Stage 2: Essentials
A checklist for groups that would like to deliver activity
	o  6.  Have you developed your rules, structure, and committee?  
	o  7. Have you implemented basic financial practices?
	o  8. Do you have the appropriate policies and procedures in place?

	Achievement goals:
· Decide on an initial structure for your group 
· Write a set of rules to run/govern the activity 
· Form a group of people to be involved in the running of the group (with specific roles)

	Achievement goals:
· Open a bank account in the name of the group
· Prepare a basic budget
· Prepare a cash flow forecast
· Prepare an income statement
· Source initial start-up funds (if applicable)

	Achievement goals:
· Develop safeguarding and/or vulnerable adults policies and procedures
· Purchase the appropriate insurance
· Outline appropriate health and safety measures
· Develop an online safety policy
· Obtain appropriate qualifications for activity leaders

	o  9. Do you know how you will communicate with your group?
	o  10. Have you decided how you will market your services?
	Have you ticked all the boxes?

	Achievement goals:
· Develop a basic communication plan with staff and participants
· Establish appropriate data protection practices in line with GDPR guidelines
	Achievement goals:
· Develop a basic marketing plan
· Decide what digital channels you will use and who will be responsible for them (e.g. website, social media, e-newsletter)

	Whether you would like to work with our team on a specific achievement goal or on all the essential elements, we are here to help.
Please get in touch with membership@sported.org.uk and we can help you take the next step.


Once you have decided to start a group, there are certain things you need to have in place before you begin delivering. Sported has used its experience and member feedback to identify a list of essential questions you should answer before you deliver activity with young people.

This document is available in alternative formats. Please phone 07900 928541 to request.
Stage 2 – Essentials
6. Have you developed your rules, structure and committee?
	Achievement goal 1:  Decide on an initial structure for your group  

	Ideas to get you thinking:
· Are any of the committee members to be paid?
· Where will income come from? Member fees, grants, contracts, a blend of sources 
· Do you need to ensure that you are able to receive business rate relief (premises)?
· Will you need to protect your committee members from any specific liabilities? Will you be entering into a contract where you need to protect your committee members?
· Do you see yourself generating significant income in a given year? If so, you might need a formal legal structure to support.
Research the options:
· Unincorporated Group
· Charity
· Company limited by guarantee (with charity status or CIC status).
· Charitable Incorporated Organisation
· Community Amateur Sports Club

	1. Would you like Sported support to complete the task?
2. We can support you as part of this set up work with a bespoke “Introduction to Structures” session 
3. Watch Sported Webinar, ‘Good Governance & Organisational Structures’ on the different types of legal structures, pro/cons and compliance considerations 
4. National voluntary councils have overviews of each non-profit structure available to you in your specific nation:
a. NCVO (England and Wales)
b. SCVO (Scotland)
c. NICVA (Northern Ireland)
5. Work with a Sported Volunteer who can provide you with information about each non-profit structure available to you. Request via The Hub

	Your notes/actions:







	Achievement goal 2: Write a set of rules to govern the activity

	Ideas to get you thinking:
· What are your objectives, sometimes termed social objectives?  These can be a number of succinct bullet points, often starting with – to advance/ to improve, to develop
· Where will you operate geographically?
· How will decisions be made? Will voting take place just from the committee or will people involved in the organisation also be able to vote on matters?
· What is the minimum number of committee members you want, what is the maximum? 
· Perhaps a minimum of 3 maximum of 5?
· Will committee members/ directors etc serve for a fixed period?
· Are you wanting to trade/hold assets/obtain loans?
· Do you want to allow committee members to be paid?
· How will finances be managed?
· What happens to assets if the organisation has to wind up?

	Would you like Sported support to complete the task?
· Work with a Sported Volunteer via a short-term request to develop your set of rules – available via The Hub
· Watch Sported’s Practical Governance, Good Governance and Organisational Structures Webinars on Your Sported Network Here
· National voluntary councils offer nation-specific templates for writing a constitution:
· NCVO (England and Wales)
· SCVO (Scotland)
· NICVA (Northern Ireland)
· If you are considering applying for funding from your National Sport Body (e.g Sport Wales, Sport Scotland, Sport England, Sport Northern Ireland) you will need to meet their governance standards. Research their specific codes. 
· Contact your Sported local team member to get support finding examples and populate ideas

	Your notes/actions:









	Achievement goal 3:  Form a group of people to be involved in the running of the group (with specific roles) 

	Ideas to get you thinking:
· What skills do you need to help you run the activities/group (e.g. fundraising, marketing, safeguarding). 
· Try to minimise the amount of family members/ individuals with personal relationships 
· Try to minimise conflicts of interests or duality of interests
· Consider representation from the community that you serve or those that may have considerable experience in the area you aim to work within
· Start to define roles such as chair, treasurer, secretary, safeguarding officer
· Think about involving young people (e.g. direct representation, sub-group, focus group) 
· Think about how you will recruit people safely as part of your Safeguarding Policies and Procedures (e.g. obtaining references, checking certificates, background checks)

