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[bookmark: _Hlk39645958]Project & Programme Selection Procedures
This procedure does 2 things.  
· Firstly, it provides a test that legal, regulatory and other essential criteria have been met. 
· Secondly, it is also an assessment to the extent to which charitable benefit will be maximised to support selection of the best from multiple projects/proposals.  
It is a checklist, so not all elements will be relevant in all cases and you may wish to include additional ones relevant to any given project. 
Step 1 – Charitable Impact
Unmet Need. This project responds to a significant and possibly urgent unmet need that neither we nor other organisations are likely to be able to meet without this project.   
Impact.  It focusses our efforts where these will have most impact for our beneficiaries or delivers the greatest fundraising surplus we might reasonably achieve. 
Step 2 – Charitable & Public Benefit
Charitable Benefit. 
· The activity falls within our charitable objectives and.
· Will demonstrably support our charitable aims and business plan objectives.  
· The benefits will be sufficiently great to justify both the cost and risk.
Educational benefit
· The learning is directed to towards advancing people’s education in a meaningful way.
· It has educational outcomes and learning objectives to deliver these.  
· It provides information in a structured manner to advance the knowledge and abilities of the students. 
· Learning is based on open discussions, with those attending able to make up their own minds.  
· We have feedback processes to confirm learning objectives have been met and that the learning was enjoyed and seen to be valuable by those participating.  
· For mainstream educational subjects, there are processes in place to ensure that this supports that delivered by school, including.
· Input from the school(s) to ensure what and how this is delivered maximises educational outcomes.    
Public Benefit.  The proposals are exclusively charitable in nature.  
· The activity will meet both aspects of the public benefit requirement.
· That is, it must be beneficial in an identifiable and provable way and any harm must not outweigh the benefit.
· There is adequate robust evidence to demonstrate the benefits.
· It must also either benefit the public in general or a sufficient section of the public and should not give rise to more than incidental personal benefit.
· No one would be unreasonably restricted from accessing the service or activity.   
· Any private benefit is incidental.
· If a private company is donating funding, products or other kind of support, this will be appropriately recognised, but any private benefit will be no more than incidental. 
· [bookmark: _Hlk125209391]It will reach sufficient numbers to justify the activity/proposal.  
There is adequate evidence to support the above – the project plan/proposal includes a:
· Budget of costs and income that demonstrate any:
· Private benefit will be no more than incidental.
· Any prices are sufficiently low to not unreasonably prevent people attending/participating.
· Or there is reasonable provision to reduce/subsidise and/or waive fees/costs for those who may be. 
· Breakdown of anticipated numbers and, if relevant, an estimated  breakdown of composition. 
· Sufficient marketing to ensure that anyone who may reasonably wish to attend/participate, is aware of the project/activity.   
Equality.  There is appropriate representation by all constituencies who should be. No one who should be there/involved has been left out.
Accessibility.  
· Services will be reasonably accessible to everyone, ideally providing a mix of face-to-face and online to meet differing needs.
· There is adequate representation of those with lived experience and it will be run in a way that will ensure their voices have been heard.
Identification.  If appropriate, there are processes to identify beneficiaries/attendees. 
Selection.  If capacity/places may be exceeded, there are procedures to increase planned numbers, or allocate applicants to the next event/course and/or priorities to allocate places to those most deserving. 
Step 3 – Planning and Reporting
Policies & Strategy.  The activity fits within and supports local, regional or national policies and/or initiatives, as appropriate.   
Due Diligence.  Adequate checks have been carried out.  Including confirming that partners have adequate capacity and capability to deliver and do not hold views or undertake activities that are/could be perceived to conflict with our aims and values.
Legality.  It complies with all relevant organisational policies and legal, regulatory and, if applicable, any accreditation or licensing authority requirements.   
Risks.  Have been identified and quantified, and appropriate mitigation/avoidance action put in place.  You can use this Charity Excellence resource to assess risk quickly and simply.  If you're planning an event, here's a Charity Excellence event checklist. 
[bookmark: _Hlk172739183]Safeguarding.   If the project/activity involves young or other vulnerable people any necessary safeguarding action has been taken. There are procedures to ensure beneficiary information remains confidential, with protocols for handling sensitive data.
Opportunity Cost.  It represents the best possible use of resources required - both funding and time. No other activity or project would make better use of these.
Options/Design.  Alternative options have been assessed, and the one chosen is the best.  Its design is the most effective way of delivering the project.  Think widely - in-house delivery, fixed term staff contracts, engaging a contractor, outsourcing, partnership, Joint Venture etc.
Staff & Volunteers. There are sufficient staff/volunteers/external support with all the skills needed, or provision for these is funded in the proposal.
Planning. There is a robust delivery plan with key milestones and realistic objectives, within an achievable timetable.  Who is leading each aspect is clear and they have committed to the project.
Reporting & Learning.  There are sufficient feedback/reporting mechanisms built in to ensure that we will know that the project objectives have been delivered and that any learning is captured and shared. 
Artificial Intelligence.  Any us of AI complies with the Charity AI Ethics & Governance Framework.

Step 4 - Fundraising and Finance
Budget. Is taut, realistic and includes all relevant costs with clarity on start-up (one-off) and ongoing costs, overheads and multi-year.
Value For Money.  Taking into account the costs, time and risk, the project outcomes make it well worthwhile. 
Contracts/Agreements.  There is a written contract or agreement in place that specifies the deliverables, timetable, milestones, finance, monitoring and reporting.
Fundraising.  We have an adequate funder prospect list or other sources of income available to be able to fully fund the project. 
Step 5 – Assessment
	Assessment
	Criteria

	Priority 1 - Essential
	The activity must go ahead to deliver our plans

	Priority 2 – High
	A high value activity that will contribute significantly and should go ahead if possible

	Priority 3 - Medium
	A useful activity that should go ahead, if there is adequate spare funding/capacity.

	Review
	There is inadequate information, or the project could be valuable but doesn’t yet meet our criteria to proceed. To be reviewed. 

	Not Approved
	The activity should not go ahead, either because it will not deliver sufficient value in terms of the cost and risk, or it fails to meet our criteria. 



Step 6 – Approval
	Required By
	Decision and any changes/instructions/direction

	
	



Version Control - Approval and Review
	Version No
	Approved By
	Approval Date
	Main Changes
	Review Period

	1.0
	Board
	Feb 23
	Initial draft approved
	Annually



Disclaimer & Legal

This document may be used by non-profits and may not be used on a commercial basis, without our prior written approval.  Copyright and all other intellectual property rights of this and any derivatives of this document are retained by Alumna to the fullest extent possible in law.  

We are neither lawyers nor accountants, so are unable to offer professional advice.  Even if we were, we could not offer advice that would adequately cover all charities or all circumstances.  This draft policy is an example only and not intended to be taken into use as is. 

In using this draft policy, you are accepting that you will take all necessary steps, including seeking professional advice, to ensure the policy approved meets fully your charity’s needs and complies with all regulatory and legal guidance and that we have no responsibility whatsoever for any loss or detriment that may arise from using it.    

Ian 

Ian McLintock ½ Founder

07595 371 444
ian@charityexcellence.co.uk
www.charityexcellence.co.uk
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