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Governance Checklist: Part A (Charities)

Standard 1: Clear about its purposes and direction

An effective charity is clear about its purposes, mission and values, and uses them to direct all aspects of its work. 

In order to demonstrate this, the charity:

	
	MARK

	ensures that its mission and planned activities are within the purposes set out in its governing document; 
	

	has a clear idea of its mission, and the strategies and steps that it will take to achieve it, set out in written documents that are regularly reviewed, giving the charity focus, direction and clarity; 
	

	is able to explain how all of its activities relate to and support its purposes, strategy and mission, and benefit the public; 
	

	regularly reviews whether the charity's purposes as set out in its governing document are up to date and relevant to the needs of its beneficiaries; 
	

	is independent and recognises that it exists to pursue its own purposes and not to carry out the policies or directions of any other body; 
	

	considers future sustainability – balancing what is needed now with what will be needed in the future. 
	


Notes on the Self-Appraisal Process

Suggested Marking

Yes =2; 
partly = 1; 
no or don’t know = 0.

Suggested Process 

1. Board members work individually or in pairs and assign a mark to each item in the table to highlight areas of concern. 

2.  Board members compare notes and agree a collective view. NB A “don’t know” can be as significant as a “no” in requiring action, although the action may be around communication rather than formulation of policy.

3. Board agrees a list of action points.

4. Board prioritises the action points and allocates responsibility.

Standard 2: A strong board

An effective charity is run by a clearly identifiable board or trustee body that has the right balance of skills and experience, acts in the best interests of the charity and its beneficiaries, understands its responsibilities and has systems in place to exercise them properly. 

In order to demonstrate this, the charity:

	
	MARK

	ensures that the trustee body is constituted in accordance with the governing document; 
	

	identifies the mix of skills, knowledge and experience necessary for the efficient and effective administration of the charity and ensures that the recruitment and appointment of new trustees provides adequate opportunities for re-assessing and achieving that mix; 
	

	has a trustee body that is the right size for the charity – large enough to include the skills and experience needed to run the charity effectively, but small enough to allow effective discussion and decision making; 
	

	has a clear understanding of the respective roles of the trustee body and staff with role descriptions for trustees and charity officers (such as the Chair and Treasurer); 
	

	ensures that the charity’s committees, staff and agents have clear and appropriate delegated authority to carry out their designated roles in delivering the charity’s purposes. It also has systems in place to monitor and oversee the way in which delegated powers are exercised; 
	

	undertakes all appropriate checks to ensure that a prospective trustee is both eligible and suitable to act in that capacity. (For some charities there may be a legal requirement to seek CRB disclosures for potential (and serving) trustees); 
	

	identifies and meets the individual induction, training and development needs of trustees and has in place a framework for evaluating board and trustee performance; 
	

	ensures its trustees understand that they must act only in the charity’s interests and that any conflicts of interest are identified and managed; 
	

	identifies and complies with relevant legislation and takes professional advice where necessary. 
	


Standard 3: Fit for purpose

The structure, policies and procedures of an effective charity enable it to achieve its purposes and mission and deliver its services efficiently. 

In order to demonstrate this, the charity:

	
	MARK

	regularly reviews its governing document to ensure that it is up to date and that the trustees have the powers that they need in order to achieve the charity's purposes and to manage its resources effectively; 
	

	takes appropriate steps to protect its reputation in all aspects of its work, especially in its dealings with beneficiaries and others with an interest in the charity; 
	

	implements policies and procedures to ensure that all vulnerable beneficiaries are protected from abuse; 
	

	regularly reviews and assesses the risks faced by the charity in all areas of its work and plans for the management of those risks; 
	

	regularly reviews its structures, policies and procedures to ensure that they continue to support, and are adequate for, the delivery of the charity’s purposes and mission; this includes policies and procedures dealing with board strategies, functions and responsibilities; good employment practices and the encouragement and use of volunteers; 
	

	recognises, promotes and values equality and diversity in beneficiaries, staff and volunteers, and in all aspects of its activity; 
	

	considers whether collaborations and partnerships (including the possibility of a merger) with other organisations could improve efficiency, the use of funds and the better delivery of benefits and services to beneficiaries.
	


Standard 4: Learning and improving
An effective charity is always seeking to improve its performance and efficiency, and to learn new and better ways of delivering its purposes. A charity’s assessment of its performance, and of the impact and outcomes of its work, will inform its planning processes and will influence its future direction.