	Would you like Sported support to complete the task?
· Read Sported How To Guides on Volunteers and Paid Staff
· Build Your Team
· Recruit Your Team
· Watch Sported Webinar, ‘Intro to Recruiting and Supporting Volunteers’ 
· Work with a Sported Volunteer who has experience in building teams. Request via The Hub
· Speak with your Sported local team member about where to recruit volunteers through local channels


	Your notes/actions:
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7. Have you implemented basic financial practices?
	Achievement goal 1:  Open a bank account in the name of the group
Achievement goal 2: Prepare a basic budget
Achievement goal 3: Prepare a cash flow forecast
Achievement goal 4: Prepare an income statement
Achievement goal 5: Source initial start-up funds (if applicable)

	Ideas to get you thinking:
· Do you know how much money you need to get things going?
· Have you opened a bank account in the name of your group with 2 signatories?
· Have you developed a budget for the next year?
· Have you projected your cashflow for each month of the next year?
· How will you keep track of your income and expenditure?
· Where are you planning to “get money” in order to run activities?

	Would you like Sported support to complete the task?
· Read Sported How To Guide on Bookkeeping - Bookkeeping: managing your daily finances
· Read Sported’s How To Guide on Budgeting
· includes examples of a cashflow forecast, an income statement and a balance sheet)
· Watch Sported’s Webinar, Budgeting & forecasting webinar 
· Look at Sported’s monthly funding bulletin
· Request a Bespoke funding report in The Hub
· Work with a Sported Volunteer who has experience with financial management. Request via The Hub
· Speak with your Sported local team member to discuss how we can support you to implement basic financial practices

	Your notes/actions:
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8. Do you have the appropriate policies and procedures in place?
	Achievement goal 1:  Develop safeguarding and/or vulnerable adults policies and procedures

	Ideas to get you thinking:
Will there be under 18s at the session and/or vulnerable adults. If so, there are certain things you need to put in place:
· You will need a designated Safeguarding Lead (not head coach) and a Deputy Safeguarding Lead (confirm requirements with your National Governing Body or relevant authority)
· Both safeguarding leads should attend the appropriate accredited safeguarding course(s)
· Develop awareness of policies, procedures and support available to entire organisation, including members, children, parents committee and trustees (e.g. know how to deal with a concern, and for members who to approach)
· Obtain relevant DBS or Access NI checks for all necessary staff/volunteers


	Would you like Sported support to complete the task?
· National Society for the Prevention of Cruelty to Children (NSPCC) and their Child Protection in Sport Unit (CSPU) are your key safeguarding resources for children. We recommend thoroughly reading the Help and Advice sections of their websites
· Determine which safeguarding course is most appropriate through CPSU’s ‘Choose the right training’ guide
· Speak with your Sported local team member to find the appropriate organisations to speak to about safeguarding

	Your notes/actions:










	Achievement goal 2:  Purchase the appropriate insurance

	Ideas to get you thinking:
· Consider what insurance you might need to cover you, the participants, the activity you are running, the facility, etc
· You will still need insurance no matter where you are delivering the activities
· If you are affiliated to a National Governing Body of Sport, they often have specific insurance/insurance packages that you can purchase

	Would you like Sported support to complete the task?
· Read through Sported’s How To Guide, Insurance: what you need to know
· Speak with your Sported local team member to identify which external organisations can legally advise you regarding insurance

	Your notes/actions:




























	Achievement goal 3:  Outline the appropriate health and safety measures

	Ideas to get you thinking:
· Whether you own/rent a facility space or are just running an informal session in the park, you will need health and safety measures in place
· Risk registers should be completed prior to any delivery of activity

	Would you like Sported support to complete the task?
· For Great Britain, visit the Health and Safety Executive – Leisure section
· For Northern Ireland, visit the Health and Safety Executive Northern Ireland
· Use Sported’s free Risk Register Template for each activity you are running
· Speak with your Sported local team member to help find the most appropriate health and safety information and organisations

	Your notes/actions:






























	Achievement goal 4:  Develop an online safety policy

	Ideas to get you thinking:
· Just as important as safeguarding face-to-face encounters, online interactions require protection
· If you have a presence online (e.g. website, social media) you should have an online safety policy and acceptable use statement
· If you are interacting with young people, there need to be specific measures put in place for their protection (e.g. DBS or Access NI checks)

	Would you like Sported support to complete the task?
· Read Sported How To Guide, Safeguarding: protecting your group online
· Includes both an online safety policy template and acceptable use statement example.
· Work with your Sported local team member to find the most appropriate organisations to guide you.

