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Executive summary
Tesco is operating with a leading position in the supermarket sector of the UK. The organisation is aimed at providing an affordable and healthy diet to its customers. The present report provides an assessment of the impact of external environmental factors including the Covid-19 pandemic and ethical dilemmas on the performance of Tesco. The report includes different tools such as PESTEL analysis, Porter's five forces analysis, and Cultural web model to examine the impact of external environmental factors, analyse industrial conditions, and determine the organisational culture of Tesco. Through the analysis, it was identified that Covid-19, Brexity, change in customer perception, climate change, and online shopping are some of the external factors that are making an impact on the performance of Tesco. The report has analysed the cultural environment of Tesco and examined the impact of organisational culture on its financial and non-financial performance. Lastly, the impact of workplace bullying and harassment and employee health and safety as the two ethical issues was assessed and the measures that are adopted by Tesco to address these issues were discussed in the report. 

Contents
1.	Introduction	4
2.	Company’s Background	4
3.	Business environment Analysis	5
3.1.	PESTEL Analysis	5
3.2.	Porter’s Five Forces Analysis	7
3.3.	Organisation culture	8
4.	Organisational Culture and External Factors	11
4.1.	Covid-19	11
4.2.	Online Shopping	11
4.3.	Climate Change	12
4.4.	Changes in Customer Behavior	13
4.5.	Brexit	13
5.	Organisational Culture and Performance	13
5.1.	Financial Performance	14
5.2.	Non-financial Performance	15
6.	Ethical Dilemma	17
6.1.	Workplace Harassment and Bullying	18
6.2.	Safety and Health of Employees	18
7.	Conclusion and Recommendations	19
References	21
Appendix	24



1. [bookmark: _Toc81859061]Introduction

[bookmark: _Toc81859062]This report is aimed at assessing the impact of external environmental factors including the global pandemic Covid-19 and ethical dilemmas on the organisational culture and performance. The emergence of the Covid-19 pandemic has changed the way businesses operate and perform their activities. Most of the companies are now operating virtually through virtual meetings and online assessment of tasks. Covid-19 has introduced both challenges and opportunities for the organisations and now, it depends on the individual characteristics of the organisation to either benefit from new conditions or face challenges through the implementation of incompetent approaches.

The assignment will provide a critical assessment of the culture and context of Tesco and evaluate its external environment through PESTEL analysis. The industry analysis of the organisation will be conducted through Porter’s five forces analysis to determine the extent to which internal rivalry and bargaining power of customers and suppliers along with the threat of substitutes can impact the performance of the organisation. In addition to this, the culture of the organisation will be discussed through a cultural WEB model and the impact of some external factors on the culture and performance of the organisation will be identified. Lastly, ethical dilemmas faced by modern organisations will be examined and the impact of any two identified ethical dilemmas on the performance of Tesco will be identified.
2. [bookmark: _Toc81859063]Company’s Background
Tesco is a leading supermarket in the UK and it is recognised as the biggest private employer in the country. The company was established in 1919 to provide everyday affordable, sustainable and healthy food to its customers to improve the quality of life and standards of livings. The organisation has set a mission statement that highlights the importance of staff members and their efforts for its success. Tesco is currently providing employment opportunities to over 360,000 employees in its 3,146 stores (Winterman, 2013). To ensure its growth, the organisation includes its staff members and volunteers in business development plans to get new ideas and explore new dimensions of the business. It is the third-largest supermarket in the world with its stores in more than 12 countries of the world (Winterman, 2013). The company is generating £57.9 billion statutory revenue and £1,736 million statutory operating profit (Tesco PLC, 2021).





3. [bookmark: _Toc81859064]Business environment Analysis

A range of business environmental analysis tools including PESTEL analysis, Porter’s five forces analysis, and Web Culture will be used in this report. PESTEL analysis is a tool that is used to examine external environmental factors including political, economic, technological, environmental, and legal factors that can impact the performance of an organisation. Porter’s five force analysis, on the other hand, examines the industrial setting in which a business is operating by examining the threat of substitutes, the threat of new entrants, the bargaining power of suppliers and customers, and internal rivalry in the industry (Perera, 2020). Lastly, the cultural web model helps in the examination of the culture of an organisation by identifying and understanding different factors that can influence the organisational culture.

