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PURPOSE OF THIS ORGANISATIONAL ASSISTANCE & REVIEW FORM
One of the main roles of Third Sector Interfaces such as East Dunbartonshire Voluntary Action (EDVA) is to work with third sector organisations to develop their capacity and ability to effectively deliver the services they provide. 

This Third Sector Organisation Assistance and Review Guide is intended to highlight areas within your own organisation where you think there might be scope for development or improvement. The topics covered include governance, strategic planning, operational management, staffing and volunteers, training and development as well as finance.

If you do identify areas for improvement and development, EDVA’s Development Officers are able to provide assistance and expertise that will help you and your organisations to be more effective and efficient. Should you wish assistance you will be asked to agree with a brief Service Level Agreement whereby you agree to provide EDVA with the information EDVA staff require in return for providing you with the information and tools to enable you to enhance your service. 

All information you provide and the service you receive from EDVA will be entirely confidential. 
SECTION A: 
ORGANISATION CONTACT DETAILS AND BACKGROUND: 
	Name of organisation:
	

	Year Formed/Founded/Established
	

	Main/Lead Contact Name:


	

	Position:
	

	Address:


	

	Phone:
	

	Website:
	

	Email:
	

	Charity/SCIO Number? (if required)
	

	Company Number? (if required)
	

	Financial Year end?
	

	No of trustee/board/committee members?
	

	Date of AGM?


	


	Overall Vision/Mission/Purpose of your Organisation:

	


Are you a local third sector organisation (based in, and delivering service in, East Dunbartonshire)? 
Yes(

No(
Is your organisation a member of East Dunbartonshire Voluntary Action (EDVA)?

Yes(

No(
Would your organisation like to be a member of EDVA?





Yes(

No(
What is your organisations legal status?
(SCIO
(Community Interest Company (CIC)
(Trust
(Company Ltd
(Cooperative 
(Unincorporated 
What is your organisation’s annual yearly income?

( Up to £1,000
( £1,001 to £25,000

(£25,001 to £100,000

(£ 100,001 to £250,000

( Above £250,000
What geographical areas does your organisation cover?

(Auchinairn


(Bearsden

(Bishopbriggs
(Hillhead



(Kirkintilloch 

(Lennoxtown
(Lenzie

(Milngavie






(Milton of Campsie 

(Torrance

(Twechar

(East Dunbartonshire (wide)


(Outside East Dunbartonshire




SECTION B:
MANAGING YOUR ORGANISATION/SERVICE – (1) Managing & Working as a Board
	Question


	Yes
	No
	D/K or N/A
	Would you like assistance in this area

Y/N

	Do you have a Management Committee/Board?


	
	
	
	

	Do you have Officer Bearers?

Chair

Vice-Chair

Secretary 

Treasurer 


	
	
	
	

	Has your committee undertaken any training on Committee Skills or Governance?


	
	
	
	

	Has your governing document been reviewed in the last two years?


	
	
	
	

	Is there a recruitment & Induction process for new board members?


	
	
	
	

	Are there any sub committees for specific areas of work e.g. personnel, finance?


	
	
	
	

	Does the board meet regularly?


	
	
	
	

	Are conflicts of interest identified at the start of the meeting?


	
	
	
	

	Is there a code of conduct in place?
	
	
	
	


SECTION B:

MANAGING YOUR ORGANISATION/SERVICE – (2) Strategic Planning

	Question
	Yes
	No
	D/K or N/A
	Would you like assistance in this area

Y/N

	Is there a current strategic plan in place?
	
	
	
	

	Does the board discuss operational and strategic plans at meetings?


	
	
	
	

	Is there a funding plan/budget for/within the plan?
	
	
	
	

	Do you have a risk register, and mitigation of risk plan?


	
	
	
	

	Do you partner/collaborate with other organisations?

· EDVA
· HSCP
· East Dunbartonshire Council 
· Community Groups 
· Local Third Sector Organisations
· National Third Sector Organisations 
· Private Business 
· Social Enterprises
· Housing Associations and/or Tennent’s Associations
· Skills Development Scotland 
· Scottish Enterprise 
· Community Councils 
· Police Scotland 
· Scottish Fire & Rescue  
	
	
	
	


SECTION B:

MANAGING YOUR ORGANISATION/SERVICE (3) – Operational Management

	Question
	Yes
	No
	D/K or N/A
	Would you like assistance in this area

Y/N

	Do staff have work plans with targets/outcomes/outputs in line with the operational plan?

	
	
	
	

	How are these work plans/targets measured/reviewed?


