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Assessment & Next Steps for Glasgow Organisations[footnoteRef:2] [2:  Written with voluntary sector organisations in Glasgow in mind, but can be relevant to others] 

	KEY STAGE 

	ASSESSMENT

	Assessment of Financial Position
	Complete the Assets and Liabilities Table Appendix 1

Complete the Income and Expenditure Table Appendix 2


	Decision on next Steps
	Use the Decision on Next Steps Tool Appendix 3 to consider what to do next.  




Staff members can support with this process of assessment and next steps, but it is the responsibility of an organisation’s board / committee members to assess and make decisions.  
Note that board /committee members who have resigned from their organisation may still be responsible for the liabilities incurred whilst they were in post: unless there is clear evidence that due care and diligence has been taken in all decision-making processes.

There are resources available that can help organisations at: Support & Services - Glasgow Council for the Voluntary Sector

For further support or to speak to someone, please contact sectordev@gcvs.org.uk 
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Appendix 1 – Assets & Liabilities Table
	Type of asset
	Statement required
	Value / Comment

	Cash at bank and in hand
	All cash held in pounds sterling
	

	Land and buildings
	List of all land and buildings held with most recent valuation if available
	

	Motor vehicles
	List of all motor vehicles held with approximate market valuation
	

	Furniture, fixtures and fittings
	List of all furniture, fixtures and fittings (including computer equipment) with approximate current market valuation
	

	Shares
	Name of each company in which shares are held, with number and type of shares held and most recent valuation if available
	

	Investments
	List of other investments held (excluding shares mentioned above) with cash value or most recent valuation
	

	Recoverable grants and loans due to
	List of all grants and loans due with their cash value
	

	Tax reclaims due to the organisation
	Cash value of tax reclaims due (including Gift Aid)
	

	Other debts due to the organisation
	List of any other amounts due to the organisation with their cash value
	

	Type of liability
	Statement required
	Value / Comment

	Loans owed by the organisation 
	Most recent statement of balance in pounds sterling
	

	Salary payments due to staff
	Total value of one month’s salary payments due to all staff including gross pay, tax, national insurance and pension contributions 
	

	Notice periods due to staff
	Total value of notice periods for all staff affected by the change, taking into account both statutory and contractual notice periods, usually four weeks until the five years’ service then it’s one week for each complete year of service to a maximum of 12
	

	Redundancy payments due to staff
	Total value of redundancy for all staff affected by the change, taking into account both statutory which is based on age, length of service and weekly gross pay and contractual requirements
	

	Annual leave accrued and not yet taken
	Total value of all annual leave of all staff including public holiday entitlement
	

	Recoverable grants owed by the organisation
	List of all grants held by the organisation which are to be returned to the funder with their cash value
	

	Pension scheme (defined benefit type pensions only)
	Most recent statement of pension liability for the charity in pounds sterling. This should be considered both as per the last valuation of the pension scheme and a settlement figure based on exit
	

	Hire purchase or leases
	Most recent statement of balance in pounds sterling
	

	Tax owed by the organisation
	Cash value of tax owed (including PAYE, National Insurance contributions and VAT)
	




Appendix Two - Income and Expenditure Table
	Type of Income
	Statement required
	Value for next 12 months

	Grants
	Those grants that are currently secured / highly confident of
	

	Contracts
	Those contracts that you have already secured
	

	Donations / Fundraising
	Routine donations you can expect to continue
	

	Sales
	Sales to the public that you can reasonably expect to continue
	

	Interest / Investment income
	Income from your bank account interest, or income from investments (e.g. shares / property rental)
	

	Total
	Total income anticipated
	


	Type of Expenditure
	Statement required
	Cost for next 12 months

	Property costs
	Rent / mortgage, utilities, etc.
	

	Salaries / wages and associated costs
	Salaries, NI, pension and payroll costs
	

	Purchases 
	Costs of any goods that you sell or any subcontracts you use.  
	

	Costs of fundraising
	The costs incurred in raising funds – including volunteer expenses, event costs and contacting members.
	

	Other ongoing costs
	e.g. photocopier contracts, cleaning bills, webhosting
	

	Total Costs
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Appendix Three – Decision on Next Steps for Board / Committee Members (note that it is not appropriate for any staff to make these decisions)
	Question

	Answer and Next Stage

	1) Having completed the Assets and Liabilities Table Appendix 1  and the Income and Expenditure Table Appendix 2- do you believe that your organisation is currently solvent (has more assets than liabilities)?

	Yes – comfortably (Go to Question 2)

Yes – but not by much (See High Risk and go to Question 2)

No – (See Insolvency)

	2) Assuming you are solvent do you believe the organisation remains viable?
	Yes – and we have enough reserves to keep operating while we identify new funders (See Income Generation)

Yes – but we will need to cut costs or we will run out of money (See Downsize)

No – see Closure




	High Risk


	· Your organisation is at high risk of becoming insolvent either through an unexpected bill or through ongoing monthly losses.  
· You may also be at risk if you have some of your money tied up in assets that are not easy / quick to sell.  
· You should take rapid action to either close the organisation or make changes to manage losses.  
· If relevant, contact any regulator such as the Care Inspectorate and OSCR for notifiable events.
· It is essential that you continually review whether the organisation remains solvent.






