
The purpose of this document is to provide a framework for community groups/ organisations interested in taking up the Dorset Library Service Community Offer, to prepare a proposal for running a community managed library service in their area and for the transfer of a County Council asset to a local community body for wider use of the building. 

It is not mandatory for communities to use this template, but this guidance is intended to cover the information that is being sought by Dorset County Council (DCC) and to suggest a framework of possible headings. 

Taking control of a library building will enable each group to decide how it can be used to best serve the needs and interests of its community. This could mean that, in addition to the provision of a library service, the building is utilised for wider community activities or to provide a source of income, eg. with the addition of a café or the co-location of another local service.

Before Dorset County Council can transfer an asset to a community body, a business case/ plan must be submitted and approved by Dorset County Council’s Cabinet. Each proposal will be considered in its own right and a decision made against set criteria in accordance with Dorset County Council’s Transfer of County Council Properties to Community Bodies Guidance Note, based on the following principles:

· The community body’s overarching aim should be to re-use the asset for public service,

· The County Council will consider each proposal on its own merits in deciding whether to grant a lease or transfer the freehold interest,

· A community body need not own the asset for it to deliver a service from those premises.

As you complete this form, you may find it helpful to refer to the guidance notes at the end of this document, your risk assessment (suggested template provided) and financial plans.

BACKGROUND

Colehill Library was opened as a purpose-built library in 1974 to meet the needs of the expanding parish of Colehill. 10 years ago it was threatened with closure, and the Friends of Colehill Library was formed to lobby for its retention. 

Due to the efforts of the Friends, the Book Club and reading groups, Colehill Library has increased its book issues at a time of national decline, and recently achieved 42,000 issues pa while having the highest proportion of issues to children in Dorset.

The large number of residents who have volunteered to keep the library open, together with the willingness of the Parish Council to finance its operation make this an outstanding candidate for approval for transition to a community library.

	1. OUR DETAILS

	1.1 Name of Applicant 
	John Gooch

	1.2 Status of Group/ Organisation (if applicable)

Please outline your governance/ management structure.
	Group to organise running Colehill Library by volunteers.

Probably to become community interest company or charity

	1.3 Contact Name
	John Gooch

	1.4 Phone/ Email
	01202 882590   jgooch@ukf.net

	1.5 Address 
	64 Middlehill Road, Colehill, Wimborne, Dorset BH21 2HH


	2. OUR PROPOSAL

	2.1 Name of the library or community that this business case relates to


	Colehill Community Library

	2.2 Vision

Please provide an outline of your proposal, its objectives and the vision of your group/ organisation.


	1
To provide a community focussed amenity for individuals and groups (e.g. Local residents, Friends of the Library, Reading groups) both existing and future.

2
To encourage greater use by young readers



	2.3 Purpose

Please describe the community benefits that will be realised through your proposal.

· How will your proposal benefit the whole community?

· What evidence do you have of community commitment to maintaining a library service in your area?


	Key Objectives  

1
 To provide a free library service to local residents, students and visitors. 

2.
To serve the community as a centre of reliable information by assembling, preserving and circulating, as budget and resources permit, books and other resources necessary to provide information, self education and recreation for the people of the area




	3. FINANCIAL DETAILS

	4.5 Please provide a 3 year annual financial projection, including income, expenditure and cashflow 

(You may wish to use the DCC financial projection template attached)
	See attached

	4.3 What are your resource requirements and how will these be generated and sustained? 

	Colehill Parish Council has generously increased the precept to provide sufficient funding under section under Section 137 of the Local Government Act 1972. Other sources of finance to be sought.




	4. OPERATIONAL DETAILS

	4.1 How will your proposed service be staffed and managed? 

Briefly detail the capacity, skills and commitment available within your group/ community.
	There are 150 residents who have volunteered their services.  These will require Dorset County Council has promised to provide training, and a member of the management team who is experienced in training and organising large numbers of people will manage the volunteers. Most volunteers will work as part of a team.  I am advised that CRB checking is no longer necessary for all volunteers; only those working closely with young readers and making home deliveries to the elderly.



	4.2 Have you identified any short term support needs and/or start-up assistance will you require in addition to the on-going support provided via the Dorset Library Service Community Offer? How will these be met?


	Not at this moment

	4.4 What assets will you need to provide the service? 

	The building, the self-service equipment, access to the LMS and the computers for public use.



