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The Basics
Getting You Started And Keeping It Legal

STARTING AND REVIEWING YOUR GROUP
Whether you are a new group forming, or an existing group 
reviewing its status we are here to help you get it right. 

CHOOSING A LEGAL STRUCTURE
There are lots of structures to voluntary organisations, all with 
different features and limitations.  Getting your legal structure right 
is important because it will affect your organisation significantly 
including: 

• What you can do 
• The taxes you have to pay 
• The regulations you have to abide by 
• The liabilities your committee may have 

We can help you choose the right structure and adapt it to suit 
your needs. 

SETTING UP A BANK ACCOUNT
A bank account is an essential facility for organisations of all sizes.  
Getting the right account for you and setting it up the right way is 
important.  Most funders want to see your account is open and run 
appropriately before they will give you funding.  Contact us if you 
need help.

WRITING YOUR 
CONSTITUION

An organisation’s 
‘constitution’ is the rule book 
for the organisation.  It sets 
out what the organisation 
aims to do, what activities 
it can undertake and how 

things will happen within the 
organisation.  

It is important that your 
constitution is reviewed 
regularly to check that it 

is still appropriate for your 
organisation and meets any 

changes in legislation.  If 
you haven’t reviewed your 

constitution in the last 
three years it may be worth 
contacting us to help you 

with a review. 

SETTING UP AS 
A COMPANY OR 

CHARITY

Depending on what 

your organisation does, 

or plans to do, it may 

make sense to become a 

company and/or charity.  

It is important to make 

these steps for the right 

reasons and we can help 

you to do that.

Charities & Companies
SETTING UP A CHARITY 
Being a charity has some tax benefits for organisations including relief on 
business rates and the ability to claim Gift Aid.  Some funders may require 
you to be a charity and if you are fundraising from the public people may 
expect it. However, you don’t need to be a charity to fundraise and being 
a charity does mean more monitoring and paperwork.  We can help you 
to determine if it is right for you to be a charity and give you guidance on 
applying. 

SETTING UP A COMPANY 
Being a limited company gives your organisation a legal status and reduces 
the liability of your committee and members should things go wrong.  It 
does also create some costs and means meeting certain requirements.  
Accordingly it is usually appropriate only for organisations of a certain size 
with potential liabilities from staff, assets or contracts. 

RUNNING A CHARITY / COMPANY
Being a charity and/or company puts a number of requirements on your 
organisation in terms of how it acts and what it does.  We provide training 
on what charities and companies need to do to meet their requirements. 

CHANGING A CHARITY / COMPANY
If your organisation is a charity or a company there are rules on how you 
can change your organisation; for example, changing its name, changing the 
constitution, closing the organisation or changing its legal structure.  Speak 
to us and we can guide you through the process as painlessly as possible. 
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SKILLS
All voluntary organisations 

have a committee that has 

overall responsibility for 

running the organisation.  

It is important that your 

group has a committee with 

the right range of skills and 

abilities to run the group 

legally and effectively.

MANAGING

FINANCES

As a committee you 

have a responsibility 

to make sure that your 

money is managed well.  

Some organisations use 

accountants to do this 

for them but that can be 

expensive and isn’t usually 

necessary.

Managing Money
FINANCIAL PROCESSES 
Your organisation should have systems setting out how you manage money, 

who is authorised to make decisions and who signs your cheques.  Making 

sure you have good financial processes and that everyone understands them 

is important to avoid difficulties in the future. 

We can work with your organisation to design financial process systems that 

suit how you work, while keeping your finances in order. 

BOOK KEEPING 
Keeping good books that show the financial position of your organisation 

will keep your committee protected from surprises.  For many organisations 

it is also a legal requirement. 

We have a basic book keeping system that is designed to suit the needs of 

most small organisations.   Contact us for further information. 

ANNUAL ACCOUNTS 
Charities and companies are legally required to prepare annual accounts.  

Other organisations may be required to do so by their constitution or a 

funder.  Even if you aren’t required to prepare accounts, it is usually worth 

doing so.  Speak to us about what your organisation needs to do. 

Our accounts service can prepare an organisation’s accounts in a way that 

meets the legal requirements.  We also offer an independent examination 

service for charities with an income under £500,000.  An Independent 

Examination is cheaper than a full audit and is usually sufficient to meet 

your OSCR requirements. 

Committees & Boards
RECRUITING COMMITTEE MEMBERS 
Recruiting new committee members can be difficult.  However, we can 

help you with this process by: helping you to identify the skills and abilities 

your prospective Committee members need; helping you to advertise; and 

recruiting members from our panel of volunteers who have all professed an 

interest in serving on a committee and undergone our committee members 

training. 

TRAINING COMMITTEE MEMBERS 
Joining a committee for the first time can be a steep learning curve.  

We offer training for new committee members and for people who are 

considering becoming a committee member of an organisation.  We also 

offer training for people who have been on committees for a while who 

would like to develop their skills. 

RUNNING A COMMITTEE 
Nobody wants to spend more time in meetings than they have to.  With 

support from us you can make sure that your committee runs smoothly and 

easily – good minutes and a good meeting structure makes the best use of 

your time. 

EVALUATING YOUR COMMITTEE 
Your committee has to have the full range of skills, knowledge and energy 

to run your organisation.  We can work with you to identify where your 

committee is strong and where it could be strengthened.  You can use that 

evaluation to identify what training or recruitment you need to undertake to 

make your committee and organisation more effective. 


