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Welcome 

Today is an overview of running a 

community group. Use the Action List 

and Health Check to create your ‘To Do’ 

plan. 

 

Arrange an appointment if you want help 

in following up this. 

 

Each short talk is followed by an activity. 

This is a chalk and talk style of learning. 

 

Coffee/tea and cake is at 11am. We will 

finish at 12:45pm 

• House Keeping 
• Ground rules 
• Introductions 



Assumptions make asses of us all 



The Committee 
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What’s the committee for?  

The committee is responsible for governing the organisation.   

  

Governance is about making sure that things get done and it’s not 

necessarily doing it yourselves.  

 

However, most committees of small organisations find that they 

have to get involved in the ‘doing’, as they only have a few, if any 

paid staff. For  example in larger organisations financial record 

keeping is done by the staff, but in a small organisations, the 

treasurer may have to take on this responsibility.  

 

Governance is also about making sure that the organisation is doing 

what is should be to fulfil its mission, comply with the law and work 

within the Objects and Powers in the governing document.   
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What does the Committee do? 

 1. Giving Direction to the Organisation  Responsibility for planning the 

     strategy and direction of  the 

     organisation’s  activities  
 

 2. Accountability    Being answerable to your users   

  

3. Managing People    Making sure that staff  and 

     volunteers are well supported and 

     supervised  
 

 4. Legal Responsibilities   Keeping to the law and your 

     constitution  
 

 5. Managing Resources    Managing money, property and 

     other resources efficiently  
 

 6. Managing Itself    Making sure that the committee 

     functions effectively, that  

     meetings are well run  and that all 

     members are involved  
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The Governing Document 

The governing document is the source document from which the 

committee’s powers are derived. Depending on legal structure, it may 

be either a constitution, trust deed, memorandum and articles of 

association, rules or other document. The governing document of an 

organisation usually states: 
 
• The objects of the organisation – that is, what it is established for 

(also called aims or purposes) 

• Who is eligible to apply to become a member of the organisation 

• The rights of the members of the organisation 

• How the committee is constituted 

• How and when general meetings of the whole membership are 

called, and what business is to be conducted at annual general 

meetings 

• How the finances are to be controlled 

• How the governing document can be altered 

• How the organisation may be dissolved. 
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Responsibilities  

The committee needs: 

• ƒTo keep informed about the organisation’s work and the wider 

issues that affect it  

• To make sure that the organisation has enough money to meet its 

obligations  

• ƒDeveloping policies  

• Making sure the organisation stays within the law and the 

governing document  

• ƒMaking sure the organisation is adequately insured  

• To lead the organisation effectively  

• To make sure that staff are properly supervised and supported  
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Conduct  

 A Committee member should: 
 

• ƒBe familiar with and agree with the aims and 

objectives of the organisation  

• ƒWork with the committee as a group to achieve the 

organisation’s aims  

• Make decisions, which are in the best interests of the 

organisation and the users/members   

• ƒKeep the organisation’s business confidential   

• Represent the organisation at functions and meetings  
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Expectations 

 A committee member will normally be expected: 

 

• To attend a committee meeting every month  

• ƒTo read meeting minutes and other papers in 

preparation for meetings  

• ƒTo sit on sub-committees when required  

• ƒTo send apologies when unable to attend meetings  

• To participate in training and development activities 

to be an effective committee member  

• ƒTo declare any conflicts of interest at meetings  
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Conflicts of Interest  
  

• As a management committee member, your first priority 

is to the organisation. All decisions you make must be in the best 

interests of the organisation and its beneficiaries. Sometimes situations 

will arise, where you may feel your loyalties are divided or it’s hard to 

make an objective decision.  

 

• Committee members may ‘wear many hats’ because they 

are involved in a number of organisations or their family and friends are 

involved in organisations.  

  

• Management committee members should not receive 

any personal benefit from their role. For example, if a 

management committee member has their own business, they should not 

expect contracts to be awarded to them. However, this is allowed if there 

is  a transparent competitive tendering process and the contract is 

awarded in the best interests of the organisation.  
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Conflicts of Interest?  

