happen throughout a charity. The trustee board is responsible for
good governance but they rely on many different people to be able to govern well, including
staff, volunteers, advisors and stakeholders.

The Essential Trustee produced by the Charity Commission explains what is required of a

charity trustee, including responsibilities to a charity.

Skills of the board

The skills make-up of the board reflects the needs of the organisation. How does the
organisation ensure that the make-up of the board reflects the needs of the organisation?

e Trustee boards and their skills

e Finding new trustees

Aims and mission statement

The organisation has a clear and agreed mission, aims and definition of its target
beneficiaries which have been defined through community consultation/mapping
exercise/evidence of need.

What is your organisation seeking to achieve? Who benefits from this? How is this
understood by all concerned?

e \What is your charitable purpose?

e \Writing vour charitable purpose

e |nvolving beneficiaries

Governing documents

The organisation's governing documents allow it to carry out its trading activities.


https://www.gov.uk/government/publications/managing-charity-assets-and-resources-cc25
https://reachskills.org.uk/knowledge-centre/support-boards/recruiting-and-retaining-trustee/how-do-i-do-skills-audit
https://www.gov.uk/government/publications/finding-new-trustees-cc30/finding-new-trustees
https://www.gov.uk/government/publications/charitable-purposes/charitable-purposes
https://www.gov.uk/how-to-write-charitable-purposes
http://knowhownonprofit.org/organisation/strategy/beneficiaries

Is the power to trade stated in the organisation's constitution?

e How charities may lawfully trade

e How to pay less tax as a charity

e Why social enterprise?

The organisation's governing document manages any potential conflicts of interest that may
arise. Does the organisation's constitution describe the process in place to manage any
conflicts of interest that may arise?

e Understanding conflicts of interest

Public benefit

The organisation can demonstrate public benefit. Can charity trustees report on how they
have carried out their charity’s purposes for the public benefit?

® Public benefit reporting

Policy decisions

The board makes all the policy decisions. How does your organisation ensure that the board
ultimately controls policy?

e Charity trustees and decision making



https://www.gov.uk/government/publications/trustees-trading-and-tax-how-charities-may-lawfully-trade-cc35/trustees-trading-and-tax-how-charities-may-lawfully-trade
https://www.gov.uk/charities-and-trading
https://www.socialenterprise.org.uk/
https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29/conflicts-of-interest-a-guide-for-charity-trustees
https://www.gov.uk/government/publications/public-benefit-reporting-pb3/public-benefit-reporting
https://www.gov.uk/government/publications/its-your-decision-charity-trustees-and-decision-making/its-your-decision-charity-trustees-and-decision-making

Business planning

While the language of business can seem at odds with the aims of voluntary organisations,
you still need to plan for the future to get things done, and to be accountable to your
members, funders and the public as you carry out your activities.

Research and development

Your business plan clearly describes the product or service, the process and cost of
researching and developing your product or service and the operational costs of delivering
it.

How fully have you thought through the development of your product or service in order to
launch it on the marketplace? How have you benchmarked costs of development and
operational delivery?

e Writing a business plan - Small Charities Coalition

Risk analysis

Your business plan has a full risk analysis of the business (such as technologies, marketplace,
micro and macro economic factors and management) and identifies critical success factors.

Are you aware how changes in the external operating conditions may affect your
organisation? How have you planned to cope with these changes?

e Developing strategic options - NCVO

e Direction - Cass Business School

e Third Sector Foresight - Drivers (archive site)

Marketing plan
You have a full marketing plan in place that is based on the four Ps of marketing - product,

price, place and promotion.

Does your business plan look in detail at the market for your organisation and detail how big
your customer base is, exactly who your customers are and how you will reach them, the
competition in the marketplace and other risk factors?

e What goes into a marketing plan? - Media Trust

e How to create a marketing plan

e Developing a marketing strategy and marketing plan



http://www.smallcharities.org.uk/fileadmin/user/Events/Past/Link_up_and_learn/Liverpool/BusinessPlanTemplate-_Brian_Seaton.pdf
http://knowhownonprofit.org/organisation/strategy/options
http://www.cass.city.ac.uk/_media/internals/easy-edit-suite/wym?a=132007
http://ncvoforesight.org/drivers.html
https://mediatrust.org/news-events/events/marketing-and-campaign-planning/
http://resources.mediatrust.org/what-goes-in-a-marketing-plan/
http://knowhownonprofit.org/how-to/how-to-create-a-marketing-plan
https://unltd.org.uk/portfolio/4-6-developing-your-marketing-strategy-and-marketing-plan/

Financial plan

Your financial plan includes figures of past, present (where appropriate) and projected
performance, including any start-up costs, profit-loss statements, cash flow analyses and
balance sheet data and accurate break-even projections.

