CVS South Gloucestershire New Membership Standards 2016
Keep it Simple
A guide for small voluntary organisations, community groups and social enterprises

Introduction CVS Chair Of Trustees
CVS South Gloucestershire is here to help voluntary organisations, community groups and social enterprises of all sizes to develop and grow and make the most of the opportunities that are available.  
Our new ‘Membership Standards’ have two levels and have been designed with CVS members and local funders.  They aim to help our members to meet the requirements of funders and regulators and demonstrate the great work they are doing in communities across South Gloucestershire.

Grant providers and other funders will want to know that your group is responsibly and accountably run before they consider giving you money, and our Membership Standards have been designed to help you meet many of their requirements. 

Level one is for small organisations seeking grant funding and level two will enable groups bidding for contracts to be ready to demonstrate they meet Pre-Qualification Questionnaire (PQQ) requirements.  

However, completion of CVS Membership Standards is not a guarantee of receiving grant or contract funding rather it ensures that your group and organisation has the systems and processes in place to meet baseline requirements during the funding application process.

We recognise that some of the terms might seem onerous, but we can help you think through what’s appropriate for your group and how you can meet the commonest requirements effectively but with the least fuss and paperwork.
Many small voluntary groups will need access to grants from time to time in order to put on events or to start the process of growing into larger organisations providing valued services.  

If you handle money (subscriptions, membership fees, charges etc) or are thinking about applying for grants or asking for donations, you’ll find it all much more straightforward if you’ve given a bit of thought to how you make sure your organisation works properly and accountably.

And that’s the main point of this guide.  It’s to help you make reasonable decisions that are proportionate to the size of your group and your activities.   

You’ll want to find the right structures and procedures that fit what you do, provide your Management Committee with the right level of protection and make sure that any public money you receive is spent properly and carefully. The last thing you need is to lumber yourselves with a constitution that’s way too complicated or a barrowful of unnecessary procedures and policies that you couldn’t comply with in a month of Sundays.   
You do need to remember, though, to review this from time to time as the size of your organisation changes or your activities expand in new directions.  

As always we are keen to hear your views and are always here to help you.  

With many thanks, to the local funders and CVS members who were consulted and provided feedback to support the development of the CVS Membership Standards 2016.

South Gloucestershire Council, South Gloucestershire Clinical Commissioning Group, Office of Avon and Somerset Police Crime Commissioner and Quartet Community Foundation. 

Thornbury Volunteer Centre, Winterbourne Medieval Barn and South Gloucestershire Parents and Carers.

Peter Steel 

September 2016

1
Governance
Starting with what we call your ‘Governing Document’, also known as your constitution.  If you don’t have anything written down yet, we can help you find the most appropriate form that will suit both what it is that you do and the sorts of people who are your members.  

The different types of governing documents have different legal implications and some can offer you and your fellow Committee members protection from some kind of risks – provided you stick to the rules!  

It maybe that you feel that what your group does involves very little risk and in that case a simple structure could you suit you very well.  The really important thing is that you have thought through the options and come to a reasonable and informed decision and written down what you decided to do and why.

So, ask yourselves some questions…

· What sort of constitution do we need for what we do now and for any   likely developments in the next year or two?  

· Do we need to make any changes?

· Should we look into registering as a charity?

· Do we know who our members are?  Do we have a list? How do you join or leave? What is the role/purpose of Members?
· Do we need a committee to run things on a day to day basis, or is the whole group small enough to meet, say, once a month?  How big should any committee be and what skills would we need?  How will it be elected and how often? How often should it meet and how can we tell people what’s being talked about?  Do we have anyone who can take notes of any decisions we make?

The answers to those questions should give you a very good idea about what you need to do to be a well governed Organisation.  

CVS can help if you need more information, we have a model constitution and there’s a Governance checklist to guide you. 

CVS can help your Organisation to choose or change your legal structure and to register with the Charity Commission or other regulators as appropriate.

2
Financial management    
Every group that handles money needs to have a treasurer oversight of income and expenditure who can report to the Management Committee, funders (and members if you have them at the AGM) on the money that group’s received and what it’s spent.  For small groups, very simple records could well be enough, although you will mostly be expected to have your own bank account with at least two signatories (or authorisers) for each cheque or online transaction. 
Your annual budget may be pretty simple and your cash flow equally modest, but it is worth having them nonetheless as it’s evidence that you have given some thought as to how much money you need, what it’s for and when you might need it.  

Once you start using a computer to record this information, you need to think about back-ups – which could be as simple as printing things off on a regular basis and keeping any paper bank statements together and safe.  

