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GCVS Developing Organisations Tool – Part 2

This Developing Organisations Tool (DOT) Part 2 sits alongside Part 1 but should be completed afterwards for those organisations considering taking on the management, lease or ownership of a building.  It will be most relevant before Stage 4 “Development Phase” of the People Make Glasgow Communities programme (People Make Glasgow Communities - Glasgow City Council).
As with Part 1, it is designed to help an organisation identify their strengths and areas for development, and it can be completed as a self-assessment by somebody within the organisation who knows it well, or by a third party asking the questions and recording the answers. 
Please complete this Developing Organisations Tool Part 2 as fully as possible, so that we can tailor support for your organisation. It is suitable for any community group, voluntary organisation or social enterprise in Glasgow, but for simplicity we use the term ‘organisation’ throughout.  Please be assured you are not being assessed in any way, only the support you might require.
There are 24 questions in total but many are tick boxes.  It is not possible to save the form once you start the completion so we recommend you use the Word document format to prepare your answers. The survey itself is here.
If you need any assistance with completing the questionnaire or would like to discuss any of the questions, please contact a member of the Sector Development Team at SectorDev@gcvs.org.uk

Your Contact Details
Please complete your contact details and then proceed to the 10 sections.
	1. Organisation or Group Name:

	

	1. Name(s) of those completing the DOT:
	



	2. Position(s) in the Organisation: 
Eg Chair, Manager

	

	3. Email contact 

	

	4. Phone contact

	

	5. Reason for Undertaking the 
DOT:
	





Sections

1. Additional Governance, Planning & Financial Management
2. Workforce Planning
3. Operational Policy & Procedures
4. Maintenance & Repairs
5. Health & Safety, Fire Prevention & Food Hygiene
6. Insurances
7. Climate Friendly Practice
8. Communications & Marketing
9. Additional Information Management & Cyber Resilience
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SECTION 1: Additional Governance, Planning & Financial Management
7. Are your governance documents and arrangements suitable for the organisation to take over an asset?
a. Yes                              ☐
b. No                               ☐
c. Not sure                     ☐

8. Have your plans and risk management been revised to take account of taking on an asset? For example do your workforce arrangements and opening times facilitate the income generation you have projected?   

a. Yes                   ☐
b. No                    ☐
c. Not sure          ☐

9. Have your financial arrangements including reserves policy been revised to take account of taking on an asset? For example do your financial projections include day to day maintenance and running cost and larger capital expenditure requirements?

a. Yes                  ☐
b. No                   ☐
c. Not sure         ☐

10. Is your organisation considering a partnership with any other organisation? If yes, please provide details __________________________________________________________




11. If your organisation is entering into partnership arrangements, have these been organised?
a. Not applicable        ☐
b. Yes                            ☐
c. No                             ☐
d. Not sure                   ☐
[bookmark: section2]SECTION 2: Workforce Planning
12. Have your staffing and volunteering arrangements been revised to take account of taking on an asset?
a. Not applicable      ☐
b. Yes                          ☐
c. No                           ☐
d. Not sure                 ☐

13. How much knowledge and experience does your current Board/Committee have of the following? (answer for each where 1 is low and 5 is high, 0 is “not at all” and leave blank if you are unable to answer the question for whatever reason)

a. Staff handbooks and contracts     0   1   2   3   4   5
b. Volunteering policy     0   1   2   3   4   5
c. Working Time Regulations 1998     0   1   2   3   4   5
d. Workforce planning     0   1   2   3   4   5
e. Contingency planning for ‘out of hours’ & to cover staff absence     0   1   2   3   4   5
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SECTION 3: Operational Policies & Procedures
14. Have your existing policies and procedures been revised to take account of taking on an asset? (Also see below for more specific details)

a. Yes                     ☐
b. No                      ☐
c. Not sure            ☐

15. How many of the following does your organisation have in place for the asset? (tick all that apply)
a. Booking policy and arrangements                              ☐
b. Hirer’s policy and procedures                                     ☐
c. Equalities policy                                                             ☐
d. Vulnerable persons policy                                            ☐
e. Child protection policy                                                  ☐
f. Accessibility audit                                                          ☐
g. Cash handling arrangements (if applicable)              ☐  
h. Monitoring and evaluation arrangements                ☐
i. Complaints procedure                                                  ☐

[bookmark: section4]SECTION 4: Maintenance & Repairs
16. How much knowledge and experience does your current Board/Committee have of the following? (answer for each where 1 is low and 5 is high, 0 is “not at all” and leave blank if you are unable to answer the question for whatever reason)

a. Managing a physical asset     0   1   2   3   4   5
b. Planning for maintenance and repair     0   1   2   3   4   5
c. Sourcing contractors and suppliers     0   1   2   3   4   5
d. Staff training requirements to handle routine maintenance   0   1   2   3   4   5
17. An asset maintenance plan will typically contain details of the following, including who is responsible, how it will be kept up to date and actions to be taken.  Tick all that your organisation have within the maintenance plan for this asset.