How detailed is your financial plan? Have you established a break-even figure for your
product or service and can competitively price it in the marketplace and still produce a
profit?

e How to set up a cash flow forecast - NCVO

e Understanding your annual accounts

e Break even points



http://knowhownonprofit.org/how-to/how-to-set-up-a-cash-flow-forecast-in-a-spreadsheet
https://trusteeblog.wordpress.com/understanding-your-charitys-annual-accounts/
http://sbms.org.au/app/webroot/files/businesstools/1328152267_sbv_infosheet_cash_flow_break_even.pdf

Financial management

Financial management is more than keeping accounting records. It is a key element of
organisational management and involves planning, organising, controlling and monitoring
financial resources in order to achieve organisational objectives.

Financial procedures
The organisation has written financial procedures for bookkeeping, expenses, petty cash

etc. with checks and balances to avoid misuse of funds which are regularly reviewed.

How are the financial responsibilities allocated to staff and Board, bearing in mind the
Board's ultimate responsibility to ensure that there are adequate operational controls in
place for all financial processes?

e Financial controls for charity trustees

e How to write a financial procedure

e Financial Procedures: Sample Document

e Keeping account: A guide to charity financial analysis

Financial requirements

The organisation meets requirements for dealing with Inland Revenue, VAT, PAYE, pensions
and State Aid.

Is there awareness of VAT thresholds; does your organisation monitor its position? How
does your organisation deal with Inland revenue and PAYE (including pensions)?

e How VAT affects charities

e (Claiming Gift Aid

® Pension rules for charities

e What is State Aid?

e PAYE and payroll for employers

Proactive management

The finances of the organisation are being pro-actively managed.


https://www.gov.uk/government/publications/internal-financial-controls-for-charities-cc8/internal-financial-controls-for-charities
http://knowhownonprofit.org/how-to/how-to-write-a-financial-procedure-guide
http://vr.volresource.org.uk/org/finance/financial-procedures/
http://www.thinknpc.org/publications/keeping-account/
https://www.gov.uk/vat-charities/overview
https://www.gov.uk/claim-gift-aid
https://www.gov.uk/pension-rules-for-charities
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/443686/BIS-15-417-state-aid-the-basics-guide.pdf
https://www.gov.uk/paye-for-employers

Does the organisation have an agreed budget for the year, against which income and
expenditure are regularly reviewed? Are management accounts presented regularly to the
Board?

e Managing charity assets and resources

e Financial governance: A gentle guide for the non-financial charity trustee

Funding

The organisation is not overly dependent upon one source of funding.

Is your organisation overly dependent on any one source of funding. This applies to both
grants and earned income. Consider the quality of income streams and how your
organisation ensures its sustainability through diversification.

e Sustainable fundraising - NCVO

e \Writing a fundraising strategy - Funding Central

e \What is fundraising - Institute of Fundraising

Financial reserves

The organisation has a policy for accumulating an appropriate level of reserves on its
balance sheet.

How does your organisation provide for the need to cover fluctuations in income, current
liabilities and unplanned expenditure?

e Managing charity resources

e Charities and reserves



https://www.gov.uk/government/publications/managing-charity-assets-and-resources-cc25/managing-charity-assets-and-resources
https://d2fbaur19mkdj9.cloudfront.net/sites/default/files/imce/financial_governance_guide_dorothy_dalton_rathbones_acevo_interactive_final_may_2017.pdf
https://knowhownonprofit.org/funding/fundraising
http://www.fundingcentral.org.uk/page.aspx?sp=6313
https://www.youtube.com/watch?v=0DbVwG0Kze8&index=1&list=PL5E79F0FBFB0194C7
https://www.gov.uk/government/publications/managing-charity-assets-and-resources-cc25/managing-charity-assets-and-resources
https://www.gov.uk/guidance/charity-financial-reserves

Partnership working

Different organisations within the local voluntary and community sector (VCS) and other
sectors seek to promote the interests of the same communities and citizens, and often they
provide services to the same communities and citizens.

