	ROCKLAND COMMUNITY CAPACITY BUILDING INITIATIVE - RCCBI


ORGANIZATIONAL SELF-ASSESSMENT

Name of Organization:
__________________________________________



Person(s) Completing this Form:___________________________________

______________________________________________________________

Please respond to each indicator by checking the box that best describes your organization’s current status in one of the four ways explained below.

1.  NEVER DONE:  
To your knowledge, your organization has never done or worked on this goal at all.

2.  NEEDS WORK:
Some work has been done toward achieving this goal.  Your organization is aware of the need and is working towards attaining it.

3.  MET:
Your organization has fulfilled this as an essential requirement.  It may be an activity or goal that your organization revisits from time-to-time and routinely monitors.

4.  N/A:
This is not applicable to the management operations of your organization, or you may be unsure of the need to meet this requirement, or your organization is not working on it but may address it at some future time.


	A.  LEADERSHIP DEVELOPMENT INDICATORS
	NEVER DONE
	NEEDS

WORK
	MET
	N/A

	1.  The organization has created and adopted a strategic plan or mission statement.


	
	
	
	

	2.  The organization has established a board of directors and officers, functioning as a governing body, with a minimum number of members as established by by-laws or state statute.
	
	
	
	

	3.  The organization has board members who serve without payment, unless there is a policy identifying reimbursable, out-of-pocket expenses.


	
	
	
	

	4.  The organization has recruited board members with diverse experience, representing a cross-section of the community and/or ties to different constituencies.
	
	
	
	

	5.  The organization’s board meets regularly, maintains minutes, and makes decisions with a quorum present.


	
	
	
	

	6.  The organization has provided information to the board so they can better understand their responsibilities and create plans for improving their performance and/or expand their activities.
	
	
	
	

	7.  The organization regularly offers learning experiences for board members to  expand their knowledge, skill, performance and involvement.


	
	
	
	

	8.  The organization’s board and staff have a shared understanding of relative roles; there is a clear distinction between board level and management level decisions.
	
	
	
	

	9.  The organization has created a plan or located resources to help its executive director or other staff improve their leadership skills.


	
	
	
	

	B.  ORGANIZATIONAL DEVELOPMENT INDICATORS
	NEVER DONE
	NEEDS

WORK
	MET
	N/A

	1.  The organization is incorporated as a legally recognized organization.


	
	
	
	

	2.  The organization has submitted all relevant filings to the Secretary of State and is registered with the NYS Attorney General’s Office.


	
	
	
	

	3.  The organization is current on all IRS filing, on federal and state payroll taxes, and on all quarterly and annual payroll report filings.

 
	
	
	
	

	4.  The organization has obtained 501 (c)(3) status with the IRS.


	
	
	
	

	5.  The organization has adopted bylaws that conform to state statute, have been reviewed by legal counsel, and include detailed information about board functions and procedures, e.g. quorum, meetings, terms, voting. 
	
	
	
	

	6.  The organization has hired or designated a person who is responsible for financial management (paying bills, making deposits, keeping records).


	
	
	
	

	7.  The organization has had an audit or review of its finances/financial records by an external auditor.


	
	
	
	

	8.  The organization has created written financial management procedures that provide checks and balances for ensuring expenditures are properly authorized.
	
	
	
	

	9.  The organization has a written personnel handbook, regularly reviewed and updated to (a) describe recruitment, hiring, termination and standard work rules for all staff and (b) maintain compliance with gov’t regulations.
	
	
	
	

	10.  The organization has a written compensation plan, and a periodic review of salary ranges and benefits is conducted.

 
	
	
	
	

	11.  The organization has implemented steps to put in place a budgeting process that ensures effective allocation of resources.


	
	
	
	

	12.  The organization has implemented steps to develop systems that will help manage the organization’s finances effectively.


	
	
	
	

	13.  The organization has maintained records of volunteer time, and can show documentation of increases/decrease in the number of hours contributed by all unpaid staff/volunteers in an average week/month/year.
	
	
	
	

	14.  The organization has created written job descriptions for each staff position or job category, and has given each staff person a copy.


	
	
	
	

	15.  The organization has conducted regular performance reviews for paid staff.


	
	
	
	

	16.  The organization has a well-defined and communicated volunteer management plan, has provided needed orientation and training for volunteers, and has conducted annual performance reviews for volunteers.
	
	
	
	

	17.  The organization has provided staff with professional development and training to enhance skills in service delivery or skills in administration and management, cultural competence and personal development.
	