If you’ve registered as a charity, there is a lot of information on the Charity Commission website about what you need to do. (It may be worth looking anyway!)
CVS has a checklist that will help you work out what you need to do, and can advise on appropriate practices.
3 Organisational policies and procedures
You may well wonder what this is all about, and developing a handbook that contains these items can certainly be the most trying part of growing your Organisation.  It’s often seen by funders and grant givers as a way of assessing how well your group is run, how much thought you’ve given to organising your activities, how you’ve assessed the risks involved in what you do and how you keep your members, participants, volunteers and any staff informed and safe. Your handbook can be on line if possible if you have a website. 
Think of it as being preparation for your visitor from Mars! They gave you very short notice, so you didn’t have time to prepare a proper reception.  Kindly, though, they offered to just scan your handbook and find out about your Organisation that way.

What needs to be in it will depend very much on what your group does, how big it is and how it’s set up.  Don’t over complicate things, but think carefully about what your Martian, a new member of the committee or a new volunteer or member of staff might need to know.  

If your group is very small, your handbook is likely to be very small too, but it does depend on what your activities are.

You’ll start with a page that says

· What your group does, where it operates and who can be a member

· What legal structure you have, who’s the current Chair and who's the Treasurer and any other officers you might have.  The group’s constitution is normally an appendix to the handbook.  It might say whether there is a committee, how often they meet and where the minutes or notes of their meetings are kept.  It will say where to find a list of your members.
· If you have volunteers or any staff, who they are, what they do and where they are based

· If you have an office, where is it and when is it open?  What are the contact details?

· Who to contact in an emergency

The rest of the handbook will be setting out the policies and procedures that your group has.  The policies describe the way you intend to run your group (for example, to operate a safe working environment, to ensure that your group is open to anyone entitled to join it, to look after your finances properly).  

Your procedures set out how you will do this, e.g. by providing the right kind of Health & Safety training to everyone within 2 months of joining, by advertising your group so that most potential members would have a chance of finding out about it and by having written instructions about how membership fees are collected, recorded and banked.

The really important thing to remember is to keep it proportionate.  Your group will be judged not just by whether you have, or don’t have, particular policies and procedures in place, but by whether or not you pay any attention to them. For example, it’s essential to have two signatories to every cheque your group issues, but that is undermined if you then allow people to sign blank cheques.  
Some of the policies and procedures suggested may have little relevance to your group, but it’s important to show that you’ve thought about them even if your final decision is that you don’t need to have a policy on, say, the use of social media.

But every group or organisation changes over time and you need to look at all areas of your activities every few years, so it is good practice to review all policies and procedures (or the lack of them) on a three year cycle or earlier if activities change significantly.  
Your Handbook may well have sections on:

3.1
Insurance policies
Do you need insurance to cover anything your group does?  If you employ staff, you’ll certainly need Employer’s Liability insurance and, very likely, other sorts of insurance.  A smaller group without employees may or may not need any.  Do you own any property?  Are any of your activities risky, e.g. some kinds of outdoor activities?  Any group any form of public interface should have third party insurance cover e.g. public liability insurance, which if you have a base you should display the public display notice.
Your handbook should list the insurances you hold and where the policies are kept.  Some detail of insurance policies will need to be publically displayed.
CVS South Gloucestershire can provide access to further information to help you make a decision.  

3.2
Training
You may want to list all the areas in which people need training and how that will take place.  It can be useful to have a checklist of the training that each Management Committee member, volunteer, staff member, participant needs to have, when they should have it (e.g. within a month of joining, annual refreshers) and how it will be provided.  

Training can be given in a range of different ways - free or paid-for sessions, online courses, one-to-one mentoring etc.  Check whether any specific training is required by your insurers.

3.3
A risk register
Essentially, this is just a list of the potential problems that your activities might involve.  You’ll need to think about what you do and the things that might go wrong, what could happen if they did and what you can do now, both to prevent any occurrence and to mitigate any after-effects.  Some of the risks might be obvious, others less so and it’s always a good idea to think them through before your group starts any new activity.   An Incidents/Accidents Register may also be appropriate if you run public events or activities.
Assessing risk is always a difficult thing to do, so if you think you might need some help getting your head around this, please ask CVS.

4
Impact Monitoring and Evaluation
Most grant givers require you to monitor what you do and report to them so that you can demonstrate the difference any grant will make or has made.   This isn’t a bad thing, as it can provide you with a lot of useful, positive information for your publicity and for future funding applications.  

It’s important, though, that you think about what you, as a group, would find it useful to know and build it in to your monitoring – you may even be able to persuade your funders that they’d find it useful too.   Don’t be afraid to discuss with funders what you feel are the valuable things to measure.  The key is keeping it in proportion - a small grant, say up to £1000, isn’t going to warrant hours of work for your group in providing statistics.  Remember that you will be expected to provide the information that you’ve said you will and if you fail, without good reason, to provide the monitoring information you promised, you’ll be much less likely to get a grant in future.

What you put in your Policy handbook (Section 3) should be a summary of the information you’ve agreed to collect, how you’ll collect it, who’s responsible for doing it, who’s responsible for checking its being done and when and how you have to report it.  Maybe include a copy of the monitoring form as well.   