3.1. [bookmark: _Toc81859065]PESTEL Analysis

PESTEL analysis for Tesco Plc is given below:
[image: ]
[bookmark: _Toc81753460]Figure 1: PESTLE Analysis (Perera, 2020)



Political Factors

The political environment of the UK has witnessed some shifts after Brexit. These changes in the political environment have also led to the imposition of new rules and standards that are affecting the performance of organisations operating in the UK. Tesco can also face challenges due to these political changes because of the imposition of new trade policies and difficulties in the recruitment of employees.

Economic Factors
The value of the pound has declined in recent years because of the changes in the political environment and the introduction of new policies for the performance of businesses (Ostroff, 2020). The emergence of Covid-19 has also shifted the focus of governments towards the health of people which has also affected the economic position of the countries. This decline in the pound’s value can impact the performance of businesses operating in the UK.

Social Factors

The choices of customers have changed after the outbreak of Covid-19. While on one side, customers want to visit physical stores, on the other side, they want to prioritise their safety and prefer to buy groceries online. In addition to this, people have lost their jobs and businesses have been closed during the lockdown and because of this, many customers have stated that they will buy only essential products (Eger et al., 2021). However, these changes in social conditions can make a very minimal impact on Tesco because the company is selling essential products that customers are willing to purchase despite a decline in their purchase power.

Technological Factors

Along with several other changes in lifestyle, Covid-19 has also shifted the attention of people towards new shopping patterns (Eger et al., 2021). Many customers are now preferring online shopping and many others want the facility of self-checkout in the stores to avoid human contact. The integration of new technologies that are now easily available to the companies can offer several advantages to Tesco. For example, Tesco is using digital media and social networking sites for the promotion of its business.

Environmental Factors

The eating habits of customers are changing with time. Many customers are now switching to a vegan diet to maintain a healthy lifestyle and save animals. In addition to this, customers are also demanding companies produce products through environment-friendly mechanisms to make minimum impacts on the environment and contribute to the reduction of climate change.

Legal Factors

Due to Covid-19, businesses are now required to follow certain precautionary measures and policies such as only allowing customers with a mask inside the stores to protect their health of customers. In addition to this, stores are restricted to allow only a certain percentage of customers at a time in the store to avoid human contact and reduce the spread of the virus. The imposition of these changes along with the introduction of new export and import policies for businesses in the UK can impact the performance of companies.
With the help of the above analysis, Covid-19, technological advancements, and customer demands are identified as the key drivers of change for Tesco.


3.2. [bookmark: _Toc81859066]Porter’s Five Forces Analysis

Porter’s five forces analysis for Tesco is given below:
[image: ]
[bookmark: _Toc81753461]Figure 2: Porter's Five Force Analysis (Perera, 2020)
Internal Rivalry 

Internal rivalry in the supermarket sector is very high because of the presence of big names like Tesco, Aldi, Sainsbury, and others. Big companies are competing to maintain their customers and attracting new customers by introducing budget-friendly prices and new product ranges which is leading to increased competition in the market (Lan and Dobson, 2017).

Threat of Substitutes

The threat of substitutes is relatively low for the retail sector because customers must buy essential products and grocery items to run their households. While they can switch from one brand to another, it is difficult for them to choose one store over the other when there is a very minimum or no difference in the price and quality of products. In addition to this, the substitutes of grocery items are not easily available which also reduces this threat for Tesco.

The threat of New Entrants

The threat of new entrants is high in the retail sector despite the presence of big names operating with a leading position in the market. New entrants can make a place in the market by offering a new variety of products and using different pricing approaches that can allow them to attract new customers and improve their position.

Bargaining Power of Customers

The bargaining power of customers is very high in the supermarket because of the availability of multiple choices to customers. Due to the high competition in the market, customers have the choice to switch from one brand to another if they are not satisfied with the quality and prices of products.

Bargaining Power of Suppliers

The bargaining power of suppliers is moderate in the supermarket sector because most of the companies prefer to produce products on their own and rely on the suppliers for a very minimum number of items. However, the bargaining power of suppliers is relatively weak for Tesco because suppliers want to associate themselves with reputable brands and adjust according to the requirements of the companies.

