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CANDL – Quality Mark  
 

IInnttrroodduuccttiioonn  
 

 
After years of supporting grassroots projects with recruiting volunteers, funding applications, 
finding suitable venues, the CANDL Project recognised the struggles that many of these groups 
experienced.  We identified that some of the reasons for this was due to the lack of knowledge 
about the need to put basic strategies and procedures in place.  It became clear to us that a 
system, such as a Quality Mark, was needed to help groups provide a well run service. 
 
We were familiar with quality marks such as PQASSO and Investors in People which have 
become popular in recent years and we thought they were basically a good idea.  We found, 
however, that for small grassroots groups they were too complicated, too much in danger of 
becoming a paper exercise and not relevant enough to the realities of forming a new group.  
Project Workers Sonia Chambers, James Ashdown and Gill Kanga therefore developed 
CANDL’s own Quality Mark which we have tried to keep as simple as possible and rooted in 
the realities of creating a new group. The Quality mark concentrates on ten areas which we 
have identified as being paramount to the effective and efficient delivery of any community 
service, these are: 
 

1. Aims and Visions 
2. Being Aware of Key issues 
3. Abilities of a Management Committee 
4. Supervision of People 
5. Attracting Workers and Volunteers 
6. Keeping Children Safe 
7. Managing Finance 
8. Fundraising 
9. Managing Resources 
10. Providing a Service 

 
Our main focus is to encourage groups to recognise the importance of putting these in place 
and ensuring that good and safe practises are implemented throughout the project. We will 
work with any group, whether they are just starting out and need to go through the whole 
process, or whether they have been up and running for some time and just need help in one 
area. 
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AAiimmss  aanndd  VViissiioonn  
 
• Being clear about what you want to do 
• Having a shared sense of purpose 
• Practically expressing your vision 

 

Introduction and explanation 
Having a clear idea of what you are seeking to achieve is important for a modern voluntary project.  Not 
only is this helpful for you, but you will also be expected by funders and other agencies to be able to say 
simply and clearly what your vision is and what your specific aims are.  The distinction between a vision 
and aims can be helpful: 

• A vision is a very general statement of what you are about and what you are seeking to a
• 

chieve. 
Aims are much more specific and will include the actual projects you want to engage in. 

f 
se and just be supported by a 

roup of people who don't have a clear idea of what the project is about. 

 the management committee having a shared understanding which 
ey are able to individually articulate. 

•  those holding the most responsible 
positions, being able to speak clearly about the vision and aims 

H ate this? 

 five individuals 

rogress cha
ot met 

 

It is important that everyone involved in the management of a project should have a clear understanding o
the vision and key aims.  It is not enough for one person to understand the
g
 

Nowadays projects are expected to have a vision (or mission) statement and a clear set of written aims.  
These can be helpful in enabling everyone to understand what your project is seeking to achieve but are 
not an alternative for every member of
th
 

What we will expect 
• A simple written one paragraph vision statement 
• A clear and simple written statement of one or more aims 

Five different members of the management committee, including

 

ow will we evalu
• Documentary evidence 
• Conversations with

 

P rt 
 N Partially met ully met F
Vision statement    
Written aims    
Chair    
Secretary    
3    
4    
5    
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BBeeiinngg  AAwwaarree  ooff  KKeeyy  IIssssuueess  
 

• Awareness of the responsibilities of roles 
• Awareness of safety and equality issues 
• Awareness of legal responsibilities 
• Awareness of the role and nature of meetings 
• Awareness of the issues related to child protection 

ical help to you as your project matures 
nd will increase your credibility with funders and other agencies. 

air and responsible project is to ensure that your management 
ommittee is aware of the key issues. 

• ice-chair if you have them) are aware of the role of the chair and his/her 

• bers and secretary (or secretaries) are aware of their 

• atus and responsibilities (especially in relation to responsibilities 

• meetings of which records are kept and an 

H
uals 

• Discussions with management committee 
utes of meetings 

 ch rt 
Not met Partially met Fully met 

 

Introduction and explanation 
When you are running a small project it is not always possible to do everything 'by the book'.  
Nonetheless it is still important to be aware of good practice and to take practical steps towards running 
a safe, fair and responsible organisation.  This will be of great pract
a
 

The first step towards running a safe, f
c
 

What we will expect 

The chair (and v
responsibilities 
The treasurer, management committee mem
roles and the responsibilities of those roles 
An awareness of your legal st
relating to child protection)  

• A basic awareness of health and safety 
A basic awareness of the importance • of equal opportunities and promoting diversity (especially in 
relation to faith based organisations) 
A commitment to running regular, well ordered 
understanding of why this is important 

 

ow will we evaluate this? 

