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This Health Check has been developed to assist group development workers with assessing organisations needs and creating an action plan of work to be undertaken by the group and/or the development worker.

The Health Check covers the following areas:

· Organisational Governance and Management

· Finance

· Human Resources: Staff & Volunteers

· Equal Opportunities

· Health and Safety 

Contact name    ----------------------------------------------- 

Organisation     -----------------------------------------------

Contact Details -----------------------------------------------

                         -----------------------------------------------

                         -----------------------------------------------
Tel No              ------------------------------------------------

E mail               ------------------------------------------------

Website           ------------------------------------------------

	Comments/Notes on group

 


Organisational Governance & Management

Statement of good practice: A well managed organisation is aware of its duties and responsibilities both legal and financial.  It conducts its business democratically in accordance with its constitution.

	Q.
	Evidence sought
	Evidence
	(
	Actions
	Group(
	CVS(

	1)
	Does the organisation have a Constitution or set of rules?


	Constitution or rules 
	
	
	
	

	2)
	Does the Constitution cover those

elements which demonstrate legal and financial responsibilities, conduct of business, appointment of officers, voting rights and winding up clauses?


	Compare to model constitution 
	
	
	
	

	3)
	Is there a Management Committee/ Board of Trustees with a named Chairperson, Secretary and Treasurer?  
	List of names 
	
	
	
	

	4)
	Can you identify all your committee members/trustees?
	Name them 
	
	
	
	

	5)
	Are committee members/trustees aware of their roles and responsibilities?
	Trustee Induction 
	
	
	
	

	6)
	Do you keep minutes or records of business meetings and do these clearly record decisions?
	Minutes file 
	
	
	
	

	7)
	Do you have a mission statement or aims which reflect who you really are?
	Mission statement 
	
	
	
	

	8a)

8b)
	Can you quickly list all your activities?

Do you have a written plan of what you actually do / what you would like to do and by when?  
	List of activities 

Evidence of plan 
	
	
	
	

	9)
	Is it clearly laid down what each person (committee members/ trustees/ staff/ volunteers) is expected to do?
	Induction of staff/trustees/volunteers

 
	
	
	
	

	10a)

10b)
	How do you know what each other is doing?

How do make sure that everyone who wants to can be involved?


	Communication strategy 

Work/action plans 

Consultation documents

Away Day  

Supervision session 
	
	
	
	

	11a)

11b)
	Do you have a suggestions/comment/ complaints procedure?

How does your organisation respond to positive/negative suggestions or comments/complaints?


	Policy 


	
	
	
	

	12)
	Do you monitor and evaluate the work you do? E.g. how do you record/show the difference your organisation makes?


	Monitoring and evaluation policy 

Procedures 

Documents 
	
	
	
	

	13)
	Do you feel confident that the organisation is well run, takes into account the needs of its membership and is a safe and legal organisation?


	Evidence of organisational review 
	
	
	
	

	14)
	Do you have an agreed point where your organisation can come to an end (this can be a fixed time or when you have achieved what you set out to do)?


	Exit strategy 
	
	
	
	

	15)
	Do you know what needs to be done if thing suddenly have to stop? 


	Exit strategy

Redundancy policy
	
	
	
	

	16)
	Do you have plans for what you would do after your organisation has closed and/or people move on?


	Exit strategy 
	
	
	
	


Finance

Statement of good practice: The organisation manages its money effectively and prudently.  Budgets are carefully monitored and committee members ensure reliable financial controls are in place and compliant in law.  Adequate funds are secured to ensure financial viability.  

	Q.
	Evidence sought
	Evidence
	(
	
	Group(
	CVS(

	1.
	Are Funds kept in a bank account?


	Bank statements 
	
	
	
	

	2.
	Are Cheques signed by at least two signatories who are not related?


	Policy 
	
	
	
	

	3.
	Are records of income & expenditure maintained?


	Finance reports 

Annual accounts 
	
	
	
	

	4.
	Is there a properly administered petty cash system?


	Policy 
	
	
	
	

	5.
	Is an annual statement of income & expenditure prepared and presented to the Committee/members?
	Annual accounts
	
	
	
	

	6.
	Is this statement independently certified?


	Annual accounts 
	
	
	
	

	7.
	Is there an annual forecast of income & expenditure?
	Finance report 
	
	
	
	

	8.
	Does the committee receive regular financial statements?


	Minutes and reports 
	
	
	
	

	9.
	Do the financial statements meet SORP and Charity Commission standards if applicable?


	Annual accounts signed off by independent examiner 
	
	
	
	

	10.
	Is there an inventory of equipment bought and held?


	List 
	
	
	
	