	Income Generation


	· If you need to identify new income to sustain your organisation then you can get help around finding funding opportunities from GCVS.  You can get help around identifying trading potential from CEIS.
· It is important that you continue to monitor your financial position and take action to reduce costs timeously.  It may be appropriate to advise employees they are at risk of redundancy even if you don’t yet need to make staff redundant.  If you need further help, please contact GCVS.



	Downsize


	· If your organisation can keep operating but needs to reduce its costs / staffing there may be different options to consider, e.g. closing or reducing particular services
· You can get information on what to do from ACAS - Starting and ending employment | Acas
· If you need further help, please contact GCVS.



	Closure  (Solvent)

	If you believe the organisation should begin to take action on this, act immediately.  It is essential that you understand your options and formal processes. For example:
· OSCR have a process for charities and SCIOs. 
· Gov.Uk have a process for companies.
· If relevant, the Care Inspectorate.

If you have individual projects that are sustainable (e.g. an ongoing grant, contract or trading) then you may want to consider whether that could be transferred to another organisation.  Remember that TUPE (Transfer of Undertakings (Protection of Employment)) is likely to apply What a TUPE transfer is - TUPE - Acas.  
Please get in touch with sectordev@gcvs.org.uk  and we can find a partner to assist you with the process.





	Insolvency

	· If your organisation is already insolvent then it is important that you do not seek to try to continue trading without taking action.  Continuing to trade when you are insolvent may result in repercussions for Board Members personally. 

	The process to close when insolvent depends on the organisation’s legal and charitable status so ensure you know these, to select the correct process:

	For a SCIO:

	· Follow the procedure and guidance from OSCR  – here.  There are differences depending on whether you are a charity or a SCIO.
· OSCR’s guidance for SCIOs  Section 7.3.2 OSCR | 7. The end of a SCIO highlights the particular situation for insolvent SCIOs with a debt of less than £1,500.
· There are legal requirements with timelines so check guidance carefully.

	For other charities that are not a SCIO and are incorporated[footnoteRef:3] : [3:  Incorporated is where an organisation has its own legal identity such as a SCIO, company limited by guarantee, CIC, charitable company, community benefit society or cooperative society.  A charity or social enterprise are not legal entities. A Trust (with a Trust Deed not just calling themselves a trust) is a legal entity of sorts, but does not protect the individual trustees. Seek legal advice to close a trust] 


	· Seek advice from an insolvency practitioner. Find one here www.gov.uk/findan-insolvency-practitioner       AND
· Follow the procedure and guidance from OSCR – here.   Note that a charity cannot wind up or dissolve without consent from OSCR.

	For other organisations that are not charities and are incorporated[footnoteRef:4]: [4:  As above] 



	· Seek advice from an insolvency practitioner. Find one here www.gov.uk/findan-insolvency-practitioner.  

	For organisations that are unincorporated[footnoteRef:5] regardless of charitable status: [5:  If your organisation is not one of the legal entities listed above, it is likely you are unincorporated.] 



	Be aware that in an unincorporated organisation, the individual board members have personal liability.  This is potentially a very serious situation, particularly if there are staff and contracts and should not be ignored.  Act quickly to avoid increasing personal liabilities and therefore debt that individual board members may be left with.

We appreciate that this process can be very difficult for board / committee members; GCVS has staff that can assist, so do get in touch by emailing sectordev@gcvs.org.uk.

A. Stop everything to stop accumulating liabilities:
· Stop all activities. Notify all relevant parties.  If stopping would put service users at risk, this will need to be carefully managed, e.g. contacting any regulator such as the Care Inspectorate.
· Make any staff redundant and send them home.  This may be non-compliant and can risk a tribunal later, but it is often the best course.  It may be possible that staff can agree to a reduced redundancy process.  GCVS People & Safety Services Manager can advise.
B. If a charity, notify OSCR: 
· Contact them to OSCR | Raise a Concern and that you are aware that there is a process to follow. Note that a charity cannot wind up or dissolve without consent from OSCR and there are forms and timelines to comply with.

C. Crystallise all liabilities / bills in one go so that the Board understand what is left:
· Do not leave anything hidden or undone!
· Are there assets that can be sold to help pay debts?  Be careful to do this in line with your governing document.
· Is there insurance including trustee indemnity insurance that can help?  If so contact the relevant parties and they may cover costs.
· Are there any costs / bills that can be covered from elsewhere? Eg contact suppliers to see if bills can be written off or reduced.
· Note that anyone can pay a debt for anyone else without taking on any liability, so there may be partners or benefactors that can help.

D. Board members plan how to deal with personal debt:
· If all matters have been resolved in the best manner possible, then board members need to manage any personal debt that has occurred.
· Board members can apply to the Accountant in Bankruptcy that will provide a temporary six week break to make arrangements, but it must be done before any creditors are chasing.

	


For further support or to speak to someone, please contact sectordev@gcvs.org.uk 
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