• Conversations with appropriate individ

• Written records/min
 

Progress
 

a

Management 
committee roles 

   

Legal responsibilities    
Health and safety    
Equality issues    
Child Protection    
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AAbbiilliittiieess  ooff  tthhee  MMaannaaggeemmeenntt  
CCoommmmiitttteeee  
 

• Hold regular meetings with minutes 
• Carrying out roles effectively 
• Good communication between committee members  
 

Introduction and explanation 
A management committee that works well is crucial to the effective performance of any project.  This 
means both that certain key tasks are undertaken but also that people learn to work together as a 
group, respecting everyone's opinion and making use of everyone's gifts and skills. 
 

A 'management committee' may have many different names – steering group, board of trustees etc.  
The important thing is that every voluntary group needs a group of people that are responsible for it. 
 

What we are looking for 

• Evidence of regular meetings 
• Clear minutes which record decisions that have been made and how these decisions will be put 

 practice from meeting to meeting 

 different points of view 

H ate this? 

ing 

rogress cha
ot met artially met ully met 

into practice.   
• Monitoring how this is put into
• Effective chairing of meetings 
• Meaningful contributions from more than one or two people 
• People listening to each other and respecting

 

ow will we evalu
• Documentary evidence 
• Observation of meet

 

P rt 
 N P F
Regular meetings    
Good minutes    
Good participation    
Good-quality of 
communication 
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SS eeooppllee  
  

• Role description for paid staff and volunteers 

• Quarterly supervision meetings with volunteers 

le description, as well as the chance to 

cuss. 

rt to the workers and volunteers, to check that they are 
 way, whilst also giving the management committee member 

the o
 

What we are looking for 

rkers and for volunteers 

nteer 
ed for workers/volunteers to be guided by the supervisor, 

aining when necessary 

aluate this? 

Documentary ev
 the workers/volunteers 

ot met artially met ully met 

uuppeerrvviissiioonn  ooff  PP

• Monthly supervision meetings for paid staff  

 

Introduction and explanation 
 
In a well-run project it is important for workers and volunteers to be clear about what is expected of 
them, and to have access to support.  This means giving them a ro
sit and discuss what they do on a regular basis (known as supervision) with another person, e.g. a 
management committee member.  It is important that you plan this time in advance so that the worker 
or volunteer has a chance to prepare what they want to dis
 

The purpose of supervision is to give suppo
carrying out their role in the most effective

pportunity to keep up with the work of the project.   

• Separate written role descriptions for paid wo
• Written evidence of regular supervision sessions, e.g. monthly for paid workers, quarterly for 

volunteers 
• Annual review for each worker or volu

s being provid• Evidence of opportunitie
or directed to other sources of assistance or tr

 

How will we ev
• idence 
• Conversation with

 

Progress chart 
 N P F
Clear role descriptions    
Regular meetings    
Good supervision notes    
Evidence of 
pportunities for 
rther training 

   
o
fu
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AA ttaaiinniinngg))  ttttrraaccttiinngg  ((aanndd  RRee
WWoorrkkeerrss  aanndd  VVoolluunntteeeerrss  

unities for learning 

ers in order to operate efficiently and effectively.  
roviding an opportunity for learning is, therefore, a good way of attracting and retaining workers or 

As ully thought-out role description 
for both workers and volunteers.  It is good practice to have a person or steering group chosen to 
ove hey can advertise, e.g. local churches, local 
new

r volunteers 

 of a recruitment strategy 
 raining oppor

 we eva uate this? 
the work/volunteer environ ent 

cumentary evidence 

rt 
Not met Partially met Fully met 

 

• Role descriptions for paid workers and for volunteers 
• Opport
• Recruitment strategy 

 

Introduction and explanation 
All projects need committed workers or volunte
P
volunteers.   
 

part of a recruitment strategy, it is important that you have a caref

rsee this task.  This should also include where t
sletters/papers, job centres, agencies, etc.   

