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  NEAD BUSINESS PLAN July 2006

1.
EXECUTIVE SUMMARY
· NEAD is a development education centre with over thirty years experience of working in Norwich,
 Norfolk and surrounding areas.

· NEAD’s mission is to raise awareness and understanding of global development issues.

· NEAD operates with a small team of professional staff, supported by volunteers.
· NEAD works in partnership with a range of agencies in Norfolk.
· NEAD delivers services through the provision of education programmes, information and resources,

 event organisation and the sale of fairly traded goods. 

· The market for these services, while not new, is wide open for innovation and new ways of delivery. 
· The challenge to NEAD over the plan period is to maintain staffing and service levels whilst 
developing more effective ways of delivering services.
· The keys to NEAD’s success are income generation and cost control, marketing, innovation,  

             quality and building effective partnerships.
1i. Purpose and objectives of this draft Business Plan

The purpose of this draft Business Plan is to set out for staff and trustees objectives and strategies that will make NEAD a focused and high performing organisation over the next three years.

In order that the Plan becomes a useful tool in ensuring that objectives and targets are met and that the overall aims of NEAD are realised, it must be reviewed regularly and updated to reflect the strategic environment in which NEAD operates. A review cycle is therefore included as an integral part of the Plan.

NEAD’s objectives during the life of this Plan are:

· To ensure organisational stability

· Income – to generate sufficient income to provide the resources to employ a full-time Director and
 full-time Administration Co-ordinator.

· Development – to maintain current service levels, exploring new ways of delivering services,

 establishing a platform for future growth.

· Impact and quality – to develop measures to assess the impact and quality of NEAD’s work.

· Citizenship – to be an intellectual and social asset to the community and environment.

1ii. Mission

NEAD’s mission is challenging:

“WORKING LOCALLY FOR GLOBAL JUSTICE AND EQUALITY”

By:

· Showing the links that exist between people throughout the world.

· Raising awareness about inequalities in our world and increasing understanding of their causes.

· Promoting ways in which people can take action to create a more just and sustainable world.

1iii. Keys to success

The keys to success for NEAD are:

· Successful income generation and cost management

· Marketing 

· Innovation

· Effective use of volunteers

· Effective partnerships

· Evaluation and quality

2. INCOME

NEAD’s income is derived from five income streams:

i. Membership - NEAD is a membership organisation, with an annual fee for membership.

ii. Sale - of information and teaching resources.

iii. Sale- of fairly traded goods, through a retail outlet, The One World Shop. 

iv. Fund raising – events, bequests, donations.

v. Contracting -  funding from Government departments, NGO’s and other charitable sources raised through bidding and tendering for specific projects.

Income derived from i-iii is unrestricted and contributes to overhead costs and core staff salaries.

Income derived from iv may be either restricted or unrestricted.

Income derived from v is restricted to a particular project and covers project staff salaries and direct overhead costs.

2vi.
NEAD’s total incoming resources in 2005/6 were £263,252, with a surplus of £16,293
3. HISTORY AND LEGAL STATUS

	


HISTORY TO DATE

	1973
	The organisation began as the ‘Third World Centre’, the first ‘Development Education Centre’ in Britain. 

Registered as a charity on 4 January 1973.

	1987
	Move to current premises. Set up the ‘Development and Environment Centre’ with other local partner organisations.  

	1992
	‘The World Shop’ established and starts to promote ‘Fair Trade’

	1995
	Name changes to ‘Norfolk Education & Action for Development’ or ‘NEAD’

	LEGAL STATUS
	Registered charity (no. 1010853)  

Company limited by guarantee (no. 2237424)



	BUSINESS DESCRIPTION
	NEAD is one of a network of Development Education Centres or DECs, providing information, advice, educational resources and services to schools and the wider community; managing national and local projects; and running a fair trade retail outlet.

 

	GEOGRAPHICAL COVERAGE
	NEAD provides services locally to people in Norwich, all of Norfolk and North Suffolk and creates transferable models to disseminate regionally and nationally.

‘


4. OBJECTIVES 2006-2009  

i. Income – to generate sufficient income to ensure organisational stability and to provide the resources needed to employ a full-time Director and full-time Administration Co-ordinator by:

· Developing an organisation-wide funding strategy with clear targets and responsibilities 

· Developing full cost recovery across all activities

· Providing a process of support for staff to increase fundraising capacity 

· Maintaining income to deliver products and services at the current level + 3% per year

· Setting annual targets for an increase in unrestricted funds over the plan period to £110,000 per year (05/06 £79,636 excluding sales) through a mix of:
· Sale of resources 

· Sale of fairly traded goods

· Membership income

· Fundraising events and activities

· Donations and legacies

ii. To raise NEAD’s profile in Norfolk by:

· Preparing a marketing plan which:
· Identifies the needs of existing and potential customer/beneficiary groups

· Examines the effectiveness of existing sales and marketing techniques 
· Identifies key service competitors.
· Promotes NEAD’s services across Norfolk
iii. Growth and development – to maintain current service levels, exploring new ways of delivering services, establishing a platform for future growth by:
· Reviewing each business/service area and function, planning a financially viable service   strategy for years 2-3

· Defining the capacity and resources required to market and deliver services over the next three years.