	
	
	
	

	Do you have employer’s liability insurance?
	
	
	
	

	Does the organisation have public liability insurance?

 
	
	
	
	

	Do the board members have Trustee Indemnity Insurance?


	
	
	
	

	How do you record the work of staff?  Is there a database management system in place? 


	
	
	
	

	Do you have a team communication and engagement system set up? (Team meetings, planning and development days, support and supervision etc.). 
	
	
	
	


SECTION C:

Managing Resources (Staff)
	Questions on Staff
	Yes
	No
	D/K or N/A


	Would you like assistance in this area

Y/N

	Does your organisation employ staff?
	
	
	
	

	Do you have agreed recruitment and selection procedures?

	
	
	
	

	Is there an induction programme for staff?
	
	
	
	

	Do all paid staff have contracts of employment and up to date job descriptions?


	
	
	
	

	Do you have established line management/supervisory arrangements for all staff?

	
	
	
	

	Is there an appraisal system in place for all staff?
	
	
	
	

	Are staff offered relevant CPD opportunities?
	
	
	
	

	Do you carry out staff satisfaction surveys?


	
	
	
	

	Questions on Volunteers
	Yes
	No
	D/K or N/A


	Would you like assistance in this area

Y/N

	Do you have volunteers?
	
	
	
	

	Is there a relevant policy for recruiting & supporting volunteers?

	
	
	
	

	Is there an induction programme for volunteers?
	
	
	
	

	Do you have volunteer agreements/role descriptions?

	
	
	
	

	Do you have an identified volunteer supervisor, coordinator and/or manager? 


	
	
	
	

	Do you have established supervisory arrangements for volunteers?

	
	
	
	

	Are all necessary PVG checks carried out?
	
	
	
	

	Do all volunteers receive expenses?
	
	
	
	

	How many volunteers do you have (in addition to board members)?


	
	
	
	

	Do you have suitable volunteer publicity material?
	
	
	
	

	Do you have methods for recognising and accrediting volunteering? 


	
	
	
	

	Have you registered volunteering opportunities with EDVA?


	
	
	
	

	Do you require support to recruit more volunteers?
	
	
	
	

	Do you have the Volunteer Friendly Award?
	
	
	
	


SECTION C:

Managing Resources (Policies & Procedures)
	Question
	Yes
	No
	D/K or N/A
	Would you like assistance in this area

Y/N

	Do you have all relevant policies and procedures in place? 

	
	
	
	

	Are policies regularly reviewed by the board?


	
	
	
	

	Do you have a complaints/customer care policy?
	
	
	
	

	Are staff aware of your health & Safety/Risk Assessment policy and procedures?


	
	
	
	

	Do you have clear family friendly policies on leave entitlement and flexible working requests?

	
	
	
	

	Does your organisation provide a pension?
	
	
	
	

	Are you automatically enrolled? 
	
	
	
	

	Do you have Data Protection controls, procedures and policies in place?


	
	
	
	

	Do all of your staff and volunteers know of your policies and procedures?
	
	
	
	


SECTION C:

Managing Resources – Training & Development

	Question
	Yes
	No
	D/K or N/A


	Would you like assistance in this area

Y/N

	Are all staff/board members offered training opportunities?

	
	
	
	

	Does your organisation ensure that staff/board are given the time to attend training?

	
	
	
	

	Does your organisation have a training budget?
	
	
	
	

	Do you have systems in place to evaluate the effectiveness of training?

	
	
	
	

	Does your organisation have regular team development days?
	
	
	
	


SECTION D:

Managing Finances Basic Book-keeping and Financial Control Systems

	Questions
	Yes
	No
	D/K or N/A


	Would you like assistance in this area

Y/N

	Does the organisation have a bank account (in the name of the organisation)?


	
	
	
	

	Do you have at least 2 signatories for cheques and authorisation of payments?


	
	
	
	

	Does your organisation/group require the following:

· A full audit (income over £500k or assets over £3.26m); £250,000 CO Ltd.

· Accruals Accounts Report, income under £90k for Co Ltd

· Independent examination of accounts (income under £250k) £90k CO Ltd.


	
	
	
	

	Are any signatories related?
	
	
	
	

	Do any of your staff sign cheques? If so, is there an authorised limit?

	
	
	
	

	Is the bank notified immediately of any changes to signatories?

	
	
	
	

	Do cheque signatories see supporting documentation when signing cheques?

	
	
	
	

	Are bank reconciliations carried out regularly? And checked by another staff member or member of the MC/Board?

	
	
	
	

	Are there systems to deal with cheques and invoices received in the post?

