F4S3 - Glossary of terms

	Accountability - Where an organisation recognises and accepts that it should honestly and openly explain to its stakeholders what it has done and why, so that they can make their own judgements about continuing to support, use, trade with or work for the organisation.

	Accountable - Responsible; can be required to account for policies and actions undertaken; open and transparent.

	Activity - The detailed work that an organisation undertakes in order to achieve its objectives.

	Added Value - A term used to refer to the social or community benefit which social enterprises deliver; sometimes 'social added value'. It is possible to calculate an equivalent cash value for the added value factors.

	Additionally - Similar to ‘added value’, but usually referring to adding extra income. Initial funding for a project may be regarded as a lever to bring in other funding.

	Advisory Committee (expert group; task force) - Group of suitably qualified people convened to advise trustees on specific issues. May include trustees or directors.

	Aim - describe the changes the organisation plans to achieve, or the differences it wants to make in the lives of its service users or community.

	Annual Report - A report published voluntarily by an organisation describing its activities. A simple document listing activities or an elaborate publication. Can be an effective source of information about funders/ contributions, activities, policies, guidelines etc.

	Appraisal - a formal meeting once or twice a year between a member of staff and their manager where they explore the employee’s performance since the last appraisal. Appraisal is an opportunity for staff to gain a clear picture of how they are performing in the organisation and for them to identify areas where they need additional support and training. 

	An asset-based approach - places the emphasis on people’s and communities’ assets, alongside their needs.

	Audit - A detailed examination of an organisation's financial statements and records for the purpose of determining that they are sufficiently accurate and properly representative.

	Baseline - a point at which something is recorded with the specific intention of using it to compare against some future position, usually to demonstrate that change has been achieved. 

	Benchmark - An external standard or reference point against which performance may be compared. If they can be defined, these are the critical, or minimum, levels of success. Examples include minimum numbers (e.g., of participants or contact hours).

	Benchmarking - This means a point of reference. It is often used in the public sector as a term for comparing the performance in the public sector with the private sector or for comparing systems in Ireland with systems in other countries.

	Beneficiary / Beneficiaries - Grantees; groups or individuals who benefit from grants made or a service. Also, a Grantee or Recipient. An individual or organisation that receives a grant.
Also, the group of people identified in an organisation's (charitable) objectives as
the users, clients or members who will benefit from the activities of that organisation.

	Board (of Directors) - The governing body of a company, organisation or other legally incorporated body which, by the authority of its articles of incorporation and bylaws, controls and governs the affairs of that organisation. Collective name for body of trustees or directors having formal and legal responsibility for an organisation’s mission and management.

	Board Diversity (Inclusivity) - Board composition structured to ensure it broadly reflects the range of perspectives and viewpoints in the community at large (eg. ethnicity, gender, geography, ability/disability, sexuality, age, etc)

	Board Officers - Trustees serving the Board in a specific capacity, e.g. Treasurer, Chair, Company Secretary; Honorary officers may be either trustees fulfilling a specialised role without payment, e.g. Chair, Treasurer; or high-profile supporters who do not vote, e.g. Patron, President.

	Bottom-up - An initiative or development within a community which is led from and directed by the community itself.

	Budget – a plan of income and expenditure for a specific financial area.  Budgets can be based on a) known levels of income and predicted expenditure within this, or b) desired expenditure, thereby indicating the level of funding to be sought.

	Business Case - provides the justification for undertaking a project based on the estimated cost of development, the market place and the anticipated benefits to be gained. 

	Business Plan - A written plan setting out the background, goals, strategy, financial and resource details of the project. The plan will make the case for the organisation by setting out its strategy, activities and management arrangements. A business plan can last anywhere between one to five years.

	Bylaw - Rules governing the internal operation of a not-for-profit organisation. Bylaws often provide the methods for the selection of directors, the creation of committees, and the conduct of meetings.

	Capacity (as in "capacity building") - The increasing ongoing skills or resources in a community or organisation that will increase its ability to solve problems, create and sustain services and programmes, and generate resources and support.

	Capacity Building - The use of organisational development models and training to develop a community’s skills. The aim is to increase the ability and willingness of community members to initiate projects, programmes, and businesses, to organise these ventures, and to keep them running. This body of talent, skill and experience is known as a community organisational capacity. 