	4.6 As a Community-run Library, how many hours will you potentially be open for?


	Initially we will keep to the 20 hours per week current regime. With experience the hours may change to reflect perceived opportunities to enhance the service.



	4.6 Please state how you will meet the legal requirements to run this service 
 

e.g.

· Insurance

· Health and Safety regulations

· Safeguarding children and vulnerable adults 

· Data Protection


	The initial feeling was to form a company limited by guarantee but a community interest company is another option.

I am a chartered accountant (retired) and am looking to include people with relevant skills on the management committee.



	4.7 Dependencies
Please provide information about any pieces of work or events that are dependent on the outcome of this project or anything that the project will depend upon.
	This plan is dependent on Dorset County Council agreeing to proceed and Colehill Parish Council agreeing to sign a short-term lease of the buildings. In this context there are known to be arrears of planned building maintenance costs which will need resolution. In particular the costs of the refenestration of the building forecast for 2015/16 while outside the immediate period is a material consideration and will need resolution at some stage. 



	
	

	.9 Timescale 

Briefly outline some key dates/ milestones you plan to work to.
	


	4.8 Risk Assessment 

Please state any risks associated with your proposal and the running of a library service in your area. Also explain how you would mitigate these risks.

(You may wish to refer to the attached information on risk management)

	

	

	


	

	


Dorset County Council has set the timescale with the handover forecast for September 2012.

After the Business Plan has been approved, the Colehill Community Library can proceed with establishing the necessary formal framework, obtaining quotations, familiarising with Health & Safety requirements and other duties.
Signed:

Print Name:

Date:

Please return this form to 
Dorset Library Service Manager 

Dorset Library HQ

Colliton Park

Dorchester

Dorset  DT1 1XJ

Community groups/ organisations are welcome to discuss or negotiate proposals with Dorset Library Service whilst they form their business case, in order for the most robust case to be presented to Cabinet in March 2012. If your business case is approved, DCC will help you implement your proposal to shape a sustainable, viable community-run library service in your area. 

The business case will be used to assess the sustainability of a community-led service and the benefit derived from each Community-run Library.

Business Case template and guidance notes for Community Managed Library Service and transfer of asset to local community

Guidance Notes
Business Case template for community managed library Services and use of a community asset








� Status of Group/Organisation


If your group/ organisation has a written constitution or objectives, please provide a copy. If you are planning to set up a group/organisation, please give details.





Any organisation wanting to take on the responsibilities associated with running a community library should ensure that they are a formally constituted body, with a representative and accountable governance structure, and that they are registered with the appropriate regulator. Dorset County Council would expect this to take the form of a community interest company, industrial and provident society, charitable incorporated organisation with a clear legal structure or a town or parish council.  





The most common legal structures are –





Community interest company (CIC)


A special type of limited company designed for social enterprise. It has a secure 'asset lock' and a focus on community benefit. Similar to other limited companies, but is subject to additional regulation to ensure the community benefits. Not a charity, but can become a charity if it ceases to be a CIC. They are often established as the “trading arm” of a charitable organisation.





Industrial & Provident Society (IPS) (Co-operative) 


For bona fide co-operatives which serve members’ interests by trading with them or otherwise supplying them with goods or services.  Managed by a committee or officers on behalf of members. It is a legal person distinct from its members, so members' liability limited to amount unpaid on shares. Not a charity but could be set up as a community benefit type of IPS. Regulated by the Financial Services Authority.





Charitable Incorporated Organisation (CIO)


First ready-made corporate structure specifically designed for charities.  Not available until late 2011 as the legal framework for CIOs is yet to be agreed by Parliament. Similar to a company but uses different terminology, eg 'charity trustee' instead of 'director'.








NB. If any of the above are registered charities they are also regulated by the Charity Commission. Charitable status enables organisations to take advantage of considerable tax relief and ensures that its operations are for solely for the benefit of the community.  





You can find further guidance in the Business Link on-line Social Enterprise Toolkit, and on the Charity Commission website.











� Vision


Please give an overview of what you are proposing and what the aspirations of your group are.





As a community-run library, tell us what premises you will use to run the service from. Also explain whether you intend to provide other community services from these premises and how this will be staffed and managed. Please supply any evidence you have in support of the need to provide these services in your community.