The challenges of limited resources and increasing demand for services make it clear that
we need to get better outcomes from the same resources. There are opportunities for
organisations to work in partnership with each other to try and achieve this greater value.

Relevant agency and stakeholder information

The organisation has information about the relevant agencies/stakeholder organisations in
its area of operation and key contacts within them.

Does your organisation have knowledge of the key people in agencies? Is it aware of larger
organisations that it could work with as a sub-contractor?

e Connecting to networks - Cass Business School

Networking

The organisation is a member of relevant local networks. Which local networks is your
organisation a member of and how are these connections relevant to your organisation?

e Contact Red Zebra Community Solutions to find out about vour local networks

Strategic partnerships

The organisation is aware of the key strategic partnerships shaping development in its area
and seeks to influence their policy and practice.

Does the organisation contribute to policy making in local strategic partnerships? Does it
discuss how improvements to the partnerships' delivery to its area of benefit can be made?

e Joint Health and Wellbeing Strategy

e Canterbury and Coastal Health and Wellbeing Board

e Healthwatch Kent

e South East Local Enterprise Partnership

Collaboration

The organisation understands the different ways that they can work in collaboration with
partners.


http://www.cass.city.ac.uk/_media/internals/easy-edit-suite/wym?a=132010
http://www.redzebra.org.uk/events/
http://www.kent.gov.uk/social-care-and-health/health/health-and-public-health-policies/joint-health-and-wellbeing-strategy
http://www.canterburycoastalccg.nhs.uk/news/news-child-blog/?blogpost=4425
http://democracy.canterbury.gov.uk/moderngov/mgCommitteeDetails.aspx?ID=546
http://www.healthwatchkent.co.uk/
http://www.southeastlep.com/

What different agreements could be used? What understanding exists relating to consortia,

sub-contracting and being a lead partner?

e Collaborative working and mergers

e About collaborative working - NCVO

e Know vour partner - Charity Commission

e Collaboration - More than the sum of the parts - The Foundation for Social

Improvement
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/409625/Choosing_to_collaborate.pdf
http://knowhownonprofit.org/organisation/collaboration/what_is_collaboration
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/346939/CT-2-T10.pdf
http://www.thefsi.org/wp-content/uploads/2016/06/Small-Charity-Collaborations.pdf

Policies and procedures

Your organisation’s policies and procedures will define and inform you how vyour
organisation will operate. Do you have all the policies and procedures that are legally
required? Do you know where your policies are and do you use them to help shape service
delivery. Procedures are the ways that your policies are implemented in your organisation,
so if you change a policy it is always useful to check if your procedures are still valid.

For some general information about Policies and Procedures, visit the following:

e Policies and Procedures - NCVO

e Policies and Procedures checklist - Vol Resource

Risk assessment

Risk assessment is regularly undertaken (at least annually). What risk analyses do you
regularly undertake and how?

e Charities and risk management

Roles and responsibilities

Staff and volunteers have clearly defined roles and responsibilities. Do you have clear job
descriptions for staff? Are volunteers proactively recruited and inducted around clear roles?

e \Writing job descriptions

e Volunteer management

Staff training and retainment

The organisation takes measures for retaining and training staff.

How do you measure staff turnover and how does your organisation anticipate changes in
environment and develop staff skills accordingly?

e Staff Retention and Loss - NCVO

e Developing effective teams - NCVO

e Training and learning development

e Managing and retaining volunteers

11


https://knowhownonprofit.org/organisation/operations/policies-and-procedures/copy_of_policies/
http://vr.volresource.org.uk/org/policieschecklist/
https://www.gov.uk/government/publications/charities-and-risk-management-cc26/charities-and-risk-management-cc26
http://www.businessballs.com/jobdescription.htm
https://www.ncvo.org.uk/practical-support/information/volunteer-management
http://knowhownonprofit.org/people/staff/losing-staff/retention
https://knowhownonprofit.org/your-team/people-management-skills/teams/effectiveteam/
http://knowhownonprofit.org/people/teams/effectiveteam
http://www.businessballs.com/traindev.htm
http://knowhownonprofit.org/people/volunteers/keeping

Managing poor performance

The organisation has a policy for managing poor performance of staff and volunteers.