3.3. [bookmark: _Toc81859067]Organisation culture

Organisational culture is comprised of shared values and beliefs about how individuals should interact with each other and what strategies should be adopted to make decisions and perform different activities within the organisation (Alvesson, 2013). Key elements of organisational culture include the environment, management, employees, and history of an organisation. Tesco considers itself to be an employee-owned company (Tesco Controls, 2021). The organisation has developed a team-oriented culture that helps in fostering innovation and development and helps in building a desire in the employees to sincerely contribute to the betterment of the organisation.
Further explanation of Tesco’s culture is provided with the help of John’s cultural web model.
John’s cultural web is a theoretical framework that considers different cultural elements as primary factors in building the culture of an organisation. This model is comprised of six cultural elements including power structure, organisational structure, control systems, stories, rituals and routines, and symbols (Cooper et al., 2018). A visual description of this framework is provided below:
[image: ]
[bookmark: _Toc81753462]Figure 3 Cultural Web Model (Johnson et al., 2017)
Stories

Stories are related to the past and present events of the company. In the context of Tesco, stories can be used to describe the initial events when Tesco was established in 1919 by Jack Cohen to recent years when Tesco was forced to close its 57 outlets due to economic crisis in 2014 and to the days in 2015 when the company decided to diversify its product range (Eeph.org.uk, 2021).

Rituals and Routines

Rituals and routines describe the daily actions of individuals that indicate acceptable behaviour in the organisation. Tesco's baseline is "Every Little Helps" which shows that the organisation acknowledges the contribution of all its employees regardless of the extent to which their efforts contribute to the growth of the organisation. Tesco has maintained a friendly environment and expects all employees to behave in a professional but warm manner. The organisation also conducts events to highlight the contribution of its workers and describe the importance of different situations.

Symbols

Symbols provide a visual representation of the organisation such as logos, dress code, and decorations (Tesco, 2021). Tesco’s employees are expected to follow a dress code. The logo of the company is given below: 
[image: Tesco-logo - Calligraphy, HD Png Download , Transparent Png Image - PNGitem]
[bookmark: _Toc81753463]Figure 4 Tesco Logo
Organisational Structure

Organisation structure describes the influential entities of the organisation and defines the contribution of different members within the context of their position in the organisation. Tesco is following a functional approach which suggests that decision-making power is allocated to the senior management in the organisation. However, other staff members are also invited to organisational meetings and their training and development needs are highlighted to introduce positive changes in the organisation.

Control Systems 

Control systems indicate the way the organisation is managed. It includes quality systems, rewards, and financial systems. Tesco rewards its employees according to their contribution to its growth and acquires the feedback of its staff members through the survey to understand and implement the concerns of employees.


Power Structure

Power structure describes the hierarchy and power dynamics of an organisation. Tesco has also maintained a hierarchical structure which suggests that people in higher positions have more power than those in the lower position.

4. [bookmark: _Toc81859068]Organisational Culture and External Factors
With the help of the above analysis, five external factors that are making a visible impact on the performance of the organisation are identified. An explanation of these factors along with the measures that can be adopted by Tesco to address these factors is given below:

4.1. [bookmark: _Toc81859069]Covid-19 

The global pandemic Covid-19 has made the most visible and drastic impact on businesses. Even though Tesco was initially negatively impacted by the pandemic, the organisation later observed a visible increase in its revenues when customers begin to stock essentials and started getting used to the lockdown conditions imposed by the government. Recently, the company has stated that despite an increase in its sales, its yearly profits are declined due to Covid-19 (BBC News, 2021). To manage the negative impacts of the pandemic, the organisation can offer discounted bundles and collaborate with other brands to increase its sales and revenues.

4.2. [bookmark: _Toc81859070]Online Shopping

Online shopping became a trend after governments-imposed lockdown to reduce the spread of coronavirus. Tesco also acquired a large percentage of its revenues from online sales in 2020/2021 (Peters, 2021). The following image shows that online shopping has become an integral part of Tesco’s operations and income in recent years.
[image: ]
[bookmark: _Toc81753464]Figure 5 Tesco Online Sales (Peters, 2021)
However, around 27% of customers have also stated that they do not prefer to shop online from Tesco because of the given reasons:
[image: ]
[bookmark: _Toc81753465]Figure 6 Customer Complaints of Tesco (Blázquez, 2021)
To get maximum benefits from online shopping, Tesco should open its stores in more accessible locations and conduct online surveys to identify the concerns of customers.