	
	
	
	

	Does your cashbook/ spreadsheet allow appropriate analysis of income and expenditure?


	
	
	
	

	Is there a system for authorising purchases and approving invoices for payment?

	
	
	
	

	Is there supporting paperwork e.g. invoices, till receipts, income evidence – for all entries?

	
	
	
	

	Are invoices numbered and filed?
	
	
	
	

	Is there a system for retaining unpaid invoices? Are these monitored and chased up regularly?

	
	
	
	

	Are there any casual or sessional staff paid in cash?
	
	
	
	

	Is cash income kept securely and banked regularly?
	
	
	
	

	Are there receipts to back up all petty cash expenses?

	
	
	
	

	Is there a named person to regularly check petty cash?

	
	
	
	

	Does insurance cover contents of safe and cash box?
	
	
	
	

	Are all members of the management committee, staff and volunteers given appropriate training in financial responsibilities?

	
	
	
	


SECTION D:

Managing Finances –  Raising Funds

	 Questions
	Yes
	No
	D/K or N/A


	Would you like assistance in this area

Y/N

	Does your group/organisation receive funding?


	
	
	
	

	Are you actively seeking funds at the moment?


	
	
	
	

	Do you require any help or assistance accessing funding or applying for information on potential funders?


	
	
	
	

	Who is responsible for raising funds?
	
	
	
	

	Do you have a current funding plan in place?
	
	
	
	

	Does your organisation have knowledge/experience of income generation?

	
	
	
	

	Does your organisation have a source of knowledge about negotiating for contracts? (Procurement from LA)


	
	
	
	

	Are you currently commissioned by HSCP/LA/CPP to deliver services?


	
	
	
	

	Who is responsible for the obligations to funders, e.g. reports on outcomes and spend?


	
	
	
	


SECTION D:
MANAGING FINANCES –  Budgeting and Financial Reporting

	Question
	Yes
	No
	D/K or N/ A


	Would you like assistance in this area

Y/N

	Is there an agreed annual budget?
	
	
	
	

	Are staff responsible for work programmes/ individual projects aware of/ responsible for their own budgets?

If yes, are these monitored regularly by the manager?

	
	
	
	

	Is there a named person who checks reality against planned income and expenditure?

	
	
	
	

	Where there are differences between budgets and actual figures, is this reported to the management committee?

	
	
	
	

	Are there regular written financial reports to the management committee?

	
	
	
	

	Does the organisation have cash flow projections?

If so, are these reviewed and updated regularly for changes so that they reflect reality?

	
	
	
	

	Do you follow all financial procedures recommended by funders?

	
	
	
	

	Does your financial system make it easy to identify grant spend for reporting back to funders?

	
	
	
	

	Is spending of grant funding monitored regularly during the course of the grant to identify any potential over- or under-spends?

	
	
	
	

	Are all invoices or bank statements sent to funders photocopied before being sent off?

	
	
	
	

	Are copies kept of all grant applications, award letters, funding agreements, and reports to funders?

	
	
	
	

	Do your year-end accounts comply with the requirements under company and/or charity regulation?

	
	
	
	

	Are signed original accounts sent to OSCR (charities) and Companies House (companies) within the 9-month deadline?

	
	
	
	

	Are your accounts audited or independently examined?
	
	
	
	

	Are members of the management committee provided with a full set of the annual accounts each year?

	
	
	
	


SECTION E:

MANAGING CLOSURE

	Question
	Yes
	No
	D/K or 

N/ A

 
	Would you like assistance in this area

Y/N

	In the event of closure; are you clear who is legally liable?

	
	
	
	

	Are you aware of the implications of this liability?
	
	
	
	

	Do you know how much is owed to you i.e. debtors list?

	
	
	
	

	Is there a detailed asset register showing all existing assets (both purchased and donated), their location, age and condition?

	
	
	
	

	Do you know your obligations about your premises i.e. terms of lease?

	
	
	
	

	Do you have a system to show how much you owe i.e. outstanding creditors?

	
	
	
	

	Do you have up-to-date contact details for all customers and suppliers (so that you can inform them of closure)?

	
	
	
	

	Do you have a system for informing users?
	
	
	
	

	Are you aware of your responsibilities under charity law – i.e. the need to obtain consent from OSCR? (Charities only)?

	
	
	
	


Any staff member or management committee member who has contributed to the completion of this form should sign below; there must be at least 2 signatories

	Name
	Position
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	


Signature of EDVA Staff member_____________________________________________________

Date:
___________________

2 | Page

