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1. Introduction

Hull City Council Council (HCC) continues to strengthen its relationship with the
community, and the approach to Community Asset Transfer (CAT) is an
important mechanism which supports that.

What is Community Asset
Transfer (CAT)?

At its simplest level, a CAT is a change in
management and / or ownership of land
or buildings from public bodies (most
commonly local authorities) to
communities (community and voluntary
sector groups, community enterprises,
social enterprises etc.).

CATs can be a catalyst for new Community
Anchor Organisations of the future. Anchor
organisations in this instance are locally
rooted organisations, that may spend their
money, employ people, and use their land,
property, and financial assets to make a
difference to the economic and social
wellbeing of a local area.

The spectrum of transfer options can vary
widely, but communities typically take over

the legal responsibility and management of a
community asset In the Hull City Council
(HCC) area, that can be on a long lease,
shorter lease, or a licence to occupy basis.
Typically, at a peppercorn rental, whereby
the Council forgoes rental income in lieu of
evidenced community benefit.

Any Group interested in taking on an asset
would not only take legal responsibility for the
building/land but also its ongoing repair,
maintenance, and management. In most
cases this would form the basis of a long-
term lease agreement.

To support you and help you identify if you
are ‘ready’ to take over a community asset,
we have produced this Toolkit, which we
hope you will find useful.


https://www.hull.gov.uk/
https://sectorconnecthull.org.uk/

The Toolkit is intended as a handy guide to
help you understand what is involved in
taking over and running a community asset.
It provides information, resources and
references to organisations which support
communities to be strong and successful.

The document is made up of two sections.

Section 1 provides information, guidance,
and tips to help you build up a picture of the
process of applying to take on a community
asset, from the initial discussion/
expression of interest stage to the main
business case application stage.

Section 2 is a Checklist Questionnaire.
This is a self-assessment tool aimed at
helping you identify the strengths of your
organisation in readiness for the CAT.

Appendix A provides examples of
cashflows.

Appendix B covers frequently asked
guestions.

Appendix C and D provide the Expression
of Interest and Business Case templates

This toolkit is for your own use and should
not be submitted to the Council as part of
the CAT application.

If you have any questions or require any
assistance with your CAT application,
please email the Council’'s Estates and
Business Development Team or Sector
Connect, Hull City Council Partnership.



2. Who is this Toolkit for?

It is for people, community organisations and social enterprises that work at a
neighbourhood or community level within the Hull City Council area.

For example:

¢ Individuals or groups of people coming e New or existing community, voluntary

together for the first time for a specific organisations and social enterprises
purpose to deliver particular activities looking to acquire premises/land from
from a building, which may also be under which to grow and develop their activities
threat of closure. within a particular neighbourhood or

community area.



3. Jargon Buster

Like any technical subject, the CAT process
can include some jargon. Definitions of thekey
terms are listed below.

Assets — for the purposes of this toolkit we
refer to a tenure interest in land or buildings
(leasehold)

Asset development — a process by which
community organisations pursue an interest in
land or buildings for the benefit of their
neighbourhood or community.

Asset base — the amount of assets owned by
an organisation.

Business plan — written up version of the
business case outlining justification for a
proposed project on the basis of its expected
commercial return to be reinvested in
community benefit.

Capacity — the ability of a group or resourceto
be able to do something.

Community Asset Transfer (CAT) - this is a
change in the management and/or ownership
arrangements of land or buildings, from a
public body, (most commonly a local authority),
to a community group, (community and
voluntary sector groups, community
enterprises, social enterprises, etc.). Terms are
usually a long (25+ years) below market value
lease, but occasionally freehold sales are
undertaken.

Community assets, not liabilities -
community assets can help local organisations
to develop a thriving and diverse civil society
and promote long-term economic resilience in
their neighbourhood. However, land and
buildings are only assets if their use can
generate an income in addition to their on-
going running costs.

Community Business - led by local people
and accountable to their community, the profit
they generate delivers positive local impact.