	Charitable Foundation - Charitable grant-giving trusts and foundations, which usually have a permanent or expendable endowment, and their primary purpose is to fund rather than directly undertake charitable activities.

	Charitable Purposes - A broad, evolving concept that includes educational, scientific, religious, cultural, and other purposes.

	Charitable - Pertaining to a not-for-profit organisation established for public benefit; a philanthropic action or organisation.

	Clubs and societies - Offer self-help and/or share common interests involving members.

	Code of Ethics - Agreed set of rules establishing moral boundaries for an organisation’s practice.

	Collective - A co-operative organisation with a 'flat' structure which permits all members to play a full part in decision-making.

	Community business - Community business is now generally taken to mean a community-based commercial organisation with strong roots in a specific locality.

	Community co-operative -A community enterprise or community business with strong local roots which has adopted the legal form of a co-operative rather than that of a company.

	Community development – 
DEF 1: The long-term process whereby people who are marginalised or living in poverty work together to identify their needs, create change, exert more influence in the decisions which affect their lives and work to improve the quality of their lives, the communities in which they live, and the society of which they are part. 
DEF 2: A process stressing the development of personal awareness, collective action, broad participation and local leadership (see Community Group). UK: - the process of working with groups of people and communities to define needs, agree strategies and plans for tackling them, and to take action to carry through those plans using local organisations controlled by and accountable to the community. US: more to do with applying an economic edge to the development of poor communities and therefore focusing on business-led development, and with the physical regeneration of property in a neighbourhood. 

	Community Enterprise (also Community Trust) - A social enterprise, linked to a locality from which it draws its members and which it seeks to benefit.

	Community Group (also Community Project): A project or group or organisation similar to a voluntary group but mainly concerned with changing social, economic, or cultural conditions of a particular community or engaged in community development. (see Voluntary Group)

	Community - Community is often defined broadly, to refer not only to a group of people in a specific geographic area, but also to a group with a common interest.

	Contingency Plan - In risk management - a series of activities you plan in advance that you can put in place to reduce or eliminate the Impact of a Risk AFTER it has occurred.  Sometimes referred to as a Fallback Plan. Contingency plans and Counter-measures can be managed using the term Management Actions. 

	Continuous improvement: This is about continuously seeking and implementing ways of being better at what you do.  It is about always striving for the best. 

	Co-operative - An organisation, owned and controlled by its members, which is incorporated under the Industrial and Provident Societies Acts and regulated by the Registry of Friendly Societies, now part of the Financial Services Authority. Otherwise known as mutuals, friendly societies, industrial and provident societies.

	Co-production - Co-production is an asset-based approach to services that enables people providing and people receiving services to share power and responsibility, and to work together in equal and reciprocal relationships. It creates opportunities for people to access support when they need it, and to contribute to social change.

	Core Funding - The general non-project costs involved in running an organisation. Typical core costs would include administration, management support and general overhead costs (heat, lighting etc). It is usually harder to raise funds for core costs.

	Corporate Social Responsibility - A concept whereby companies decide voluntarily to contribute to a better society and a cleaner environment. It has a strong human rights dimension, particularly in relation to international operations and global supply chains.

	Costs - Direct costs are directly attributable to the running of a particular project, service, activity or element of work. Indirect costs are costs that relate to the whole organisation since they cover all projects and generally do not relate specifically to one project.  These can also be called overhead costs, core costs or support costs.

	Costs - Variable and fixed - Variable costs vary in proportion to the level of activity (such as the use of telephone, staff travel and training).  They are also dependent upon the number of staff employed by an organisation. Fixed costs are usually the overheads of the organisation which have to be paid regardless of level of activity.  Fixed costs can also be called overhead costs, core costs or support costs.  

	Critical Success Factor – an element which must be in place for a Project or Programme to deliver its benefits or outcomes; a Critical Success Factor (CSF) is often what makes the difference between just delivering something and really making a difference. Analysis of critical success factors will generate activities that should be undertaken to ensure the conditions are in place for success

	Economic, social and cultural rights - Refers to the rights of all persons to live a fully human life which meets their physical, emotional, intellectual and social needs. 

	Equal Opportunities - Practice of eradicating unfair discrimination against any section of the community; ensuring all aspects of an organisation’s work are accessible to everyone.

