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Getting the best from the third sector 

 
A toolkit for managing funding relationships and funding schemes 

 
 

1. Purpose of this toolkit  
 
This toolkit is for SG officials with responsibility for managing funding 

relationships with third sector organisations.  It is intended to help you: 
 

1. Manage your funding relationship with funded organisations in line with 
monitoring and evaluation best practice or 

2. Review a funding scheme, if you want to do so 

 
 

Scottish Government provides funding to third sector organisations to help 
achieve its purpose and outcomes. 
 

When you provide funding to third sector organisations you should ask those 
funded organisations to report to you at least annually and usually every 6 

months.  This will enable you in turn to report to Ministers on the contribution 
that funded projects and funding schemes are making to the National 

Performance Framework and Ministerial priorities.  Ministers may also want to 
use learning from funded projects and programmes for future policy-making.   
 

So that means you need to get the right information about the effectiveness and 
impact of funding schemes and funded organisations.      

 
This toolkit was developed by Third Sector Unit and Evaluation Support Scotland.  
It has been tested with officials.  It is offered as guidance and support to help 

you in your work.    
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Section 1 - Getting the right information from funded organisations 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 

 

Notes 

1. Most funders broadly want to see the same things in reports from funded 
organisations.  In a nutshell “what did you do, what difference did you 
make (outcomes) and what did you learn”.  So these are good questions 

to ask of your funded organisations.  
 

2. To keep relationships with funded organisations positive: 

 Give them feedback.  If reports are not clear or easy to read, tell the 
funded organisation so they can improve. 

o Meet them to review progress and agree next steps.  You could meet could 
quarterly but at least annually depending on how much money you give, 

how important the project is to Ministers or whether there are problems or 
positive learning you want to keep an eye on.  Harmonising Reporting see 

page 3 has a suggested meeting note template 

 Ask them for feedback!  Not just things you could do better but also what 
they like about your relationship so you can keep doing the good things. 

Does the funded 
organisation or 

project have clear 

outcomes?  

No: 
o Have a meeting to agree outcomes see page 3 

o Sometimes it is helpful to agree a business 
plan. There’s an example at Annex A 

o Signpost them to sources of support  

Does the funded 
organisation know 

how to measure their 

outcomes? 

No:  
o Ask them to prepare a monitoring and 

evaluation plan see page 3.  This could be part 
of the business plan (above) or a separate 

plan  
o Seek advice from analytical colleagues on 

appropriate measures 

o Signpost them to sources of support  

Does their 6 month or 
annual report help you 

understand the 
activities they deliver 

and outcomes they 
achieve with SG 
funding?  

No:  
o Have a meeting to explain what’s missing 

or wrong with the report and ask them to 
resubmit or remedy for the next report 

o Signpost them to sources of support 
o You can use the business plan also as a 

reporting tool.  But Annex B has a different 

reporting template you could use. 
  

Feed this learning into Ministers and decision-making 
about future funding or policy.  Tell funded 

organisations what you’ve done with their reports 
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Help notes on outcomes  
 

1. Outcomes are the changes or differences a project makes through its 
activities and services. 
 

2. To write about outcomes projects should use words like:   
improve decrease reduce expand develop sustain 

 

How to write an outcome: 

HOW Change + WHAT changing + WHO for 
 

For example:   Young people have increased confidence  
 Families’ financial planning skills improve 

 

3. Outcomes link to our understanding of need: 

Need: Mothers lack the confidence and skills to parent their children 
effectively   

Outcome: Mothers have increased parenting skills 
 

4. Project activities must link logically and realistically to planned outcomes: 

Activity:   Provide business planning advice to social enterprises 
Outcome:   Social enterprises are more sustainable 

 
 

Help notes on monitoring and evaluation plan  
 
A monitoring and evaluation plan should help the project collect information 

about their planned activities and outcomes.  The plan might include: 

 Outcome indicators to help them see whether the outcome is happening   

 The information collection methods or tools they will use 
 How and when they will capture baseline – the starting point  
 When they will collect information – and who will do it 

 Where information or data will be stored (a database, a cupboard) 
 

A template plan might look like this: 
 
Outcome  Indicators 

(what outcome 

looks like) 

How to 

collect 

information  

When and who 

collect baseline 

When and who 

collect ongoing 

data 

     

 

 
 
 

Sources of support:   

Evaluation Support Scotland’s website contains free resources on setting, 

measuring and reporting on outcomes www.evaluationsupportscotland.org.uk 
 

The Scotland Funders’ Forum Harmonising Reporting (2010) contains good 
practice and tools to help make reporting funded organisations useful and less 
burdensome.  It was endorsed by Scottish Ministers and is on the Scotland 

Funders Forum and Evaluation Support Scotland websites. 

Leads 
logically 
to 

http://www.evaluationsupportscotland.org.uk/
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Section 2 – Reviewing a Funding Scheme 

 

Step 1: 

Agree why you want to review the funding scheme (your review questions).  