Community Right to Bid - is land or buildings
nominated by a local voluntary or community
group and which the Council decides meets the
requirements to be listed as an Asset  of

Community Value. The Community Right to Bid
is not the same as Community Asset Transfer.
One of the main differences is that if an Asset
of Community Value becomes available for
new ownership, interested parties are required
to pay the market price for its purchase. The
Council’s list of Assets of Community Value
and the process for nomination can be found
here: LINK

Community Right to Challenge - this is where
the council receives an ‘expression of interest’
about how to run a service. Our Community
Right to Challenge offers to work with those
interested in submitting a challenge to get to
the heart of the issue.

Feasible — whether the project is possible

Feasibility study — identifies the basis on
which a community project can achieve
success.

Financially viable — in this context, whether a
community project can cover its costs in the
pursuit of its aims and set enough aside in
reserve.

Maintenance - routine work, both reactive and
cyclical, necessary to keep the fabric of an
asset in appropriate condition.

Objectives — goals, priorities and targets you
intend to achieve in a particular timescale.

Power to dispose of assets - public bodies
have the necessary powers to dispose of land
and buildings that they own. Normally this is for
the best price obtainable. However, under the
General Disposal Content (England) 2003,
local authorities can dispose at less than best
price where the transfer furthers local social,
economic, or environmental wellbeing.

Stakeholders — all those with an interest in a
community project.

Surplus —profit.

Sustainable — a community project that can
carry on going in the long term.

Unincorporated organisation - an
unregulated group, often with a constitution but
not incorporated, Members are personally
liable for debts and contractual obligations.
Usually not suitable for CAT.



4. What are the benefits of Community

Asset Transfer?

We have identified a range of benefits that the asset transfer process can
have for both the community and the Council.

For the community, it can:

strengthen community organisations
by helping them to develop their
asset base.

devolve decision-making to
neighbourhood level and empower
the community to take ownership.

act as a catalyst for community
regeneration

provide new opportunities to develop
and improve land and buildings.

encourage community participation
and volunteering.

build confidence and the capacity
people have to further improve their
community.

For the Council, it can:

forge new partnerships with the
community.

deliver on shared outcomes and
objectives in key strategies.

contribute towards efficiency savings
- revenue and capital.

contribute to the Council’'s aim of
supporting stronger and sustainable
communities.

help the drive towards a more
efficient use of public assets.

open doors to new sources of
external funding

What is the Council looking
for in a Community Asset
Transfer proposal?

We will assess proposals to undertake
a CAT project on the extent to which
the transfer is likely to lead to:

improvements in  local service
provision  because of active
engagement by the local community

strengthening of the financial viability
and sustainability of community
organisations

social, economic, or environmental
benefits towards the regeneration of
the area, including the development
of community enterprise activities.

improvements in the environmental
design of a building, particularly
concerning energy management.

greater co-location of local service
providers where appropriate.



5. CAT opportunities

There are many different types of potential CAT’s to consider and to discuss with the
Council regarding their suitability and availability in support of your proposals. These cover
a wide range of potential pipeline opportunities which may be actively being marketed for
opportunities or that are underutilised and identified by a local Group.

The types of opportunities* include:

e Allotments

e Amenity open space
Surplus land or property
Playing fields

Parks and open spaces
Community centers
Play areas.

There may also be CAT opportunities with other public bodies such as Health, Police,
Town and parish councils, and Housing Associations. Whilst these opportunities will need
to be explored directly with those bodies, the Council may be able to help and signpost
you to the relevant contact.

For a list of potential CAT opportunities from the selection of Council assets, information
regarding CAT and the Localism Act, please visit our website by following this link:

ETHICAL STANDARDS (hullcc.gov.uk)

*Assets listed do not constitute a potential CAT being offered or being successful. The
assets listed are current as at the time of publishing and therefore subject to change.