a. Air Conditioning                                           ☐
b. Asbestos Management Survey                  ☐
c. Automatic Doors                                          ☐
d. Dry Riser Certificates                                   ☐
e. Emergency Lighting Certificate               ☐
f. Fire Hydrant Maintenance                       ☐
g. Fire Alarm Certificate                                ☐
h. Fire Risk Assessment                                 ☐
i. Fixed Wiring Certificate                            ☐
j. Gas Safety Certificate                               ☐
k. Gutter Cleaning                                         ☐
l. Intruder Alarm Certificate                       ☐
m. Kitchen Extract Duct cleans                    ☐
n. Legionella Risk Assessment                    ☐
o. Lighting Protection                                  ☐
p. PAT Testing                                               ☐
q. Pest Control                                              ☐
r. Roof Safety Systems                                ☐
s. Sprinkler Systems                                    ☐
t. Stage Rigging                                            ☐

[bookmark: section5]SECTION 5: Health & Safety, Fire Prevention & Food Hygiene
18. How many of the following does your organisation have in place for the asset? 
(tick all that apply)
a. Health and Safety policy                                                       ☐            
b. Fire prevention policy                                                           ☐
c.  Premises registered for food handling (if applicable)     ☐
d. Health and Safety risk assessment templates                   ☐
e.   Fire risk assessment templates                                         ☐
f. COSHH procedures                                                                ☐                                   
g.  Health & Safety, fire preventions for hirers                    ☐
h. Staff and volunteer health and safety training               ☐
i. Staff and volunteer fire prevention training                   ☐
j. Staff and volunteer food hygiene training                      ☐

19. Health and Safety guidelines will typically contain details of the following, including who is responsible, how they will be kept up to date and actions to be taken.  Tick all that your organisation have within the health and safety guidelines for this asset.

a. Asbestos                                           ☐
b. Cleaning operations                       ☐
c. Contractors                                      ☐
d. COVID-19                                         ☐
e. Display Screen Equipment            ☐
f. Electricity Fire Safety                     ☐
g. First Aid                                            ☐
h. Gas                                                   ☐
i. General Maintenance                   ☐
j. Indoor Activities                            ☐
k. Legionella                                       ☐
l. Manual Handling                          ☐
m. New Employees Induction          ☐
n. Outdoor Activities                        ☐
o. Personal safety at work               ☐
p. Workplace Environment             ☐
[bookmark: section6]SECTION 6: Insurances
20. How many of the following does your organisation have in place for the asset? 
(tick all that apply)

a. Employers’ Liability                                                  ☐
b. Public Liability                                                           ☐
c. Products Liability                                                      ☐
d. Professional Indemnity                                            ☐
e. Cyber Liability                                                            ☐
f. Building and Contents Insurance                           ☐
g. Ensuring hirers have public liability                       ☐
h. A named individual responsible for insurance    ☐

[bookmark: section7]SECTION 7: Climate Friendly Practice
21. How many of the following does your organisation have in place for the asset? 
(tick all that apply)

a. Environmental policy                                                             ☐            
b. Energy audit                                                                            ☐
c. Planning for future capital expenditure                              ☐
d. Sourcing climate friendly suppliers / consumables            ☐
e. Waste management procedures                                            ☐
f.  Recyclable waste storage and management                       ☐
g. Consider travel & transport in your planning of services  ☐                                 
[bookmark: section8]SECTION 8: Communications & Marketing
22. How much knowledge and experience does your current Board/Committee have of the following? (answer for each where 1 is low and 5 is high, 0 is “not at all” and leave blank if you are unable to answer the question for whatever reason)

a. Planning communications for many audiences     0   1   2   3   4   5
b. Marketing    0   1   2   3   4   5
c. Website analysis tools (if applicable)    0   1   2   3   4   5
d.  Use of social media    0   1   2   3   4   5

[bookmark: section9]SECTION 9: Additional Information Management and Cyber Resilience
23. How many of the following does your organisation have in place for the asset? 
(tick all that apply)
a. IT infrastructure and data management policy                                                          ☐
b. Data usage policy                                                                                                              ☐
c. Contingency planning including back-ups, emergencies etc                                    ☐
d. Equipment replacement and consumable costings in financial planning               ☐
e. Procedures to comply with GDPR, especially in relation to hirers’ details             ☐
f. Procedures for day to day running, eg monitoring website or social media         ☐
g. Procedures for hirers and public if public access IT provided (if applicable)        ☐
h. IT training for staff and volunteers, especially at induction                                     ☐
i. A named individual responsible for IT and data management                                ☐

24. Is there anything else you would like to tell us in relation to developing your organisation Part 2?  If so, please provide details here:
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