 What would be a conflict of 

interest for your committee 

or group? 



Committee meetings 
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Be prepared 

Before the meeting: 
  

• ƒPlan the agenda (in consultation with the other committee 

members) 

• ƒMake sure that everyone knows the date, time and venue of the 

meeting and that agendas and other papers are sent out in 

advance  

• ƒMake sure the venue has been booked and refreshments 

organised  

 

After the meeting 
  

• ƒType up the minutes as soon as possible after the meeting and 

then send them out  

• ƒAct on the decisions that you made  
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The agenda 

The agenda of a meeting is the list of items which have 

to be discussed at the meeting. A typical agenda may 

include: 
 

• Apologies 

• Conflicts of interest 

• Minutes of last meeting (a written record of decisions taken which 

requires members to agree its accuracy) 

• Matters arising from the minutes (if not otherwise on the agenda) 

• Reports from Secretary, Treasurer, staff, sub-committees, etc. 

• Items of main business, e.g. fundraising events, recruitment 

• Any other business 

• Date, time and venue of next meeting 
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During the meeting  

The Chair should:  
• ƒWelcome everyone  

• ƒMake sure the meeting is quorate (check your constitution)  

• ƒKeep focused on the business and the decisions to be made  

• ƒRemind everyone to avoid jargon, acronyms or abbreviations that 

some people may not understand  

• ƒEncourage everyone to participate  

• ƒMake sure decisions are minuted with the name of the person 

responsible for any action  

• ƒSet the date and time for the next meeting  

• ƒFinish on time!   
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Why take minutes?  

 Minutes are a legal record of what you discussed and 

what decisions you made. They do not have to record 

everything that was said, but the main points and any 

decisions that were made.  
 

 

They also:  

• ƒInform people who were not there, what happened  

• ƒRemind you of what action you are supposed to take 

and by whom 
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Minutes should include?  

  What should minutes include?  

 

• ƒ  Name of the organisation  

• ƒ  What type of meeting (e.g. management committee or 

sub-committee)  

• ƒ  Date, time and venue  

• ƒ  List of management committee members present and 

other people in attendance 

• ƒ  Apologies for absence  

• ƒ  Confirmation that the previous meeting minutes are a 

true record  

• ƒ  Matters arising from the previous meetings minutes  

• ƒ  Separate minute for each item discussed  

• ƒ  Date, time and venue of next meeting 



Bingo! 



Policies & Procedures  
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The law can affect many areas of voluntary organisations and 

community group activities.  

 

• Charities must follow the requirements of the Charities Act. 

 

• There are other laws and acts that must be followed by all groups  

that may not be immediately apparent.  

 

• Ignorance of the law is not an acceptable excuse and keeping within 

the law is the responsibility of the Committee or board. 

 

• Policies do not have to be complex and long. They should be clear 

and accessible to all staff and volunteers. 

 

Policies and Procedures 
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The policies you need will depend upon your 

activities and who you work with.  

  

• If you apply for funding you will almost certainly 

need an Equal Opportunities Policy to fit the 

funders’ criteria 

  

• If you intend to employ staff you will require HR 

Policies including: recruitment, Disciplinary and 

Grievance Policies 

 

• If you work with children or adults at risk you will 

need Children and Young People  or Adult 

Safeguarding Policies 

What Policies 



A policy =  

A procedure =  

A guide-line =  

A statement of intent about how your 

organisation wishes to conduct itself 

with respect to certain issues.  

A written up to date statement about 

how things are done, readily available 

to those who need to know.  

A suggested way of doing something 

based on experience and good 

practice.  
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Terms 



Should: 

• Explain who is covered by the policy 

• State the aims and outcomes of the  

policy 

• Have a commitment from committee 

or trustees to policy. 

• Make reference to any legal 

requirements 
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Your Policy Statement 



Your minutes should include:  

• Indicate who has the responsibility for 

implementation.  

• Establishing methods to monitor and measure 

progress. 

• Targets set and time scales.  

• A Commitment to the training of and the 

consultation of staff, volunteers or users of service.  