4.3. [bookmark: _Toc81859071]Climate Change

Climate change is affecting the health of people and leading to several changes in the lifestyle of customers. Many businesses including Tesco are taking measures to contribute to the development of a green environment to reduce the extent of climate change. Tesco has also unveiled its new “climate manifesto” to provide a healthy and sustainable diet to customers, reduce food wastes and become a net-zero business by 2035 (edie.net, 2021). With the help of this manifesto, Tesco is aiming to cut carbon from energy usage, the transition of EVs (electric vehicles), support the production of sustainable food, and tackle wastages related to food packaging and production (edie.net, 2021). In addition to this, the company can also add a new range of sustainable products to attract more customers.

4.4. [bookmark: _Toc81859072]Changes in Customer Behavior

The attitude of customers towards shopping has visibly changed in recent years. Due to a decline in the purchasing power of customers, most of the customers are planning to introduce some changes in their shopping patterns to only purchase essential products instead of spending their income on luxury items. Although this factor cannot make a significant impact on the sales of food items of Tesco, the company can still face some challenges in the sales of electronic items and other luxury items. The company can manage these changes by increasing the promotion of luxury items through different channels and offering discounts on products that are less likely to be sold.

4.5. [bookmark: _Toc81859073]Brexit 

Brexit has affected the performance of organisations operating in the UK. Businesses are struggling to manage the prices of their products due to the introduction of new trade policies. In addition to this, employees belonging to the EU are also facing difficulties in the management of their jobs in the UK, due to which, many businesses are looking for new employees to manage their day-to-day operations. These changes have also affected the performance of Tesco but the company can manage the impact of Brexit by providing travel facilities to employees living in distant locations and offering more jobs that can be performed virtually to maintain the maximum number of its employees.

5. [bookmark: _Toc81859074]Organisational Culture and Performance

Organisational culture refers to the way activities are performed and beliefs are shared in an organisation. It plays an important role in shaping the behaviour of employees in an organisation to improve their performance and increase their involvement in organisational activities (Alvesson and Sveningsson, 2015). Tesco has maintained a friendly environment and a supportive culture. The organisation has based its culture on trust and respect and considered these two factors crucial for its success (Tesco-careers.com, 2021). In Tesco, the efforts of employees are acknowledged and they are rewarded to increase their motivation to serve the organisation. 
In this section of the report, the impact of organisational culture on the financial and non-financial performance of Tesco will be assessed. 

5.1. [bookmark: _Toc81859075]Financial Performance

Financial performance describes the ability of an organisation to use available resources to generate revenues and achieve its objectives. Financial performance is indicated through the income statement, cash flow statement, and balance sheet of a company. 
As mentioned in the below figure, Tesco has generated around £53 billion in the UK and the Republic of Ireland. This shows an increase of over £1 billion in comparison to the previous financial year of the company. However, the profit and ROI of the company have decreased in the UK and reached 1,866 million in the year 2020-21 (Blázquez, 2021).
[image: ]
[bookmark: _Toc81753466]Figure 7 Tesco Income 2015-2021 (Blázquez, 2021)

The sources and uses of cash at Tesco illustrate in the below figure:
[image: ]
[bookmark: _Toc81753467]Figure 8 Tesco Sources and Uses of Cash (Tesco, 2019)
As per the below figure, the cash flow of the organisation has increased in recent years with a slight decline in the retail free cash flow in 2019-2020 (Tesco, 2019). A visual illustration of the information is provided in the below figure:
[image: ]
[bookmark: _Toc81753468]Figure 9 Tesco year-on-year cash flow (Tesco, 2019)
Tesco has successfully managed to maintain an organisational culture that can foster progress and motivate the employees to work for the long-term growth of the organisation. However, fluctuation in the revenues and cash flow of the organisation indicates that Tesco will need to make some amendments in the existing culture to manage the performance of employees in the context of changes in the external environment. 