	Evaluation - Looks at either the project’s process (how it works) or the project’s programme (what it delivers) to see if it meets its original goals and objectives. See Monitoring and Evaluation.

	External environment - these are the political, economic, social, technological, legal and environmental issues that influence the work of your organisation or project.

	Foundations - Europe: Separately-constituted, not-for-profit bodies with their own established and reliable sources of income (usually, but not exclusively) from an endowment or capital. These bodies have their own governing boards. They distribute their financial resources for educational, cultural, religious, social, or other public benefit purposes, either by supporting associations, charities, educational institutions, or individuals, or by operating their own programmes. In the US, there is a clear distinction between public charities and private foundations. Both may use the term "foundation" in their titles, but depending on their tax classifications, they are treated very differently under the tax laws.

	Friendly society - Another term for organisations set up under the Industrial and Provident Societies Acts and otherwise known as co-operative or mutual societies, which are based on memberships with a common interest and where each member has one vote regardless of the size of any shareholding they may have.

	Funding Cycle / Funding Round - A chronological pattern of proposal review, decision making and applicant notification. Some donor organisations make grants at set intervals (quarterly, semi-annually, annually etc.) while others operate under a continuous cycle.

	Governance - The function or responsibility of governing. Holding overall accountability for the organisation. This refers to matters that trustees must deal with personally and collectively as opposed to those which can be delegated to others.  These are the matters that enable the organisation to meet its legal, financial and ethical obligations.

	Governing Board - See Board

	Guidelines - A statement of a foundation's goals, priorities, criteria, and procedures for applying for a grant.

	Inclusive - Designed to incorporate a range of community members or perspectives. May or may not be strictly representative.

	Impact - the broad, longer-term effects of the work of an organisation or project

	Leadership - The function of leading; person or team responsible for leading an organisation.

	Local Fundraising (also Grassroots Fundraising) - Efforts to raise money from individuals or groups from the local community on a broad basis. Usually, an organisation performs grassroots fundraising within its own constituency, including people who live in the area served or clients of the agency's services. Local fundraising activities include membership drives, raffles, bake sales, auctions, dances, and a range of other activities. Grant administrators often feel that successful local fundraising indicates that an organisation has broad community support.

	Local government - Local and regional administrative structures, including County Councils, City Councils (previously Corporations), Urban District Councils and Town Councils. They are responsible for providing services to local communities and operate under the supervision of the Minister for the Environment and Local Government

	Mandate - Things that an organisation is required to do, as set out in legislation, its articles of incorporation, or its charter.

	Milestones - Key events marking a clear stage in the completion of a major part of the project. Sometimes the term landmark is used.

	Monitoring - the process of gathering and recording information on a regular basis to keep account of progress against the agreed aims and objectives of a project. You monitor progress against the performance indicators and targets. 

	Networking - Collective work that brings together key actors; contributes to the identification and validation of outcomes and good practices with a view to dissemination and mainstreaming.

	Non-Governmental Organisations (NGOs) - A term used to capture the various types of charitable, social, civil society, and other not-for-profit organisations. Used in Ireland in the context of internationally active development organisations.

	Non-Profit Organisation - A term describing an organisation whose income is not used for the benefit or private gain of shareholders, directors, or any other persons with an interest in the organisation. A non-profit organisation's income is (usually) used to support its operations.

	Non-Profit Sector - Collection of voluntary activity groups under certain headings (culture & sport; education & academia; health; social services; environment; development & housing; civic & advocacy; foundations; international activities; religion; other associations & professional bodies).

	Objectives - the practical steps the organisation will take to accomplish its aims. To be effective, objectives should be written so that they are SMART (Specific, Measurable, Agreed, Relevant, Time-bound).  

	Outcomes – The benefits and overall difference that the project makes; what happened as a result of a project or undertaking (e.g., changes in attitude).

	Outputs - Measures of the work of an organisation or project (e.g., a physical product or event; piece of art); what the project produces and delivers. The 'hard' consequence of a programme that can readily be measured, usually quantitative, physical or measurable (training hours, jobs, participants, events etc.)