25 

Adopting your policy 
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All organisations:  

    •   Equality and Diversity  

    •   Financial Controls  

 

Many organisations:  

    •   Volunteer policy  

    •   Health and Safety  

    •   Confidentiality  

    •   Data Protection  

    •   Conflict of Interest  

    •   User involvement  

    •   Reserves  

    •   Environmental  

    •   IT  

    •   Complaints  

 

Working with Children:  

    •   Safeguarding of Children  

Working with Adults at Risk:  

    •   Safeguarding of Adults at risk 

Organisations with Employees:  

If you employ staff you will need a 

number of policies, some of which 

are specifically required by law and 

you should take advice to make 

sure you develop and adopt 

everything you need.  Employment 

related policies include:  

 

    •   Grievance  

    •   Disciplinary  

    •   Health and Safety  

    •   Capability  

    •   Sickness and absence  

    •   TOIL (Time Off In Lieu)  

    •   Parental leave – maternity /  

        paternity  

    •   Compassionate leave  

    •   Bad weather  

    •   Whistleblowing  

    •   Redundancy  

What is needed? 
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Vol Resource 

http://vr.volresource.org.uk/org/policieschecklist/  

Resource Centre  

http://www.resourcecentre.org.uk/   

 Know how Non Profit 

https://knowhownonprofit.org/ 

Communities Matters Membership is required for free down loading  

http://www.communitymatters.org.uk/ 

Small Charities Coalition   

http://www.smallcharities.org.uk/ 

NCVO    Membership is free for groups with an income under £30K 

https://www.ncvo.org.uk/ 

http://www.cambridgecvs.org.uk 

Where to find model policies 

http://vr.volresource.org.uk/org/policieschecklist/
http://www.resourcecentre.org.uk/information-category/making-your-group-work-well/
https://knowhownonprofit.org/organisation/operations/legal/copy_of_policies
http://www.communitymatters.org.uk/
http://www.communitymatters.org.uk/
http://ncvo.org.uk/
http://ncvo.org.uk/
http://www.cambridgecvs.org.uk/
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Equal opportunities 

Everyone in Britain is protected by the equality Act 2010, but it 

names these nine protected characteristics:  

 

Age -  disability -   gender reassignment -   marriage and 

civil partnership -   pregnancy and maternity -  race -   

religion and belief -  sex  -  sexual orientation.  
 

Under the Act, people are not allowed to discriminate against, 

harass or victimise another person because they have any of the 

protected characteristics 

Most funders will ask to see your Equal 

Opportunities policy if your group  applies for 

funding. 
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Safeguarding 

Safeguarding policies for Children & Young people or Adults at 

risk are required by law.  

 

Your group is expected to: 

• Promote their health and welfare. 

• Respect and promote their rights. 

• Work in a way which safeguards the wellbeing of the 

vulnerable person and protects them from harm and abuse. 

• Take appropriate steps if they became aware of any signs / 

incidents of harm and abuse 
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Safeguarding 

 

The Policy’s Aims are: 
 

• To promote good practice and ensure that volunteers and staff  

are able to work  with confidence 

• To provide children & young people or adults at risk with 

appropriate safety and protection whilst  

• To allow volunteers to make informed and confident responses 

to specific Safeguarding issues 

• To ensure that children & young people or adults at risk and 

their parents or  carers (if appropriate) are aware of what to do 

if they have a concern and that they would feel confident to 

pass their concern on.  



Health and Safety is relevant to all organisations whatever their 

size and whether or not the group is an employer.  
  

• Important aspects of Health and Safety regulations cover: 

• Duties to the general public, users, trainees and volunteers  

• Fire safety 

• Violence/Stress  

• Transport safety 

• Food hygiene 

• Public entertainment  

• Manual handling and lifting  

• Electrical equipment  

• First aid boxes and accident books 

• Sale of second hand and donated goods (Public health Consumer safety) 

o Sale of clothing and personal goods 

o Sale of furniture and household goods 

o Sale of toys 

Health & Safety 



Over to you! 



