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Bognor CAN Business Plan 

1. Introduction: 

Bognor Community Action Network (Bognor CAN), was developed as a result of the successful work 

of the Pevensey Project, which was a Single Regeneration Budget project, whose aim was to consult 

with the local community and develop projects and activities for children and young people from the 

Pevensey Ward of Bognor Regis.  Through identified need, Bognor CAN continues to work at grass 

roots level in partnership with the community and a wide range of organisations to further develop 

activities and projects that are wanted and needed by our beneficiaries.  We aim to support children, 

young people and families from all of the deprived wards of Bognor Regis, to reduce anti-social 

behaviour, promote community cohesion, improve health and enhance educational attainment.  

Bognor CAN is able to offer activities throughout school holidays and week-ends, when affordable 

mainstream activities are unavailable, unaffordable or inaccessible and children and young people 

are most at risk of offending. 

2. Aims & Structure 

Charter / constitution – Bognor Community Action Network (referred to as Bognor CAN) is a 

registered charity (Reg. No. 1117226), which is regulated under the charity laws of England & Wales. 

Bognor CAN is a membership association, with membership generally being unrestricted and open, 

and focussed on the community that the charity serves. The charity is governed by the board of 

trustees, which is elected or otherwise appointed by the membership. 

The charitable objectives on Bognor CAN are: - 

The provision of recreational activities for the community within the Bognor Regis area who 

by reason of their youth, age, infirmity or disablement, financial hardship or social and 

economic circumstances, has need of such activities. 

To develop the capacity and skills of the members of the socially and economically 

disadvantaged community of Bognor Regis in such a way that they are better able to 

identify, and help meet, their needs and to participate more fully in society. 

Bognor CAN aims to capitalise on the success of the Pevensey Project by developing the work across 

the greater Bognor Regis Area, targeting other more recently identified deprived wards.  Through 

our work we aim to provide far more activities, helping to tackle social deprivation, help in 

improving confidence, self esteem, enhance educational attainment and help to reduce the risk of 

criminal activity. 

Since we began, we have worked with the BBC to deliver two consultation film projects with young 

people, three Community Town Shows and a summer family festival.  We have delivered numerous 

activity and consultation days and a school holiday project for local children for four weeks during 

August 2008.  We have developed a healthy cook & eat project, family first aid courses, fitness 

classes, a summer grow your own fruit and vegetables project, a martial arts project and a football 

project for young people. We have also started to develop a Community Garden adjacent to the 

Bognor Regis Youth & Community Centre in Westloats Lane in Bognor Regis. 
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We want to broaden our partnership work with many more organisations and involve businesses in 

our work helping us to raise funds, becoming patrons or trustees to guide the future of the 

organisation. 

3. Basis of service provision 

3.1 Project-based funding – we have based our operations on project funding, and have 

endeavoured to generate sufficient funding to support management and administrative 

functions as an integral part of project proposals. Whilst this has been a fair way to launch the 

charity and gain public recognition, it is not an appropriate strategy for building reserves and 

therefore designing for a sustainable future. Additionally, it creates a skewed funding 

framework, as larger percentages of project budgets are allocated to core costs at the beginning 

of a cycle, and budgets may contain far smaller contributions to core costs if these are already 

substantially covered. Lack of predictability is a significant weakness in aiming to support all core 

costs through project funding. 

3.2 Private fundraising – since we started and up to 31 March 2009, we have generated £19,320 of 

our income through voluntary giving and private fundraising, which include local events, cake 

sales, coffee mornings, donations from other charitable groups and individuals. 

