Knowing Your Strength – An Assessment Tool for Grassroots Organizations

Introduction 

Evaluating your organization’s strengths and challenges–What is it and why is it important?
This tool will help you carry out a review of your organization’s abilities and strength to do the work  entrusted to you by your community; in other words, your capacity. To fulfill your mission, your organization needs a clear sense of vision, strong values, leadership and management; strong ties to your community; the resources, structures and processes for an effective operation; and be adaptable to change.
Capacity is a collection of characteristics, resources and qualities that enable an organization to fulfill its mission, function, grow, sustain itself, and do well in improving the life of its community in the long-term.
By adopting capacity assessment as a leadership practice and a learning tool, you are able to set clear direction for strengthening and growing your organization, and for securing its future.  By involving your leaders, members and community in the assessment, you will share a clear understanding of the areas where your organization is strong and where you feel you it needs to improve.  You will also be able to prioritize the areas that need attention in the short and long-term, and the opportunities to make your organization stronger. 

The results of the evaluation will help you develop an improvement plan. This tool is not for others to judge you or to make decisions for you, but for you to honestly determine the areas that need attention. Please respond to the questions and work through the tool frankly, so that the resulting plan is truly useful to you. 

ASSESMENT TOOL

Basic Facts:

Name of your organization: _______________________________________________________________

Year your organization was founded: _______________   Year it was incorporated __________ 
Annual Budget: ________________________

Number of staff members: _________________________________

Number of volunteers: _____________________________________

Number of elected members in the Board or leadership group ______________

If you are a membership organization, how many members do you have? ___________

“Who” and “where” is your community? ____________________________________
In one sentence, please tell us what you are trying to achieve with your work? _____________________________________________________________________________________________________________
What are the two top areas that worry you about your organization’s ability to do the work that the community needs in the short and long term?
1. _________________________________________________

2. _________________________________________________

CAPACITY QUESTIONS
VALUES
1. Why did your leaders and/or community start your organization?  What values drove you to want to do this work?
2. Do your current leaders share those values and purpose? Have the values changed over time?
3. How often do your leaders and managers discuss those values and purpose?
4. Do you discuss them with your members?  With your community? How often?
5. What does inclusiveness mean for your organization? Is it an important value? 
6. Is your organization committed to social justice and equity? Are these essential values?

7. How does your organization address cultural differences?
8. Does your organization ask your community for direction and enable everyone to learn from changes, successes and challenges?

RELATIONSHIPS

1. Does your organization involve a diverse group of people in your community?

2. Are there institutions and organizations in your community that are essential partners in your success?  Do you have good relationships with all of them?  If not, who is missing? 
3. Does your organization belong to formal or informal collaboratives?           

4. Do the “people” in your organization (Board, staff, volunteers, members, supporters, advocates, partner organizations, and service participants) know and value each other and appreciate working together? 

5. Do you help each other feel supported? 

6. Is conflict handled and resolved with respect?  

7. Do you treat each other with respect, especially when you disagree?

8. Does participation in your organization bring a feeling of accomplishment, caring, trust and laughter to your “people”? How do you know? 

9. Do you take time to thank people for their work and contributions?  How do you celebrate success? 
Mission statement  
1. What is your Mission Statement?  How does it reflect your values?  Does it accurately represent who you are as an organization and what you do?
2. Has your mission statement changed over the years? Why or why not?

3. Is your mission still significant to your community? How do you know?
4. If you were starting your organization today, what would be different?
5. Are there other organizations serving your community that you particularly admire?  What have you learned from them? 
BOARD LEADERSHIP

1. Are your bylaws up to date?  YES_____   NO________________

2. When did you last update your bylaws?  ___________________ Why ? _____________________________
3. How many Board members are required by your bylaws? _______ How many do you currently have? ________________

4. What qualities and skills do you look for in your Board members?

5. How are your Board members selected? Who selects them?  How are they elected?

6. How many committees does your Board have and which are they? 

7. How often does your Board meet? 

8. Is there a clear agenda for each meeting?  Who sets the agenda?

9. How do Board members feel about the Board meetings?  Do they feel that they are productive?
10. How do they make and record decisions?

11. Does the Board Chair and the rest of the Board work well together?

12. Does the Board Chair and the organization’s Executive Director work well together?

13. Do Board and staff understand clearly their own roles and responsibilities and respect each other’s roles and responsibilities? 

14. How does the Board make sure that the organization has the resources needed to do its work?

15. How does the Board make sure that the organization manages its resources responsibly, legally, ethically, and according to its own policies?

16. Does your organization develop long-term and annual plans for your work? Who is involved, who is responsible for putting them into action? Who is responsible for evaluating them?

17. How does your Board ensure the good character of the organization in the community?

PROGRAMS AND SERVICES 
1. List your key programs and services.  Evaluate each according to the following aspect by assigning a number, where 1= Yes, 2 = Not Enough, and 3 = No.

	Program
	Fits Values
	Fits Mission
	Is a   Priority
	Has Good Results
	Is well Funded

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


2. How does your community learn about your programs and how to participate in them?

3. How do you know if you are doing a good job through your programs and services? 

4. Who is involved in that evaluation?  
5. Who hears about the results? 
6. How do you make improvements or decisions from what you learn? 
7. Who is responsible for making those decisions?  Do you involve program participants and community partners in providing recommendations or in making those decisions?
Management / Staffing /Resources
Please evaluate the following functions in your organization by checking the appropriate box.  In the Human Resources section, if you don’t have paid staff, rate only items #15 to #19.  Please complete all other sections (Organization, Financial Risk, Technology and Technical Assistance needs).  
	Human Resources 
	Yes
	Not Enough
	No 

	1. Our organization has clear and up to date Personnel Policies that are well known and followed by our Board and staff.
	
	
	