https://cmis.hullcc.gov.uk/CMIS/Document.ashx?czJKcaeAi5tUFL1DTL2UE4zNRBcoShgo=KVrH74gGCdVPczJ0EH52HVy9qfGZ%2fC8g1xkjnCwIqr1P%2f61K8mPabA%3d%3d&rUzwRPf%2bZ3zd4E7Ikn8Lyw%3d%3d=pwRE6AGJFLDNlh225F5QMaQWCtPHwdhUfCZ%2fLUQzgA2uL5jNRG4jdQ%3d%3d&mCTIbCubSFfXsDGW9IXnlg%3d%3d=hFflUdN3100%3d&kCx1AnS9%2fpWZQ40DXFvdEw%3d%3d=hFflUdN3100%3d&uJovDxwdjMPoYv%2bAJvYtyA%3d%3d=ctNJFf55vVA%3d&FgPlIEJYlotS%2bYGoBi5olA%3d%3d=NHdURQburHA%3d&d9Qjj0ag1Pd993jsyOJqFvmyB7X0CSQK=ctNJFf55vVA%3d&WGewmoAfeNR9xqBux0r1Q8Za60lavYmz=ctNJFf55vVA%3d&WGewmoAfeNQ16B2MHuCpMRKZMwaG1PaO=ctNJFf55vVA%3d

6. HCC Council CAT Process

The following chart provides the stages of the Council’'s CAT policy. The two (2) stages
provide transparency to the applicant and allow both parties to plan and progress any
applications. Below is a ten (10) step process to completing a typical CAT in Hull City Council.

Stage 1: Informal discussion/ intention to submit
Expression of Interest (EOI)

Step 1:
Window of opportunity advertised or identified in
pipeline asset list or as an underutilised asset

q

Step 2:
Informal discussion with the Council’s Asset
Management Team, Sector Connect & submits
interest in writing

{

Step 3:
Council due diligence and assessment by Panel
(virtual: Asset Management, Neighbourhoods,
Sector Connect)

\

Step 4:

Stage 2: Business Case (BC) and Recommendation,

Decision, Completion

Recommendation from Panel to progress to Business Case
(Consultation with relevant Ward Councillors and Community Portfolio Holder)

4

Step 5:
Further information required or
No Transfer

Step 5:
Agreement to progress to stage 2, submission of Full
Business Case and develop Heads of Terms for Lease

4

Step 6:
Detailed assessment of Business Case by Panel

A

Step 7:
Recommendation by Panel (Officers, VCS, Community
Representation)
Step 8: Step 8:

Portfolio Holder/Cabinet
agreement, forward plan
submission where
required

N

Step 9:
Heads of Terms used to
instruct Legal to
complete Lease

7

Step 10:
Asset leased subject to
Lease Service
Requirements

Further information
required (back to Step
5) or
No Transfer



Organisations applying for a CAT must understand the process will not happen overnight.
The timescales depend on the type of asset and the commitment of the Group in providing
the information. The application will need to satisfy two tests.

The first will be demonstrating the reliability, credibility, and viability of the organisation.

The second will be providing details of the social value they can produce for the people living
and working in Hull City Council. This will also require organisations to show how they can
help to meet the Council's vision/ strategic priorities and aims.

The following information will help the panel to decide if these two tests are satisfied.
Information required at Expression of Interest (Stage 1)

e isthe asset eligible for CAT?

e the benefits for the community, for the organisation making the application and how they
relate to the Council’s Strategic priorities and outcomes.

e governance, structure, and history of the

organisation. A template can be found at the end of this

approach.

Information required when submitting a full business case (Stage 2)
A full business plan will need to include (but not limited to):

e evidence of community needs and support.

e details of the skills and knowledge available within your group/ organisation

e details of their experience in delivering services or facilities within the local community.

e cash flow forecasts for the management of the asset

e proof of, or proof of intentions to gain, resources both capital to spend on the asset and
revenue to cover the running costs.

e details of how monitoring and evaluation will be carried out.

e evidence of the social value produced that will benefit people living and working in Hull
City Council that will access your proposed use.

e confirmation of insurance and maintenance planning relating to an asset.

