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	General Health Check Self-Assessment Form


Introduction

Before we begin to work with you, we need to know more about your organisation. This form will gather information, which will help to establish a baseline on which agreed improvements can be made. The form will be referred to at the end of the project, which will enable us to establish what improvements have been made whilst you have been involved with the ChangeUp Black Country Project.

How to fill out the form

The self assessment form is broken down into a number of sections – all you need to do is tick all the boxes, which apply to your organisation and we’ll assign scores that will enable us to determine a benchmark.  This isn’t a test, so please be honest! Level 1 doesn’t mean bad and Level 4 doesn’t mean good, they are just different. With your answers, it should take you around 30 minutes to complete if you’re not sure about anything on the form, and require assistance with any of the questions you can telephone Geoff Boswell on: 01902 572032. 

Please post the completed form to: Geoff Boswell, ChangeUp Black Country, WNC, Whiteheads Building, 26a Snow Hill, Wolverhampton, WV2 4AF.
	Organisation:


	
	Date:
	

	Form completed by:


	
	
	


	Pounds and Pennies


	Topic


	Level 1


	Level 2


	Level 3


	Level 4

	Income
	( Your organisation is Self-Funded

	( Your organisation is actively involved in fund Raising

	( Your organisation is in receipt of Grants and/or Funding

	( Your organisation is trading e.g. a social enterprise
( Your organisation has service level agreements 

( Your organisation has documented assets and investments

	Income Policy
	( Your organisation has a common agreement
	( Your organisation has a plan to raise Funding
	( Your organisation has a fundraising plan that sustains organisational activity, and may include income generation from services
	( Your organisation has a business plan, which may include trading

	Income Management
	( Your organisation has a bank account
	( You keep a manual accounting system
( You keep simple PC accounts
	( Your organisation uses a recognised computerised accounts package
	( Your organisation has complex accounts

	Expenditure Against Activity


	( Your expenditure roughly matches your activity
	( Your organisation applies monies to and from rudimentary budget headings only
	( Your organisation utilises internal management reports
	( Your organisation utilises external management reports

	External Finance Reporting
	( Your organisation produces an annual statement of income & expenditure 
	( Your organisation produces an annual statement of income & expenditure, which is analysed under budget headings
	( Your organisation files a report to the Charities Commission
	( Your organisation files a report to companies house




	Processes


	Topic


	Level 1


	Level 2


	Level 3


	Level 4

	Aims & Objectives
	( You have a general agreement about the aim of group
	( Your group has  clear objectives  
	( Your organisation has a Terms of Reference 


	( Your organisation has a Governing Document 

	Governing Document
	( Your organisation has a constitution
	( Your organisation has a constitution and is registered as a charity
	( Your organisation has a Memorandum & Articles of Association 
( Your organisation is a social enterprise
	( Your organisation has a Memorandum & Articles of Association and is registered as a charity

	Committee/ Board/ Trustees
	( You are the sole individual responsible
	( Your Organisation has a group of individuals that perform these tasks
	( Your organisation has a recognised Chair Person/ Secretary & Treasurer
	( You have Directors & Trustees

	Committee/ Board Engagement
	(  Committee & Board members attend meetings only
	(  Committee & Board members contribute skills to the organisation
	(  Committee & Board members contribute actively to the running of the organisation
	( Your Organisation has a full management Structure

	Support for Committee/ Board/ Trustees
	( Your organisation has role descriptions for  Committee/ Board/ Trustees
	( Your organisation has a formal induction Process for these roles 
	( Your organisation provides additional training for these roles
	( Your organisation has a policy to Review, Revise, and Revolve these roles


	People - Staff


	Topic


	Level 1


	Level 2


	Level 3


	Level 4

	Paid Staff
Key:

Full time  = more than 30 hrs a week

Part time = from 4-29 hrs a week

Sessional = up to 3 hrs a week


	Your organisation has between 1-5 full and or part time paid members of staff 

Number of Staff:

( Full Time

( Part Time

( Sessional

	Your organisation has between 6-10 full and or part time paid members of staff
Number of Staff:

( Full Time

( Part Time
( Sessional
	Your organisation has between 11-20 full and or part time paid members of staff 
Number of Staff:

( Full Time

( Part Time

( Sessional
	Your organisation has more than 20 full and or part time paid members of staff 

Number of Staff:

( Full Time

( Part Time

( Sessional

	Employment Policy
	( Your organisation has an unwritten employment policy
	( Your organisation is developing a written employment policy 
	( Your organisation has adopted a written employment policy 
	( Your organisation uses a written employment policy

	Job Descriptions & Person Specifications
	( Your organisation uses unwritten job descriptions & person specifications
	( Your organisation  is developing written job descriptions & person specifications
	( Your organisation   has adopted written job descriptions & person specifications
	( Your organisation uses written job descriptions & person specifications

