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Consultancy Work For The Digbeth Trust 

SECTION A. Introduction
As you may know, The Digbeth Trust has developed a Register of consultants who specialise in working in the Voluntary and Community or ‘Third’ Sector. 
The Trust applies this Register in a number of ways.  It is used for: 

· broadcasting tender opportunities received from voluntary and statutory organisations and 
· short-listing and selection of consultants on behalf of organisations for specific opportunities or indeed for work contracted directly by The Digbeth Trust. Short-listing involves a search of the database record of the skills and expertise of the registered consultants. These are matched against the organisation’s needs.
The Trust sometimes assists small and emerging community groups and voluntary organisations to access and make effective use of small grants, funded by third parties, to obtain appropriate consultancy support and expertise. The Trust makes every attempt to gear the support provided by a consultant to the development stage at which the applicant organisation finds itself. The Trust encourages and supports its applicants to choose their own consultant and there can be no absolute guarantee of work.
A consultant provides a professional service to the voluntary group by identifying and investigating issues concerned with strategy, policy, marketing, organisation, procedures and methods. S/he must be able to formulate recommendations for appropriate action by factual investigation and analysis, be able to discuss and agree with the group the most important course of action, and provide assistance where required by the voluntary group to implement her/his recommendations.
The Trust targets areas of Birmingham and surrounding areas experiencing disadvantage and exclusion and it has tended to work with smaller, less experienced groups. Consultancy work may be research based but is often practical and hands-on. Generally, consultants will be working with voluntary management committees.

Consultants will need a clear understanding of some of the constraints to the development of small voluntary sector organisations.
Consultants also require the following skills:

· Detailed knowledge of the field being researched

· Good interpersonal skills

· Good listening and diagnostic skills

· Proven written ability 

· Commitment to knowledge sharing and transferring of skills.
Consultants’ Register 
If you wish to apply to join our register of consultants please read the notes on each section thoroughly before you complete the application pack.

Since organisations are referred to a named individual, these details should relate to you personally even when you work with other same practice colleagues.  Please send the form to the Trust as soon as possible.  Your details are not included in the Register until these details are supplied, references have been taken up, your application has been approved by the Advisory Panel and any registration fee as may apply is paid in full. 
Skills and experience required by consultants:

· Experience of undertaking consultancy work with or for the voluntary sector.

· An understanding of the problems and issues facing the voluntary sector.

· Experience of working in the voluntary sector. 

· Experience of working in multi-cultural communities.

· Experience of planning, monitoring and evaluation.

· Experience of organisation and assessment of development work.

· Knowledge and experience of working within an equal opportunities framework.

· Commitment to transferring skills and knowledge sharing.

· Good interpersonal skills. 

· Excellent verbal and written communication skills.

Registration Fees
In order to cover some of the administration costs associated with developing and maintaining the approved register of consultants and promoting the PTAS, the Trust charges for inclusion on the register. The initial fee is payable on submission of the application but will be refunded if consultants are not included in the register once the recruitment process has been completed. There will then be an annual fee due, payable yearly.

Fees from April 2009 to April 2010:  £75 per annum
For new applications only

If you are making your first application to join the register during the year the fees are calculated quarterly on a pro rata basis as follows:  
	Application during quarter
	Please send cheque made payable to ‘The Digbeth Trust’ for fee amount of 

	April to June 
	£75

	July to September
	£56.25

	October to December
	£37.50

	January to March
	£18.75

	
	


Benefits of registration:

· Inclusion in a quality marked service targeting voluntary and community organisations in the West Midlands 

· Use of The Digbeth Trust's PTAS logo

· Inclusion in a service actively promoted to commissioners and Voluntary and Community Organisations in Birmingham and across the region

· Opportunity to be included in 'consultant searches' i.e. short-listed to tender for work with groups and voluntary organisations
· Opportunity to be included in email broadcasts of tender opportunities received from public sector agencies and larger voluntary sector organisations
· Access to professional development and networking opportunities for registered consultants
· Opportunity to give feedback to The Digbeth Trust on the effectiveness of PTAS

· Opportunity to receive feedback on tenders submitted for work being commissioned directly by the Trust

· Potential opportunity to progress your involvement with The Digbeth Trust to an ‘Associates list’, to be introduced during 2008.
How to Register:

In order to register you will need to complete an application form and read, agree to and sign the following documents and then return them all to the Digbeth Trust together with your CV and the registration fee:
A. Application Form

B. Acceptance of Terms and Conditions 

C. Acceptance of Code of Good Practice in Consultancy Work 

D. Acceptance of Equal Opportunities Statement of Intent 

E. Acceptance of Data Protection Disclaimer 

F. Monitoring Form 

SECTION B: 
TERMS AND CONDITIONS 
(Adapted from a Business Link document)
The Consultants Register is owned by the Digbeth Trust.