 

What we are looking for 
• Written role descriptions for paid workers and fo
• Volunteer agreement 
• Written evidence
• Visible method of publicising t tunities 

 

How will l
• Observation of 
• Do

 m

 

Progress cha
 
Clear role 
escriptions 

   
d
Planned recruitment 

rategy 
   

st
Variety of  
pportunities for 
arning 

   
o
le
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KKeeeeppiinngg  CChhiillddrreenn  SSaaffee  
up 

ion 

spe
Matters Framework and Working Together to Safeguard Children (government guidelines) as well as 
dem
from

 
• Inclusion of keeping children safe as being paramount in the running of the organisation or gro
• Opportunities for learning how to keep children safe 
• Inclusion of keeping children safe in recruitment strategy 

 

Introduction and explanat
All projects should have knowledge of how to keep children safe.   However, for those that are 

cifically working with children it is important that you have some knowledge on the Every Child 

onstrating their motivation towards working to meeting these aims, making use of the materials 
Safe from Harm ( www.watton.org/abuse/safe/guide).   

 

W
ake provision for children to be working towards having the 

cked 
y safe, enjoy and achieve their 

r community, and achieve economic well-being 
 of their thinking on developing their Child Protection Policy and procedures 

• Visible method of raining oppor ing child

e evaluate this? 
 of the safety of the environment for children 

idence 

 
Not met Partially met Fully met 

hat we are looking for 
• For projects looking to provide or m

Management Committee members, workers and volunteers CRB che
nment where children can be healthy, sta• To be creating an enviro

potential, make a positive contribution to thei
• Written evidence

publicising t tunities for keep ren safe 
 

How will w
• Observation
• Documentary ev

 

Progress chart
 
Written evidence of 

 

the thinking in 
developing Child 
Protection Policy and
procedures 

   

Recruitment strategy 
at reflects keeping 

hildren safe 

   
th
c
Variety of     
opportunities for 
training and learning 
about keeping 
hildren safe c
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MMaannaaggiinngg  FFiinnaannccee  
 

• Having a bank account 
• Basic book-keeping and recording systems 
• Having a system of financial control 

tion 
When running a small project it is very important that your finances are well managed.  This would 
include having a bank account in the project’s name, with cheques needing to be signed by at least 2 
aut d. 

 a system of receipts and payments being authorised by 

 

g for 

orised signatories 
• Evidence of the book-keeping system 

 of he financial controls and minuted procedures 

e e aluate this? 

vidence  
• By talking to the treasurer 

rogress chart 
Not met Partially met Fully met 

 

Introduction and explana

horised people.  A basic, clear book-keeping system should be adopte
 

Financial controls need to be put in place, with
an identified person, e.g. the treasurer. 

What we are lookin
• Evidence of the auth

• Documentation
 

 t

How will w
• Documentary e

v

 

P
 
Reconciling and filing 
f bank statements 

   
o
Keeping financial 
ocuments in order 

   
d
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FFuunnddrraaiissiinngg  

Monitoring the progress of funding applications/and monies received 

Introduction and explanation 
A g  what finances are needed to run the activities, how to 
go about attracting funding, and how to manage this process.  It is good practice to develop a basic 

nd

Hav nitoring enables funds received to be efficiently administrated, and 
ens portant for you think ahead and consider how/if the 
act . 

oking for 

• Clear evidence of rategy 
ledge of how to write effective fundraising applications 

ntation of a monitoring system 
nted thinking about an exit strategy 

 evaluate this? 

vid nce 
ht of fundraising application letters 

• By talking to  the fundraiser/management committee 

rogress chart 
Not met Partially met Fully met 

 
• Fundraising strategy 
• 
• Developing an exit strategy 

 

ood project is one which has a clear idea of

fu raising strategy before trying to raise funds.  This helps to produce good fundraising application 
letters. 
 

ing a simple system for mo
ures transparency at all times.  It is also im
ivities will continue once the funding has come to an end

 

What we are lo
a funding st

• Know
• Docume
• Docume

 

 

How will we
• Documentary e
• Sig

e

 

P
 
Methodical 
(systematic) 
monitoring of 

  

applications 

 

Reg
mo

 ular updating of   
nitoring system 

De
stra

  velopment of exit  
tegy 
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MManaging  RReesanaging soouurrcceess  
 

olding responsibility 

d explanation 
es in ity for 

volves you keeping a recor t, as we  it is stored safely, 
d checked for health and s fety.   

ooking for 
• Record of all equipment 
• Evidence of regular safety checks 
• Evidence of safe storage 

ow will we evaluate this? 