3.3 Funding sources supporting Bognor CAN include: 

¶ Sussex Police Authority 

¶ Arun Crime & Disorder Reduction Partnership 

¶ West Sussex Fire & Rescue Service 

¶ Arun Wellbeing and Health Partnership 

¶ Arun Local Strategic Partnership  

¶ Bognor Regis Town Council 

¶ The Local Network Fund 

¶ Bognor Regis Youth & Community Centre 

¶ Sussex Community Foundation 

¶ The Children's Fund 

¶ The Duke of Richmond and Gordon 
 
3.4 Core funding - as a new organisation and like many others, we need to secure core funding for 

salaries and administrative costs.  These costs are the most difficult to secure, unlike activity 

funding which is more favourable to funders and grant giving bodies. We acknowledge the need 

for a funding strategy that equally addresses core and project funding, in order to develop 

longer-term sustainability. 

3.5 Delivery of local strategic objectives – Bognor CAN complements the Local Area Agreement 

which focuses on the Local Neighbourhood Improvement Areas.  Their priorities include 

Education, Health Inequalities, Anti-Social Behaviour and Community Cohesion. Project design 

complements West Sussex Primary Care Trust 'Healthy Weight Initiatives’ which include Cook & 

Eat, Activities for Older People, Culture and the Arts and Intergenerational Projects. Our projects 

also complement Arun District Council’s priorities which include bringing old and young 

together, reducing anti-social behaviour, development of education and skills and residents 
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living in deprived wards. In planning and delivering activities, we have consulted with Sussex 

Police, Arun District Council, West Sussex Fire and Rescue Service, West Sussex Primary Care 

Trust, Council for Voluntary Service Arunwide, Age Concern West Sussex, Arun Neighbourhood 

Network, Bognor Regis 21, Bognor Regis Town Council and Bognor Regis Youth & Community 

Centre. 

3.6 Full or partial cost-recovery – we strive to deliver activities that are equally accessible to all 

sectors of the community. It is our experience that many of our service users, clients and 

members are unable to afford the full cost of activities offered elsewhere locally, and so are 

excluded from social activities that would otherwise contribute to their health, fitness and 

general wellbeing. Therefore, we do not base our charging structure for our activities on cost so 

much as on ability to pay. Inevitably, because we serve a relatively poor community, this leads to 

a shortfall, which needs to be covered by external funding. 

4 Areas for development ɀ the plan for the future 

4.1 Funding / income streams 

4.1.1 Project funding – our activities will continue to be community-based projects and so we will 

continue to focus on applying for service-based contracts and funding for the delivery of 

such projects. However, we aim to become increasingly cost-effective in the delivery of 

these services by addressing the need for core funding separately (see below) 

4.1.2 Voluntary income – we will continue to take part in community-based fundraising activities 

and also design and deliver our own fundraising activities in the community. In addition to 

bringing in a valuable source of additional unrestricted funds, these activities serve to raise 

awareness of our projects, which then brings in more service users. 

4.1.3 Core funding – Until now, we have funded all administrative, development and 

infrastructure costs by apportioning project funding to these areas. This by definition makes 

some projects seem less cost-effective than others, depending on where in the funding cycle 

the project proposal is written. In order to overcome this unsatisfactory anomaly, we will 

start to pursue core funding as a separate income stream. When successful, this will free up 

capacity to grow Bognor CAN in a planned manner, leading to a more sustainable future. 

4.2 Employee & volunteer development 

4.2.1 Volunteer policy – Bognor CAN highly values its volunteer workforce, which is the mainstay 

of its operations. Volunteers have the same rights and responsibilities as staff, but without 

remuneration. The benefits of volunteering for our client group include: improvement in 

self-worth, reduction in isolation, introduction to responsibilities in the workplace, training 

opportunities, a valuable item on an under-developed CV, etc. 

4.2.2 Protection of vulnerable persons (adults / children) policies – these policies are in place, and 

are reviewed on a yearly basis by the board of trustees and the executive. 

4.2.3 CRB checks – all necessary CRB checks will be done through the Independent Living 

Association West Sussex who are registered to do checks for member organisations. 
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4.2.4 Formal training – part of our volunteer development strategy is to offer training that is 

appropriate and in a structured way. We access formal training for voluntary sector 

employees through partners and through funded commercial providers, and aim to make 

this training available to all of our volunteers as appropriate. 