An existing organisation will also need to provide a copy of their last year's accounts.
A template can be found at the end of this approach.
The basis for assessment by the panel will include:

e does the group/ organisation fully understand the risks involved in taking on this asset?

e do the individuals leading the project possess the skills to deliver based on their
experience of similar projects and services?

e how far will the proposed use reach into the community and meet identified needs?

e are proper financial management arrangements in place?

e does the organisation understand the need to comply with any local and national bylaws/
covenants/ legislation and with the terms of the lease, including any restrictive
covenants in the lease and any claw back provisions from grant funding?

e can the organisation measure the level of social, economic, environmental benefits
(using the Cost Benefit Analysis Model) the proposal will produce?

e does the proposal help to meet the Council's strategic aims?



e confirmation of stakeholder and existing users (if applicable) support and the extent to
which necessary external funding is secure, including the ability to repay loans?

Determination

Where there is more than one organisation interested in a particular asset, co-operative
working will be encouraged wherever possible. If this is not possible for any reason, all
applications will be considered in terms of the proposal and social value they bring to the
area and the degree to which they meet the Council’s vision, strategic priorities and
outcomes as outlined in the outcomes framework and commissioning plan.

In cases where a decision is difficult to make, the organisations will be asked what additional
value they can bring and may be asked to present their case to the panel in person.

Appeal process

If an application for community asset transfer is refused, the letter of notification will set out
in detail the reasons for refusal.

An organisation who has their application for a community asset transfer refused has the
right of appeal within 21 working days of receiving notification of the decision. The appeal
should be made in writing to the Director of Legal Services and Partnerships.

The letter of appeal should state the reasons why the applicant disagrees with the refusal
and should contain any additional information or evidence available.

The appeal will be heard by another nominated Leadership Sponsor and an Elected Member
of Cabinet who have previously was not involved with the application process and the
decision notified in writing to the applicant. Their decision is final.



/. So, are you ready for a Community

Asset Transfer?

Before you start

The motivation that you/your organisation have in first considering taking on a community asset
will be important. In an ideal world there will be a strong fit between the potential that can be
realised in the use/project/activity/service you have identified for the land/ property and the
core purpose of your group or organisation.

Here are some questions you might ask yourself before you start the asset transfer process.

Why is your organisation interested in the asset, what are your plans and what
outcomes do you hope to achieve?

Consider the reasons you are interested in the land or building. You will need to explain these
to the Council and demonstrate throughout the process how you will achieve your outcomes.

Below are some outcomes you may want to consider:

Community empowerment and benefits to the local or wider community

Capacity building through the use of local skills, experience, knowledge, andtime
Retaining and improving local provision

Delivering local services that meet local needs through community led and
community-controlled assets.

Extending the use of a building or land to do things in a different way, being as
creative and innovative as you can.

Delivering value for money including the ability to draw/attract other sources of funding
not available to the Council.

Social enterprise and social wellbeing, including bringing the community together.
Financial viability, long-term sustainability and external investment

Working with existing/new partnerships to deliver the above





http://locality.org.uk/
https://sectorconnecthull.org.uk/
http://ahfund.org.uk/
https://mycommunity.org.uk/
https://www.landaid.org/our-impact/apply-pro-bono-advice
https://www.rics.org/uk/about-rics/responsible-business/welfare-and-corporate-responsibilities/charity-property-help/

Has your organisation established clear and agreed objectives about wanting to
take the community asset on?

Here are some tips:

Look at existing community facilities/ service delivery / visit the building/ site / talk to
the community.

Take a look at the potential to build on existing provision in an area and/or develop
new community uses, especially those that might address an unmet need or fill a
gap in local service provision.

Go and see other similar projects elsewhere (within the local area and elsewhere).
Talk to the managers of services and facilities that offer the same kinds of activities
that you have in mind for your community project.

Identify any local ‘competition’. Find out about the activities and facilities they have
to offer. Look for opportunities to work together and share resources.

Agree your objectives, i.e., a clear list of the things that you would like your project
to deliver.

Engage with your ‘key stakeholders’. Stakeholders could include local residents,
elected members, neighbours, the existing users of the building/land. Where
appropriate, talk to them to find out what they want and need. It will strengthen your
case if you involve them directly in helping you to develop your project proposals.

Does your organisation have the capacity to take on a community asset?