The aim is to ensure that the best and most appropriate support is available for voluntary and community organisations. In order to achieve that aim The Trust maintains a database of consultants who have met set criteria and continue to perform at a satisfactory level with customers.
The register contains the details of many generalist and specialist consultants including their areas of expertise, and experience of the voluntary sector.

Entry to the register is through an initial assessment process endorsed by an Advisory Group of sector support agencies and voluntary and community organisations (VCOs).

To remain on the register consultants must continue to demonstrate their competence through positive feedback from customers. For the purposes of this register a consultant is defined as someone who offers advice and support services to client organisations. Those seeking registration must establish, to the satisfaction of the Trust and the Advisory Group (i.e. the assessment body), that they are competent to offer such advice in the specific subject areas claimed.

The Trust accepts no liability in respect of persons named in the Register, beyond their having been assessed against the criteria.  Any customer organisation using the services of any consultant on this register shall, in the event of any complaint against such consultant on any grounds whatsoever, maintain such complaint against the individual consultant. 

Consultants should hold appropriate levels of insurance for their specialism.

Regulations Governing the Operation of the Register 

1. The following conditions must be satisfied by consultants seeking registration or renewal of registration:-

Applicants shall:

· Meet all the criteria pertaining at the time of application 

· Provide such information as the assessment body deems appropriate to enable it to consider the application

· Satisfy the assessment body that they are fit and proper persons to be admitted to the register

· Pay the agreed fee to the assessment body

2. Successful applicants will be entitled to remain on the register for a period of one year; renewal will be subject to their continuing suitability and eligibility.

3. Those registered will be entitled to use the words ‘Listed on the Digbeth Trust’s Professional and Technical Aid Service (PTAS) Consultants Register’ on their letterheads and other stationery.

4. A potential registrant who’s initial or renewal application has been rejected will be entitled to appeal against the decision.  Appeals will be determined in the first instance by the assessment body and if the applicant is still unsatisfied with the decision will be referred to the Board of Trustees who will be the final arbiter.

5. Registrants must inform the assessment body immediately in the event of any change in their circumstances that might affect their suitability for registration.

6. Fees will be payable by applicants and registrants as determined from time to time by the Digbeth Trust in consultation with the assessment body and sector partners.  Registrants must pay the appropriate fees to the Digbeth Trust in a timely manner.  Once an application for registration or renewal is accepted, fees will not be refundable, in full or in part. 

7. Entries on the register will be in a format defined by the Digbeth Trust.  It is the responsibility of all registrants to ensure their details are kept fully up to date. 

8. General information will be entered as specified by the applicant.  The Digbeth Trust will provide guidance on the information required and reserves the right to amend any proposed entries that are considered not to be in accordance with that guidance.

9. Registrants will be required to agree a written contract with the client in respect of services to be provided. At the completion of each contract the Digbeth Trust will be responsible for collecting feedback on the consultant’s performance from the customer, and the consultant. Registrants must supply feedback when requested.

10. A registrant shall be removed from the register if:

· Performance is unsatisfactory;

· Found on renewal to be no longer eligible or suitable under these terms  and conditions, for registration (subject to the right of appeal);

· Convicted of any act or default likely to bring discredit upon himself/herself, or the PTAS or The Digbeth Trust ;

· Deemed to have failed to abide by the terms and conditions of the register

11. Registrants may have their name removed from the Register at any time by giving written notice to the Digbeth Trust.

12. Complaints against a consultant by a customer or Digbeth Trust staff (not involving claims against liability insurance) should be dealt with in the first instance by the consultant and, if unresolved, progressed to the assessment body to deal with.

13. Complaints by a consultant about a Digbeth Trust staff member or the Advisory Group should be dealt with in the first instance by those organisations and, if unresolved, progressed to the Board of Trustees.

Content of the Register: Entries will include the following information:-

· Name

· Contact point(s) – address, telephone numbers, fax, e-mail, website

· Personal and company profiles including description of services offered
· Sectors and Specialisms fields where consultancy is offered 

· Expertise, Skills and Knowledge fields where consultancy is offered

· Languages spoken

If you are willing to comply with these terms and conditions please now complete, sign and return the Appended document entitled:

B: Acceptance Form for the ‘Terms and Conditions of Registration’ 
SECTION C: 

Code of Good Practice in Consultancy Work 
The Digbeth Trust works to support the development of Voluntary and Community Organisations (VCOs) in Birmingham and surrounding areas.  The Trust believes strongly that VCOs are entitled to support that is:

relevant, high quality, transfers skills and gives value for money.

