FRAMEWORK CHECK LIST No 2

________________________________________________________________

DEVELOPMENT OF INTERNAL POLICIES AND PROCEDURES

	1. LTD. COMPANY STRUCTURES

	QUESTIONS FOR THE ORGANISATION
	YES
	IN PROGRESS
	NO

	1.1 Is the Project a Company Limited by Guarantee.


	
	
	

	1.2 Does the Project have e a written governing document eg. constitution, memorandum and articles of association.


	
	
	

	1.3 Does the Project hold AGMs / who are the members and who attends .


	
	
	

	1.4 Does the Project have written minutes of all VBOM meetings and AGMs.


	
	
	

	1.5 Is the Project up to date with all returns to the Companies Registration Office. 


	
	
	

	1.6 Are all current Directors listed and previous Directors removed from the register.


	
	
	

	1.7 Does the Project you have Charitable Status. 


	
	
	

	1.8 Does the Project have a tax clearance Cert.


	
	
	

	1.9 Are there designated officers such as Chairperson, Secretary, Treasurer and do they have written job descriptions.


	
	
	

	1.10 Does the Project have the right number of people on your governing body.


	
	
	


ANY ADDITIONAL COMMENTS ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	2. GOVERNANCE STRUCTURES

	QUESTIONS FOR THE ORGANISATION
	YES
	IN PROGRESS
	NO

	2.1 Does the Project have a 3yr Strategic Workplan and a one year Operational Plan


	
	
	

	2.2 Does the Project review these documents on an annual basis.


	
	
	

	2.3 Does the Project have the following insurances:

· Employers liability;

· Public Liability;

· Buildings and contents;

· VBOM liability;


	
	
	

	2.4 Does the Project meet the publicity requirements ie FSA / NDP logo etc


	
	
	

	2.5 Does the Project own or lease property. If it is leased are the terms of the lease available.


	
	
	

	2.6 Does the Project  have Operational 

Sub-groups  if so do they have written terms of reference


	
	
	

	2.7 Are there minutes kept of Sub-group meetings


	
	
	

	2.8 Does the Project have a volunteers policy or information pack that outlines the following:

· Formal guidelines outlining the structure of the organisation and who is accountable to who;

· Terms of reference for all sub-groups;

· Code of conduct / ethics for VBOM members / evidence that these have been read, signed and agreed by all members;

· Procedures for how to deal with conflicts of interest;

· How Board members are selected;

· Induction of VBOM members;

· Turn over of Board members etc.;

· An outline of how skills from a retiring VBOM member can be transferred to a new person.


	
	
	

	2.9 Does the Project  maintain an asset register that provides:

· A full description of items;

· Serial numbers;

· Date of purchase and price;

· Estimated lifespan or date of write off.


	
	
	


ANY ADDITIONAL COMMENTS ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	3. FINANCIAL ACCOUNTABILITY

	QUESTIONS FOR THE ORGANISATION
	YES
	IN PROGRESS
	NO

	3.1. Does the Project currently have a finance sub-group? If yes how many members are in this group.


	
	
	

	3.2. Does the finance sub-group have a written terms of reference in place.


	
	
	

	3.3.  Does the Project have a Financial Procedures manual that has written policies / procedures on:

· Books and records to be maintained;

· Authorisation of Payments (who can authorize and what level of payment;

· Cheque signatories;

· Electronic Funds Transfer (EFT) Process Authorisation;

· Invoice, receipt and payment process;

· Cheque and cash receipts;

· Opening / closing of accounts;

· Monitoring budgets;

· Issuing of payments;

· Details of how  cheques will be  issued / cancelled and recorded in a cheque journal;

· Use of requisition forms;

· Reconciliations to be performed and reviewed;

· Written policy on the use of the petty cash system;

· Written policy on expenses claims for staff / VBOM including:

     ~ Claiming travel expenses

     ~ Overnights

     ~ Meals

     ~ Childcare

     ~ Public transport etc..


	
	
	

	3.4. Who approves staff increments, wage increases and national wage agreement increases.


	
	
	

	3.5 Does the Project have written contractual procedures such as the requirement of quotations for services or expenditure .


	
	
	

	3.4 Are all funds received recoded in the cashbook / accounting records.


	
	
	

	3.5 Has the Project a defined procedure for recording service / goods delivery which is linked to payment authorization.


	
	
	

	3.6 Are all payments supported by relevant certified documentation eg, invoices, statements or payroll calculations etc..


	
	
	

	3.7 Is all such supporting documentation marked paid, the cheque number and date stated and filed appropriately.


	
	
	

	3.8 Is there an computerized accounting system in place, if yes what system is currently in operation. 

Who is responsible for the operation of this system.


	
	
	

	3.9. Does the Project have a computerized payroll system in 

place . 

If yes what package is in place and

who is responsible for the operation of this package.


	
	
	

	3.10. In relation payroll within the Project, what is the situation regarding the following:

· How often are staff paid wages;

· How are wages paid e.g. Direct Debit, EMTS etc.;

· If using EMTS, who authorizes this payment ;

· Do staff receive payslips;

· How often are payments made to the Collector General;

· Who is responsible for ensuring payments are sent to the Collector General.


	
	
	

	3.11 Does the Project have internet banking? If yes , who are the authorized users.


	
	
	

	3.12. How many bank accounts does the Project have.


	
	
	

	3.13. How often does the Project receive bank statements.

Who receives the bank statements.


	
	
	

	3.14. Does the Project receive additional funding from other 

sources . 

If yes who/what are the other sources of income.


	
	
	

	3.15. If yes to above, is all the additional income generated by the Project lodged into a bank  account(s).


	
	
	

	3.16. Is the Project fully compliant with the requirements of its Funders and the Companies Office.


	
	
	

	3.17. Does the internal financial structures meet the Project’s needs.


	
	
	


ANY ADDITIONAL COMMENTS ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	4. CONDITIONS OF EMPLOYMENT

	QUESTIONS FOR THE ORGANISATION
	YES
	IN PROGRESS
	NO

	4.1 Does the Project  have an up to date Staffing Handbook that includes policies on:

· Responsibilities in relation to employment issues;

· Employment records;

· Employment equality policy;

· Overall conditions of employment (see Framework sample Staffing Hand book);

· Disciplinary / Grievance;

· Sexual Harassment;

· Bullying;

· Internet and Email use;

· Lifelong illness/Medical conditions;

· Holiday entitlements;

· Sick leave entitlements;

· Recruitment and induction procedures;

· Maternity leave;

· Paternity leave;

· Pay;

· Pension etc..


	
	
	

	4.2 Is their a staff pension scheme and are staff contributing to that scheme in accordance with the FSA Guidelines.


	
	
	

	4.3 Does each  employee have an up to date contract .


	
	
	

	4.4 Does each employee have a written job description?


	
	
	

	4.5 Does the Staffing Sub-group

have a written Terms of Reference.


	
	
	

	4.6 Does the Project have a Staff Support and Supervision Policy.


	
	
	

	4.7 Does the Project have a written Staff Development Policy.


	
	
	

	4.8 Does the Project have a written Health and Safety Policy.


	
	
	

	4.9 Does the Project have:

· Attendance record sheets;

· Time in lieu sheets etc.;

· Written policy on how staff are accountable to the Project and who approves time sheets.


	
	
	

	4.10 Does the Project keep a secure and confidential file on each of its employees.


	
	
	

	4.11 Does the Project have probationary and annual appraisal procedures in place.


	
	
	

	4.12 Does the Project have forms for recording annual appraisal  and support and supervision meetings.


	
	
	


ANY ADDITIONAL COMMENTS ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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