· Preparing an IT capital plan
· Reviewing NEAD’s organisation structure and developing a human resource strategy 

· Identifying human resource needs and issues through existing systems of: annual appraisal, six-weekly supervision meetings and volunteer evaluations.

· Agree an organisation structure which enables trustees to ensure effective and accountable management 

· Implementing the staffing structure agreed by Trustees (March 2006) 

· Developing a volunteer strategy designed to increase the effectiveness of volunteering.

· Defining a training plan, which develops core competencies and enhances the skill sets of staff and trustees.

iv.Impact and quality – to develop measures to assess the impact of NEAD’s work by:

· Reviewing quality, implementing a whole organisation quality assurance system using a process developed specifically for voluntary sector organisations, such as Picasso.
· Developing an outcomes framework for all projects as a way of developing new services.

v.Citizenship – to be an intellectual and social asset to the community and environment by:

· Reviewing all aspects of the organisation to develop and maintain an effective code of ethics eg
Investment policy, Contracting policy

· Reviewing and developing partnerships to further NEAD’s aims

· Exploring the potential for delivering services to a more targeted audience, particularly in the local business & public service sectors, in accordance with their published social responsibility statements.
· Agreeing a process for concepts, new ideas to be developed

· Exploring new services to further NEAD’s mission in Norwich and Norfolk 

5. SERVICES 

5.1 Education and Training Services for Schools and Colleges

i. Purpose: To support teaching and learning about global citizenship and cultural diversity
Aimed at:

· Students

· Teachers and trainee teachers

· Teacher Trainers

· Local Education Authority advisors

ii. What?

·        Development education, training, resource & information services delivered by experienced

  professional staff, & trained volunteers.

· Continuing Professional Development (CPD) 

· Curriculum development initiatives

· Classroom sessions

· Secondary school Conferences


· Multicultural festivals for primary schools

· ‘World Voices’ web-based service promoting visiting artists, speakers, BME community groups, and  

             local NGOs 

iii. Future developments:

· To move from ‘service delivery’ to a ‘consultancy/facilitator’ role.

· Learn from outcomes of recent EES work in Primary and Initial Teacher Education sectors

· Services for teachers need to be focused on what teachers really need. If they aren’t currently

            attending arranged CPD courses & workshops, then they aren't prioritising what NEAD is offering.

· Examine costs & fee structure for school & education services run by DEC staff, Dev Ed freelance 

             contractors & key trained volunteers.

· Explore opportunities for outreach work in the wider educational community of Norfolk & North

            Suffolk.

5.2 Community Partnerships, Activities & Public Events 

i. Purpose: 

· To increase awareness of specific global justice and social inclusion issues in the wider public arena, through public events, activities, and the local media

· To enable, empower and support local  groups to assist us in this process

· To create lasting and supportive relationships with these local partners

· To raise the profile of NEAD in the wider community 

ii. Aimed at:

· Public of all age groups (outside the formal education sector), adults, young people, children, family participation, parents & grandparents.

iii. Description:

Public events and activities including workshops and performances involving music, theatre, film, debate, comedy, and dance.. These are presently around the core themes of:

· Fairtrade (1 Fortnight, annually in March)

· Refugees and Asylum (1 Week annually in June)

· Black History (1 Month, annually in October)
iv. Future developments:

· Build on existing partnerships and widen partnerships, identifying disadvantaged groups

· Build the capacity of BME community to take a lead on partnerships   

· Develop ‘Community Event Organisation Services’ to increase unrestricted funds for NEAD and 
support local community groups e.g. training on ‘Accessing the local media’; web resources to
            support organisers of community events e.g. templates for multicultural festivals; subsidised marquee 

            hire for local outdoor community events 
· Explore links to 'life long learning' and 'basic skills' initiatives for adults, and 'regeneration' for 

            additional funding opportunities – explore links with the Learning and Skills Council

· Embed themed activities within work programmes of existing partners to ensure continuation.

5.3 Social Enterprise 

The World Shop 

The Resource Centre

Sales of all goods amounted to £50,145 in 2005/6, comprising 38.6% of unrestricted income, the gross profit (after the cost of buying in these products) was £17,666, i.e. 13.5% of unrestricted income

5.3.1 The World Shop

Purpose: 

· To offer consumers in East Anglia multicultural, fairly traded and ethical products 

· To raise awareness of how individuals can make a positive difference by being ethical consumers 

Description: 

·  Sales of fairly traded crafts, clothes, food, drink and instruments from around the world.

·  Sales of World Music, specialist books for adults and young people and educational resources. 

·  Support to local businesses, schools, faith groups and organisations to convert to and promote
             Fairtrade by supplying catering size products for use and providing stock of goods to sell on. 
Future developments:

A review of the Shop has been undertaken by Norwich City College Business School, a business plan has been prepared for trustees to agree and implement from April 2007
5.3.2 Resource Centre and Information Services.

The resource base is situated in the World Shop and is open to all
i. Purpose: 

· To provide specialist information and teaching resources about global citizenship and cultural

            diversity

· To support and encourage schools, groups and individuals to become more aware, and consequently

             active, global citizens
ii. Description: 

· Information service on current national/international campaigns 

· Responding to enquiries via telephone, email, mail and centre users.

· Teaching and learning resources on development & environmental issues for sale and/or loan to

            NEAD members. 