4.2.5 Succession planning – as a community-based membership organisation, we expect the next 

generation of project workers to come from within our community. We draw our trustees 

from our local community, and along with the other volunteers, we expect them to drive 

forward the organisational development agenda of Bognor CAN. 

4.3 Business development 

The charity will be run on an efficient basis at all times. Our employment policy will be transparent 

and fair, and will work on a commercially sound and competitive basis. We appreciate that many 

activities will not achieve cost recovery, but we will assure funding to subsidise these activities prior 

to committing to their delivery. We will not knowingly embark on loss-making activities. As a young 

charity, we recognise that some compromises have to be made where funds are not forthcoming, 

but our intention is to achieve a sustainable level of operation where we are able to guarantee a 

continued service to our community for the foreseeable future. This business plan forms part of that 

strategy, and the charity will make efforts to keep this business plan up to date with both internal 

and external developments at all times. 

Referring to our budget for planning purposes, section 7 on page 11 of this business plan, it can be 

seen that we need to increase the turnover of the charity to an average of £100,000 per annum for 

the next three years. This is seen as necessary and sustainable growth that takes our young charity 

to a level where it can afford to employ the staff necessary to support a wide variety of activities 

throughout the year. There is a fundraising strategy in place to achieve this.  

5. Financial Controls Policy 

5.1 Introduction 

5.1.1 Financial records must be kept so that: 

¶ The organisation meets its legal and other statutory obligations, such as Charities Act 2006, 
Inland Revenue, Customs & Excise and common law. 

¶ The trustees have proper financial control of the organisation. 

¶ The organisation meets the contractual obligations and requirements of funders. 
 
5.1.2 The books of accounts include: 

¶ A cashbook analysing all the transactions appearing on the bank accounts 

¶ A petty cash book for when cash payments are being made. 

¶ Inland Revenue deduction cards P11 
 
5.1.3 Accounts must be drawn up at the end of each financial year within 3 months of the end of 

the year and presented to the next Annual General Meeting. 

5.1.4 Prior to the start of each financial year, the trustees will approve a budgeted income and 

expenditure account for the following year as part of the business plan. 
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5.1.5 A report comparing actual income and expenditure with the budget should be presented to 

the trustees every three months or whenever meetings take place. 

5.1.6 The AGM will appoint an appropriately qualified auditor/ independent examiner to 

audit/examine the accounts for presentation to the AGM. 

5.2 Banking 

5.2.1 The Charity will bank with Barclays Bank at 74-75 East Street Chichester, PO19 1HR and 

accounts will be held in the name of the Bognor CAN. The following accounts will be maintained: 

¶ Charity current  account  

¶ Charity investment account to be opened in the name of Bognor CAN 
 
5.2.2 The bank mandate (list of people who can sign cheques on the organisations behalf) will 

always be approved and minuted by the trustees as will all the changes to it. 

5.2.3 The charity will require the bank to provide statements every month and these will be 

reconciled with the cash book at least every three months and the treasurer will spot check that this 

reconciliation has been done at least twice a year, signing the cash book accordingly. 

5.2.4 The charity will not use any other bank or financial institution or use overdraft facilities or 

loan without of the agreement of the trustees. 

5.3 Receipts (income) 

5.3.1 All monies received will be recorded promptly in the cash analysis book and banked without 

delay (this includes sundry receipts such as payment for telephone calls, photocopying etc.). The 

Charity will maintain files of documentation to back this up. 

5.3.2 No receipts will be processed through petty cash 

5.4 Payments (expenditure) 

5.4.1 The aim is to ensure that all expenditure is on the charity's business and is properly 

authorised and that this can be demonstrated. The latest approved budget provides the cheque 

signatories with authority to spend up to the budgeted expenditure, not beyond it. 

5.4.2 The manager will be responsible for holding the cheque book (unused and partly used 

cheque books) which should be kept under lock and key. 