5.2. [bookmark: _Toc81859076]Non-financial Performance 

Non-financial performance indicates the ability of an organisation to satisfy its customers, offer high-quality services, retain existing customers and attract new customers, manage its reputation and provide training to its employees. In the context of organisational culture, the non-financial performance of an organisation is related to its ability to maintain a culture of mutual respect and trust. A positive organisational culture that offers equal opportunities for growth to all employees can contribute to the achievement of organisational goals and management of its non-financial performance. As mentioned earlier, Tesco has developed a culture of respect and trust in the workplace and regarded these two elements as critical for its success. It can be assumed that the organisation is using these elements to maintain a culture that provides growth opportunities and encourage employees to participate in different activities.
As mentioned in the below figure, the value perception of Tesco has improved in recent times. This shows that the organisation has managed to promote a culture that fosters improved performance and established a proper management system to secure the needs of its employees.

[image: ][bookmark: _Toc81753469]Figure 10 Tesco Value Perception (Tesco, 2019)













The following figure is indicating that the quality perception of Tesco has also improved in the past few years:
[image: ][bookmark: _Toc81753470]Figure 11 Tesco Quality Perception (Tesco, 2019)














Lastly, the trust of Tesco's customers in the quality of its products and services has also increased in recent years. As shown in the below figure:
[image: ]
[bookmark: _Toc81753471]Figure 12 Tesco Customer Trust (Tesco, 2019)

The improvement in the perception, trust, and quality of Tesco indicates a positive role of the organisational culture in its performance and development.


6. [bookmark: _Toc81859077]Ethical Dilemma

Ethical dilemma refers to the problem in decision-making where the organisation has two or more options available but neither of them is applicable from an ethical viewpoint. Modern-day organisations are facing several ethical issues that are not only affecting the performance of their employees but also leading to controversies that can negatively impact their reputations. For example, harassment and workplace discrimination has become a major concern for organisations despite the ongoing awareness campaigns and development of strict policies. Management of the privacy of customers and employees has also become an ethical concern for most businesses because several companies have been accused of accessing customer data without their permission. In most cases, customers click the agree button without reading the requirements of the agreement that leads to challenges for both customers and the companies. Two of the ethical dilemmas or ethical issues that can or have impacted the performance of Tesco are given below:

6.1. [bookmark: _Toc81859078]Workplace Harassment and Bullying

Any type of action or behaviour that can offend someone and make him/her feel uncomfortable is considered bullying and harassment. According to the Equality Act 2010, bullying and harassment can include spreading false information, unfair treatment towards one or more individuals, picking on someone regularly, and denying access of someone to promotion opportunities (GOV.UK, 2021). Many organisations are struggling to maintain an environment where employees can function without getting harassed or bullied based on their colour, religion, gender, age, body type, and sexual orientation. Despite that workplace harassment and bullying have become an ethical dilemma that is becoming a concern for organisations.
Tesco is addressing harassment and bullying by clearly stating that all individuals are welcome in the organisation to offer their services and avail different growth opportunities. Tesco acknowledges the importance of employee safety and it is taking measures to ensure that all employees feel safe and secure in the organisation. The organisation is committed to providing an environment that is free from any type of bullying and harassment to all its employees and volunteers (Tesco PLC, 2021). The organisation’s management takes complaints related to harassment and bullying very seriously and investigates the matter with complete sincerity to provide confidence to its employees. Any employee who is found to be breaching this policy is dealt with strict disciplinary measures that can also lead to immediate dismissal. Tesco is following the conditions and standards of the Equality Act 2010 to provide a safe environment to its employees (Tesco PLC, 2021).
  
6.2. [bookmark: _Toc81859079]Safety and Health of Employees

The retail, food trade, wholesale and MVR sectors accounted for twelve fatal injuries in 2016/2017 and represented 7% of fatal injuries in the overall workplace environment of the UK. Even though the chances of workplace injuries are relatively low in the retail sector, there is still the potential of serious harm to the physical and mental health of employees. Most of the fatal injuries in the retail industry are caused by trips, falls, and slips because stores are crowded by employees, customers, and the general public, and the employees are expected to arrange heavy stuff and speedily perform their jobs. These chances are especially higher for organisations operating with many stores (Health & Safety Consultants, 2021). Considering this factor, Tesco has taken different measures to ensure the wellbeing and safety of its employees. The occupation health and safety and fire safety engineering are offered by experts within the Group People Safety Department of the company. Business processes that can generate safety risks are also managed by professionals with a post-graduate diploma or degree in safety, members of IOSH (Institute of Occupation Safety and Healthy), and IFE (Fellow of Institute of Fire Engineers). The organisation has also established a network of safety experts supporting different areas of the business at a local scale. The CEO of the company leads the strategies adopted for the health and safety of employees and customers. It shows that Tesco is aware of the potential impacts of health and safety risks on not only the performance of its employees but also on its reputation and long-term growth and development (Tesco Plc, 2021).