· Resources catalogue sent to all schools in Norfolk & Suffolk through LEAs 
· Sales of books & education resources are sold via the World Shop, and form a significant 

· Termly schools newsletter sent to all schools through LEAs

· Web site providing information on our activities, services and national/international campaigns as 

             well as a signposting service to other sources of information.

iii. Future developments: 

· Review purpose and effectiveness of resource centre and information service 

· Explore ways of prioritising service to members

· Sales of books and education resources are sold via the World Shop and form a significant proportion of unrestricted income – figure?? The activities of the resource and information centre and ‘resource sales’ are therefore to be examined under the World Shop business plan. 

· Promotion of educational resources has been considered under the ‘Draft Resources Strategy’ funded by EES in 2004. This strategy document to be revisited by the Marketing Group, and where appropriate assimilated into the marketing and sales plan.

· New website (presently being re-developed) aims to increase sales and raise awareness of NEAD and its services.  Users will be provided with an easy search facility to locate resources for sale, World Voices service to schools, and on-line teaching materials. This new site should be online by xxxx 2006.

· Increase numbers of resource displays by involving more volunteers and exploring new opportunities e.g. early years  

· Explore options for loan service (e.g. by supplying LEA libraries and publicising dev.education resources through public libraries/interlibrary loan service, etc). 

· Review cheaper/easier ways of producing and distributing the Resource Catalogue (including e-mail and database driven design?). 

· Involve more teachers in the production of schools newsletters 

· Explore the best ways of informing teachers and promoting NEAD's services (to be considered by the Marketing Group).

· Gain funding so that we can provide a proactive service on current issues and international campaigns

· On-line ordering and paying

5.4 Volunteer Opportunities including Work Experience, and Placements 
i.  Objective: 

· To increase NEAD's capacity by ensuring that there are volunteers available to assist in all areas of NEADs work. 

· To ensure there is a diverse range of volunteers that reflect the local community and provide the expertise and experience for core services and projects

ii. Aimed at:

· School students through the ‘Connexions’ service
· Adults through Norfolk Training Services, NVS and YMCA 
· Students from UEA and City College.
· Others seeking volunteer opportunities

iii. Volunteer opportunities include:

· Staffing the shop and resources centre: face to face contact with the public and on the telephone, as the organisation's ‘receptionist’ 

· Shop support work 

· Administration, including library 

· Bookkeeping

· Assisting with resources displays

· Promoting NEAD membership display

· Website content and design

· Media liaison

· Organising and staffing events

· Research

· Writing articles for newsletters

· Designing and producing publicity materials 

· Supporting and running workshops and presentations at schools and at other events

iv. Description of service

· Recruitment, induction, placement and management of volunteers. 

· Providing internal, and access to external training opportunities 

· Providing out of pocket expenses to cover all volunteer involvement


v. Future development

· Seek funding to recruit from specific groups that are under-represented in our current volunteer base such as asylum seekers and refugees.

5.5 Membership Services

i. Objectives:

· To fulfil our stated Articles of Association declaration obligations 

· To raise unrestricted income for NEAD

· To increase attendance at NEAD run activities and events
· To increase participation and solidarity with local and national development organisations and campaigns, on key development issues supported by NEAD.  

· To inform new audiences about NEAD's aims, and our principles and values, and to persuade them to become members of NEAD  

ii. Benefits of membership: 

· Members are entitled to borrow from the NEAD and Greenhouse resource libraries

· Members receive three Newsletters a year

iii. Description:

The membership scheme has two subscriber categories;

· Core Membership 
Life members and Trustees who pay a higher rate to support NEAD, and in return have a vote at Annual and Extra Ordinary General Meetings.  

· Friends of NEAD 

· Complimentary members: volunteers, staff, current and past funders

· Schools Members: early years, primary and secondary

· Community groups

· Families 

· Others

iv. Future developments

· Increase awareness of membership scheme

· Reconsider incentives to join

· Increase membership from a wide variety of fields

· Raise awareness of NEAD and it's membership scheme

· Encourage legacy donors.

· Have all schools in Norfolk as members 

· Analyse whether it is actually possible to boost unrestricted income through increasing membership

6. QUALITY POLICY

NEAD aims to provide the best service possible for users and other stakeholders. As a charity we work with a range of funding bodies, public and private sector organisations, there is external pressure from these organisations to show that we provide quality services and manage our organisation efficiently and effectively.

We compete with other agencies for grants, contracts and clients, attention to quality is an important way in which we can prepare to meet competition.

i. Currently NEAD service quality is ensured and performance evaluated by the following methods:-

· NEAD is a member and is accredited by the Development Education Association

· All projects are externally evaluated (for example, by university staff)

· Annual staff appraisals and six-weekly supervisions

· Exit interviews with staff and volunteers

· The World Shop is a member of the British Association of Fair Trade Shops (BAFTS)

· Project steering groups with specific members to represent and communicate with key stakeholder groups.

· Feedback is sought from participants in key events such as conferences and workshops. 

ii. We plan to review our current approach to quality, implementing a quality assurance system that strengthens NEAD’s operations, with the aim of raising standards of work and making sure everything is done consistently.