	Contract of Employment


	( Your organisation uses unwritten contracts of employment  
	( Your organisation  is developing written contracts of employment  
	( Your organisation   has adopted written  contracts of employment  
	( Your organisation uses written  contracts of employment   


	People – Staff Continued



	Topic


	Level 1


	Level 2


	Level 3


	Level 4

	Induction Policy
	( Your organisation has unwritten induction policy
	( Your organisation is developing a written  induction policy 
	( Your organisation has adopted a written  induction policy 
	( Your organisation uses a written  induction policy

	Staff Handbook
	( Your organisation does not have a staff handbook
	( Your organisation is developing a staff handbook
	( Your organisation has adopted a  staff handbook
	( Your organisation uses a written staff handbook

	Health & Safety Policy
	( Your organisation does not have a health & safety policy
	( Your organisation is developing a written  health & safety policy
	( Your organisation has adopted a written  health & safety policy
	( Your organisation uses a written health & safety policy

	Employee Public Liability Insurance
	( You do not have  employee public liability insurance
	
	
	( Your organisation has  employee public liability insurance, which is displayed  


	People - Volunteers



	Topic


	Level 1


	Level 2


	Level 3


	Level 4

	Volunteers

Key:

Full time  = more than 30 hrs a week

Part time = from 4-29 hrs a week

Sessional = up to 3 hrs a week
	Your organisation has between 1-5 full and or part time volunteers
Number of Volunteers
( Full Time

( Part Time

( Sessional


	Your organisation has between 6-10 full and or part time  volunteers
Number of  Volunteers
( Full Time

( Part Time

( Sessional
	Your organisation has between 11-20 full and or part time  volunteers
Number of  Volunteers
( Full Time

( Part Time

( Sessional
	Your organisation has more than 20 full and or part time  volunteers 
Number of  Volunteers ( Full Time

( Part Time

( Sessional

	Volunteering Policy
	( Your organisation has an unwritten volunteering policy
	( Your organisation is developing a written  volunteering policy 
	( Your organisation has adopted a written  volunteering policy 
	( Your organisation uses a written  volunteering policy

	Role Descriptions & Person Specifications
	( Your organisation uses unwritten role descriptions & person specifications
	( Your organisation  is developing written  role descriptions & person specifications
	( Your organisation   has adopted written    role descriptions & person specifications
	( Your organisation uses written  role descriptions & person specifications

	Contract of Engagement


	( Your organisation uses unwritten contracts of engagement  
	( Your organisation  is developing written contracts of  engagement  
	( Your organisation   has adopted written  contracts of  engagement   
	( Your organisation uses written  contracts of engagement  


	People – Volunteers Continued



	Topic


	Level 1


	Level 2


	Level 3


	Level 4

	Induction Policy
	( Your organisation has unwritten induction policy
	( Your organisation is developing a written  induction policy 
	( Your organisation has adopted a written  induction policy 
	( Your organisation uses a written  induction policy

	Staff Handbook
	( Your organisation does not have a staff handbook
	( Your organisation is developing a staff handbook
	( Your organisation has adopted a  staff handbook
	( Your organisation uses a written staff handbook

	Health & Safety Policy
	( Your organisation does not have a health & safety policy
	( Your organisation is developing a written  health & safety policy
	( Your organisation has adopted a written  health & safety policy
	( Your organisation uses a written health & safety policy

	Employee Public Liability Insurance
	( You do not have public liability insurance
	
	
	( Your organisation has    public liability insurance to cover volunteers, which is displayed  


	People - Training



	Topic


	Level 1


	Level 2


	Level 3


	Level 4

	Supervision
	( Supervision is informal and ad hoc 


	( You have a formal agreement, with regular task orientated meetings

	( You have regular meetings with your line manager/supervisor and cover wider issues 


	( Your organisation conducts an annual review of its employees duties & responsibilities


	Training & Development Budget
	( You provide informal training for the members of your group
	( Your organisation obtains free training for its employees & volunteers when it is available
	( Your organisation provides low cost training for its employees & volunteers when it is deemed necessary or beneficial


	( Your organisation has a budget for individual training requirements

( Your organisation pays for higher education for its employees / volunteers


	Training & Development Plan
	( Your organisation has a plan to obtain free training for its employees & volunteers when it is available 
	( Your organisation 

provides personal training for its employees / volunteers based on needs established from appraisal
	( Your organisation provides personal training for its employees / volunteers based on specific task requirements


	( Your organisation provides training for personal/self development 



	Recruitment Policy


	( You have an informal recruitment policy 


	( Your organisation  is developing a  recruitment policy
	( Your organisation   has adopted a  recruitment policy
	( Your organisation has a formal recruitment policy document  



	Grievance, Bullying, Harassment Policy’s
	( You have an informal procedure 
	( Your organisation  is developing written  procedure
	( Your organisation   has adopted written   procedure
	( Your organisation has a formal grievance etc policy document  
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