This is about your organisation having the right governance in place, having the right mix
of abilities, skills, knowledge, and experience, together with the time and financial resources
necessary to commit to taking over and maintaining a community asset. Most groups who
take on assets are incorporated such as a Charitable Incorporated Organisation or
Community Interest Company (CIC) to ensure they are fit for purpose, can manage risk and
liability and better able to access funding which is not available to the Council.

The following document provides options to consider in developing your group:
https://mycommunity.org.uk/choosing-the-right-organisational-structure-for-your-group

The Checklist in Section 2 is also intended to help you with this.

Has your organisation proved that the proposals for your community project are
feasible?

Taking over a community building or land is a substantial commitment, and your
organisation should therefore be sure that well-intended ideas can stand up to scrutiny.

You may want to undertake a ‘Feasibility Study’.

A Feasibility Study is described as ‘an analysis and evaluation of a proposed project to
determine if it (1) is technically feasible and (2) is feasible within the estimated cost’.


https://mycommunity.org.uk/choosing-the-right-organisational-structure-for-your-group

8. Does your organisation’s business
plan for your project stack up?

The work that your organisation does to build its business case will be a key part of the
Community Asset Transfer. The Council will require all organisations to have a robust
business case and plan in place.

Your case should read like a story, building up a picture of what has and what might be
achieved, backed up with hard evidence drawn from market research and community
consultation.

Most importantly, your case should be developed with the active involvement of your key
stakeholders and should be approved and adopted by your organisation.

Include a plan setting out the objectives you wish to achieve and within a predicted timescale
to provide forward planning in the short, medium, and long term.

Your Business Case

Will your proposed community project Your business case should be designed to
deliver real benefits to your community? be:
* Short (normally no more than 5-6
sides of A4, plus appendices)
* Focused and to the point.
+ [Easytoread.
*  Well, presented

The Council have two strategic priorities Get someone else who is not connected to

and five outcomes: the project such as Sector Connect to read
the case before you submit it.

Priorities - Stronger Economy and

Stronger Communities The link below may be useful as it provides

you with information and access to business

Outcomes . _
* Enjoy and benefit from a stronger mscll(?\I/a:lfl\f\?rirt(\a/abr:fsuiief:apslén
economy. =
* Feel safe and are safe. The business case should be accompanied
* Enjoy good health and wellbeing. with a 3-year minimum revenue and capital
* Live in sustainable communities cashflow appraisal, an example of which
* Fulfil their potential through skills and you will find in AppendixA.
learning

Careful thought should go into your business case to evidence how your use/ project/
activity/ service will bring about ‘community benefit’ For example, if one of your planned
project activities is to create a new community café, your desired outcome of that activity
may be that ‘local people have somewhere to go, socialise and eat a good value healthy
meal’.

Many projects fall into the trap of viewing the project activity as the end result, whereas it is
the outcome of the activity that is the real community benefit, and it is this that needs to be
defined and measured. Sector Connect are available to assist groups with their business
case and plan and measuring social value or social return on investment (SROI) and where
applicable the savings associated from Public Sector services as demonstrated from
completion of a Cost Benefit Analysis (CBA).


http://www.gov.uk/write-business-plan

9. An example of how you can measure
your outputs and outcomes and
demonstrate social return.

The Council will need any group/organisation to demonstrate that their proposal provides a
societal and economic value which will be used to offset the monetary ‘rental’ value or income
potential to the Council over the term of the lease or in some cases the freehold value, which is
often referred to as ‘less than best'.

This is required to satisfy the ‘less than best’ report when seeking approval by the Councils
Elected Members of Cabinet; fulfilling the Councils obligations to achieve ‘best consideration
reasonably obtainable’ under Section 123, Local Government Act - the General Disposal Consent
given to Councils.

An indication of how we would expect a group/organisation to meet the social, economic or
environmental benefits of this alternative community benefit should be provided by using the free
to use Greater Manchester Combined Authority (GMCA) ‘Cost Benefit Analysis’ (CBA) model.
Formerly the New Economy, they have pioneered the development of a CBA methodology -
nationally leading in its approach to articulating the fiscal, economic, and social value of
interventions.