This is precisely what is expected, as a minimum, from consultants who are commissioned to bring in a range of professional and technical services to meet the development needs of VCOs.  

The Trust maintains a register of vetted consultants for the use of VCOs and the wider sector. Consultants can act as an independent or impartial voice and can provide specialist knowledge, advice and support covering feasibility studies, building design, surveying, business planning, funding strategies, organisational development, training, project evaluations etc.

This Code of Practice sets out the expectations and obligations on both the consultant and the commissioning organisation or client, and is designed to help both parties get the best from the relationship.  It is expected that the client and consultant will know what the Code is about, what their respective roles are and work towards a shared approach in addressing the client group’s development needs.  The Code is not a substitute for the consultancy contract; a separate model is available from the Trust.

Each individual consultant wishing to register with the Professional and Technical Aid Service is required to sign up to this Code of Practice, as are organisations wishing to commission consultants through the Trust; both will be required to demonstrate a commitment and an understanding of the principles, values and obligations set out in the Code.

Underlying Principles

· Integrity

· Honesty

· Objectivity

· Openness

· Accountability

OBLIGATIONS ON THE CONSULTANT

1. Meeting the client’s needs.
The Consultant should:

1.1. 
When seeking work, use information that is factual, relevant, and not misleading or unfair to others.

1.2 
Not offer inducements or apply undue pressure to potential clients.

1.3 
Only undertake work with those organisations they believe to have credibility, and genuine aims and objectives.

1.4 
Only take on work for which they have relevant experience, skill or qualification.  Always act in the best interests of clients, and be honest and realistic about the client’s ideas and expectations, and their own limitations.

1.5 
Advise clients if a need could be met free of charge from other sources known to the consultant – using own knowledge or information from DT or other sector support agencies.

1.6 
Declare at the outset, or as they occur, any special relationships, circumstances or financial concerns that might be seen to create a conflict of interest.  This should include any recent or current work with clients with common or competitive interests. 

2. Tendering and contracting.    

The Consultant should:

2.1 
Set out in advance the services to be provided to the client, detailed in a written tender. (This should specify what will be delivered, when, who will be involved, the expected outcome and the itemised total cost.  Total costs should include VAT, expenses, materials etc.)  References should be made available.

2.2 
Once contracted to carry out work, confirm in writing any revision to the contract, following discussion and agreement with the client.

2.3 
Only sub-contract work by written agreement with the client (and of the Digbeth Trust if the work is being funded through the Trust) and only when appropriate.

2.4 
Negotiate with the Client at the outset, the intellectual property right (IPR) in any creative outputs such as reports, plans, training materials, etc.

3 The Assignment

The Consultant should:

3.1
Actively demonstrate a commitment to the transfer of skills, discourage dependency, and share with the client information and resources that were identified during the assignment.

3.2
Give advice or make recommendations which are based on fact, and are impartial, realistic, practicable and clearly understandable by the client.

3.3 
Avoid the use of jargon and produce any written materials in plain language.

3.4
Keep to agreed timescales and appointments, and respond to telephone calls, letters and messages.

3.5
Ensure that the client is kept fully informed about the progress of the assignment, and keep records of the work.

3.6
Encourage and take note of any feedback from clients and participate in any post consultancy evaluation or review.

3.7
Respect the confidentiality of clients, (individual or organisational) unless there is a legal or professional obligation for disclosure.

3.8
Preserve the privacy of the client’s information, when required or appropriate.

3.9
Not accept an assignment knowing that another consultant is serving the client unless assured that any potential conflict between the two assignments is recognised and agreed by the client.

3.10
Exercise objectivity, integrity and sensitivity in all conclusions communicated to the client when asked to review the work of another professional.

When a Consultant is contracted specifically to assist with fundraising they will:

3.11 
Not encourage the chasing of inappropriate funds 

3.12 
Produce an application that is original and appropriate for the group
4. Personal Conduct

The Consultant should:

4.1
Have due regard for and comply with all relevant laws. 

4.2 
Show respect and consideration to all the individuals contacted in the course of their work

4.3 
Promote practices that remove unfair discrimination including but not limited to gender, age, race, faith, disability, sexuality and background. 

4.4 
Act in a way that does not bring discredit to the profession. The consultant should disclose any action taken by a regulatory authority, or legal disputes with clients. 

4.5 
Be appropriately insured to cover all relevant risks.

4.6 
Where appropriate, adhere also to the Code of Conduct of their own professional body.

4.7 
Recognise the need to ensure that their knowledge and skills are kept up to date and take appropriate action to maintain their own professional development.

