Working groups guidance notes

The following notes have been developed to assist you in your work as an official working group of the Permaculture Association. We think the working groups are going to make a really tremendous difference to the Association and the permaculture network more widely. Your work is deeply appreciated! We want to support you in your work, and make sure you are able to make good use of the resources we can offer, and that you know how to make sure your work 'lines up' with the Association's overall strategy and goals.

These notes cover:

· Association vital statistics

· Charitable objects

· Strategy and direction of the Association 

· Policies

· Budgets and expenses

· Fundraising 

· Staying coordinated and connected

· Practical support from the Leeds office 

· Communications

· Technology

· General

· Contact details

· Leeds office address

· Board of Trustees 2009 - 2010

· Staff

Association vital statistics

· Legal status – we are a Company with Charitable Status (education, research, conservation of the environment, see details below)

· When we formed – 1983 as an unincorporated charity and then incorporated in 2006

· Governing document - Memorandum and Articles of Association

· Governance – a Board of Trustees (all are in effect Directors of the Company and Trustees of the Charity) that meets quarterly, with teleconference in between. Elected at AGM. Have developed a Board Policy Manual which informs how and what they do each year.

· Number of members – currently hovers between 950 – 1000

· Management – Day to day running of the organisation is delegated to the Chief Executive – Andy Goldring. He manages and supports the staff in Leeds, and is in overall charge of strategy and fundraising.

· Number of staff – 9 (all part time and very hard working!)

· Geographical – mainly cover Britain (England, Scotland, Wales), with some international members. Act as a key point of contact for permaculture people and projects around the world.

· Office - based in Leeds since 1999.

· Income and expenditure - £162,566 inc and £179,965 exp in 2009

· Financial year end – June 30th

· BCM Permaculture Association, London – this is a forwarding address that all the mail goes to – send parcels directly to us in Leeds – we don't have an office in London!

· Events – biannual 'convergence' is the main event, with annual general meeting and regional events currently happening in England through the LAND project.

Charitable objects (from the Memorandum and Articles of Association)

These are the charity's objectives and define why we exist as a charity.

· to advance the education of the public in the theory and practice of permaculture, the conservation of the environment, and related subjects.

· to carry out research into permaculture and related subjects and to publish and disseminate the results of such research with or without charge.

In the furtherance of these objects:

· to research and to collect, coordinate and disseminate information about permaculture;

· to produce, publish and develop, or cause to be produced, published and developed, information on permaculture, whether in printed, electronic, or other forms such as films and broadcasts, and whether gratuitous or for sale.

· to promote, manage or arrange courses, hands-on training, lectures, seminars, conferences, demonstrations, exhibitions, and other means and resources so as to provide and facilitate the education of the public in the theory and practice of permaculture;

Strategy and direction of the Association 

The strategic outcomes, from the Board of Trustee's Policy Manual, describe the difference we want to see in the world as a result of our work. They help us to stay focussed on the right tasks.

1. Individuals and groups have better access to advice, support, information and training about the theory and practice of permaculture and related subjects

2. Individuals, projects and partners are better able to share resources and practical solutions, and collaborate on projects.

3. Civil society, specific sectors and professions understand the value of the permaculture design approach in relation to their activities

· All working groups will help to achieve at least one or more of these outcomes through the work you do. Part of your work is to see how you can best achieve this.

· The Association's short to medium term strategy is set out in the Annual Action Plan, which will be sent alongside this document.

Policies

We have comprehensive policies in place that ensure we run the organisation in a way that is legal, fair, transparent, and ethical. We use permaculture to design our work, and have strict environmental policies. All working groups are expected to abide by the policies we have in place. If you think they can be improved further, please do let us know – we keep them under review. 

· If you buy anything, travel or run events, you need to have regard to the environmental policy.

· If you are attracting donations, you need to know about the ethical donations policy

· Funding bids and employment would be developed closely with the office who would take into account the equal opportunities and ethical funding policies.

· The main policy you will need  is likely to be the Environmental Policy (includes Sustain's Sustainable catering guidelines), and so this is attached as an appendix.

Budgets and expenses

· Working groups will generally be given a small interim working budget to cover initial expenditure. This will be agreed and stated in writing with a description of what it is for.

· All expenditure requires paperwork in order to be claimed back. If you just say “we spent £230, can we have it”, because we will say “no”. We need receipts for all claims (because examiners and auditors want receipts from us).

· Helen can advise and support on any accounting and expenses issues. She works one day a week and is generally in on a Monday and/or Tuesday.

· Essentially every time you spend money, it needs to be accompanied by a receipt or an invoice that proves you spent the money – even for a £1 bus ride.

· Please do not send requests for payments one at a time, unless that makes sense. If you are running an event, get all the paperwork together and send it in in one go if at all possible. If there are large items of expenditure that have been agreed (a venue for example, or catering bill) we can pay the supplier directly.

· Don't spend money you haven't been allocated, because we won't pay it. You need to work within the budget you have.

· Be frugal! See how much you can achieve by email and teleconferences. Can you double up travel to reduce costs? The Board of Trustees don't stay in hotels, and we ask that working groups are equally modest in their expenditure.

