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Governance Health Check – Sports Organisations
Is your organisation fit for purpose? Use this checklist to assess your organisation’s current legal and governance arrangements and identify steps that may need to be taken to update your governing document and policies and to highlight areas of governance which require further training or attention. 
1. Understanding your organisation
	Name of organisation
	


	Other/working name(s)
	

	Legal Status
	☐	Unincorporated Association/Club
☐	Community Interest Company (CIC)
☐	Company Limited by Shares
☐	Company Limited by Guarantee
☐	Charitable Incorporated Organisation (CIO)
☐	Other: __________________________

	Not-for-Profit Status
(if applicable)
	☐	Community Amateur Sports Club (CASC)
☐	Charity
☐	Other: __________________________

	Registration numbers: 
	Companies House:
Charity Commission:
HMRC:

	Do you have a copy of your governing document? 
	☐ Yes  ☐ No  ☐ Don’t know

	Was your governing document issued by an umbrella body?
	☐ Yes  ☐ No  ☐ Don’t know
If so, who? _______________________

	What date was your governing document last updated?
	

	Do you have any employees?
	☐ Yes  ☐ No  
If so, how many? _______________________
Do they have written employment contacts?
☐ Yes  ☐ No  ☐ Don’t know ☐ N/A

	Do you own any land or property?
	☐ Yes  ☐ No  ☐ Don’t know


	Is the property registered in the correct names?
	☐ Yes  ☐ No  ☐ Don’t know ☐ N/A

	What insurance policies do you have in place?
	


	Cross Checks
	Does the governing document you use match the one which has been filed with Companies House/Charity Commission?
☐ Yes  ☐ No  ☐ Don’t know ☐ N/A
Do you have the correct type of governing document for your legal status? ☐ Yes  ☐ No  ☐ Don’t know



2. Understanding your Board
	Who are your trustees/ directors/ committee members?
	Name






	Date Appointed

	Are your directors/trustees up to date on Companies House and/or Charity Commission websites?
	Companies House     	☐ Yes  ☐ No  ☐ Don’t know ☐ N/A
Charity Commission  ☐ Yes  ☐ No  ☐ Don’t know ☐ N/A

	How are Board Members appointed?
	☐	Annual election by members at AGM
☐	Other election process
☐	Appointment by Board itself
☐	Nominated by third party and appointed by Board
Identity body/bodies:

☐	Mixture of appointments/elections
Details: 


	Number of Board Members
	How many Board Members do you have? __________
How many are required by your governing document?
Min: ______   Max: ________
Do these provisions need to be updated? ☐ Yes  ☐ No  
Details: 

	Terms of Appointment
	Are there specific terms of appointment for board members?☐ Yes  ☐ No   _______ years
Is there a max number of consecutive terms? ☐ Yes  ☐ No  
Do these provisions need to be updated? ☐ Yes  ☐ No  

	Expertise of Board
	Are there any areas of expertise which the Board is missing?
☐ Yes  ☐ No  __________________

	Cross Checks:
	Board members appointed/elected as per Gov Doc ☐ Y☐ N
Board members re-elected/appointed at end of term ☐ Y☐ N
Length of service complies with Gov. Doc? ☐ Y☐ N ☐ N/A
Number of board members complies with Gov. Doc. ☐ Y☐ N


	Action Points: 
	






3. Governing Document
	What are your organisation’s objects/purposes?
	




	Are your objects sufficiently wide to cover your activities?
	☐ Yes  ☐ No  
If not, why?

	Specific restrictions or prohibitions in gov. doc?
	Are the following allowed?
Payment of board members 
Employment of board members or connected persons
Other benefits to board members
Substantial permanent trading activities
Board member conflicts of interest
Employees on the board 
	
☐ Y☐ N
☐ Y☐ N
☐ Y☐ N
☐ Y☐ N
☐ Y☐ N

	Board meetings
	Notice required:
Quorum required:
Is attendance by electronic means permitted?
Do employees always attend?
Are conflicts of interest declared and managed?
Are minutes taken and retained?
	

☐ Y☐ N ☐ Don’t know

☐ Y☐ N ☐ Sometimes
☐ Y☐ N ☐ Sometimes

☐ Y☐ N ☐ Sometimes

	Member meetings
(if applicable) 
	Notice required:
Quorum required:
Is an agenda sent out with the notice?
Is attendance by electronic means permitted?
Are minutes taken and retained?
	

☐ Y☐ N ☐ Sometimes
☐ Y☐ N ☐ Don’t know

☐ Y☐ N ☐ Sometimes

	Dissolution
	Does your governing document have a dissolution clause? ☐ Y☐ N 
Who can the assets be transferred to on dissolution? 
________________________________________
Does this need to be updated? ☐ Y☐ N 

	Are there any changes you need to make to your governing document? 
	








4. Other Compliance Basics
	Accounts and Annual Returns
	Is there someone responsible for the organisation’s finances? 
Do you have a record of your financial information?
Do your accounts contain correct information?

Are you up to date with filing?
	☐ Y☐ N
☐ Don’t know
☐ Y☐ N
☐ Don’t know
☐ Y☐ N
☐ Don’t know
☐ Y☐ N

	Record keeping: 
Do you have the following and are they up to date?
	Register of members
Register of Board Members
Register of persons with significant control
Register or interests (for conflicts)
HMRC Fit and Proper Persons declarations

	☐ Y☐ N
☐ Y☐ N
☐ Y☐ N
☐ Y☐ N
☐ Y☐ N

	Other Records
(optional)
	Are delegations to staff recorded in writing?
Are delegations to Board Members recorded in writing?
Do you have written Terms of Reference for sub-committees
Is your company and/or charity number displayed on your website and other publications? 
	☐ Y☐ N ☐ N/A 
☐ Y☐ N ☐ N/A 

☐ Y☐ N ☐ N/A 

☐ Y☐ N ☐ N/A 


	Do you have the following policies? 
(this is a non-exhaustive list)
	Conflicts of Interest
Board Member Expenses
Finance Policy
Complaint Policy
Disciplinary Procedure
Safeguarding/harassment/abuse
Membership Rules
Social Media
	☐ Y☐ N/A ☐ Need
☐ Y☐ N/A ☐ Need
☐ Y☐ N/A ☐ Need
☐ Y☐ N/A ☐ Need
☐ Y☐ N/A ☐ Need
☐ Y☐ N/A ☐ Need
☐ Y☐ N/A ☐ Need
☐ Y☐ N/A ☐ Need

	Action Points:
	







If you would like assistance with anything which this Governance Health Check has highlighted, please contact Marie Philippe from Hugh James at Marie.Philippe@hughjames.com 
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