Free to use, it can be accessed here: https://www.greatermanchester-ca.gov.uk/what-we-
do/research/research-cost-benefit-analysis/

Support and guidance are available from Sector Connect or Hull City Council.

Any activity that the organisation provides or hosts as part of their proposal will inform the CBA
and the values returned over the course of the lease period (or in some cases the freehold value)
and provide:

A proposition summary (the work of the organisation and who that work is undertaken with)
Summary of outcomes and benefits used in the CBA.

Summary of costs used in the analysis (asset value and costs provided by the Council)

O O oo

Output metrics summary (Financial, Economic or Local Authority potential costs and
savings

Another example of how you can measure your outputs and outcomes sessions

activies  |[EITITR Ovicomes [N

What did you do? What happened as \VWhat longer What big picture
a direct result of term change has change has
the activity? occurred as a happened?
result?
= Mother and = 40 parents and = More family = Improved
toddler gym buddy toddlers attended ‘leisure time’ with parenting skills
sessions twice weekly children = Increased
exercise based = Extra weekly confidence
activities session to support amongst parents
demand and their children
= Improved = Improved parent
communication and child health
between parent and wellbeing
and child

Other tips on how to measure outcomes can be found on Community Matters Yorkshire

Think about how the model can form part of your financial forecasting too when you are putting


https://www.greatermanchester-ca.gov.uk/what-we-do/research/research-cost-benefit-analysis/
https://www.greatermanchester-ca.gov.uk/what-we-do/research/research-cost-benefit-analysis/
https://communitymatters.org.uk/

together your cash flow forecasting. The cash flow forecast, and the CBA should be over a 3-to-
5-year period, and when considered, the Council will calculate this across the term of the lease
or in some cases equate it to the freehold value. See Appendix 1 for cash flow forecast example.

Below are also examples of an Output Metrics Summary generated by the CBA model. It shows
the £ value of the proposed benefits of an activity/ intervention and the costs (loss of Council rent,
income, costs, value) resulting in evidencing where the benefits of a proposal outweigh potential
Council income generation provided differently because of a transfer (less than best)

Other tips on how to measure outcomes can be found by following this link:
https://knowhow.ncvo.org.uk/organisation/impact/evaluation-and-impact-reporting-1/evaluation-

Example Proposal

Cashability Assumption |Gross benefits |

Price base FY 2021-22
Met Present
Financial Case (Fiscal CBA) Financial Year Value (MPV)
2021-22 2022-23 2023-24

Costs £ 6000000 (£ 61,20000 | £ 6240000

Actual costs Benefits £3.807,826.17 [ £2 944 555 85 | £2.085,359.64
Costs £ 6000000 ([£ 5913043 | £ 58325107 [£ 177.381.50
Discounted costs |Benefits £3.807.826. 17 | £2,844 98150 | £1.945. 705 53 | £8.599 513.20

MNet Present Budget

-£8,422, 13170 |Impact

Cwerall Financial

48 48|Return on Investment

42 B8

1 years

Payback
1 years period
Met Present
Economic Case (Public Value CBA) Financial Year WValue (MPW)
2021-22 2022-23 2023-24
Costs £ 6000000 (£ 6120000 & 6240000
Actual costs  [Benefits £3,936,385.02 [ £3.071,082 69 | £2 211 886.48
Costs £ 6000000 £ 5913043 |£ 6825107 [ £ 177,381.560
Discounted costs [Benefits £3.936,385.02 [ £2 967 22966 | £2.064. 81970 | £3.968 434 38
Met Present Public
£8.791.052.88 |Walue
Public Value for
Mot applicable |Money BCR
Public Walue Return
50.56)an Investment
Financial Year Value (MPW)
2021-22 2022-23 2023-24
Costs £ 6000000 | £ 6120000 (£ 6240000
Actual costs  |Benefits £3.452 809.16 | £2 589, 606.87 [ £1.730.475.69
Costs £ B0O00000|E£ 5913043 (£ 5825107 |£ 177.381.50
Discounted costs |Benefits £3452 80916 | £2 502,035 62 | £1,615 42038 | £7 57026516



https://knowhow.ncvo.org.uk/organisation/impact/evaluation-and-impact-reporting-1/evaluation-and-impact-reporting

10.Insurance and Licenses

You will need to have insurance.