Fundraising 

· We are unable to fund working groups indefinately, and it is important that an income generation plan is in place to support ongoing work. The Diploma Working Group for example has costed in ongoing maintainance and development into the Diploma fees charged to apprentices. 

· Early on in the working group development, consider different options for how you might cover ongoing costs, this may form part of a funding proposal.

· We can provide advice and support, including writing and submitting bids.

· Funders need to be agreed before you start writing a bid – we may already have an application in progress, or one planned, or a waiting period before we can re-apply to them, etc. So it is essential to ask in advance to avoid wasted effort.

· Bids need to be agreed before being sent out. All bids sent out by the Association over 10% of annual expenditure, or for a project lasting more than 12 months need to be agreed by the Trustees, but every bid needs to be agreed by the Chief Executive. This is noot control freakery, but important to ensure all the work going through the Association is relevant and of a good quality.

· Ideally, your funding needs will be identified and included in the overall strategy and plans for the Association, these will be fed into the annual plan, and then be part of the fundraising plan. You can help make this happen by being organised and thinking through what you need and want to do in the future.

· All funding will go through the Association, and appropriate allocations need to be made for costs incurred by the office etc. Andy will talk through funding plans with each working group.

Staying coordinated and connected

· Andy Goldring, as chief exec, reserves the right to attend working group meetings.

· You're group may have an associated staff member (Joanna for Diploma, Joe for Teachers) who can also help to make sure the working group stays well connected and coordinated with the Association.

· We ask that each working group names a working group chairperson. This does not have to be the person that chairs every meeting, but it is useful to have a lead person that will ultimately make sure things get done. It is also very useful for us to have a single person to communcate with so that we can stay in touch easily.

Practical support from the Leeds office

· We can organise teleconferences at quite short notice (these do cost money, and if you are able to use skype, this can help to reduce costs.)

· We can support logistics of meetings (events planning, guidance notes etc)

· We can provide relevant Association data (teachers lists, members in certain areas, etc) 

· We can support working groups to become more viable (e.g. help recruit new members) 

· We can mail out to members and others (we have a franking machine). If you are doing a large amount of mailing, we may ask that it comes out of your budget.

· We can host meetings in Leeds – with enough notice. There are rooms here at Hollybush Conservation Centre (around 15 people capacity in the meeting room, 20 in the training room).

· We can generally also help to put people up if the numbers are not too big.

· We have growing expertise in all things administration, web, organising, running events, as well as all the permaculture. We are here to support you – get in touch if you need a hand, or another view on how to get something done.

Communications

· The Association has three main ways of getting out information, and as a working group you are able to make use of all three of them:

· Newsletter – Permaculture Works – see copy deadlines

· the ebulletin – sent on the second Wednesday of every month – very tight for space and can't always guarantee there will be room but we will try – send items a week in advance, clearly marked 'e-bulletin'.

· Website – you can log in and upload your own content to the working group area. Debbie Jones can help you to set up an initial area for your group.

· Jay Ashton is the main communications contact, and works 2 days a week.

Technology

· "survey monkey" is an online survey tool that we pay for each year – we can do unlimited surveys, to unlimited people. However we do not like to send lots of surveys to members – please let us know what you are planning, so they can be coordinated.

· "dot project" is an online collaboration/project management system  - we use this for a number of our current projects and find it is a useful way of organising, especially with people in different parts of the country. Straightforward to use. Contact Debbie to find out more.

General

· Other things are also possible, we just need to know what you want. Call us to discuss. 

· Things take time – and we are generally very busy. We can help more easily if we have enough time to do so – please try to give as much advance warning as possible if you want us to do something by a deadline.

Contact Details

Postal Address: BCM Permaculture Association, London WC1N 3XX

Telephone: 0845 4581805 / 0845 4581092 

Main email: office

 HYPERLINK "mailto:office@permaculture.org.uk"
@permaculture.org.uk
Website: www.permaculture.org.uk 

Leeds Office Address

Permaculture Association, Hollybush Conservation Centre, Broad Lane, Kirkstall, Leeds LS5 3BP

0113 2307461 (also our fax no.) / 0113 2307658)

Board of Trustees 2009-2010

· Tomas Remiarz (Chair)

· Jan Mulreany (Deputy Chair)

· Philip Blandford (Treasurer)

· Jay Abrahams

· Graham Burnett

· Sophie Christopher

· Stefan Geyer

· Jennifer Lauruol

· Ed Sears 

Staff 

· Andy Goldring (Chief Executive Officer) andyg@permaculture.org.uk 

· Harriet Walsh (Office Co-ordinator) office@permaculture.org.uk
· Helen White (Financial Co-ordinator) finance@permaculture.org.uk
· Louise Cartwright (Network Coordinator) network@permaculture.org.uk 

· Joe Atkinson (Learning Coordinator) learn@permaculture.org.uk 

· Jay Ashton (Communications Coordinator) communicate@permaculture.org.uk 

· Suzi High (International Coordinator) world@permaculture.org.uk 

· Debbie Jones (Web Developer) web@permaculture.org.uk 

· Joanna Dornan (Diploma Support Worker) diploma@permaculture.org.uk
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