• Observation of storage area 
• Documentation evidence 

rogress chart 
Not met Partially met Fully met 

• Identification of person h
• Keeping a record of the equipment 
• Having safety checks on the equipment 
• Storing equipment safely 

 

Introduction an
One of the first steps in managing a project li  identifying someone to take overa

d of all equipmen
ll responsibil

ll as ensuringthe resources.  This in
regularly maintained an a
 

What we are l

 

H

 

P
 
Record of equipment    
Record of regular safety 
hecks 

   
c
Equipment safely stored    
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PP oviding  aa  SSrroviding eerrvviiccee  
 

 

ts to produce information which clearly shows what you do and how people 
ught should be roject is  in order 

 often other projects engaged in similar activities in the local area and it can be helpful to 
m o share skills and ideas. Networking in this way can help you identify gaps 

in your provision, as well as provide a means of support. 

hat we are looking for 
• Photographs of activities 
• Evidence of networking meetings/activities 
• Records of where the service is publicised 

ow will we evaluate this? 
• Observation visit 
• Documentation evidence 

rogress chart 
Not met Partially met Fully met 

• Records of what is provided 
• How the service is publicised 
• Networking evidence  

Introduction and explanation 
It is very helpful for projec
can access the project.  Careful tho  given to where the p  publicised
that you reach your targeted group. 
 

There are
make contact with the
and avoid overlaps 

 t   

 

W

 

H

 

P
 
Photographic    
evidence 
Notes of networking 
meetings/activities 

   

Publicity material    
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QQ rrtthheerr  
 

Ai

• 
ngaging in theological reflection so as to promote a learning 

 

Be

• Developing an authentic commitment to the values behind the policies 

Ab ommittee 
mmittee 

th similar projects and appropriate agencies 
ansition to new Management Committee members by developing community 

lects the diversity of users and community 
pported and everyone’s 

 
ith all relevant 

• nce, complaint and discipline procedures 
ple supervising staff, volunteers and management 

 

M

• Producing budgets which are widely understood 

Fu

•  from a variety of different sources 
te) 

 

Managing Resources
• Developing written resource policies and procedures 

uuaalliittyy  MMaarrkk  ––  GGooiinngg  FFuu
ms and Visions 
• Developing a Constitution 

Regularly reviewing aims, visions and key priorities 
• Being explicit about values and e

organisation 

ing Aware of Key Issues 
• Developing written policies and procedures to implement them 

 

ilities of the Management C
• Providing regular training for the Management Co
• Conducting regular reviews of the project and Management Committee 
• Networking wi
• Managing the tr
• Developing a Management Committee which ref
• Creating a culture where Management Committee members feel su

thoughts and feelings are recognised 
 

Supervision of People
• Developing a formal job pack for all staff and volunteers which supplies them w

information 
 Having clear written policies for grieva
• Training and support for peo

anaging Finance 
• Developing appropriate auditing procedures 

• Having the capacity to produce cash flows and predict future financial situation 
 

ndraising 
• Developing a long-term funding strategy 

Raising funds
• Having documented thinking about an exit strategy (if appropria
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• Having a widespread understanding and implementation of resources policies 

 
Providing a Service 

• Producing an annual report 
• Involving users in the management of the service 
• Reviewing who is using the service and who is being missed/excluded 
• Updating policies to keep service fresh and with new developments 

 

Attracting (and retaining) Workers and Volunteers 
• Having a written recruitment strategy which is widely understood and implemented 
• Developing networks through whom workers and volunteers are recruited 
• Having policies which enable staff and volunteers to input into the direction and management of 

the project 
• Networking with people and organisations outside the project 
• Creating a culture where workers and volunteers are supported, having their feelings recognised, 

and non-managerial supervision being encouraged 