7. [bookmark: _Toc81859080]Conclusion and Recommendations

The purpose of this assignment was to assess the impact of broader external environmental factors including Covid-19 and ethical dilemmas on the performance of modern-day organisations. In this context, Tesco Plc was selected to assess the influence of external environmental factors and determine the response of the organisation towards potential threats and changes in the external environment. The report provided a critical assessment of organisational context and culture along with an evaluation of the organisation through the application of relevant environmental tools and techniques. In addition to this, organisational culture and ethical behaviour were also discussed in the context of Tesco. In the light of the above findings and analysis, the following recommendations are provided to Tesco:
· The organisation can conduct regular surveys to determine the response of customers towards its services.
· The organisation can establish its stores in more accessible areas and offer its services at more reasonable prices to attract and retain its customers.
· The organisation can offer discounts and add bundles on products that are less likely to be sold due to Covid-19 and a decline in the economic strength of customers.

Individual Reflective Account
I will use Kolb’s reflective cycle to reflect on the learning and skills acquired through this module.
Kolb’s Learning Cycle
Kolb’s learning cycle is a reflective tool based on four stages including concrete experience, reflective observation, abstract conceptualisation, and active experimentation (McLeod, 2017). These stages are described in the context of my personal experience below:
Concrete Experience 
Throughout this module, I got several opportunities to expand my knowledge and get an understanding of different factors that can improve my performance in the future. With the help of this module, I acquired several skills that can help me in my professional career including decision-making and critical thinking skills. I acquired these skills through the tasks that were assigned to me by the instructors. I enjoyed working on tasks that required me to use critical approaches to evaluate different elements and select from different available options to improve my knowledge.
Reflective Observation
Even though I enjoyed the learnings of this module, I believe that I could have shown better performance in some areas where I showed reluctance and preferred other activities over the tasks. However, I still managed to gain different skills and improve the knowledge that can help me in getting a job in the desired organisation and contribute to the betterment of organisations in the future.
Abstract Conceptualisation
Overall, I am glad that I got an opportunity to benefit from the learnings of this module. I have noticed several changes in my behaviour after getting enrolled in this module. For example, ever since I have learned that organisations demand punctual and highly motivated employees (Yusuf, 2021), I have increased my involvement in activities that can improve my physical health and allow me to excel in different areas without compromising on my wellbeing. In addition to this, I have also developed a schedule to develop punctuality and time-management skills that can help me in the future.
Active Experimentation
Organisations look for highly competitive and talented employees to divide their responsibilities. After getting an understanding of the organisational culture through this module, I have realised that I will need to develop some skills to excel in my career and a job in the desired profession. I have also developed a personal development plan to improve my performance in different areas and progress towards the achievement of my career objectives. First of all, I will follow a healthy diet and exercise regularly to improve my physical and mental health. In addition to this, I will also install time management applications to develop punctuality and avoid the habit of procrastination that can negatively impact my performance. After the completion of my degree, I will work as an intern in reputed organisations and enrol in training programs conducted by the organisations to acquire the skills that are required in the professional world.
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Figure 1:The Elements o Johnson's Cutural Web

Source: Adapted from Johnson et . (2017, p198)
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Appendix A

Organisational Health Check

This quick self-assessment has been developed to give you a general idea of the
state of your organisation in terms of overall good practice. Going through these
questions will help you identify the strengths and weaknesses of your

organisation, and to draw up an action or development plan.

1. Stating our purpose
1.1 We have a mission statement

1.2 Our (current) aims (still) comply with our constitution

1.3 We ensure that all the people working in our
organisation

understand its purpose at an appropriate level (staff
and

volunteers)

2.1 We have an up-to-date leaflet or written information
on our

services

2.2 We have a website or webpage with up-to-date
information

2.3 We make information available to users with special
needs,

on request

2.4 We produce an annual report ---

We keep our stakeholders (e.g. funders and
2.5 potential
funders, key organisations and groups) informed about
our
work such as sending them our annual report or invite to
AGM

We make use of the media to promote our work
2.6 (press

releases, radio etc.)
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3. Administration and paperwork Ne

3.1 We have a clear administrative system in place

-
All our procedures are documented (so that staff =
3.2 and
volunteers know what to do in case of absences or
sudden staff
changes)

4.1 petty

cash, cheques etc.)

