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A. Introduction
"Social enterprises so not need business plans, they need social enterprise plans which demonstrate how their social purpose will be achieved, how they will be environmentally responsible and how they will achieve financial sustainability. The business plan as traditionally understood addresses only a small potion of the needs of a social enterprise." (Pearce, J., Social Enterprise in Anytown; Calouste Gulbenkian Foundation; 2003)
The core aim of a social enterprise is social and not commercial. Therefore, a business plan only tells half the story and for that reason is of limited value to a social enterprise.

This Practical Paper suggests an outline for a Social Enterprise Plan that fuses the important elements of a business plan to the requirements of social accounting and audit.

A Social Enterprise Plan should be a central planning, reviewing, managing, monitoring and evaluating tool to be actively used by a social enterprise. It should not only be used to satisfy the requirements of a single stakeholder group, such as funders, but should be done to enable the social enterprise to demonstrate what it intends to do, how it will do it, for whose benefit; and how it will report on these things.

A Social Enterprise Plan is not the beginning or the end of the process - it is the process. It sets down what you as an organisation intend to do and how. Social accounts can then be used to report back on the progress of your organisation.

This Practical Paper provides a structure for a Social Enterprise Plan with a description of what should be included in each section. Attached to this overall description of each section are four useful templates:

· Structure for a Social Enterprise Plan for your organisation (Word) 

· Spreadsheet on comprehensive financial information (Excel) 

· Environmental audit of your office (Word) 

· Structure social accounts to report back on progress (Word) 

Finally, if you use this Practical Paper please feedback ways in which it can be improved or changed to make it a more useful tool for social enterprises. Feedback and comments should be sent to:

Social Enterprise Plans Feedback

CBS Network

Princes House

5 Shandwick Place

Edinburgh

EH2 4RG

Info@cbs-network.org.uk
B. Structure of a Social Enterprise Plan
The following is a short description of each of the sections that might be included in the Social Enterprise Plan. An outline is attached (Template 1).

Cover Page
It is important to write precisely what this Social Enterprise Plan is, and what organisation it is for. In addition, include on the cover the date the plan was written and whether it is a draft (which one?) or the final version. This point may seem unimportant but if the plan becomes a document that is central and core to your organisation it may go through a number of drafts.

Include the address and contact details of your organisation. Again this is often missed out.

Acknowledgements
You may (or may not!) want to include a dedication to the people who have contributed to the Social Enterprise Plan. It is often a diplomatic and ultimately useful thing to do. Make sure the person who is responsible for the bringing together of the Social Enterprise Plan signs the Acknowledgements.

Executive Summary
Include in the Executive Summary the main points from the Social Enterprise Plan. This should include:

· a paragraph in the need for your organisation; 

· a brief description of your organisation only mentioning the salient points on structure, approach, premises, legal status and area of focus; 

· the mission, values and objectives (miss out activities); 

· a list of the key stakeholders; 

· sections on monitoring and evaluation using social accounting and audit and a commitment to report periodically on performance against the objectives; 

· a line on the main financial information or any funding requirements; 

· the main milestones from the work plan, targets and expected timescales. 

Remember that this Executive Summary is short - 2 to 3 pages - and in a nutshell should explain who you are, what you will do, how you will do it, what you will earn and spend, and what the outputs and outcomes will be.

1 Background
Background to (Organisation)
Briefly describe your organisation and the area in which it works. Include a brief summary of when you were set up, what you do and current work and its scale (eg: numbers of clients). Add in any other useful background information which you feel will help.

History of (Organisation)
Write down the "story" of the organisation which might include how the organisation was established and for what reasons and what has happened to date.

Activities and Achievements of (Organisation) to Date
This section is really a supplement on the previous section and it is often useful to illustrate the activities and main achievements by using a timeline. This is essentially a line with dates on it describing the main events that happening within your organisation.

2 Demonstrating the Need for (Organisation)
Background to the Area (if appropriate)
This section should be written if your organisation is located within a geographical community and servicing that particular community. You should include some basic statistics relevant to what your organisation does. For example if you are involved in providing employment then make sure you quote some statistics on employment levels; if you are mainly working in childcare then the percentages of single parents would be relevant; etc. You should also state the population statistics and the extent ofpotential beneficiaries in the area. A lot of relevant statistics can be obtained from the local authority and/or the Office of National Statistics - there is a large amount of information on the internet.