In order to demonstrate this, the charity:

	
	MARK

	has considered how to identify, measure and learn from the charity's achievements, impacts and outcomes, including the positive and negative effects that it has on beneficiaries, others with an interest in the charity and the wider community; 
	

	sets achievable targets and indicators against which success and improvement is measured and evaluated based on the purposes of the charity, the needs of its beneficiaries, the quality of its services and the resources available; 
	

	welcomes and acts upon feedback (positive as well as challenging) from its beneficiaries and other people with an interest in the charity about the services it provides and the areas where improvements could be made; 
	

	looks at and assesses innovative and imaginative ways of working towards achieving its purpose and aims; 
	

	identifies emerging trends in the environment in which it operates and uses this information as part of its planning processes; 
	

	identifies and uses opportunities to influence the environment in which it works to be more conducive to its mission and purposes, following the law and good practice when campaigning or lobbying; 
	

	is not complacent but is engaged in a process of continual improvement, using techniques and tools best suited to its size and activities, such as recognised quality systems and benchmarking, in order to improve its own future performance; 
	

	is ready to share good practice with others. 


	


Standard 5: Financially sound and prudent

An effective charity has the financial and other resources needed to deliver its purposes and mission, and controls and uses them to achieve its full potential.

In order to demonstrate this, the charity:

	
	MARK

	has policies to control and manage its reserves, investments and borrowing, taking professional advice where needed; 
	

	integrates financial planning with wider organisational planning and management, ensuring that funds are available when the charity needs them and are used in the most effective way to the benefit of the charity; 
	

	ensures financial sustainability by managing cash flow and monitoring and reviewing financial performance during the year, taking timely corrective action where needed; 
	

	considers the sources of its income and has a strategy in place to raise the funds it needs - diversifying its sources of income as far as possible; 
	

	reviews its fundraising strategies and activities to ensure that they comply with good-practice standards, taking account of any relevant ethical issues; 
	

	is aware of the financial risks involved with existing and new ventures and manages the risk of loss, waste and fraud by having robust financial controls and procedures in place; 
	

	structures the charity's activities in a tax efficient way and minimises the operational risk to the charity from trading activities; 
	

	prepares its Annual Report and accounts in accordance with good practice requirements, and fulfils the legal requirements for filing in a timely fashion.
	


Standard 6: Accountable and transparent

An effective charity is accountable to the public and others with an interest in the charity (stakeholders) in a way that is transparent and understandable.

In order to demonstrate this, the charity:

	
	MARK

	complies with its legal obligations (and best practice), as set out in the Statement of Recommended Practice (SORP), to produce annual accounts and a report which includes an explanation of what the charity has done for the public benefit during the year; 
	

	explains in its Annual Report the extent to which it has achieved its charitable purposes in a way that people with an interest in the charity can understand; 
	

	has well-publicised, effective and timely procedures for dealing with complaints about the charity and its activities. These should explain how complaints and appeals can be made, and give details of the process and likely timescales; 
	

	can show how it involves beneficiaries and service users in the development and improvement of its services; the contribution may have been by way of the appointment of beneficiaries as trustees or their involvement through discussion, consultation or user group input; 
	

	has a communications plan which ensures that accurate and timely information is given to everyone with an interest in the work of the charity, including the media, donors and beneficiaries.
	


Appendix: Definitions
Activities means anything done using resources belonging to the charity or under its control, and include all of its work and services.

Beneficiary or beneficiaries: A legal term for a person or group of people eligible to benefit from a charity’s work. The beneficiary group of a charity will be defined in the charity’s governing document. Beneficiaries may sometimes be called clients or service users. 

CRB means the Criminal Records Bureau which exists to help organisations identify people who are unsuitable for certain types of work, especially work involving access to or contact with children and other vulnerable members of society. It can make ‘Disclosures’ of any criminal, police or similar records.

Governing document means a legal document setting out the charity's objects or purposes and, usually, how it is to be administered. It may be a trust deed, constitution, memorandum and articles of association, conveyance, will, Royal Charter, scheme of the Commission or other formal document.

Impact means the change, effect or benefit that the charity’s services and activities have on wider society. It is often long term, broad and sustainable and can be positive or negative, intended or unintended.

Indicators are well-defined, easily measurable information, which show how the charity is performing.

Mission or mission statement: A term used by many charities to describe why they exist and what impact they want to have. A mission statement can:

· provide an explanation of the charity’s purposes in everyday language; 

· help to communicate the charity’s ethos and values; and 

· provide a focus for strategic planning by defining the particular outcomes or goals that the charity wants to achieve.

A charity’s mission (or mission statement) must be consistent with, and not wider than, its purposes.

Purposes (sometimes called objects) are the legal charitable purposes for which a charity exists or the things that it was set up to achieve as set out in its governing document. The purposes may be worded quite broadly and expressed in legal language. They direct (and consequently restrict) how the charity’s assets must be used.

Outcomes are the changes, benefits, learning or other effects that happen as a result of the charity's services or activities. (Outcomes are distinguished from outputs - the activities, services and products that the charity provides. Outputs show the volume of work undertaken by the charity rather than its results.)

Trustee means a charity trustee. Charity trustees are the people who are responsible for the general control of the management of the administration of the charity. In the charity's governing document they may be collectively called trustees, the board, managing trustees, the management committee, governors or directors, or they may be referred to by some other title.

� Including charitable companies. Based on Charity Commission Publication CC10: Hallmarks of an Effective Charity. For definitions, see Appendix to this Section.
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