	11.
	Is there adequate and valid buildings and contents insurance available?


	Insurance policies – in date 

Reviewed 
	
	
	
	

	12
	Do you have a fundraising plan?


	Fundraising plan
	
	
	
	

	13
	Do you have a fundraising group?
	List


	
	
	
	

	14
	Do you keep a record of your funding applications and any correspondence (good or bad) with funders?
	Records of correspondence


	
	
	
	

	15
	Does your group have an independent referee?
	Name
	
	
	
	

	16
	Does your group identify a named person to act as a point of contact when submitting bids?
	Name
	
	
	
	


Equal Opportunities 
Statement of good practice: The organisation can show clear evidence and an understanding of the basic principles of equal opportunities and inclusiveness.  They can demonstrate that they respect the differences, which may occur across the organisation's membership.  They also work to challenge and counter any form of discrimination by committee members/trustees/staff/volunteers and members.  

	Q.
	Evidence sought
	Evidence
	(
	Action
	Group(
	CVS(

	1)


	Is there an equal opportunities policy or statement in place?
	Policy or Statement
	
	
	
	

	2a)

2b)


	Is this policy or statement reviewed regularly?

Who by and how?
	Date on policy or statement

Name on policy or statement

Procedural guideline including who should review and when 
	
	
	
	

	3)
	Do the committee members/trustees/staff/volunteers and members undergo any form of training in equality and diversity issues?


	Induction programme

Training schedule

Personal file records

EO/diversity Policy document
	
	
	
	

	4)


	How does the organisation demonstrate that its policy or statement of EO is working in practice?
	Equal Ops monitoring form

Application form

Programme of activities (training etc)

Organisations examples of good practice 
	
	
	
	

	5)


	How does the organisation demonstrate its commitment to EO and good practice in the recruitment and training of committee members/trustees /staff and volunteers?
	Application forms

Equal Ops monitoring form

Handbook information

Induction programme

EO policy 
	
	
	
	

	6)


	What procedures does the organisation have in place to ensure that all members/service users (current and potential) have equal access to the organisations activities, as far as is practicable within the resources of the organisation and the building?


	Induction programme

Training programme

Environmental changes e.g. to building layout (if required) 
policy.  Examples of changes to activities equipment etc 


	
	
	
	

	7)


	Does attendance at the organisation's activities reflect a cross section of the members/service users

/community?


	Mentoring forms

Membership lists

Event/activity registers

Knowledge of community – diversity demographics. 
	
	
	
	

	8)
	To what extent are your members/service users part of the decision making processes of the organisation?


	Committee members

Sub-group members

Who is involved with creation of policies?

Policy Consultation processes 
	
	
	
	

	9a)

9b)
	Are members/service users consulted on what the organisation does and how it does it?

What processes are used?


	Questionnaires

Monitoring forms

Consultation policy 

Minutes of meetings

Feedback forms
	
	
	
	

	10)
	Does the organisation comply with any legislation which is in force e.g. the Disability Discrimination Act etc…?


	Visual evidence (building layout etc)

Policy evidence (handbooks etc)


	
	
	
	

	11)


	Do any posters or decorations positively reflect the diversity of the local community e.g. positive images of older people/younger people/disabled people etc?
	Notice boards

Posters 
	
	
	
	


Human resources and Volunteers 
Statement of good practice: Human Resource management aims to improve organisations and working life through better employment relations.  HR is responsible for providing up-to-date information and advice on all employment issues from entry to exit within an organisation covering topics such as recruitment, equality, discipline and grievance, performance, staffing, communication and employee relations amongst others.  HR works with an organisation to develop and maintain a productive and happy workforce.

	Q.
	Evidence sought
	Evidence
	(
	Actions
	Group(
	CVS(

	1.

1a)

1b)

1c)

1d)

1e)


	Does the organisation have copies of the following policies/documents/procedures:

Staff/volunteer/committee members /trustee recruitment, selection and induction

Standard application form 

Redundancy policy 

Volunteer Policy 

Grievance Procedure


	Handbook

Individual policies

Relevant paperwork 


	
	
	
	

	2a)

2b)
	Do you have job/role/task descriptions for all staff and volunteers/committee members/trustees?

Do staff have contracts of employment? 
	Personal files

Sample documents 

Personal files

Sample document 
	
	
	
	

	3)
	Does your organisation clearly define the boundaries between paid staff and volunteers?
	Handbook

Policies and procedures
	
	
	
	

	4.

4a)

4b)

4c)

4d)

4e)
	Does the organisation make the following checks for staff/volunteers /committee members/trustees (as appropriate)?