Context and Policy (if appropriate)
It is useful to place your organisation in context and within any relevant policy domains. For example, if you are a capacity building organisation located within a community then there may be specific policies that led to your organisation being established. Whether or not that is the case, there is still benefit in explaining how your organisation is affected by government and local authority policies.

Need for the organisation
This section may be linked to the previous one. This is really a further explanation on why your organisation is required. This is very important if the Social Enterprise Plan is being written for a proposed organisation (as opposed to one that is already established). Although, arguably, checking there is a need for your organisation even though you have been operating for a number of years can be quite a beneficial and revealing exercise.

Examples of similar organisations and/or partners
In a business plan you are often asked to list and describe the competition. This should not be as relevant for social enterprises but it is a useful idea to examine other similar local organisations and what they do, how they operate and for whom.

3 Description of the Organisation
Structure
Explain how your organisation is structured. It is often extremely useful to do this diagramatically as it can show the lines of responsibility and the role of the Manager, Management Committee, etc.

Key skills
This section is not always necessary but it is good practice to relate what skills are available (or desired) at different levels of your organisation. This is really a section showing what human capital is used to carry out the work of your organisation. You may want to portray this in the form of a table.

Approach
Each organisation takes a particular approach in the way that they operate. A short paragraph on what type of approach you will take in the work you do would be instructive. This is not necessary for all organisations and might be covered in the next main section under values.

Premises
Briefly describe your premises and mention disabled access, etc. Also, if you are community based explain your accessibility to clients and local people.

Legal Status
Write a short paragraph on your legal status eg. company limited by guarantee and with charitable status, etc.

Geographical Area of Focus
Explain what area your organisation covers. For some organisations this is more important than for others. It might be a large area eg. Edinburgh city; or it might be just several wards. Some organisations cover a particular area but do not refuse to work with people outside the area - this should be explained.

4 Mission, Values, Objectives, Activities
Explain when, how and by whom the mission, values, objectives and activities were agreed and include them in their entirety. It is a good idea to use the following template and try to get the Mission, Values, Objectives and Activities all on 1 - 2 sides of A4.

Mission:
 to be inserted

Values:
· to be inserted 

· to be inserted, etc. 

Objectives:
1. To. (to be inserted) by

· activity to be inserted 

· activity to be inserted 

· activity to be inserted 

2. To. (to be inserted) by

· activity to be inserted 

· activity to be inserted 

· activity to be inserted 

3. To. (to be inserted) by

· activity to be inserted 

· activity to be inserted 

· activity to be inserted 

4. To. (to be inserted) etc. etc.

The Mission is what you aim to achieve overall. The Objectives are areas you want to cover in order to achieve your overall Mission. The Activities are actual things that your organisation does and they link back to an Objective which links back to the overall Mission. The Values are approaches or attitudes that underpin everything you do eg. to be committed to equal opportunities; to be friendly and approachable, etc.

A useful tip is to begin each objective with "to", end it with "by" and begin each activity with a gerund or "..ing" word.

This section is sometimes referred to as the "foundations" of the organisation as it encapsulates what you do (objectives), why you do it (mission), how you do it (activities) and your underlying attitude or approach (values). It is crucial to spend time on this section as an organisation.

5 Stakeholders Analysis
You should give the full list of stakeholders. Stakeholders are individuals, groups or organisations that can affect your organisation or are affected by it. They can usually be grouped and may include: funders, staff, Directors, clients, customers, partner organisations, trainees, etc. After you have listed all your stakeholders identify those who you consider to be the key stakeholders. The key stakeholders are usually those that are consulted as part of the social audit. You might use the following table to list the key stakeholders and others. Try to be as detailed and specific as possible in identifying stakeholders.

 Key Stakeholders
 Other Stakeholders
 
 

You may prefer to present your stakeholder map pictorially. Some organisations use Venn Diagrams to show stakeholders and make it interactive involving staff and Management Committee members. If you want to do this, get a large sheet of paper and place your organisation in the middle. Use cut out circles for stakeholders with different colours to differentiate between stakeholder groups, the size of their circle to demonstrate their importance to your organisation; and the distance from the centre to illustrate their influence on you.

Explain who decided the key stakeholders and when and how that was done. Explain if any key stakeholders have been omitted from the analysis.

6 Social Accounting and Audit
Introduction to Social Accounting and Audit
Explain briefly that your monitoring and evaluation will be carried out through the use of social accounting and audit. If necessary, explain what social accounting and audit is. You might want to use the following explanation.

The core business of community and social enterprises and of community organisations is to achieve some form of social, community or environmental benefit. Financial sustainability or profitability is essential to achieving that benefit, but secondary to it. The organisation ˇ and all the people associated with it, or affected by it ˇ need to know if it is achieving its objectives, if it is living up to its values and if those objectives and values are relevant and appropriate. The social accounting process aims to facilitate this and enables the production of the social audit report.
Social accounting and audit is a framework which allows an organisation to build on existing documentation and reporting and develop a process whereby it can account for its social performance, report on that performance and draw up an action plan to improve on that performance, and through which it can understand its impact on the community and be accountable to its key stakeholders.
In order to account for an organisation's performance as far as social objectives are concerned certain information and opinions have to be gathered which tell how the organisation has performed. This is called social bookkeeping. Social accounting is when the quantitative and qualitative information collected is accounted for and assessed. The social audit happens at the end of the year and is when some independent persons come to verify the social accounts and helps finalise the social audit report.
There are five stages in the social accounting and audit process. They are:
Stage 1: Introducing Social Accounting and Audit: The organisation will collect information about social auditing and look at the reasons why they should do one; check out what the organisation already does and the information they already collect that will work towards the social audit process; and consider how the social audit will be managed.
Stage 2: The Foundations: The organisation will clarify their social objectives, write them down and list all the things that they do to achieve these; state their values; prepare a stakeholder map of the organisation; identify key stakeholders; and determine the scope of the social audit. Stakeholders are people or groups who are affected by or who can affect the activities of the community enterprise eg. staff, Directors, local community, other organisations, funders, etc.
Stage 3: The Social Bookkeeping: For each of the organisation's objectives listed in the second stage there will be a number of activities (also listed in Stage 2). The organisation will agree what indicators might be used to check on the performance of these activities; make sure the indicators are practical and the information can be collected; and set up a social bookkeeping system. This might be a matter of making sure that on a regular basis information referring back to the objectives is collected and recorded. The organisation will then set up a new record keeping system or alter the ones they already have; think of ways the stakeholders could be consulted and their opinions sought ˇ usually through interviews and questionnaires; produce a Social Accounting Plan and Timetable; and, finally, implement this plan.
Stage 4: Preparing and Using the Social Accounts: At the end of the year all the information is collected ˇ both qualitative and quantitative; the social bookkeeping records will be collected and the social accounts prepared. The key issues will be identified; the objectives and activities reviewed; targets set; issues discussed with stakeholders and the social audit process reviewed.
Stage 5: The Social Audit: The organisation will have to arrange for a social auditor or social audit panel to verify all the information in the social accounts and perhaps do interviews with a sample of the stakeholders. The auditor or panel will check the organisation's social accounts and make recommendations on the social audit process. The finalised social audit report will be finalised and the findings acted upon. Organisations often circulate the social audit report to all stakeholders ˇ often in a condensed form.
The social accounts will give the organisation a clear understanding of what they do, what they have achieved, how much it has cost them and how different groups regard what they do. Based on that the organisation can;
review their objectives and see if they are still appropriate;

consider what other things they might do;

set new targets for the next year;

check on the information they are collecting and see if it is relevant and useful;

see if the stakeholders are benefiting from the organisation;

make sure that their organisation justifies its existence.
A full description of the social accounting and audit process is described in the Social Accounting and Audit for Community Organisations: Manual, Workbook and CD. 

Explain that a social accounting and audit system will be applied to monitor and evaluate the programme. It will become imbedded within your organisation and will also have a planning and review function.

Social Accounts should be completed on a regular basis. Attached to this paper is an outline of how you can collect and make sense of all the information you collect as part of the social accounts (Template 3)

Reasons why (Organisation) will Implement Social Accounting and Audit
List the reasons why your organisation will implement social accounting and audit. For example: to be open and transparent, to monitor and evaluate social performance; to involve stakeholders; to aid management; to help in planning; etc.

Key Stakeholders Consultation Summary
This essentially shows which stakeholders you plan to consult and what you want to ask them and what method you will use in the consultation. This is an important part of social accounting as you are committing your organisation to consult with stakeholders. It is normal to ask them about how well you are performing against your Objectives and overall Mission. You might want to use methods such as questionnaires, focus groups, interviews, and/or more participatory techniques.

List all the Key Stakeholders - taken from the section above and write down the suggested method you want to use to consult with them. You might also want to include under Possible Consultation method the topics you want to consult them about. For example:

 Key Stakeholders
 Possible Consultation Method (and topics you want to ask about)
 
 

 Social Book-keeping System
This is essentially a checklist, listing all the individual activities listed in a previous section under their Objectives. For each activity you should write down what information you would require in order to report back on how well your organisation is performing against that activity and how you would gather the quantitative and qualitative data needed to be able to report back on each Activity. You will find that a lot of the quantitative data is already collected by your organisation while the qualitative data is mainly the results from the consultation with stakeholders.

You might want to use an expanded version of this template below:

Mission:
 To be inserted

 Values:
 Values
 Method of Checking

 
 

 Objectives/Activities/Information Required/Method of Gathering (qualitative and quantitative):
 Activity
 Information required
 Possible method of gathering

 
 
 Quantitative
 Qualitative

Objective 1: To ..by
 
 
 

 
 
 
 

Objective 2: To ..by
 
 
 

 
 
 
 

Ojective 3: To ..by
 
 
 

 
 
 
 

Objective 4: To ..by
 
 
 

 
 
 
 

Etc

Summary of the Data to be Collected
In this section summarise all the quantitative and qualitative data that has to be collected over the social audit period. This gives you and the reader a good idea about the extent of the social audit and its scope.

Social Accounting Plan ˇ Provisional Timetable
It is strongly suggested that as part of the social accounting, you write a simple plan that shows what you intend to do as far as consultation and data collection is regarded over the social audit period. This shows the extent of the work that has to be done. You might want to use the following template:

Date
  Happenings...
 
 

You will have to plan in the writing up of the Social Accounts and the plans you have to get them audited.

7 Environmental Audit
Every organisation has an effect of the environment. In this section you should explain about your organisation's environmental policies and practices which impact on the environment. This might be about recycling paper and/or about a policy to buy supplies locally, and/or transport policy.

Attached is the Green Office Checklist (Template 2) which you might want to complete and include in this Social Enterprise Plan. It should be reviewed as part of the annual review of the results from the social accounting process.

8 Marketing Plan
Social Audit Linking to Marketing
In doing social accounting, a great deal of information is gathered that can be used consistently in order to market your organisation to all manner of stakeholders. Often the information from the social audit can be summarised and used to explain your organisation to stakeholders. In this section explain how you will use the information from the social accounting process in marketing.

Marketing and Promotion
On top of the information from the social audit, you will want to create awareness of amongst potential stakeholders of what you do and your main activities. In this section you should explain how you will do this eg. through publication of a leaflet, through local radio, advertising, etc. It is a good idea to try to be consistent through out and use the same wording for Mission, Objectives, etc. in marketing information. This, then suggests, that you use plain and easily understandable English throughout all documentation.

9 Finance
In this section you should include all the essential financial information. Attached to this document is a spreadsheet that can be used (Template 4). It suggests a lot of detail that will be required in your financial planning. The main elements that have to be included are:

Income and Expenditure

Projected Cash Flow

Projected Balance Sheet

The details should be available in the appendices with the main points summarised in this section. It is particularly important to indicate clearly any funding your organisation may require and where you envisage that funding coming from.

10 Work Plan and Targets
Work Plan
A work plan can be illustrated in a number of different ways. However, there is merit in listing what your organisation intends to do in the first year and in subsequent years as it can help staff and others in organising their work load and setting down priorities.

Targets
Linked to a work plan are targets. These are things or activities that you plan to achieve and you should indicate the degree to which you feel they should be achieved and by when. This is helpful in reviewing what you have done. Some people get tied in knots over targets. Try to avoid this by recognising that they are arbitary and can be changed depending on changing circumstances.

11 Summary Remarks and Conclusions
Concluding Comments
With an "on-going", working document it is difficult to make any conclusions. However, it is good practice to wind up the Social Enterprise Plan with final remarks.

Future Plans
This is your opportunity to gaze into a crystal ball and think about the long term future of your organisation.

Appendices
In the appendices include all the information that may be necessary but not central to the Social Enterprise Plan eg. sources, contacts, maps, etc.

The financial details should be included in this section.

Template 1: Structure for a Social Enterprise Plan for your organisation
SOCIAL ENTERPRISE PLAN
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(ORGANISATION)
Date

Name of organisation

Address of organisation

Contact details of organisation
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Template 2: Environmental audit of your office - REAP's Green Office Checklist 
Introduction
This Green Office Checklist was compiled by REAP based in Morayshire, Scotland. Organisations that are mainly office based can use this checklist to report on their environmental impact. This is included in the Social Enterprise Plan and used as a baseline for future improvements on the environmental front.

Green Office Checklist
1 Paper
 Are photocopies double sided?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Are envelopes opened carefully and stored for reuse?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are non-essential copies photocopied on re-used paper?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Is scrap paper turned into useful notepads?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Is e-mail used whenever possible?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are copy documents kept on disk rather than paper?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Does the office use recycled paper?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Does the office refuse or return junk mail?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

------------------------------------------------------------------------

2 Energy
 Does your office source any energy from renewable sources?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Are hot water pipes and tanks properly insulated?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is the water temperature comfortably hot?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Are lights always turned off in empty rooms?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are lights turned off as soon as there is enough daylight?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Are windows kept clean, free from obstructions etc?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are all lights energy efficient?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are electrical equipment, PC monitors, photocopiers etc switched off when not in use?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are boilers regularly serviced?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Are heating thermostats used?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

------------------------------------------------------------------------
3 Office Supplies
Are long life products chosen over short life ones?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are materials bought in large packs to avoid excessive packaging?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Do you purchase eco-efficient or "green" products? ˇ recycled, refillable, water based ink etc.

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Do you use paperclips rather than staples?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

------------------------------------------------------------------------

4 General Office
Is the toilet paper / hand towels made from recycled fibre?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are aerosol products with CFC propellant avoided?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are products made from tropical hardwoods avoided?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are long life products chosen over short life ones?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are dripping taps repaired quickly?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Have low flush volume WCs been installed? 

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Do you use environmentally friendly cleaning materials?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Do you use washable cups rather than disposable ones?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Do you purchase fairtrade or organic tea and coffee?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Do you purchase supplies from local shops?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is your fridge door seals clean and seal shut?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Are any outside areas around the office managed for the benefit of wildlife?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

------------------------------------------------------------------------

5 Recycling
 Is all used paper saved for recycling?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Does the office store then recycle glass, cans etc?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Does the office separate and compost materials?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is there a paper recycling bin next to the photocopier?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Does the office recycle its electronic equipment, toner cartridges etc?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

If plastic cups are used are they recycled?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are you utilising recycling opportunities by co-operating with nearby businesses ?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

------------------------------------------------------------------------
6 Transport
Do employees have access to dry, secure cycle storage?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

If you have pool or company cars do they run on unleaded petrol or diesel?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Do you have information available on prices and timetables of public transport?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are meeting times organised around public transport timetables?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are office working hours flexible enough to allow people to use public transport?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

 Do cyclists receive preferential mileage allowance?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are employees taught and encouraged to drive in an environmentally friendly manner?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is it policy to use buses for business purposes whenever possible?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

------------------------------------------------------------------------
7 Health and Safety
Is fresh fruit available alongside biscuits at break time or for visitors?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is clean drinking water available?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are house plants grown in the office to lower stress and absorb chemicals?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are Sick Building Syndrome problems identified and corrected?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is sitting at the computer for long hours discouraged?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Are policies on lone working, safe use of equipment etc enacted?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

------------------------------------------------------------------------

8 Implementation
Is there a green office noticeboard in a prominent position?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Does the office have a suggestion box for environmental ideas?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Does the office hold events with a green theme? E.g. a stationery amnesty.

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Does the office have an environmental policy?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is there an opportunity to raise environmental issues at staff meetings?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Is resource use monitored and are environmental effects audited?

Action Notes
Time Scale . . . Cost 
Y or N
  N/A

Assistance in compiling this checklist from:

The Green Office Action Plan, Friends of the Earth Scotland

Green Office Guide, The Highland Council

EcoSchools Handbook, ENCAMS

Focus ˇ The managers guide to reducing energy bills, Energy Efficiency

------------------------------------------------------------------------
Template 3: Structure social accounts to report back on progress
Sample Cover
SOCIAL AUDIT

Name of Organisation

Draft Social Accounts

1st April 200? ˇ 31st March 200?
 

Name of Organisation

Address

Contact details
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Appendices (for example):
The Social Accounting Plan

Examples of social book-keeping systems

Copies of questionnaires used

Copies of interview structures/focus groups used

Summary reports of surveys, focus groups etc.

Copy of previous year's Social Audit Panel notes

------------------------------------------------------------------------

Introduction
Explain briefly how, when and why your organisation became involved in Social Accounting and Audit

History and Background
History of the Organisation
Briefly describe your organisation and the area in which it works. Explain when it was set up and its legal structure, the management structure, how it is funded, how many people work for it. Include a brief summary of the current work and its scale (eg: numbers of clients) and any other any useful background information which you feel will help the Social Audit Panel members understand the background to the social accounts

Background to the Social Audit
Explain the period of the social audit year, who did the work and how the social accounting process was managed within the organisation.