	Your notes/actions:



























	Achievement goal 5:  Obtain appropriate qualifications for activity leaders

	Ideas to get you thinking:
· Determine whether your activity leaders need certain qualifications to deliver the appropriate sessions and keep everyone safe
· if you are going to book a pitch/hall/facility they might ask you for your leader’s relevant qualifications
· Speak with your insurance representative to determine if they require qualifications for specific roles relating to the delivery activity
· Most National Governing Bodies of Sport will set out what qualifications they require individuals to hold to carry out specific activities
· Ensure your coach/deliverer knows how to connect with your participants i.e. knows what they want, understands their needs
· Think about how you will gather feedback on activities to understand the satisfaction of the young people

	Would you like Sported support to complete the task?
· Watch Sported Webinar, Intro to recruiting and supporting volunteers for ideas on where to recruit the right volunteers for your participants
· Work with a Sported Volunteer who has experience in building an effective and qualified team. Request via The Hub
· Speak with your Sported local team member to discuss where you can obtain relevant qualifications for your group leaders and determine what channels are best to find leaders with existing qualifications

	Your notes/actions:
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9. Do you know how you will communicate with your group?
	Achievement goal 1:  Develop a basic communication plan with staff and participants

	Ideas to get you thinking:
· How will you communicate with your group, the participants, parents, volunteers, committee, etc (e.g. text, whatsapp groups, email, social media groups)
· Consider safety and what is most relevant for the specific audience (e.g. no adult should be communicating individually with an under 18)
· When developing your Safeguarding Policy and Procedures ensure safe communication protocols are embedded
· Think about what information you will gather, things like emergency contact details, relevant medical conditions, personal requirements
· Develop a register of participants

	Would you like Sported support to complete the task?
· Contact your Sported local team member to discuss ideas and key considerations when communicating to your group
· Look at Sported’s Free Data collection template as a way to record participant information
· Sign up for Groop for free with Sported. Groop is an online administration platform that enables you to manage participants, staff and group documents in line with data protection legislation.
· Speak with your Sported local team member to discuss ideas for communication and key considerations

	Your notes/actions:













	Achievement goal 2:  Establish appropriate data protection practices in line with GDPR guidelines

	Ideas to get you thinking:
· Consider how you are going to gather and store information safely and according to GDPR guidelines.  

	Would you like Sported support to complete the task?
· Read through key GDPR information resources, including:
· NCVO – How to Comply with GDPR
· Information Commissioners Office – Guide to the UK General Data Protection Regulation
· NICVA – Data Protection Toolkit – Getting Started
· Sport and Recreation Alliance: GDPR Toolkits
· In order to write your own privacy notice about how and why you are collecting data, refer to the Information Commissioner’s Office Privacy Notice webpage and template
· In order to obtain written consent for processing of personal data and to understand your requirements, refer to the Information Commissioner’s – Consent webpage and checklist
· Speak with your Sported local team member to find the right information/organisations that can support you with your data protection needs

	Your notes/actions:
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10. Have you decided how you will market your services?
	Achievement goal 1:  Develop a basic marketing plan

	Ideas to get you thinking:
· When promoting your project do not forget to highlight it’s purpose and aims 
· Reference back to the local issues that you want to influence and change to inspire your marketing direction and who you want to reach
· Engage with young people for ideas about how to connect with your target audience
· Consider your budget (advertisement can become expensive very quickly)
· Make it known what is unique and needed from your offer to the local community – i.e. right offer, right time, right price and right style
· Create a name for your project that will engage with young people (get them involved)
· Think about what you are trying to achieve through your marketing: more participants, more girls, develop a new session. What will success look like?


	Would you like Sported support to complete the task?
· Work with a Sported Volunteer who has experience developing and improving marketing plans. Request via The Hub
· Read Sported’s How To Guide Marketing the basics
· Use Sported’s Marketing plan template embedded within the How To Guide

	Your notes/actions:












	Achievement goal 2:  Decide what digital channels you will use and who will be responsible for them (e.g website, social media, e-newsletter)

	Ideas to get you thinking:
· It is recommended to develop your Online Safety Policy at the same time as deciding which platforms you will use and how
· Be selective about what channels you use for which audience and don’t commit to too many
· Involve young people (safely) to create and develop content, remember this group is for their benefit and they are likely to work well with the technology
· By having one person responsible, you are able to develop an online brand: hashtags, consistent photos (with consent), font, colours and language
· Designing a website can be a future opportunity, once you have the financial capabilities (free social media channels can serve as your website in the meantime)
· Have you considered developing a regular digital newsletter to keep all stakeholders informed that are not captured by social media

	Would you like Sported support to complete the task?
· Watch Sported’s Webinar, Unlock the power of social media 
· Read Sported How To Guide Capture Everything a 10-step guide for film/photography across Social Media Platforms, using your phone
· Work with a Sported Volunteer who has experience in digital marketing to help you begin/develop your channels. Request via The Hub 
· Speak with your Sported local team member to develop your ideas and learn more about how Sported can support you with your digital marketing needs

	Your notes/actions:














