Community
Matters

The MNatienal Federation
of Community Organisations

Online Guidance and Advice Service

OLGA is our online guidance and advice service and contains a range of very useful information sheets, technical
guidance notes and specimen documents. It replaces the former Reference Manual for Community organisations and

Advisers.

OLGA is made up of 3 sections: information sheets which provide practical, easy to use guidance; technical guidance
notes which give more detailed; and technical guidance and specimen documents that complement both. Together

they provide a complete resource for managing a community organisation and its premises.

You will find four symbols on various sheets: Pre Visible, Visible, Assets and Legal. These are designed to show at a

glance where the particular document has relevance.

The documents within OLGA are all individually priced. Members will need to sign in first to download the

documents free of charge from the Members Area.

© Community Matters

Community Matters’ documents contained within OLGA are copyrighted and any reproduction is subject to a licence agreement. For
further information on reproduction licences please contact us and select "OLGA licence information" from the list of enquiry topics.

How to Purchase a Document

If you have never shopped with us before you will need to create an account to purchase any of the documents. If you have an account

with us please sign in

To view a description of a document click its title. Once you have made your purchase click on My Downloads to view and download.

Payment

We accept the following cards (via PayPal Secure Payment)
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Please Note: The National Federation of Community Organisations is Community Matters' trading name and will show up on your credit

card statement.

Product

A Brief Introduction to Community Associations

A Contracts Check-list

Accessible to All

Additional Forms of Wording for Constitutions

An Introduction to Access Requirements

An Introduction to Basic Organisational & Management
An Introduction to Buildings and Contents

An Introduction to Business Plan

An Introduction to Charity Accounts and Reports

An Introduction to Community Association Constitutions
An_Introduction to Conflict and How to Resolve It

An Introduction to Constitutions

An Introduction to Contracting to Provide Services

An Introduction to Developing and Managing Activities
An Introduction to Disciplinary Procedures

An Introduction to Employment

An Introduction to Equal Opportunities

An Introduction to Managing Volunteers

An Introduction to Networking and Partnerships

An _Introduction to Organisational Development
An_Introduction to Organisational Structures

An _Introduction to Profiling the Community
An_Introduction to Publicity

An_Introduction to Quality Assurance and Organisation Review
An_Introduction to Rules and Hiring Agreements

An Introduction to Setting Up a Community Organisation
An Introduction to Tenure and Landlord Tenant Relations

An_Introduction to Trading by Charities
An Introduction to Trustee Responsibilities
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An _Introduction to Vision and Mission Statements
An Introduction to Volunteering

Annual and Other General Meetings

A-Z for Organising a Carnival or Gala

Becoming a Trustee — What's in it for me
Business Plans

Committees and Committee Procedures
Community Association Constitutions

Community Association Trustees

Community Buildings and Utility Charges
Community Forums

Community Organisations and Youth Clubs
Computers and the Internet

Creating a Slide Show

Drug Misuse in Community Organisations
Furnishings and Equipment in a Community Centre
Guidelines for Committee Minutes

Incorporated and Unincorporated Organisations - Advantages and Disadvantages
Independent Examination of Accounts

Looking After Your Money — A Basic Guide

Main Considerations Relevant to Different Structures
Officers of the Community Association

Organising Activities

Parent and Toddler Groups

Payments to Volunteers

Preparing good funding applications — tips for funding bids
PRS - Music in Community Buildings

Publishing a Newsletter

Rates

Recruiting Volunteers — Things to Consider
Recruitment and Induction

Regeneration Programmes

Relationships with National and Local Government
Responding to Public Issues

Responsibilities of Line Managers

Responsibilities of Trustees

Risk Assessment

Some Sources of Funding for Community Organisations
Staging an Exhibition

Starting New Groups

Starting New Projects

The Need for Training

The Secretary’s Work with the Main Committee
The Treasurer’s Duties

The Work of the Chair

Values in Community Development

Affiliated Groups and Sections

Alcohol in Community Buildings

Annual General Meetings Agenda

Balance Reconciliation

Characteristics of a well-designed Computer Work Station
Checking your Community Building - An Annual Maintenance Check
Community Association Membership

Community Buildings and Taxation

Community Organisation Sub-Committees

Conflict Resolution

Contract of Employment

Control of Asbestos

Copyright Compliance

Data Protection Legislation

Discrimination Legislation

Disqualified or Not

Duties of Company Directors and Secretaries
Equal Opportunities

Equal Opportunities and the Law

Food Safety and Food Hygiene

Freedom of Information Legislation

Funding for Village Halls and Community Centres
Gambling Act 2005

Health and Safety - Fire Regulations and Checklists
Health and Safety in Community Buildings
Incorporation and Community Associations
Individual Rights of Employees
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Insurance for Community Organisations

Leisure Interest Surveys

Managing Employees

Money Matters

National Minimum Wage

Neighbourhood Partnerships

Neighbourhood Surveys

Safeguarding Children and Young People

Setting Up a Community Association

Setting Up an Out of School Club

Small Claims in the County Court

Standing Orders for a Community Organisation

Summary of Licences and Permissions

Writing a Press Release

Volunteer Assessment Forms

Specimen Statement to Volunteers

Specimen Standing Orders for Disciplinary Procedures
Specimen Financial Rules

Specimen Disciplinary Procedure

Specimen Constitution for Small Non-Charitable Community
Specimen Community Organisation Disputes and Complaints Policy
Specimen Community Organisation Code of Conduct

Specimen Community Organisation Children and Vulnerable Adults Safeguarding Policy
Specimen Budget Sheet

Specimen Balance Sheet

Sample Slogans and Mission Statements

Sample Letter with Agenda

Sample Job Descriptions

Sample Constitution for Residents’ or Tenants Association
Rules & Hire Agreement for a Community Centre

Planning Permissions and Building Regulations

Outline of a Research Report

Outline of a Neighbourhood Audit

Occupying Community Premises Summary of Good Practice
Notice to Short-listed Candidates for Employment

New Employee Induction

Neighbourhood Walks (notes for organisers)

Neighbourhood Walks (handouts for participants)
Neighbourhood Mapping Exercise

Model Trust Deed and Conveyance for a Community Centre
Model Health and Safety Policy for Community Organisations
Minimum Standards for Buildings, Fittings, Furnishings, Furniture and Equipment
Leisure Interest Surveys - Household Interview Information
Leisure Interest Surveys - Fictitious Example of a Survey Sheet
Leisure Interest Surveys - Fictitious Example of a Survey Report
Insurance for Community Organisations

Health and Safety in Community Buildings

Health and Safety Fire Safety Requlations and Check Lists for Community Centres
Food Safety and Food Hygiene

Financial Rules

Drug Misuse in Community Organisations

Dealing with Dissatisfaction - How to make a complaint
Contract of Employment

Community Building Health and Safety Checklist

Committee Members Handbook - Sample Contents List

Termination of Employment
The Charities Acts 1992, 1993 and 2006

The Criminal Records Bureau

The Licencing Act 2003

The Vetting and Barring Scheme

Trading and Community Associations

Transfer of Property from Local Authority to Community Organisations
Transfer of Undertakings (TUPE)

Trustee Liability Indemnity Insurance

Working Time Regulations

An Introduction to Charity Status

Bingo

Camping and Caravanning Exemption Certificates
Charitable Status and Registration

Model Constitution for a Community Association
Model Constitution for a Federation

Model Mem & Arts
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