References

Medical check

Police check (CRB) 

Passport/Birth Certificate

Qualifications


	Handbook – sample paperwork 

Recruitment process

Induction process 

Policies 


	
	
	
	

	5a)

5b)
	How does the organisation ensure that the staff/volunteers have the relevant skills/knowledge/experience?

How does the organisation help the staff/volunteers gain the relevant skills/knowledge/experience (where appropriate)?
	Application form

Interview process

Check qualifications visually

Take up  refs

Induction

Training schedule

Skills analysis
	
	
	
	

	6a)

6b)


	Who is responsible in your organisation for managing staff and supporting volunteers?

Do all staff and volunteers know who this person is and how to access them?


	Organisation charts

Job descriptions

Induction 

Internal communication channels
	
	
	
	

	7a)

7b)
	Do your staff/volunteers have the opportunity to try new activities/explore new ideas?

Do you offer training and attendance at outside events to support this?
	Training schedule

Supervision and appraisal

Information sharing 

Supervision and appraisal

Development plans

Policy 
	
	
	
	

	8a)

8b)

8c)

8d)

8e)
	Do staff/volunteers enjoy their working experience?

How do you know? 

What do you do to make sure this is a good experience for them?

Does your organisation have a complaints procedure?

Does your organisation have a Discipline & Grievance Procedure?
	Staff survey

Supervision and appraisal

Policy documents

Handbook

Policy documents

Handbook

	
	
	
	


Health and Safety 
Statement of good practice: The organisation should have an awareness of their duties and responsibilities in relation to basic standards of health and safety management that are derived from H&S procedural documents and expert advice.  It ensures the health and safety of all committee members/trustees/staff/volunteers and members.  There is clear evidence of risk assessments and that committee members/trustees/staff/volunteers and members have received basic training in first aid and emergency procedures.

	Q.
	Evidence sought
	Evidence
	(
	Action
	Group(
	CVS(

	1)

1a)

1b)

1c)

1d)
	Does the organisation have the following policies in place (as applicable):

Health & Safety

Child/Vulnerable Adult Protection

Safe visiting

Lone worker


	Policy document – are there any others the organisation  thinks relevant 

Current relevant insurance certificate - does it cover dangerous activities
	
	
	
	

	2a)

2b)
	Are these policies reviewed on a regular basis? 

How?
	Policy statement 

Evidence of policy reviews 


	
	
	
	

	3)
	Are all staff and volunteers covered by an appropriate insurance policy?


	Insurance certificates – in date 


	
	
	
	

	4)
	Are staff and volunteers qualified to supervise or run individual activities (where applicable)?


	Relevant qualifications                      Training programme

Skills analysis


	
	
	
	

	5)
	Does the organisation undertake CRB checks for all committee members/trustees/staff and volunteers?


	Evidence of CRB check

Policy – undertaking CRB 

-Employing ex offenders 

-Inappropriate disclosures 
	
	
	
	

	6)
	Are parent/guardian/carer consent forms obtained before people take part in events or activities (where applicable)?


	Forms - does it include consent section for taking photos and videoing?

Do they contain the necessary info e.g. health related
	
	
	
	

	7)
	Do staff and volunteers undertake appropriate health and safety training e.g. first aid training etc?


	Skills analysis 

Training programme 

Certificates
	
	
	
	

	8)
	Are risk assessments carried out when running on-site & off-site activities?
	Risk assessment forms
	
	
	
	

	9)
	Is there a first aid kit available and is it checked and replenished regularly?


	First aid box
	
	
	
	

	10)
	Are emergency procedures, fire drills and evacuation procedures made known to committee members/trustees/staff/volunteers and members?
	Procedures evident and staff aware
	
	
	
	

	11)
	Does the organisation keep a record of any accidents or incidents of committee members/trustees/staff/volunteers/members?

	Referred to in policy/procedure  documents 

Accident book
	
	
	
	

	12a)

12b)


	Is a general check made of the condition of the building e.g. flooring, fire extinguishers, general maintenance, fire/smoke alarms etc? 

Are any defects reported or action taken were appropriate?


	Visual evidence

Written reports 

Policy and procedure 
	
	
	
	

	13)
	Is a register of attendance kept? 


	Copy of register
	
	
	
	

	14)
	Has a fire safety check been carried 

out?


	Certificate 

Policy 
	
	
	
	

	15)
	Does the organisation have a Health and Safety at Work poster prominently displayed in the building?
	If required
	
	
	
	

	16)
	Is your gas and electrical equipment checked?
	Certificate/marking on equipment in date.  Evidenced as part of risk assessment.


	
	
	
	


	
	
	Overall Comments

	1
	Organisational Governance and 
Management


	

	2
	Finance


	

	3
	Human Resources: Staff & Volunteers


	

	4
	Equal Opportunities


	

	5
	Health and Safety 
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