Finance & Insurance 
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Finance 

• Keep the groups money and your money separate 

• Have a bank account in the name of the group 

• Bank all incomes whether cheques or cash 

• If you need a petty cash box, use the impressed system 

• Think about how you can record your accounts in a way that 

allows you to analysis them  and grant funders can see how 

their money is being spent 

• Remember that a grant is restricted income 

• Budget 

• Have a policy for how money is handled & recorded 
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Budgeting 

What is a budget? 

 
• A budget tells the story, in money terms, of what your group 

plans to do over the coming year. 

• It is an estimate of how much money you need – proper 

budgeting will help ensure that you don’t run out of money or 

face unexpected costs during the year ahead. 

• It will help you make financial decisions and keep control during 

the year. 
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Insurance 

As a committee you are responsible for all your group’s 

actions. 

 

It is recommended that you take out Public Liability 

Insurance or ensure you are covered by another group’s 

insurance  to protect yourselves  as you be held jointly or 

individually liable if a claim is made against your group. 

 

How much you may need to be insured for depends on 

the activities you do. However it is not uncommon for 

groups to have insurance for up to £5million pounds. 
 
 



How to keep safe? 

What would 

be your 

guidelines to 

ensure your 

group’s 

finances are 

secure? 



Managing Volunteers 
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How to get volunteers & keep them! 

• Be passionate about the work of volunteers in your organisation and 

that enthusiasm will attract people to you. 

• Say thank you. A word of warning - if volunteers tell you they don’t 

want to be thanked, try not doing it and see how attractive that 

makes you! 

• Provide meaningful opportunities. Opportunities are to volunteering 

as food is to eating out. When people volunteer they want to do 

something that enables them to have the satisfaction of making a 

difference. 

• Be flexible 

• Provide expenses 

• Get volunteers to attract other volunteers 

• Provide enjoyable volunteering 

• Go social 
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Lead, don’t manage 

You manage 

things.  

You lead people! 
  

Admiral Grace Murray Hooper 

What do you think this means for the way your work 

with volunteers? 



Fundraising 
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Fundraising 

1. Ask the right people 

2. Use AIDA Awareness 

Interest 

Desire 

Action 

3. Communicate regularly with your 

supporters 

4. Don’t be afraid to ask again 

5. Don’t forget to thank people 

• Be Brave 

• Be Creative 

• Be Active 

• Be Social 



Better Fundraising Ideas 

http://www.better-fundraising-ideas.com/  

 

 

A-Z Fundraising Ideas 

http://www.thefsi.org/wp-

content/uploads/2012/08/A-Z-Fundraising-

Ideas1.pdf  
 

Fundraising resources  

http://www.better-fundraising-ideas.com/
http://www.better-fundraising-ideas.com/
http://www.better-fundraising-ideas.com/
http://www.better-fundraising-ideas.com/
http://www.better-fundraising-ideas.com/
http://www.better-fundraising-ideas.com/
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
http://www.thefsi.org/wp-content/uploads/2012/08/A-Z-Fundraising-Ideas1.pdf
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Fundraising Checklist 



And to finish with? 
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Vol Resource 

http://vr.volresource.org.uk/org/policieschecklist/  

Resource Centre  

http://www.resourcecentre.org.uk/   

 Know how Non Profit 

https://knowhownonprofit.org/ 

Communities Matters Membership is required for free down laoding  

http://www.communitymatters.org.uk/ 

Small Charities Coalition   

http://www.smallcharities.org.uk/ 

NCVO    Membership is free for groups with an income under £30K 

https://www.ncvo.org.uk/ 

And finally 

http://vr.volresource.org.uk/org/policieschecklist/
http://www.resourcecentre.org.uk/information-category/making-your-group-work-well/
https://knowhownonprofit.org/organisation/operations/legal/copy_of_policies
http://www.communitymatters.org.uk/
http://www.communitymatters.org.uk/
http://ncvo.org.uk/
http://ncvo.org.uk/


47 

Where to find more information 

Any final questions or 

comments? 

 

 

Please complete and return to 

me the evaluation sheet. 