Mission, Values, Aims and Objectives
Explain when, how and by whom these were agreed and include them in their entirety. If you have used the template from the Social Enterprise Plan then you simply need to copy it straight into the social accounts.

Stakeholders
The Stakeholder Map
Give the full list of stakeholders identified for the project and then the list of those who were considered to be the key stakeholders and to be consulted as part of the social audit. If you made use of the template from the Social Enterprise Plan then you simply need to copy that straight into the social accounts. However you may prefer to present your stakeholder map pictorially.

Key Stakeholders
Explain who decided the key stakeholders and when and how that was done. Explain if any key stakeholders have been omitted from the map.

Scope of the Social Audit
Methodology and Social Book-keeping
Describe the social book-keeping methods you have used and identify any new systems of record-keeping forms you developed for the social accounts ˇ put copies in the appendices. If you have used the social book-keeping system frame work in the Social Enterprise Plan then you may wish to include that as an appendix to the social accounts.

Stakeholder Consultations
Describe how you decided to consult stakeholders; explain the response rates to the various questionnaires, explain how the surveys were analysed and by whom. If focus groups or other forms of consultation have been used explain how they were carried out and by whom. Also explain any of the "glitches" which occurred and if there were any parts of your social accounting plan which were never completed.

Omissions
Identify which key stakeholders were not consulted and explain why not or if it is intended to consult them in a future social audit cycle.

Analysis of the Social Accounts
Values
Report the results of consulting stakeholders about how far your organisation lives up to its values. If possible, show comparisons between the views of different stakeholder groups.

Objectives and Activities
In this section you will report on all of the Activities of each of the stated Objectives. Start first with some descriptive sentences which explain what is done and gives the relevant facts and figures about the scale of the activity. (Descriptive and Quantitative). Sometimes you may have to simply state that a particular activity has not been done, or that you have no facts and figures to back up the description.

Then report what the different stakeholders thought about the work done (Qualitative ˇ What the Stakeholders think).

Finally, add any comments of your own, highlighting the important points and/or interpreting/explaining the findings (Commentary).

Remember that you should write something for each Activity of each Objective.
Other views of Stakeholders
In this section you will report any views of stakeholders which have not found their way into the previous section. This is likely to cover: their views on the priority and relevance of the Objectives and suggestions for new Objectives or Activities; the responses from different stakeholder groups on questions put specifically to them (for example to partners about what it is like working in partnership with your organisation; or to funders about value for money etc); any other suggestions or overall comments from stakeholders.

Environmental impact
In this section you will report on any environmental policies and practices which your organisation has adopted and your impact on the environment. It may be that these matters have already been covered in your detailed report on Objectives and Activities.

Compliance
Here you should explain which statutory standards you keep to (for example: explaining that you have and implement an equal opportunities policy, health and safety requirements etc.) and if you also meet any additional voluntary standards (for example: Investors in People).

Financial Information
This section should include the financial information about your organisation. Try to use the most up-to-date and might just be the abbreviated finance information you include in you Annual Report. It should include where you get your income and how much it is; and how the money has been spent. Ideally it should be the financial information on the period of the social audit.

Main Issues, Conclusions and Recommendations
These are your summary of the main issues which arise from the social accounts. If you have identified them in the Commentary sections of the Analysis of the Social Accounts then you can simply repeat them here and draw the conclusions and recommendations you think appropriate. There may be conflicting views from different stakeholder groups which can be highlighted here.

Problems and Weaknesses of the Social Audit Process
In this section you reflect on the experience of preparing the social accounts and note the problems  and also the good bits!

Future Plans
Dissemination and Dialogue
Explain how you intend to report back the findings to the various stakeholders and how you intend to enter into discussion with them about any important issues which have arisen.

Follow-up Action
Explain how the organisation intends to follow-up the issues and recommendations raised by the social accounts.

The Next Social Audit Cycle
Include your proposals for continuing with social accounting and audit or, if you have decided not to continue, explain why this is.

Appendices (for example):
The Social Accounting Plan and Book-keeping System

Record-keeping forms which have been devised for the social audit

Copies of any questionnaires used 

Copies of interview structures/focus groups used

Summary reports of surveys, focus groups etc.

Copy of previous year's Social Audit Panel notes

http://www.cbs-network.org.uk/SEntPlan.html#anchor424820

 