	2. Our salaries and benefits are fair and help us to retain good staff. 
	
	
	

	3. Our staff has clear, updated job descriptions. 
	
	
	

	4. We have enough paid staff to operate our programs. 
	
	
	

	5. Our staff are evaluated regularly and they know what is expected of them. 
	
	
	

	6. We have financial management staff.
	
	
	

	7. We have fund development staff. 
	
	
	

	8. Our staff develops and carries out annual plans.
	
	
	

	9. We provide training for all staff in their areas of work. 
	
	
	

	10. We have program staff with experience in all our program areas. 
	
	
	

	11. Our staff keeps written records of their work. 
	
	
	

	12. We recruit and attract good volunteers.
	
	
	

	13. We retain good volunteers.
	
	
	

	14. We thank our volunteers in ways significant to them.
	
	
	

	15. Our organization has funding for technical assistance (training, consulting)
	
	
	


	Our organization ...
	Yes
	Not Enough
	No

	1. Develops both an operating budget and a project budget.
	
	
	

	2. Follows an annual budget preparation calendar. 
	
	
	

	3. Follows both an operating budget and a project budget. 
	
	
	

	4. Presents monthly financial reports to our Board that the Board discusses and uses to make financial decisions for the organization. 
	
	
	

	5. Conducts an annual independent financial review or audit, which is reviewed by the Board and staff and used to make key financial decisions. 
	
	
	

	6. Develops an annual fundraising plan to cover operating and program expenses. 
	
	
	

	7. Reviews and updates the fundraising plan periodically and makes the necessary adjustments. 
	
	
	

	8. Is aware of public and private funding sources. 
	
	
	

	9. Is able to complete public and private funding applications. 
	
	
	

	10. Is able to attract and maintain diverse operating funds.
	
	
	

	11. Makes good use of local resources (volunteers, in-kind contributions, etc.) 
	
	
	

	12. Has considered ways to obtain program-related income (fees, sales)
	
	
	


Financial Risk Analysis 
1. Has your Board adopted rules regarding the organization’s operating cash reserve? Yes ____ No ____
2. How large is your organization's general operating cash reserve fund? (Check one.)
	  Four + months' operating budget 
	 

	  Two to three months' operating budget 
	 

	  One month's operating budget or less 
	 

	  No cash reserve 
	 


If your organization had a year-end deficit in the past two years, how was it handled? (Check all that apply.)

	  Used prior year's reserve 
	 

	  Cut expenses
	 

	  Did not pay bills 
	 

	  Laid off staff 
	 

	  Carried deficit into next year
	 

	  Borrowed money 
	 

	  No action 
	 

	  Raised funds 
	 

	  Approached board for special contribution
	 

	   Other: 
	 


If your organization brought in more funds than it needed to operate in the past two years, what did you do with those funds? (Check all that apply.)

	  Kept in reserve for operations
	 

	   Put into savings for specified purpose 
	 

	   Put into savings to develop a reserve 
	 

	   Spent it on necessary item(s) 
	 

	   Other: 
	 


Check the three most significant ongoing financial problems your organization has faced in the last fiscal year.
	   Not enough income to meet expenses 
	 

	   Reduction in money from government to support programs 
	 

	   Reduced foundation contributions 
	 

	   Not enough support from fundraising (individual donors and events)
	 

	  Other: 
	 


INFORMATION TECHNOLOGY SYSTEMS 
1.  Do you have computers and software?
_____ Yes
_____ No
2.   Do you have access to the Internet at work?
_____ Yes
_____ No
3.   If "Yes," how are you connected to the Internet? (Please describe.)
 

 
 

 

4.   Does your organization have a Web page?  _____ Yes   _____ No
  
 
 

5.  How many computers do you have in your organization?
_____
  
 
 

6.   How are computers used in your office? (Check all that apply.)
 

E-mail 
_____

Word processing 
_____

Database management 
_____

Accounting procedures 
_____

Publications

            _____
Public presentations
            _____

Training for community 
_____

Training for staff 
_____

 
 

Other:____________________ 
_____

7.   Who maintains your computer systems?. 
Full time technology staff
_____

Part time technology staff
_____

Outside consultant
_____

Evaluate your organization’s Technical Assistance needs regarding the activities below. (Check all that apply.)

	Activity
	Need TA 
	Plan to Receive TA (Date)
	Do Not Need TA

	Developing/sustaining clarity of mission & vision
	
	
	

	Board Recruitment and Education/ Leadership Development
	
	
	

	General organizational management 
	
	
	

	Accounting/Bookkeeping 
	 
	 
	 

	Accounting Software
	
	
	

	Budgeting
	 
	 
	 

	Financial Management 
	 
	 
	 

	Cash Flow Management 
	
	
	

	Basic Computer Literacy
	
	
	

	Computer Systems & Networks Management
	 
	 
	 

	Database Management 
	
	
	

	Internet Navigation and Use of Relevant Resources
	
	
	

	Community Assessment 
	
	
	

	Community Engagement 
	
	
	

	Program Development
	
	
	

	Program Evaluation 
	 
	 
	 

	Fund raising 
	 
	 
	 

	· Grant proposal writing
	
	
	

	· Individual donors
	
	
	

	· Corporate donors
	
	
	

	· Government contracts
	
	
	

	· Income from fees, sales, etc.
	
	
	

	· Online donations 
	
	
	

	Personnel Management 
	 
	 
	 

	Strategic Planning 
	 
	 
	 

	Contract Management
	 
	 
	 

	Project Management 
	 
	 
	 

	Time Management 
	 
	 
	 

	Conflict Resolution
	 
	 
	 

	Working with Volunteers 
	 
	 
	 

	Working with Paid Consultants
	
	
	

	Other ________________ 
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