5.4.3 Blank cheques will NEVER be signed. 

5.4.4 The relevant payee's name will always be inserted on the cheque before signature and the 

cheque stub will always be properly completed. 

5.4.5 No cheques should be signed without original documentation (see below). 

5.5 Payment documentation 
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5.5.1 Every payment out of the Charity's bank accounts will be evidenced by an original invoice 

(never against a supplier's statement or final demand). That original invoice will be retained by 

Bognor CAN and filed. The cheque signatory should ensure that it is referenced with: 

¶ Cheque number 

¶ Date cheque drawn 

¶ Amount of cheque 
 
5.5.2 The only exceptions to cheques not being supported by an original invoice Are items such as 

advanced booking fees for a future course, deposit for a venue, VAT, etc. Here a cheque requisition 

form will be used and a photocopy of the cheque kept. 

5.5.3 Wages and Salaries. There will be a clear trail to show the authority and reason for EVERY 

such payment; e.g. a cheque requisition form asking for payment to an employee, the Inland 

Revenue, etc. All employees will be paid within the PAYE, National Insurance regulations. 

5.5.4 All staff appointments/departures will be authorised by the trustees, minuting the dates and 

salary level. Similarly, all changes in hours and variable payments such as overtime, etc, will be 

authorised either by the trustees. 

5.5.5 Petty cash will always be maintained on the imprest system whereby an administration 

worker is entrusted with a float as agreed by the trustees. When that is more or less expended, a 

cheque will be drawn for sufficient funds to bring up the float to the agreed sum, the cheque being 

supported by a complete set of expenditure vouchers, totalling the required amount, analysed as 

required. 

5.5.6 Expenses / allowances. Bognor CAN will, if asked, reimburse expenditure paid for personally 

by staff, providing: 

• Fares are evidenced by tickets. 
• Other expenditure is evidenced by original receipts. 
• Car mileage is based on local authority scales. 
• No cheque signatory signs for the payment of expenses to themselves. 

 
5.6 Cheque Signatures 

5.6.1 Each cheque will be signed by at least two people. 

5.6.1 A cheque must not be signed by the person to whom it is payable  

5.7 Other rules 

5.7.1 The Charity does not accept liability for any financial commitment unless properly 

authorised.  Any orders placed or undertakings given which are likely to cost the Charity in excess of 

£500.00 must be authorised and minuted by the trustees. 

5.7.2 In exceptional circumstances such undertakings can be made with the Chairperson's 

approval who will then provide full details to the next meeting of the trustees. (This covers such 

items as the new service contracts, office equipment, purchase and hire). 
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5.7.3 All fundraising and grant applications undertaken on behalf of the organisation will be done 

in the name of the Charity with the prior approval of the trustees or in urgent situations the approval 

of the Chairperson who will provide full details to the next trustee's meeting. 

5.7.4 Bognor CAN will adhere to good practice in relation to its finances at all times, e.g. when 

relevant it will set up and maintain a fixed asset register stating the date of purchase, cost, serial 

numbers and normal location of assets. Additionally the Charity will maintain a property record of 

items of significant value, with an appropriate record of their use. 

6. Reserves Policy 

Bognor CAN will endeavour to accumulate reserves not exceeding six months operating costs, 

through unrestricted fundraising, prudent expenditure of management fees and any other legitimate 

and transparent means. The objective is to ensure sustainability for a period sufficient EITHER to 

attract additional funding, OR reasonably reduce financial exposure so that the charity will remain 

solvent. 

As an integral part of the current planning budget, we have aimed for 5% of fixed costs to be 

allocated to reserves annually. This ambition may occasionally be restricted by individual funder’s 

rules, in which case we will endeavour to make up the difference from unrestricted funds. We 

recognise that this strategy may take many years to realise the level prescribed in this policy, and so 

will consider allocating considerably more to reserves if we are fortunate enough to receive a 

windfall such as a legacy or a major donor contribution. 

