


Welcome and introduction page 1

Welcome and introduction
to the Really Useful Stuff 
Handbook

We are delighted that you have chosen 
to use this handbook to help you run 
your voluntary group. It was designed 
by Lincolnshire County Council, based 
on years of experience supporting 
community and voluntary groups.

Each chapter covers those areas we 
are asked about the most. What seem 
like complicated issues have been put 
into a format providing simple step-
by-step guidance and advice. Please 
do dip into our handbook and use it to 
support your community activities.

Madeline Barden
Head of Service, Healthy Communities
Lincolnshire County Council

On the next two pages you will find 
guidance on the symbols and layout 
used. Please take a moment to look 
at these so that you can familiarise 
yourself with the layout of the 
handbook.

Disclaimer: information in this 
handbook was up-to-date at the time 
of publication in Autumn 2008.

About the chapters

The handbook has ten dividers, three 
of which are for you to store your own 
material.

The other seven divisions consist of 
the following chapters: 

Resources, full of useful addresses. 

Running your group outlines 
clearly all you need to run your 
group effectively. 

Equality and diversity gives useful 
information on what you need to 
know about this subject. 

Employment law is a guide to 
legislation for the workplace and 
includes a wide range of material.

Policies and procedures can be 
daunting, but this chapter will help 
you to work out what you need to 
include for your own organisation.

Working in partnership is essential 
to be truly effective and this 
section gives guidance and 
requirements for this practice.

Finally, the Jargon buster is a 
compilation of all the words which 
may need an explanation.
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Guide to the layout

Words and acronyms that may need 
explanation are listed at the beginning 
of most sections in a Jargon buster. 
These words are highlighted  in the 
text.

Understanding the text

Jargon Special words or expressions that are 
used by a particular profession or group 
and are difficult for others to understand

Ownership Take responsibility for, care for; sense of 
a project belonging to the community.
In this context it doesn’t refer to 
possessions that can be given away or 
sold

Partnership A group of people or organisations that 

Black or Minority Ethnic

Links to other information (cross-
references) within the same chapter 
are usually highlighted with a flag in 
the chapter colour and given a page 
number.

See
page 15

See Running your 
group Chapter

Page
86

Referring to other 
information

In the Policy and procedure chapter, 
the links indicate where it would be 
good to refer to another policy on the 
subject.

LINKS TO POLICIES

➤ Employment
➤ Food / food handling
➤ Safety 
➤ Staff training
➤ Working in partnership with…

A separate series of definitions for 
different equality and diversity terms 
are found in the Equality and diversity 
chapter.  

Links to information in other chapters 
will have the name of the chapter as 
well as the flag in that chapter’s colour 
and will usually have the page number.



Welcome and introduction page 3

Tips and pointers are 
indicated by the lightbulb 
symbol and bold, 
coloured text.

TIP

      Samples,              examples 

      and policy discussion notes are 

displayed as above, whatever chapter 
they are in. Smaller examples within 
the text are indicated by the use of the 
gold colour.

Checklist pages have tickboxes to help 
you deal methodically with various 
subjects.

Following the layout

      and policy discussion notes are 

S A M P L E   Business Plan

Income Budget Year One

Parents’ Fees 9,201

Funding for Four-year-olds 2,225

Funding for Three-year-olds

Other Lottery Funding Distributors *2,000

S I M P L E   C H E C K L I S T   What to do when… 

Ensuring you are more 
equality and diversity
friendly

Helpful hints

Activity

Boxes like these contain 
questions designed to help 
you and your group apply the 
information you have just read 
to your own group or situation. 
There are several activities 
throughout the handbook.

Photos and illustrations

Mainly sxc.hu, stockxpert.com, 
Lincolnshire County Council and 
Rubicon Designs. Specific permission 
for use in this handbook has 
been obtained from many of the 
photographers. Please do not extract 
these photos for your own use without 
permission from them.

To improve the quality of life 
for those in the Denby and 
surrounding area by providing a 

Example of a mission 
statement for a village hall
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Lincolnshire County Council would like to thank all those who contributed 
to the development and publication of this handbook. 