7. MARKET ANALYSIS

Historically NEAD has made little use of marketing information, has undertaken no market research or environmental scanning. We aim to develop a more systematic process though annual business/activity reviews and the development of a more robust marketing plan. From our initial SWOT (strengths, weaknesses, opportunities, threats) we aim to maximise our strengths and opportunities and seek to minimise the impact of any weaknesses and threats:

i. Strengths  
30+ years experience of development education

Staff knowledge and skills

Trustee and staff commitment

Reputation in the development education world

Location - City centre shop and office premises

Books are balanced, with a small surplus

ii. Weaknesses 

No clear direction or leadership

Short term funding

No clarity of market need

No way of measuring impact of services

iii. Opportunities 


New projects (DfID)


Fundraiser post assured

Increased need for NEAD:

Greater awareness of global issues including Fair Trade, in the general population

Increased emphasis on citizenship at all levels in education

Concept of the ethical, socially responsible business becoming well established

iv. Threats

Perceived media/political backlash against refugees, asylum seekers, migrant workers etc miss-information fuels discrimination

Reduced need for NEAD:

Greater awareness of global issues including Fair Trade, in the general population 

Increased emphasis on citizenship at all levels in education

Concept of the ethical, socially responsible business becoming well established

7v. The context for growth/development (political, legal, economic, socio-cultural, technical factors)

	Legislation/Change
	Opportunities
	Threats

	Children’s Act 2004 Every Child Matters

· Multi disciplinary approach. Childrens Services replace LEA

· In Norfolk, as in many Authorities, Education Director is a second tier appointment
	Multi year budgets for schools in line with spending review cycle. Schools can support NEAD with certainty from year to year. Focus for NEAD on ECM Outcomes:

· Stay safe

· Be healthy

· Enjoy and achieve

· Make a positive contribution

· Achieve economic well being
	Schools budgets may be at risk where Director of Children’s Services are from non-education backgrounds.

	White Paper Higher Standards, Better Schools for All

· Transforming school system

· Every school able to be ‘independent’ either acquiring self-governing Trust or become self governing Foundation School

· Academies at the heart of the programme

· Greater parental input

· Personalised learning

· Local Authorities commissioners rather than providers
	Schools have far greater control over the curriculum. Opportune time for NEAD to promote its services in schools.

Role of citizenship may be enhanced
	Possible loss of direct financial support, grants from Children’s Services.

Fewer centralised services may make communication to schools more difficult.

Role of citizenship may be reduced.

	Youth Matters

Futures/Investing in Communities
	Emphasis on empowering young people and developing citizenship skills
	Other services better placed to work with young people

	DfID

Development White Paper

 
	Enabling Effective Support Strategy 
	More prescriptive, move towards a tendering system (?)


7vi. Organisational risks

	Potential risk
	Potential impact
	Steps to mitigate risk

	Governance and management

Organisational structure

Trustees


	Lack of clear management

Inefficient working practices

Patchy communications

Unsupported staff

Remoteness from operational activities.

Uncertain as to role and duties.
	Review organisational structure

Organisational chart and clear understanding of roles and duties.

Regular contact between trustees and staff.



	Operational risk

Service provision, dependency on projects, core funders and known contacts.


	Loss of significant projects

Change of personnel 


	Monitoring of performance and quality of service

Regular contact with funding bodies.

Review other sources of funding



	Financial risks

Costing policies

Inappropriate or loss-making non-charitable trading activities 

Change in funding bodies priorities

Lease on premises
	Reliance on project funding to subsidise core services.

Affordability of services to beneficiaries.

Resources withdrawn from key objectives 

Resources and energy diverted from fund-raising or core activities 

Reputation risk

Rent rise, health and safety compliance costs, disabled access cost
	Realistic costing of services.

Monitoring and review of  performance and business plan

Regular contact with funding bodies.

	Environmental/external factors

Government/NGO policies

Change of Government
	Availability of project and core funding.

Impact of general legislation or regulation on activities undertaken.
	Monitoring of proposed legal and regulatory and NGO changes.

Membership of umbrella bodies.


.

8. HUMAN RESOURCES  

i. Structure and Operations

The organisation operates a flat structure and wherever possible decisions are made by consensus. Trustees are ultimately responsible for ensuring that our organisation complies with legal requirements and acts responsibly 

ii. Trustees & Sub Groups

The Chair and the board of Trustees (12), meet every 6 weeks, and is responsible for steering the direction of NEAD. There are 3 sub groups (List these), with Trustee and staff members. Each sub group is responsible for implementing the appropriate objectives set in this business plan.     

· Standing committees 
· Finance 






 

· Human Resources 







· Marketing 








iii. Staff (see appendix 2)

There are 6 full time equivalent employees (9 staff) who currently work on a regular basis at NEAD 
Staff members are responsible for the day to day operations of NEAD including the management of the premises and capital assets, Health and Safety and implementation of NEAD policies and procedures, World Shop and resources sales and project activities. 

NEAD staff are remunerated at the same hourly rate (except for the cleaner). Salaries are increased annually in line with the retail price index, subject to funds being available. 

Each staff member has the support of a link Trustee who they meet every 6 weeks. The Link Trustee assumes responsibility for monitoring performance and identifying any training and development needs at the annual appraisal, which is also attended by the Chair of the Board of Trustees.

The trustees, recognising the vulnerability of the organisational structure, have begun the process of implementing a new structure. Aligned to the business plan the new structure will provide a platform for future development of the organisation.