Do staff and volunteers get supervised and appraised according to their roles and
organisational structure? How do you manage poor performance?

e Performance and skills development - NCVO

e Managing discipline - ACAS

e |dentifying volunteer performance issues - Voluntary Action Leicestershire

Responsibilities of the Board

The board have received formal guidance or training or training as to their responsibilities as
directors/trustees.

Do board members undergo an induction process; is there supporting documentation for
this process?

® Trustee board: people and skills

e Charity trustee: what's involved

® Trustee recruitment and induction - NCVO

® Governance - Cass Business School

Meetings

Appropriate and timely information covering financial management, governance & Human
Resources is provided at regular board meetings.

Is the information supplied to the Board appropriate and timely? Does it comply with legal
duties and responsibilities?

e Charities and meetings

e Trustees and decision making (from section 2.3)

® Preparing effective management information for board reports

Health and safety

The organisation has appropriate levels of processes to manage any health and safety risks,
safeguarding and equalities considerations.

12


http://knowhownonprofit.org/people/staff/managing-performance-learning-and-skills-development
http://www.acas.org.uk/index.aspx?articleid=4005
http://www.valonline.org.uk/how-manage-volunteers/identifying-poor-performance
https://www.gov.uk/guidance/trustee-board-people-and-skills
https://www.gov.uk/guidance/charity-trustee-whats-involved
https://knowhownonprofit.org/governance/improving-your-governance-practice/trustee-recruitment-and-induction
http://knowhownonprofit.org/leadership/governance/improving-your-governance-practice/trusteeinduction
http://www.cass.city.ac.uk/_media/internals/easy-edit-suite/wym?a=132006
https://www.gov.uk/government/publications/charities-and-meetings-cc48/charities-and-meetings
https://www.gov.uk/government/publications/its-your-decision-charity-trustees-and-decision-making/its-your-decision-charity-trustees-and-decision-making
http://www.macintyrehudson.co.uk/sites/www.macintyrehudson.co.uk/files/preparing_effective_management_information_for_board_reports.pdf

Do you have policies that are easily accessible with clear procedures to follow? Are they
compliant with legislation?

o A health and safety guide

e FEquality Act: guidance for charities

e FEquality and Human Rights Commission

e Safeguarding children and young people

13


http://www.hse.gov.uk/voluntary/index.htm
https://www.gov.uk/government/publications/equality-act-guidance-for-charities/equality-act-guidance-for-charities
http://www.equalityhumanrights.com/private-and-public-sector-guidance/organisations-and-businesses/businesses/voluntary-and-community
https://www.gov.uk/government/publications/safeguarding-children-and-young-people/safeguarding-children-and-young-people

Evaluation and outcomes

Monitoring progress and evaluating your outputs and processes is key to constantly
improving the performance of your organisation. It enables you to learn about your
activities and results, and to support internal planning and development.

Organisations need to demonstrate their effectiveness to funders, commissioners and
stakeholders. Charities are now specifically required by SORP (the charity accounting
standards) to report the achievements of the charity over the year.

Client interactions

The organisation records client interactions and is able to produce reports from this
information.

Social impact and outcomes

The organisation actively collects information relating to outcomes and social impact. Do
you collect information about the effect the work you do has on your clients?

Performance targets

The organisation has a social impact framework/social impact targets which they measure
against performance targets.

What system do you use to help you show that the work you do is bringing about the
change you are planning to bring about?

® 7 Practical tools for improving your outcomes and impact

Using evaluation data

The organisation uses its evaluation data to improve its current activities and develop new
services.

How else do you use this information? Does the information shape how you currently and
plan to work with clients?

® Monitoring and evaluation - NCVO

e Improving quality - NCVO

14


http://www.thinknpc.org/blog/7-practical-outcomes-tools/
http://knowhownonprofit.org/organisation/quality/mande
http://knowhownonprofit.org/organisation/quality/quality

For further information about support available to your organisation through our range of grants and
development opportunities visit here.

The information in this document is for general guidance if you need more detailed advice on organisational
development please contact an organisation such as the ones contained in the link above.

Canterbury City Council has tried to ensure that the information in this document is accurate. However,
Canterbury City Council will not accept liability for any loss, damage or inconvenience arising as a consequence
of any use of or the inability to use any information in this document. Canterbury City Council assumes no
responsibility for the contents of linked websites. The inclusion of any link should not be taken as endorsement
of any kind of the linked website or any association with its operators.
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https://www.canterbury.gov.uk/info/20053/community_organisations/116/grants_for_community_organisations