4.3 Accounts and financial reports are presented to our

Management Committee for review and planning (at least

quarterly)

4.4 We have a fundraising strategy which seeks funding from
a variety of sources

4.5 We know what level of reserves we need and what we

can spend them on

5.3 The minutes of staff or management meetings are available

to all staff and volunteers

5.4 We communicate project updates internally on a regular

basis

5.5 We hold an annual ‘away-day’ for teambuilding and/or

planning for trustees, staff and volunteers





image16.png
6. Governance or Management Committee

6.1 We have a competent management committee and

actively seek out people with appropriate skills

6.2 We offer training and information to trustees on their roles

and responsibilities, on legal issues and changes in legislation

6.3 We have an induction procedure for new Committee

members

6.4 We invite our trustees to teambuilding, planning and social

events

7.1 We ensure that we comply with the regulatory requirements
of our legal structure and submit accounts (where required)

and other required material in a timely manner

7.2 We comply with statutory regulation and have clear policies

in place (including Health and Safety and Data Protection)

7.3 We are complying with other required regulation applicable

to our organisation (e.g. safeguarding)

8.1 We have an Equal Opportunities policy that applies to all

areas of our work

8.2 We comply with the Equality Act (2011) legislation,
including for recruitment of staff and volunteers and the
provision of services

8.3 We monitor Equal Opportunities and use this information
to develop our services

8.4 We include Equal Opportunities in our induction and offer
training on equal opportunities to all staff, volunteers and
trustees on a regular basis

Notes:

Tesco is complying with the Equality Act 2010 to recruit staff and volunteers and provide equ
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131
services
13.2 We have a work-plan or development plan and
review it
regularly (short, medium or long-term, as appropriate)
We have a business plan (if applicable) and review
13.3 it
regularly
Our planning process involves staff, volunteers
134 (as
appropriate) and trustees
We involve service users in the planning

13.5 process

(indirectly, through feedback ordirectly, through

representation)

i
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111
through regular reviews or supervision
11.2 We have an adequate budget for training and

development

11.3 We have an IT policy with a code of practice, which

includes the use of internet, email and social media

114
team and the organisation

We have a written training policy linking
1.5 training

expenditure to our development or business plan

121

including those agreed with funders
12.2 We monitor our activities and collect information on

‘soft

outcomes’ (case studies, anecdotal feedback etc.)

12.3 We evaluate the results of our monitoring activities --

12.4 We measure our performance against indicators or
quality 4
standards
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9.1 All staff have an up-to-date contract of employment, job

description and terms and conditions

9.2 We comply with employment and equal opportunities

legislation and inform staff of relevant changes

9.3 All staff receive regular reviews, support and supervision
9.4 Al staff are offered training and development activities

9.5 There is a personal file with records of review and

supervision sessions and other information tracking personal

development

10. Volunteers N

10.1 We have a volunteer induction pack and procedure with!

information on our organisation and its policy

10.2 We offer to reimburse our volunteers expenses
10.3 Volunteers are covered by our insurance

10.4 Volunteers receive a clear task description and their

situation is reviewed informally or formally through regular

support and supervision

10.5 We offer training and development opportunities to all o

volunteers

10.6 We invite volunteers to social events
10.7 We hold exit interviews with volunteers
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14. Networking and Partnerships
14.1 We actively network with other organisations
14.2 We work in partnership with other organisations

14.3 We evaluate our partnership working and include
this info

when planning

15. Resources and Information Technology No Nearly | Yes
Overall, we have sufficient resources to deliver
15.1 our 4

services effectively

15.2 Our premises have been assessed for health and

safety 4

15.3 We use computers in several areas of our work

(not just 4

for typing letters)

15.4 We back up our work on a regular basis (at least ]

monthly) 4
We have adequate technical knowledge or support,

155 to 4

cope with problems

Notes:

Please use the space below CRISAE !Hlngs In"your organisation which you
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