Ref. Organisational structure paper May 2006

9. CAPITAL RESOURCES 

NEAD has an accounting capitalisation process. The organisation owns office furniture and fittings a photocopier and a network of PC’s. An opportunistic approach to renewing IT equipment has been taken, IT is included in bids for project work.

10. LEASED PREMISES

The World Shop retail outlet and NEAD offices above are located on Exchange Street conveniently situated in central Norwich, near the market and main shopping area. 

The building is rented on a ten year lease which is reviewed annually!) from Norwich City Council; rental £12,600 per annum. Rates £650 per annum, for many years we have been granted a 100% exemption. 

The terms of the lease do not allow sub-letting,
The entrance is at street level with some passing trade, especially since the new ‘St Andrews’ car park has been completed in autumn 2005 

The Resource Centre and Library are also on the ground floor, there is disabled access to the shop and resource centre. The upstairs offices have no disabled access.
Four offices are occupied by NEAD, two on the first floor and two more on the second floor, one of which is a meeting room and office for the accounts team and volunteers and the other a stockroom for the shop. There is a kitchen and toilet facilities as well as an attic and two basement rooms which are unusable in their present state due to H&S regulations. 

Office space is shared with Norwich Community Co-op Credit Union, a freelance Social Development Consultant and Labour Behind the Label.

11. IT
8 computers are in use (a few others/ older ones are being cannibalised).  The computers are networked.  Alaine in first point of call for IT issues.  We also employ an IT consultant to be on stand-by.  We have (4 year) guarantee for the DELL machines- same day call out.  Volunteers, who are often on-site, are able to trouble shoot. The current IT Consultant’s contract would be filed in the Short-term Positions and Consultancies confidential Human Resources file.  IT contracts vary as to whether they are for set jobs or general support.  Therefore they can be for which ever length (with notice of cancellation) / terms agreed on.  NEAD has a policy on Short-term Positions and Consultancies, reviewed annually.  

12. HEALTH & SAFETY

Trustees are responsible for Health and Safety. A nominated member of staff is responsible for oversight and co-ordination of day-to-day Health and Safety issues who undertakes regular risk assessments and works with he local authority Health and Safety Officer who has undertaken inspection of the premises.

13. FINANCIAL PLAN 

Figures for past years are derived from the audited accounts 
	
	2009
	2008
	2007
	2006
	2005
	2004

	
	£
	£
	£
	£
	£
	£

	Incoming Resources
	
	
	
	
	
	

	Incoming resources from generated funds:
	
	
	
	
	
	

	Voluntary income:

Donations, legacies and subscriptions

Activities for generating funds:

Fundraising 

Bank interest 

Other

Incoming resources from charitable activities:

Grants, contracts and sundry

Sales of resources


	7,140

20,000

1,200

4,000

193,960

58,285
	6,932

18,000

1,200

4,000

188,310

52,509
	6,730

15,000

1,200

4,000

182,825

47,307
	6,534
10,423

1,396

4,000
190,754
50,145
	35,705
815
770
5,822
218,054

42,801
	11,014
1,757

290

7,368

237,847

62,726

	Total Incoming Resources
	284,585


	270,951
	257,062
	263,252
	303,967
	321,002

	
	
	
	
	
	
	

	Resources expended
	
	
	
	
	
	

	Costs of generating funds:
	
	
	
	
	
	

	Costs of generating voluntary income

Fundraising costs
	10,000

16,000
	10,000

15,500
	10,000

15,000
	9,085

3,481
	10,662

0
	n/a

317

	Charitable activities


	243,373
	233,515
	224,201
	228,573
	258,258
	n/a

	Governance Costs
	5,400
	5,300
	5,200
	5,190
	11,755
	n/a

	
	
	
	
	
	
	

	Total Resources Expended
	274,773
	264,315
	254,401
	246,329
	280,675
	273,879

	
	
	
	
	
	
	

	Net incoming (outgoing) resources, and net movement of funds in year


	9,812
	6,636
	6,113
	16,923


	23,292


	47,123

	Free Reserves (Weeks)
	24
	35
	46
	57
	35
	50


	
	2009
	2008
	2007
	2006
	2005
	2004

	
	£
	£
	£
	£
	£
	£

	Fixed Assets
	
	
	
	
	
	

	Tangible assets
	6,000
	6,000
	6,000
	6,132
	8,396
	3,955

	
	
	
	
	
	
	

	Current assets
	
	
	
	
	
	

	Stocks
	8,406
	7,574
	13,646
	22,870
	22,603
	24,969

	Debtors
	8,000
	8,000
	8,000
	8,237
	16,250
	4,485

	Cash at bank and in hand
	184,008
	175,562
	163,924
	149,468
	117,427
	130,594

	
	200,414
	191,136
	185,570
	180,575
	156,280
	160,048

	
	
	
	
	
	
	

	Creditors:
	
	
	
	
	
	

	Amounts falling due within one year
	(18,000)
	(18,000)
	(18,000)
	(18,180)
	(12,002)
	(35,733)

	Net current assets
	182,414
	173,136
	167,570
	162,395
	144,278
	124,315

	
	
	
	
	
	
	

	Amounts falling due in more than one year
	0
	(534)
	(1,604)
	(2,674)
	(3,744)
	(2,632)

	
	
	
	
	
	
	

	Net Assets
	188,414
	178,602
	171,966
	165,853
	148,930
	125,638

	
	
	
	
	
	
	