� Purpose


A business case is used to explain why the forecast effort and time will be worth the expenditure. The on-going viability of the project will be considered against your business case objectives and purpose, as well as financial projections and operational details. 





Please summarise the benefits brought to the community by your proposal, how you intend to realise these and how they will be measured and evaluated. Wherever possible try to give benefits a value so that they can be properly quantified. Where there are significant elements that cannot be valued in monetary terms e.g. they are social rather than financial, these still need to be included. 





� 3 Year financial projection


A successful business case will include a robust, financially viable and sustainable business plan that is realistically achievable. Funding arrangements should be clearly detailed. 





� Resource requirements


No project should go forward without an adequate understanding of resource requirements and how these will be met. 





DCC will offer the following support to Community-run libraries at no cost:  


.


Provide a start up collection of books taken from the library’s existing stock


Provide use of existing Library fixtures and fittings, i.e. shelving, tables, chairs and counter;


Provide access to the Library Management System (LMS) 


Provide Library Service staffing input and support (3 hours per week).


Provide public access PCs with ongoing maintenance


Provide a self-service machine with ongoing maintenance


Continue the provision of books through an allocation of brand new books and access to refreshed stock;


Provide a weekly delivery of any requested items and new books:


Provide initial set up training and support for volunteers in running a library with some ongoing training;














Some potential costs to consider within the business case are:


Rent of premises, if applicable;


Repairs and maintenance;


Future refurbishment costs;


Running costs for the building (for example: rates, heating, lighting, cleaning, etc); 


Telephone costs;


Public liability and other insurance;


Additional or replacement of library fixtures and fittings;


Volunteer costs, e.g. CRB checks, transport costs;


Volunteer training;


Advice from professionals eg legal fees.


Please include any assumptions you have made in completing your financial submissions e.g. level of inflation on expenditure, replacement cycle of assets.





� How will the service be staffed and managed?


If you propose to use volunteers, you will need to think about how to recruit them and ensure that they are suitable. This may include carrying out checks with the Criminal Records Bureau (costs associated). Please briefly demonstrate the capacity, skills and commitment available within the group/community.





� Assets needed to provide the service


This includes premises, equipment and furniture.





Dorset County Council’s Transfer of County Council Properties to Community Bodies Guidance Note outlines primary and secondary criteria that will be used to determine whether the Council are willing to transfer a Dorset County Council property to a community body. Three principal considerations will be whether the proposal offers a strategic opportunity to continue the provision of a service to a community, whether there is a robust and viable business plan in place and whether it corresponds with the County Council’s asset management plan for the service. The asset management plan can be found at � HYPERLINK "http://www.dorsetforyou.com/media.jsp?mediaid=143322&filetype=pdf" ��http://www.dorsetforyou.com/media.jsp?mediaid=143322&filetype=pdf�





A community managed Library Service does not have to be in a Dorset County Council building if another suitable property exists.  Additionally, it does not need to be stand alone; other local services/business could co-locate in order to reduce costs.  





If you are considering premises other than an existing library, they should be:-


Physically accessible to the general public and compliant with the Equality Act 2010 in terms of access for disabled people. More information can be found on the ‘Access to everyday services’ page of the Directgov website


Open to the whole community; and 


Suitable for shelving, equipment, desks, etc.


There may also be opportunities for a community body to work with their Town/ Parish council in providing a community managed Library Service. If County Council assets can be successfully transferred to lower tier authorities or the lease agreements with those authorities transferred to a community group/organisation, the responsibility for the building need not solely lie with the community body.





Please see the Dorset County Council Transfer of County Council Properties to Community Bodies Guidance Note for a full and detailed list of criteria used to determine the viability of transferring Dorset County Council premises to community bodies. 





� Legal requirements


It is important to consider the legal requirements that will be placed upon a community group/ organisation wanting to run their library service. In some cases these will differ from the obligations placed upon Dorset County Council and we recommend that a community group/organisation seek independent legal advice on this issue. 





� Timescale


Consideration should be given to a timescale for the completion and implementation of your proposal.





You might consider creating a project plan, which should include a consideration of the proposal and business planning stage; transfer of assets; potential refurbishment; recruitment, training and development of volunteers; ongoing maintenance/ running requirements; as well as any anticipated delays.








� Risk assessment 


You should identify the key risks that might impact upon your proposed project and the achievement of desired benefits, for example, the withdrawal of grant funding. 
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