The types of insurance you need may
vary depending on what you intend to do
and the risks to your organisation, but
could include:

« Public liability insurance

« Liftinsurance

« Employer’s liability, only if you employ
people.

* Trustees’ liability

« Building and contents insurance (the
Council may provide insurance for some
building perils which would be
recharged)

* Vehicle insurance

« Any other insurance for specific
activities e.g., if you hold a special
event.

Equality and Diversity.

Equality means ensuring that everyone has
an equal opportunity to participate,
contribute to and benefit from the activities
undertaken by your organisation. Diversity
goes beyond fair and equal treatment to
recognise and appreciate the benefits that
people’s different talents bring to an
organisation or community. Society is
diverse in many ways. Embracing and
celebrating diversity helps create an
environment where everyone feels included
and valued.

A Tenancy at will/short term tenancy
first.

A tenancy at will of short term tenancy does
not provide the same level of security and
does not pass on any asset liability but
equally it does not allow you to invest in an
asset — all of which a lease does include
and allow.

However, such arrangements are flexible
with the ability to end the agreement at very

short notice.



A tenancy at will could provide an interim
arrangement whilst you test out a new
proposal which could then lead to a longer-
term lease agreement.

Things you may want to consider:

e How will your organisation, in planning
and managing this building/ land,
actively  eliminate  discrimination,
advance equality of opportunity and
foster good relations within the
community?

e How could you help new groups to form
and meet community needs?

e How will the asset be managed and be
accessible to all sections of the
community?

e How will you encourage the community
to be more cohesive and the asset to be
a focus to enable this to happen?

e How can you contribute to making the
community feel safe and promote
understanding of different issues e.g.,
young people needing places to meet
and play rather than being perceived as
a nuisance by others



11.

Handover of Asset: Checklist for
community organisations

Discuss with Council Officers and agree the heads of terms for the legal
documents, e.g., lease. You will need to obtain your own legal advice before
signing agreements.

Engage a solicitor to prepare for the legal exchange. Search for qualified solicitors
on the law society website.

Agree clear roles and responsibilities within the organisation.

Undertake an inventory of any equipment etc. or assets to be either transferred or
retained by the Council.

Understand what is included in the Handover with the Council and what information
you will receive about the asset, including certifications, compliance checks you will
need to do, any restrictions, policies and procedures and useful web links.

Inform service providers such as utility companies that you have responsibility for
the asset and agree new contracts.

Agree a communication plan for the wider community and interested parties (this is
an important element of the asset transfer process to ensure the community are
aware of the new services/activities you will be offering and to provide reassurance
for existing user groups).

At the point of handover, the following information may be provided which could contain
documentation and information relating to the asset (where applicable):

< <. < < < =<

Your legal documents e.g., lease, contract, service level agreement
Building condition survey

Inventory of equipment

Health and safety guidance

Certificates for compliances

Handover checkilist.



12.1s your organisation ready?

Getting started

The Checklist has been designed for use as a self-assessment questionnaire. It helps you
consider your organisation’s readiness for a community asset transfer as a new or
established group. If you are a new group, you may wish to use this as a prompt and to
contact Sector Connect to gain advice and support to help you set up properly.

The questions help you look at your organisation’s legal structure, its governance
arrangements, and its financial sustainability. Information from the Checklist can help you
to provide evidence to the Council.

It is important to recognise that reviewing your organisation is not simply a tick-box exercise.
Once you have completed the Checklist, you should draw up an action plan for any items
that need attention.

Where possible, it is important that this document is completed by more than one person.
Please, answer all questions as fully as possible. If you are not sure of how to respond that
is a good indication that more work is required.

In this Checklist we use the word ‘trustee’ to describe the group of people legally responsible
for the organisation. You may call this group of people trustees, management committee
members or another name. The completion of the Checklist is not intended to be overly
complex or burdensome, but it will require you to dedicate some time to focusing on the
guestions that it raises.

Please, make a note below of the people who have asked to be involved in completing this
template.
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