	Funds
	
	
	
	
	
	

	Unrestricted
	
	
	
	
	
	

	  General
	166,414
	146,602
	129,966
	95,750
	79,086
	68,312

	  Designated
	12,000
	12,000
	12,000
	28,692
	22,806
	9,000

	
	178,414
	158,602
	141,966
	124,442
	101,892
	77,312

	
	
	
	
	
	
	

	Restricted
	10,000
	20,000
	30,000
	41,411
	47,038
	48,326

	Total funds
	188,414
	178,602
	171,966
	165,853
	148,930
	125,638


Figures for past years are derived from unaudited management accounts 
Analysis of Expenditure
	
	2009
	2008
	2007
	2006
	2005
	2004

	
	£
	£
	£
	£
	£
	£

	
	
	
	
	
	
	

	Employment
	124,841
	121,205
	117,675
	100,702
	99,579
	101,619

	Travel
	5,305
	5,150
	5,000
	5,231
	4,124
	4,931

	Training
	1,591
	1,545
	1,500
	2,455
	1,427
	1,610

	Volunteers
	2,122
	2,060
	2,000
	2,614
	1,940
	1,385

	Cost of Sales
	36,428
	32,818
	29,567
	32,479
	37,047
	40,976

	Rent
	13,367
	12,978
	12,600
	13,296
	11,750
	11,750

	Maintenance
	2,652
	2,575
	2,500
	1,865
	3,274
	934

	Electricity
	1,485
	1,442
	1,400
	1,857
	1,366
	1,705

	Water
	212
	206
	200
	184
	187
	167

	Events and Promotion
	48,271
	46,865
	45,500
	49,315
	24,089
	26,915

	Telecommunications
	5,835
	5,665
	5,500
	5,369
	5,888
	5,776

	Postage
	2,493
	2,420
	2,350
	1,663
	2,122
	2,292

	Photocopying
	1,061
	1,030
	1,000
	398
	856
	3,124

	Office Supplies
	3,819
	3,708
	3,600
	2,707
	3,885
	3,050

	Office Equipment
	7,957
	7,725
	7,500
	3,089
	2,154
	1,956

	Materials Development
	0
	0
	0
	0
	0
	2,820

	Depreciation of Fixed Assets
	2,264
	2,264
	2,264
	2,264
	2,415
	9,683

	Insurance
	1,485
	1,442
	1,400
	1,280
	1,304
	1,321

	Bank Charges
	955
	927
	900
	792
	824
	811

	Card Machine Rental
	165
	180
	180
	165
	165
	150

	Consultancy and Evaluation
	7,532
	7,313
	7,100
	11,515
	20,181
	24,706

	Audit
	1,485
	1,442
	1,400
	1,175
	1,324
	750

	Grants Paid
	0
	0
	0
	0
	38,440
	17,905

	Fundraising
	0
	0
	0
	3,481
	0
	317

	Interest on Leased Copier
	255
	255
	255
	255
	127
	143

	Miscellaneous
	3,193
	3,100
	3,010
	2,178
	16,207
	7,083

	Total Resources Expended
	274,773
	264,315
	254,401
	246,329
	280,675
	273,879


Key financial indicators 

Trustees use the following financial indicators to monitor the health of the organisation:

Actual:budget

Restricted (project); Unrestricted funds

Sustainability – number of operating weeks

Assumptions and risks 

1. That providers of core, unrestricted funds will continue to support NEAD.

Risk – c £21,000

2. That DfID will not change its funding policy and will continue to fund Development Education Centres directly.

 Risk – varies £50-66,

14. Plan for Action 2006 – 2009

	Ref

section
	Action
	Date
	Committee

Staff/Trustee
	Sign-off

	1
	Business plan approved

(Including Shop business plan)
	Summer 06
	BP working groups/ST/TJ
	Board

	4i
	Funding strategy with annual targets
	Oct 06
	Finance Cttee/GH/ST
	Board

	4i
	Full cost recovery across all activities
	Review of implications by Oct 06

Introduced by April 07
	Finance Cttee/CS
	Finance Cttee

	4ii
	Agree essential management information requirements for all business areas and activities 
	Oct 06
	All staff with link trustees
	Board

	4iv

4vi
	Quality assurance – develop key performance indicators for each business area/activity
	Nov 06
	All staff with link trustees
	Board

	4iii

5
	Template for business area reviews and development plans agreed
	Dec 06
	All cttees and working group/ST/JA
	Board



	5
	Business area reviews completed, with proposals/priorities for each business area


	Rolling programme, annual review cycle, initial reviews all completed by summer 07
	All staff with link trustee and other support, as required
	Board

	1iii

4iii

4v
	Audit of current partnerships and develop an approach to developing and sustaining partnerships to meet priorities for each business area

Partnership working strategy day for all staff and trustees
	Audit derived from rolling programme, annual review cycle, initial reviews all completed by summer 07

Strategy day in autumn 07
	All staff with link trustee and other support, as required
	Board

	4ii

6

7
	Marketing plan for NEAD, including PR and communications plan

Market research on NEAD’s impact
	Summer 07

Summer 08
	Marketing Cttee
	Board

	4iii

8
	Human Resources plan, aligning staff with organisational requirements and staff development with appraisal 
	Plan by summer 07 then ongoing 
	HR Cttee
	HR Cttee

	4iii

8
	Staffing structure (to continue to implement agreed strategy – ref Trustees March 2006)
	April 08
	Trustees working group/JA
	Board

	4iv

4v

5
	Review and maintain an effective code of ethics
	On-going
	Admin staff

AM/CS/JA
	Board

	4iii

11
	Prepare IT capital plan 
	tba
	
	

	7vi

10
	Premises review 
	tba
	
	

	
	
	
	
	


Appendix 1 – Notes of NEAD BUSINESS PLANNING SESSION - 25th May 2006

These notes provide the underpinning values and ethos of NEAD staff and trustees which will be used to guide the implementation of the 2006-09 Business Plan
INTRODUCTION

Sustainability – what does it mean for NEAD?