7. Fundraising Policy 

As a community-based charity, Bognor CAN will adopt an ethical fundraising policy that will be 

applied on a case-by-case basis. We will not accept funds from sources whose aims and objectives 

contradict those of the charity. Within the scope of this business plan, we will accept any other 

source of funding, and will actively pursue relationships and partnerships that will support the aims 

and objectives of the charity. Specifically, we will: 

¶ Seek a diversity of funding sources 

¶ Secure one major multi-year grant that will cover the majority of fixed costs for three years 

¶ Pursue all statutory grants that may support our community-based objectives 

¶ Appeal regularly to grant-giving trusts and bodies 

¶ Hold regular fundraising events locally that serve the dual purpose of raising funds and 

increasing awareness of our work 

¶ Investigate and pursue sponsorship opportunities 
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7. Budget for planning purposes 

Fixed costs  YEAR 1 YEAR 2 YEAR 3 

Development Manager Based on NJC Scale 32    

 
Basic 
Salary  26,784 27,588 28,415 

 Employers oncosts 3,482 3,586 3,694 

 Pension  1,875 1,931 1,989 

      

Line Management (external) 180 185 191 

      

Administrative assistant 40%  NJC Scale 14 6,228 6,415 6,607 

 Employers oncosts 810 834 859 

      

Rent   1,500 1,545 1,591 

Cleaning costs  520 536 552 

internet broadband charges 360 371 382 

Landline  charges  120 124 127 

Mobile phone charges  600 618 637 

Printing and stationery   1,500 1,545 1,591 

Insurances   400 412 424 

Accountancy/Audit   500 525 550 

Training staff & volunteers 1,200 1,236 1,273 

Travelling expenses  300 309 318 

Website maintenance  480 494 509 

Website Domain renewals 75 77 80 

voluntary fundraising costs 1,500 1,545 1,591 

contribution to reserves  2,346 2,417 2,490 

fixed costs total  50,759 52,292 53,871 

      

Project costs     

capital expenditure  5,000 5,150 5,305 

project materials  5,000 5,150 5,305 

project management / implementation 15,000 15,450 15,914 

freelance labour (instructors, etc.) 20,000 20,600 21,218 

Volunteer expenses  600 618 637 

projects total  45,600 46,968 48,377 

      

outgoings - total  96,359 99,260 102,248 

      

Planned income     

major funder - core + project costs 50,000 51,500 53,045 

project # 1   20,000 20,600 21,218 

project # 2   10,000 10,300 10,609 

project # 3   10,000 10,300 10,609 

voluntary & private fundraising 10,000 10,300 10,609 

   100,000 103,000 106,090 

      

contingency / surplus (income minus outgoings) 3,641 3,740 3,842 
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8. Outcomes 

a. Aspirations for the future: 

Bognor CAN aspires to build on our existing work and strengthen partnership working and continue 

to consult with our beneficiaries to identify gaps in services and provide new opportunities for many 

more children, young people and families from the deprived areas of Bognor Regis.  These 

opportunities will aim to raise confidence, self esteem, reduce anti social behaviour, enhance 

educational attainment, provide pathways to training and employment and improve quality of life 

and community cohesion. 

b. Expansion into new areas: 

We aim to expand our current activities and partnerships, to reach and support many more people, 

in all of Bognor Regis Local Neighbourhood Improvement Areas (LNIA’s).   We will develop new 

activities which will support the needs of older people and also provide intergenerational 

opportunities.   

c. Expected results : 

As a result of our work we aim to encourage and support our beneficiaries to access training to be 

equipped with the capacity and skills to improve their quality of life and to take a lead role in the 

future development of Bognor Can as volunteers.     

d. Beyond 3 yrs 

By achieving our proposed outcomes during the next three years, we aim to continue to work with 

partner organisations and the community to strengthen our work, putting Bognor CAN on a more 

sustainable footing to meet the needs of future generations, addressing changes in circumstances 

and changes in the economic and social climate. 