4.8 
Not knowingly, without permission, use copyright material or a client’s data, materials or techniques that others have developed but not released for public use.

OBLIGATIONS ON GROUPS / CLIENTS

The Client should:

5.1 
Understand that consultancy is a working partnership requiring time and commitment on both sides.

5.2 
Secure the agreement of the organisation as a whole on the issues to be tackled, and identify who needs to be involved in the consultancy.

5.3 
Be willing to spend time clarifying their needs, to ensure that these are reflected in the Tender and are communicated clearly to the consultant.

5.4 
Be willing to undertake the preparation of information prior to the consultancy. 

5.5 
Supply all information relevant to the consultancy, being honest and open.

5.6 
Use best practice in recruitment.

5.7 
Confirm in writing, at the start of the contract, the terms of appointment.

5.8 
Appoint a named contact person to liaise with all concerned.

5.9 
Keep to agreed timescales and appointments, and respond to telephone calls letters and messages.
5.10 
Raise any concerns with the consultant at the earliest possible stage.  [Groups funded through Digbeth Trust should contact the Trust for confidential advice about any aspect of the consultancy, or to deal with any concerns or complaints.]

5.11 
Pay invoices promptly in line with the agreed terms of appointment.

5.12 
Understand that the consultant’s role is to be independent and to offer an impartial and objective viewpoint.
5.13 
Understand that where a group has been funded by the Digbeth Trust a copy of any written report will be archived by the Trust. The Report may be used as a learning resource, for example, as a case study or model of good practice or the lessons may be shared in other ways. Clients or consultants have the right to withhold their consent to this.

If you are willing to comply with this Code of Good Practice please now complete, sign and return the Appended document entitled:

C
Acceptance Form for the ‘Code of Good Practice in Consultancy’


SECTION D:  Equal Opportunities – Statement of Intent 
The Digbeth Trust recognises that certain individuals and groups suffer discrimination. Therefore in line with the principles of social justice and active promotion of genuine equality of opportunity for all, the Trust has developed a policy of equality of opportunity in its employment and personnel practices, the services it provides and the management of its activities.

Please now complete, sign and return the Appended document entitled:

D
Acceptance Form for the ‘Equal Opportunities – Statement of Intent’ 

SECTION E: Data Protection Disclaimer 
Local authorities and voluntary organisations in the West Midlands (not necessarily potential applicants to the Trust) frequently ask for access to this Register.

Please now complete, sign and return the Appended document entitled:

E Acceptance Form for the Data Protection Disclaimer 

SECTION F: Monitoring Form 
The register of consultants is open to all people regardless of gender, age, race, nationality, ethnic origin, colour, creed, faith, disability, HIV status, sexual orientation, marital status, or unrelated criminal conviction.  In order to assist us in monitoring the effectiveness of our equal opportunities policy could you please complete the form below. This information will be used for statistical purposes only and no reference will be made to any named individual. Information provided is treated in the strictest confidence and its storage complies with the Data Protection Act 1998.

Please now complete and return the Appended document entitled:

F
Monitoring Form 

SECTION G: 
Definitions used in this document

Applicant: A person who has submitted a properly completed application for inclusion on the register or for renewal of an existing registration.

Assessment body: An organisation or Advisory Group appointed by the Digbeth Trust to consider applications for registration and renewal of registration.

Client: Person or organisation contracting with the consultant

Consultant: A professional practitioner who offers advisory services to client organisations, the person(s) contracted to undertake the work

Consultancy: the time-limited assignment provided by a consultant as outlined in the tender

Contract:  signed agreement between both parties (client and consultant).

Fit and Proper Person: One whose personal and professional conduct is such that at all times he or she behaves with probity and diligence, is of good reputation and character and avoids unethical or improper behaviour.

IPR: Intellectual Property Rights gives the creators of a wide range of material, economic rights.  It also gives moral rights to be identified as ‘the creator’, and to object to any distortion or mutilation of it.

Register: Professional and Technical Aid Service (PTAS) Consultants Register established and administered by the Digbeth Trust.

Registrant: A person whose name and details appear on the Register
Social Enterprise: A business with primarily social objectives whose surpluses (profits) are re-invested for that purpose in the business or in the community, rather than being driven by the need to maximise profit for owners or shareholders. Usually but not always they are directly involved in producing goods or services to a market (trading), have social aims, are accountable to their stakeholders and wider community e.g. The Big Issue.
Tender: document from the consultant specifying what they will deliver, how it will be carried out, who will be involved, the expected outcomes, and the full cost of the work

Voluntary and community organisation: not for profit group
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