· All aspects of our work - Environmental – Social – Economic

· Not compromising long term by short term actions

· Working with what we’ve got, taking advantage of new resources

· Access to unrestricted funding, preventing the need to ‘see-saw’

· Keeping going without compromising aims

· Looking after what we’ve got – continuing to be productive

· Keeping doing what we are doing - for the long hall

· Think about the future – not compromising

· Planning effectively for a long term future

· Monitoring – keeping finger on the pulse

· Adapting to new circumstances

· Recognising dynamism

· Recognising when to change and develop new ways of working

SESSION 1
Organisational stability – what does this look like at NEAD?

· Inclusive culture – all central to the organisation, trustees, staff, volunteers, partners

· Firm principles with the ability to adapt and develop

· Firm foundation – stable unrestricted funding for Director and administrator posts

· Focus on justice and equality – search for ways of promoting justice and equality

· Learning organisation –inside, from each other and externally from other agencies

· Build partnerships both to reach wider audience and as allies

· Build a high reputation (we’d be missed!) for quality and raise our profile

· Clear processes and systems for achieving stability and other aims

· Sense of calm – clear direction – sense of achievement

· Resourced to support direction

· Longer term funding – SLA’s rather than short term grants

· Increase social enterprise activities 

· Fees for services

· Donations etc strategy

· Invest in staff – CPD, transferable skills, management skills, self management, team building

· Invest in trustees

· Director role, to provide leadership of NEAD

· Quality rather than quantity

· New building – reflecting a cohesive organisation – open, welcoming, improved environment, ‘Global Information Centre”

· Streamlined – more professional looking

· Appeal to a wider range of people

· Director as leader and full time administration

· Staff – less fragmented

· Increase income streams

· Pride in NEAD

SESSION 2
Impact and quality – how do we know we are doing what we say we are?

Metrics:

· Membership numbers/turnover

· Events, new events, evaluation of events

· County coverage

· Enquiries – number of callers

· Measuring effectiveness of marketing

· Donations – amount, number, type

· Media coverage – type, extent

· Sales – turnover/profit

· Web statistics

· Staff – audit of skills

· Reserves – increase year on year

· Maintaining appropriate reserves

· Repeat business

· Repeat funding

· Increased visibility – outreach

· More robust partnerships – more targeted

· New audiences – business/youth/voluntary sector

· What actions people take before/after contact with NEAD

· FU built into all work

· Creative evaluation

· Increased income

· Improved staff morale – calm centre – through appraisal

· Base level data on and feedback re:

· Groups

· Individuals

· Volunteers

· School pupils

· Shop customers

· Members

· Information requests

· Repeat business

· Geographical spread of work

· Media coverage

Qualitative:

· Log of informal feedback

· Staff/volunteers feedback

· Partner evaluation

· Focus groups

· Staff development

· Feedback – from those we missed – ie shop

· Survey of partners

· School impact – independent follow up

· What learning has taken place – pupil follow-up

· Training in getting independent feedback

SESSION 3
New ways of delivering services within the existing resource envelope

· Better systems

· More responsive services

· More visibility to stakeholders

· Use shop as a signpost to NEAD

· Develop web site further to do work for us:

· Web site to support action by others

· More information – FAQs and links

· Electronic newsletter

· e-bulletin

· Work through other organisations/centres –eg library, mobile library, PDC, College

· Develop road shows – replacing school conferences

· Informal

· Carousel of activity

· Take products to other(s) events

· Shop outreach

· Volunteer training

· Using media more

· Standardised responses to queries

· Focus on providing action

Appendix 2

STAFF

Alaine Mukene (0.8 f.t.e) - Job Title: Administration Co-ordinator

Alaine has worked with NEAD since August 2003 and is responsible for Office Administration, H&S, IT, The D&EC, Building maintenance, the newsletter, meetings and info on events/ campaigns etc. 

She is on the Membership group, part of the Human Resources Sub-group, and the Design group (as Design Champion!), part of the Marketing Sub-Committee.  She would like more training on anti-racism education and to use this within Norfolk at school level. She needs to do more training on IT (access, systems management etc). Her link Trustee is Tony Polack.  

She has a Politics Degree.  She has worked in retail (music & books) and importing, street-level fundraising for NGOs and admin./ public relations within the advice sector.  She is currently studying for/ compiling her Art & Design Foundation at college. 