The handbook was 
written by:

Karen Austen
K A Consultancy
Email: kaconsultancy@aol.com

Karen Austin has been working in the 
Equality field for over 15 years, starting 
her career as a disability rights worker. 
She is passionate about Equality and 
Diversity and is currently working on 
a number of innovative projects to 
improve access to employment and 
services in the NHS for disadvantaged 
people. Karen lives on a boat in 
Newark with her partner and a small 
shaggy dog.

Ruth Holmes BA (Hons) MInstF (Cert) 
ACIS AIfL CertMgmt (Open)
Charity Consultant and  Trainer
Holmes Consultancy Services
Tel: 01522 544927 
Email: ruth@hcsuk.com 
Website: www.hcsuk.com

Ruth’s voluntary sector career spans 
15 years and has included working 
for a number of regional and national 
charities at managerial level. She 
is currently on the management 
committee of a regional counselling 
charity and a trustee of Hearing 
Concern Link, a national charity 

providing support and information to 
people with a hearing loss. 

In 1998 Ruth achieved a personal 
ambition of setting up Holmes 
Consultancy Services (HCS) 
with her husband, Mike, offering 
consultancy and training to voluntary 
and community organisations in 
governance, charity management, 
fundraising, marketing, publicity and 
computing.

Christopher Moses BSc (Hons) 
Chartered FCIPD
Managing Director
Personnel Advice and Solutions Ltd
Tel: 01529 305056
Email: p.d.solutions@zen.co.uk

Christopher Moses is Managing 
Director of Personnel Advice and 
Solutions Ltd and a Chartered Fellow 
of the Chartered Institute of Personnel 
and Development. He has worked 
with the Lincolnshire Voluntary Sector 
for over a decade. His company is 
currently (Autumn 2008) contracted to 
Lincolnshire County Council to provide 
support and guidance to managers in 
the voluntary sector regarding their 
Human Resources issues.
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What is RACoL?

RACoL is an acronym for 
Regeneration Across Communities 
of Lincolnshire. The RACoL 
initiative began in 2001 and ran 
until December 2008, supporting 
community regeneration activity 
within the Objective 2 area of 
Lincolnshire (North Kesteven, East 
Lindsey, and West Lindsey). 

Partners within the programme 
formed a steering group that 
was responsible for strategy, 
providing guidance and 
approving RACoL policies. The 
steering group was supported 
by a delivery team consisting 
of a project manager, four local 
community development workers, 
a monitoring officer and admin 
support officer. 

The RACoL Business Plan 
recognised the strengths of 
rural communities, encouraging 
community-led schemes to 
develop, helping to attract 
investment, facilitate economic 
opportunities, raise the quality of 
life and tackle exclusion.

Anne Mumby FRSA
RACoL Community Development 
Worker

Anne also co-ordinated the 
development of the Really Useful Stuff 
Handbook.

Anne worked for 17 years in the 
voluntary sector as a member of 
various committees, and in paid work 
as a development worker, tutor and 
quality assurance assessor. Anne 
started up and ran the Market Rasen 
Badger Sett, and was Tawny Owl with 
Second Market Rasen Brownies for 
several years. More recently Anne has 
been employed by Lincolnshire County 
Council as Community Development 
Worker on the RACoL project 
(Regeneration Across Communities 
of Lincolnshire). Anne lives on a farm 
near Market Rasen.

With contributions from: 

Officers from across Lincolnshire 
County Council

RACoL and Multi Use Centre 
development workers

Lincolnshire voluntary support 
organisations

Those who gave suggestions and 
comments at workshops, road shows, 
and by emails

PrintTalk Ltd printed the handbook

Pitney Bowes produced and designed 
the artwork for the memory sticks for 
the digital version of this handbook.



Welcome and introduction page 6

Lincolnshire County 
Council 01522 550500
This information can 
be provided in another 
language or format. 
For all enquiries please 
contact the above 
number.
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