	Partnership - Working method in which organisations or individuals agree to work together in pursuit of common goals. May be formally constituted. Where the three sectors - public, private and community - are brought together to implement a programme

	Performance indicator - A method to measure the degree to which key objectives are achieved – signs of success.

	Performance measurement - Present measures or indicators by which the outputs and outcomes will be measured.

	Policy - Statement of trustees’ agreed approach to matters of practice (e.g. investment policy, grant making policy)

	Process - How inputs are used to achieve results by converting them into outputs.

	Proposal - A written request for a grant or contribution. Proposals usually outline why the grant is needed, the purpose it will serve, the plan for meeting the need, the amount of money needed, and background about the applicant.

	Quality - the extent to which a service or product meets the expectations of the stakeholders.  Quality is about excellence in service delivery and in how the organisation is run.  

	Service User – A service user is someone who uses the services offered by an organisation.

	Social Change- Significant change in structures, systems, policies, resources, and attitudes that improve the quality of life for disadvantaged people.

	Social cohesion - Bringing together, in an integrated way, economic, social, health and educational policies to facilitate the participation of citizens in societal life.

	Social Enterprise - The generic term for all trading enterprises which have a social purpose, are non-profit distributing and have a democratic, accountable and common-ownership structure.

	Social Entrepreneur - An individual who establishes and runs an enterprise with social objectives. Some such enterprises would meet the defining characteristics of social enterprise.

	Social Entrepreneurship - Any activity which uses entrepreneurial skills and techniques for a social purpose.

	Social Indicators - Data or statistics that point to trends surrounding significant social issues. The high school dropout rate would be an example of a social indicator.

	Stakeholder - Any person, group, or organisation that can place a claim on an organisation's attention, resources, or output, or is affected by that output.

	Stakeholder engagement - The process of entering into dialogue with stakeholders and consulting them as part of the social accounting process.

	Stakeholders - A set of individuals, groups or organisations which affect, or are affected by, an organisation. Stakeholders may be internal (e.g., staff) or external (e.g., funders, the local community). Some organisations treat the physical environment as a stakeholder.

	Strategic plan concerned with the overall future of the organisation with broad goals and strategies over 3-5 years, underpinned by the mission and values.

	Sustainability - (a) ensuring that an enterprise can generate sufficient revenue to be financially viable; and (b) adopting environmental policies and practices which minimise the impact of the enterprise on the environment and the future of the planet.

	Sustainable Benefits - Evidence that the longer-term impact and effects of the project has been thought about. Once a sustainable project has ended, other things (services, activities, relationships) should still be able to carry on.

	Sustainable economic and social development - The type of broad based, long-term human growth which encourages the continual development of skills, capacities and talents to the fullest possible extent as a means of challenging poverty and social exclusion.

	Targets - Present outcomes or outputs that the project should aim to meet.

	Third Sector - A modern substitute for voluntary sector. It is usually used to refer to all organisations not part of the business or government sectors. It could include unions, churches, clubs, associations, fundraising charities, self-help groups, grant making trusts, community organisations, etc. Often used to designate organisations not part of either the private or the public sectors.

	Top-down - Where a local development initiative is instigated and delivered by agencies from outside the area with little input from the local community.

	Transparency - Where an organisation, in the interests of being accountable, openly discloses the findings of its social accounts so that stakeholders have a good understanding of how the organisation performs and behaves, and why it does what it does.

	Trustee - Person legally charged with responsibility for a trust and its funds. The person or institution responsible for the administration of a trust.

	Values - these are the statements that explain the behaviours and ethos that are important to an organisation e.g., equality, partnership, service-user focused. 

	Vision - a statement that describes how the organisation wishes to be in the future and of what the world will be like as a result of the Project or Programme. 

	Voluntary - Undertaking work in an unpaid capacity.

	Voluntary enterprise - A social or community enterprise where all the workers are volunteers.

	Voluntary Group (also Voluntary Organisation) - An independent not-for-profit, charitable group or organisation involved in activities of a public nature (e.g., service provision, advocacy, self-help or mutual aid; policy action; resource and co-ordination) that deals with a range of groups, people or communities from a particular geographic location or having a common interest. An organisation, usually charitable, established to achieve a social purpose and which depends on grants and donations and other forms of fundraising for its revenue.

	Volunteer - A person that undertakes work in an unpaid capacity.
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