	
	
	

	18.  The organization has increased the number of functioning computers it operates over the past 1-2 years.


	
	
	
	

	19.  The organization has used computer software to keep financial records over the past 1-2 years.


	
	
	
	


	C.  PROGRAM DEVELOPMENT INDICATORS
	NEVER DONE
	NEEDS

WORK
	MET
	N/A

	1.  The organization keeps records on the number of individuals or families enrolled/served, types of services provided, referral sources, and/or needs.


	
	
	
	

	2.  The organization has kept records on individual service recipients’ outcomes.


	
	
	
	

	3.  The organization conducts formal measurement or assessments of the results and benefits of the services provided to individuals and families.


	
	
	
	

	4.  The organization collects regular feedback from service recipients on their satisfaction with services.


	
	
	
	

	5.  The organization collects more information about its clients, including number and characteristics of clients, as well as how they are helped by the program(s) in place.
	
	
	
	

	6.  The organization has increased the number or scope of services offered to clients over the past 1-2 years.


	
	
	
	

	7.  The organization has incorporated a new approach to services in order to improve quality/effectiveness over the past 1-2 years.


	
	
	
	

	8.  The organization has expanded services to include a new group of service recipients or geographic area over the past 1-2 years.


	
	
	
	

	9.  The organization has increased the number of clients served over the past 1-2 years.


	
	
	
	

	10.  The organization has a planning process for delivering and improving services that involves board, staff, service recipients, volunteers, key constituents and general members of the community.
	
	
	
	

	11.  The organization has an evaluation process and performance indicators to measure progress toward achievement of service/program goals and objectives.
	
	
	
	

	12.  The organization is able to allocate human and financial resources to insure the accomplishment of goals in a timely fashion.


	
	
	
	

	13.  The organization has been successful in recruiting, training and retaining staff that is skilled in serving the clients and meeting client needs.


	
	
	
	


	D.  REVENUE DEVELOPMENT INDICATORS
	NEVER DONE
	NEEDS

WORK
	MET
	N/A

	1.  The organization has established a committee charged with developing, evaluating and reviewing fundraising policies, practices and goals.


	
	
	
	

	2.  The organization has created a written fund-raising/fund-development plan.


	
	
	
	

	3.  The organization’s board and staff are knowledgeable about the fundraising process and the roles in the organization.


	
	
	
	

	4.  The organization has increased the number of applications for funding submitted over the past 1-2 years.


	
	
	
	


	D.  REVENUE DEVELOPMENT INDICATORS (cont.)
	NEVER DONE
	NEEDS

WORK
	MET
	N/A

	5.  The organization has increased the amount of funding from grants or contracts from Federal, State or local government sources over the past 1-2 years. 
	
	
	
	

	6.  The organization has increased the amount of funds raised from private sources over the past 1-2 years.


	
	
	
	

	7.  The organization has sought funding from new types of revenue sources (never before accessed) over the past 1-2 years.


	
	
	
	

	8.  The organization has obtained revenue from new types of revenue sources (never before accessed) over the past 1-2 years.


	
	
	
	

	9.  The organization raises funds in an ethical manner through activities that are consistent with the organization’s mission and purpose.


	
	
	
	

	10.  The organization is accountable to donors and other key constituencies, and demonstrates this through annual reports.


	
	
	
	


	E.  COMMUNITY ENGAGEMENT INDICATORS
	NEVER

DONE
	NEEDS

WORK
	MET
	N/A

	1.  The organization has created or updated a website.


	
	
	
	

	2.  The organization has developed or distributed written materials about its mission, services and programs.


	
	
	
	

	3.  The organization has made presentations to faith-based or other community groups over the past 1-2 years.


	
	
	
	

	4.  The organization has utilized public service announcements or paid advertising over the past 1-2 years.


	
	
	
	

	5.  The organization has undertaken activities (e.g. meeting with constituents, community mapping, needs assessment survey) to gain an understanding of the needs in its service area/community.
	
	
	
	

	6.  The organization participates and collaborates with appropriate networks and/or coalitions.


	
	
	
	

	7.  The organization has engaged in partnership arrangements with other organizations in the community/service area.


	
	
	
	


Please feel free to submit written comments on any of the items that you think need further explanation.  Kindly reference the letter and number of the item in question, e.g. A1, B4, C8, etc.  There is no limit to the number of pages that you can attach to this Organizational Self-Assessment.
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