Finbarr Carter (0.8 f.t.e)  - DLPGE Project Co-ordinator

Finbarr has worked with NEAD since April 2001 and is responsible for co-ordinating the 'Developing Local Partners for Global Events' and 'Just Education' projects. His background and qualifications are in development studies and teaching (Geography). His key weaknesses are databases, filing, stress management and prioritizing work. His strengths are communication, event management, training and other outreach work. He is involved in co-ordinating the re-vamp of the NEAD website along with Sarah as well as being a member of the Human Resources Sub-Committee. He would like to do more training, outreach and physical activity. His link Trustee is Rob Young.

Tonia Mihill  (0.6 f.t.e.) - Volunteer Development Co-ordinator

Tonia has worked at NEAD since January 2000 and is responsible for volunteer management and co-ordination. Her background qualifications are in history and politics and teaching history at secondary level. She has work experience in many areas including admin, teaching, training and a cooperatively owned (catering) business. Her key strengths are in inter-personnel skills, systems/policy development and management, writing for publicity and fund-raising applications. Her weaknesses are aspects of IT (other than word-processing and spreadsheets). Her link trustee is Jean Davies.

Sarah Gann (0.9 f.t.e.) - Information & Resources Co-ordinator

Sarah has worked at NEAD since early 1994 and is responsible for NEAD’s information services and teaching resources. Her qualifications are in English literature and African & Asian Studies; and she trained as a middle years teacher. Her weaknesses are primarily in the area of IT. Her link trustee is Catherine Casolani.

Sandy Betlem (0.9 f.t.e.) - Schools Work Co-ordinator

Sandy Betlem (0.9 f.t.e.) - Schools Work Co-ordinator

Sandy Betlem has worked at NEAD since 1989 and is responsible for NEADs 

Schools Work programme. His background qualifications are in philosophy 

(BA) and development studies (MA) and he is a qualified teacher (PGCE 

1987). Sandy’s past experience includes being a volunteer in Bangladesh, 

an activist on Namibian Southern African issues, a collective member of 

UHURU – community café and political wholefood shop in Oxford and a 

carpenter/roofer. Sandy main task within NEAD is to co-ordinate NEADS 

Schools Work outreach programme and schools work projects. His strengths 

are good local and national Dev Ed contacts, finding grants, working 

with students and teachers. His weaknesses are stress management and 

prioritising workloads (when to say no !) and currenmt databases.  His 

link Trustee is Sue Thurston.

Teresa Dowding (0.6 f.t.e) - World Shop Co-ordinator

Teresa has been at NEAD since February 2005 and, as the World Shop Coordinator, is responsible for all aspects of the running of the shop. She is also studying for a degree in Early Childhood Studies which involves elements of sociology and psychology. Past work experience includes various levels of involvement in a variety of small businesses. She is particularly interested in the growth of social enterprise and ethical business and is interested in meeting with others working in this area. Her strengths include organisational skills although time management and prioritising work could perhaps be improved upon. She is involved in the design group and would like to work more on marketing and utilising the media to raise the profile of the World Shop. This would also include work on the World Shop website. Her link trustee is Tony Jackson.

Natasha Hall (0.2 f.t.e) Bookkeeper

Clive Sexton (0.1 f.t.e) Finance Co-ordinator

Clive has worked at NEAD since 1999.  A qualified accountant (FCCA) with a degree in economics and an NVQ Level 4 in Management in the Voluntary Sector.  Prepares management and statutory accounts, reports to funders and trustees and works with project co-ordinators to prepare and monitor budgets.  His link trustee is Amal Abdalhakim-Douglas.  Also works as a paid employee for Norfolk ACRO and is a trustee of Space East. Formerly worked with Norwich MIND, Banana Link, Greenhouse Trust, RSPCA, Rio Marzan Project, lectured at Norwich City College.

Has knowledge and skills in relation to charity law and human resources which he would like to use more at NEAD.

APPENDIX 3

Trustees

To be completed for each trustee, including brief skill profiles, areas of responsibility.

Appendix 4

Volunteers

Skilled and dedicated volunteers are central to the delivery of NEAD’s services and to our identity as an organisation. 

Communications with volunteers are facilitated by regular meetings, monthly volunteer updates by e-mail and mail, a newsletter, regular events, volunteer notice board, web site and phone contacts.

Example of volunteer profile – to be updated

	Volunteer Profile
	January 00
	March 02
	February 03



	Minority ethnic
	2
	10
	10

	Countries of the South
	9
	21
	17

	Young (16–24)
	7
	24
	32

	Unemployed
	7
	17
	16

	Students
	8
	39
	31

	P/T employed
	2
	15
	22

	F/T employed
	1
	12
	8

	Retired
	2
	4
	5

	Long term (over one year)
	2
	30
	44

	Involved in:
	
	
	

	Schools work
	1
	22
	40

	World Voices
	10
	22
	20

	Just Business
	1
	13
	23

	Information and Resources
	1
	6
	9

	World Shop/Resource Centre
	19
	31
	41

	Community Projects
	6
	9
	N/a

	Admin/Finance
	3
	7
	8

	Involved in more than one area
	2
	30
	44


Name�
Norfolk Education & Action for Development  - NEAD


�
�
Address�
38 Exchange Street,  Norwich NR2 1AX


�
�
Telephone�
01603 610993


�
�
Fax�
01603 625004


�
�
Email�
� HYPERLINK "mailto:info@nead.org.uk"��info@nead.org.uk�


�
�
Website�
� HYPERLINK "http://www.nead.org.uk/"��www.nead.org.uk�


�
�
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