To save time, and cover all your bases, you might also record that you’ll provide a summary of the results to your AGM and have a discussion about whether you feel that anything needs to be done differently to improve how you work.

5
Equalities and Diversity
Your policy can be as complicated as you like to make it but, for a small group, it can also be very simple.  Essentially, it is a statement that says that your group understands and supports the principle of equality of opportunity, recognises which groups commonly face discrimination and sets out what you will do to promote equality and make sure that all people from your community or local area are able to get involved in your activities or access your services.  

CVS has a tool kit that you can use to help you to think about equality and diversity and what’s appropriate for your group and model policy for small groups that you can adopt or adapt to suit your own circumstances.  

We can also offer training with our partners for volunteers, staff and Management Committee members.

6 
Safeguarding Children, Young People, Vulnerable Adults and Prevent
If your group has members who are children, young people or adults with vulnerabilities (e.g. learning disabilities, mental health problems, physical disabilities) or works or comes into contact with children or such adults you must think about how you can ensure that everyone is kept safe.  
Safeguarding works both ways, remember.  You will want to protect the vulnerable, of course, but you’ll also want to protect your members, staff and volunteers.  

You’ll need a copy of your policy in your group’s Policy handbook (Section 3).  

South Gloucestershire Council runs Prevent training workshop for groups.

CVS has a variety of model policies that will help you think about what’s needed in your own group (and you’ll need to think about it even if you only rarely work with children or vulnerable adults), so please do ask us for help.  

7
Health & Safety
Your groups Health and Safety Policy and Procedure will depend on the activities that run or are involved in.  The key is keeping it proportionate and appropriate to your group’s activities for example the H&S requirements will be very different for a community choir and a City Farm.  

Documenting what your organisation does is really important starting point, your policy on Health and Safety will then be developed through the activities you do and whether you employ staff.  

A copy of your policy and procedures should be included in your Handbook (Section 3).  Make sure that everyone gets the appropriate training they need to be safe and not endanger other people, and reporting to the group or the committee about things that have gone wrong and need to be improved, including someone responsible for checking the accident book regularly as appropriate to your groups activities.

CVS can provide you with fact sheets that will help you assess what you need to do to protect your members, volunteers, staff, service users and the public.  

SGC Community Spaces Team has guidance for those working in South Gloucestershire Community Spaces.

8
Marketing and Promotion
Will help you to let people know about your group or organisation and how they can get involved in your activities or services. Producing an Annual Report, is a requirement for many organisations and a good way to let your members, funders and other people know what you have achieved during the year and about future plans this can be as big or as small as  is appropriate/proportionate you like or can afford.   
If you’re receiving public money, funders will often expect you to make sure that the public are aware of what you do and are given opportunities to participate.  For small groups, this might be holding an open day each year to celebrate what you’ve achieved and invite new members to join.  

If you’re a bit more technically astute, you might have a website, or a Twitter account that you can use to tell people about what you do.  

Make sure that whatever publicity you put out, it’s accessible to as much of the community as possible, so think about where you distribute information, as well as the medium and language.

CVS can help you develop different ways to market and promote your groups activities and services, including help with getting on line and using social media to fundraise.

9
Financial sustainability
The bigger your organisation, the more of a headache this becomes and the more attention you need to give to making sure that you survive into the future.  Financial sustainability is likely to be quite big part of your risk register.  

Things to think about:

· What income does your group need to provide its activities and meet the cost of future plans?  

· How do you propose to raise this? Membership fees?  Charges for activities?    Fundraising?  Applying for grants or contracts?  Social media?  Loan finance?

The general principle is that groups should have a number of different income streams so that they are not over-dependent on any one source, but this will obviously depend on the size of your group, what you do now and your plans for the future.  This will link into your annual budget and any future financial planning.  
Please talk to CVS if you need any help with thinking through your strategy.  

CVS has developed resources to help groups plan their financial sustainability as an NCVO Sustainable Funding Beacon in 2010.  

We have adapted our services over the last three years to support our organisations sustainability and have direct experience of costing services and widening your income base and a range of different approaches to share with you.

10
Managing people
The people involved in your group or organisation are your biggest asset and making sure they are valued and supported is key to getting the best from them and to help your group or organisation achieve its goals. 

The South Gloucestershire Volunteer Centre Partnership can help you recruit and manage volunteers and have produced a guide to help you to do this

If you employ staff, you are into a whole new level of operations.  There are numerous legal requirements that you will need to meet and the penalties for failing to do so can be very serious.  
If you are thinking about taking the big step of becoming an employer, make sure that your group gets proper advice, thinks through all the risks and investigates all the options beforehand.  

CVS can help with this, so do get in touch.

CVS South Gloucestershire 

Poole Court 

Poole Court Drive 

Yate 

BS37 5PP 

01454 865205 

www.cvs-sg.org.uk 
info@cvs-sg.org.uk 
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