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Organisation Health Check
Name (of person completing the form):  ..........................................................
Role in group:   .................................................................................................
Name of group: ................................................................................................
Contact details: ………………………………………………………………………………………………

	No
	Principle
	Yes
	No
	Don’t Know

	
	MEMBERSHIP

	1.1
	Are you currently a member of CVS Falkirk and District?
	
	
	

	1.2
	Are you currently registered with Volunteer Centre Falkirk?
	
	
	

	2.
	MANAGING YOUR GROUP

	2.1.1
	Do you have an up to date Constitution? 
	
	
	

	2.2
	Are committee members fully aware of their responsibilities? 
	
	
	

	2.3
	Is there training for committee members? 
	
	
	

	2.4
	Are there enough active committee members? 
	
	
	

	2.5
	Do you have an AGM each year? 
	
	
	

	2.6
	Do you have appropriate insurance for the group? 
e.g. Employer Liability/Public Liability
	
	
	

	2.7
	Does your organisation employ staff and volunteers?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	3.
	WORKING AS A COMMITTEE

	3.1
	Does the committee have regular meetings?
	
	
	

	3.2
	Are agendas prepared in advance of the meeting?
	
	
	

	3.3
	Can all members put items on the agenda?
	
	
	

	3.4
	Are all meetings minuted and records kept of decisions? 
	
	
	

	3.5
	Do all/most members contribute to discussions?
	
	
	

	3.6
	Are decisions carried out? 
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	4.
	CHARITIES

	4.1
	Is your group a Scottish Charity registered with OSCR?
	
	
	

	4.2
	Do you have someone who completes the annual reports for OSCR?
	
	
	

	4.3
	Are your annual reports accepted by OSCR each year?
	
	
	

	4.4
	Have your committee members attended any training about OSCR and being a charity?  
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	5.
	PLANNING

	5.1
	Do you have a written plan for your group? 
	
	
	

	5.2
	Do you monitor and evaluate your work? 
	
	
	

	5.3
	Do you have links with and / or work with other groups or statutory agencies?  
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	6.
	MANAGING FINANCES

	6.1
	Do you have a Treasurer? 
	
	
	

	6.2
	Do you have reports on your finances at each committee meeting?
	
	
	

	6.3
	Do all the committee members understand the group’s financial reports and information? 
	
	
	

	6.4
	Is there any training on finances for committee members? 
	
	
	

	6.5
	Do you record all income and expenditure? 
	
	
	

	6.6
	Does your book keeping system meet your needs?
	
	
	

	6.7
	Do you agree a budget for each year?
	
	
	

	6.8
	Do you receive grants and do you follow any special financial procedures requested by funders? 
	
	
	

	6.9
	Do you have your annual accounts examined by an independent person?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	7.
	FUNDRAISING

	7.1
	Do you have experience of applying for funds? 
	
	
	

	7.2
	Do you know where to apply for funds?
	
	
	

	7.3
	Do you have any experience of other fundraising activities?  
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	8.
	EQUIPMENT AND BUILDINGS

	8.1
	Does your group have any equipment? 
	
	
	

	8.2
	Do you have someone who looks after and maintains the equipment?
	
	
	

	8.3
	Do you have insurance for the equipment? 
	
	
	

	8.4
	Who has responsibility for the building?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	9.
	COMMITTED TO INVOLVING AND VALUING VOLUNTEERS
	
	
	

	9.1
	Do your staff policies reflect this commitment? 
	
	
	

	9.2
	Are Board members and staff are aware of and support the volunteer programme?
	
	
	

	9.3
	Do you have a Volunteer Policy (with review date)?
	
	
	

	9.4
	Do you have clear roles/task descriptions for volunteers
	
	
	

	9.5
	Where possible can you adapt tasks to suit the needs of the volunteer
	
	
	

	9.6
	Do you carry out a risk assessment for each volunteer role 
	
	
	

	9.7
	Do you have a Health & Safety Policy
	
	
	

	9.8
	Do you have insurance for volunteering activities?
	
	
	

	9.9
	Do you store personal information in line with recommended guidelines?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	10.
	COMMITING RESOURCES TO SUPPORT VOLUNTEERING
	
	
	

	10.1
	Is there a ‘named person’ who will deal with referrals from the Volunteer Centre?
	
	
	

	10.2
	Is there a ‘named person’ who will be the main contact for volunteers?
	
	
	

	10.3
	Are you able to cover ‘out of pocket’ expenses for volunteers (e.g. travel expenses)?
	
	
	

	10.4
	Does your work plan include objectives on developing and sustaining the volunteer programme?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	11.
	REFLECTING THE DIVERSITY OF OUR COMMUNITY 
	
	
	

	11.1
	Does your Volunteer Policy include a statement that promotes diversity and equal opportunity?
	
	
	

	11.2
	Do you promote and recruit volunteers from all areas of your community?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	12
	VOLUNTEER RECRUITMENT PROCESS
	
	
	

	12.1
	Do you provide information to each volunteer on the roles available, the application and selection process?
	
	
	

	12.2
	Do you have a clear criteria in terms of skills and ability needed which assesses the volunteers’ suitability?
	
	
	

	12.3
	Do you provide feedback to volunteers who are not successful?
	
	
	

	12.4
	Have you based the need for taking up references on the nature of your work and the volunteer’s role?
	
	
	

	12.5
	Is your organisation registered with CRBS?
	
	
	

	12.6
	Do you carry out disclosure checks for roles which require this?  
	
	
	

	12.7
	Have you considered what opportunities may exclude particular criminal convictions?
	
	
	

	12.8
	Do you introduce new volunteers to all members of the team?
	
	
	

	12.9
	Do you provide the necessary information and training to volunteers to carry out their tasks?
	
	
	

	12.10
	Do you have an induction checklist?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	13
	RECOGNITION AND SUPPORT
	
	
	

	13.1
	Do your volunteers feed into newsletter articles, progress reports etc?
	
	
	

	13.2
	Will the volunteer always have an identified person to connect with?
	
	
	

	13.3
	Do you have a regular support session for volunteers?
	
	
	

	13.4
	Do you host an event/activity to give recognition to your volunteers? 
	
	
	

	13.5
	Do you participate in the Saltire Awards (12-25years)?
	
	
	

	13.6
	Do you participate in Volunteer Centre Falkirk’s annual Volunteer Awards Ceremony?
	
	
	

	
	Examples/Evidence – Comments – Recommendations


	
	
	

	14.
	Do you /would you like to receive e-bulletins/quarterly newsletters etc from CVS and Volunteer Centre Falkirk

E-mail address (for e-bulletin)
Postal address (for Inform newsletter) 

	
	
	


CVS Staff Member:………………………………………………………………
Date:………………..

CVS and Volunteer Centre Falkirk, Unit 6, The Courtyard, Callendar Business Park, Falkirk, FK1 1XR
                              Tel: 01324 692000, E-mail: info@cvsfalkirk.org.uk, www.cvsfalkirk.org.uk