Some reasons might include: 
 

 The scheme needs new (or clearer) aims and outcomes linked to the 

National Performance Framework (improve the purpose of the scheme) 

 The scheme has clear outcomes but you are not sure if the projects funded 

within the scheme meet those scheme outcomes. 

 You want to consider the most efficient way to run the scheme – for 
example whether a third party should administer the scheme on your 

behalf. 
 

A key thing to decide is what will (or might) happen to current funded projects at 
the end of the review.  This will have an implication for how you conduct the 
review and how long the review - and implementing changes - will take.  

 
Option 1:  at the end of the review you will continue funding the same projects 

but perhaps with renegotiated outcomes, funding levels or reporting 
arrangements.  This type of review might take about 3-4 months.   
 

Option 2:  at the end of the review there might be more radical change such as 
a new scheme or a new application process.  Current funded projects might no 

longer be funded or you might fund new projects or both.  This type of review 
needs at least a year. 

 
Either way you should begin your review by explaining to current funded projects 
your reasons for the review, what might happen at the end of the review and the 

implications for them, and how they can get involved in the review.  
 

 
Step 2: 

Decide how you want to review the funding scheme.   

 
For option 1 you could hold a series of meetings with current funded projects to 

agree together what works and does not work about the current scheme and 
what should change.   
 

For option 2 you might want to:  

 Set up a review group to oversee the review (with internal people, 

external people or both) 
 Consult formally with funded organisations  
 Hold a public consultation   

 
Work out all the things you need to do and allocate time for each stage, including 

sufficient time to consult Ministers.  You may need to timetable different options.  
For example if the review concludes that a third party should administer the 
scheme then you may need time for a tendering process. 
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Step 3: 

Undertake the review and gather information to answer your review questions.  

Some lessons from the review of the Unified Voluntary Sector Fund (UVSF) 
(which was an ‘option 2’ type of review) are: 
 

 Setting up a review group of officials and external people with an expert 
chair brought relevant experience and a ‘bigger picture’ view. 

 Getting advice from Third Sector Unit at key points in the process was 
invaluable in solving emerging problems. 

 Meeting current recipients of the scheme helped officials understand what 

the scheme was really supporting and why it mattered. 
 If you undertake a written consultation as the UVSF review did – get 

dedicated support to analyse the responses 
 Be prepared to hear a range of views – some of which might not be directly 

related to the funding scheme but which are relevant to delivery of the 
schemes (or SGs) broader objectives (such as capacity building) 

 Remember to keep other policy colleagues with an interest informed  

 
Step 4: 

Implement the findings of the review.  This might mean no or minimal change.  
But it might involve agreeing transition arrangement for current funded 
organisations, inviting new applications for funding or subcontracting out the 

management of the scheme altogether. 
 

 
 

 

 

Subcontracting scheme management to a third party 

 
Advantages: 

 Third party may have funding experience that SG officials might not 
have and staff with a specialist skill set. 

 Can be perceived as more consistent and transparent. 
 Capacity building can be part of the arrangements. 
 Free up officials’ time day to day. 

 Third party may be able to deliver economies of scale not available to a 
small SG team. 

 Removing funding decision from officials can arguably enable a more 
open and policy driven relationship.  

 

Disadvantages 
 Tendering takes time 

 You may lose important day to day relationships with third sector 
organisations that you need for policy development.  Some funding 
relationships may be too important to subcontract. 

 The third party may make decisions (for example not to fund a 
particular organisation) that have political ramifications. 

 You have to pay the third party an administration fee. 
 You have to manage a contract with the scheme manager. 
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Outcome 1:  Policy makers, planners and commissioners will have a clear understanding of the contribution of the 
third sector to policy and delivery 

 (as at [date])                        

 Planned activity  Planned action with progress to October 2013 

1.1 Deliver a 
programme of co-

produced events 
and seminars for 

policy makers, 
planners and 
commissioners. 

We said we’d do 

What we have 

done to date 

What we’ll do 
next 

Exception issues  

 Form a steering group of all the partners, to plan and organise the programme. 

Two meetings of the steering group have taken place and a programme and dates for events and 

seminars have been agreed. 

November steering group will agree speakers and publicity.  

 

 Book venues for all events ensuring a good coverage across Scotland 

Two thirds of venues have been booked   

It is proving difficult to book suitable venues in some areas, which may impact on travel distances 
for attendees. 

Booking of all venues will be completed by November. 

1.2 [planned activity] 

We said we’d do 

What we have 

done to date 

What we’ll do 
next 

Exception issues  

 

 
 

How will we measure the outcomes? [for example] 

 We will conduct a survey of participants three months after the conclusion of the programme, to ascertain the change in policy 
makers, planners and commissioners understanding of the contribution of the third sector to policy and delivery. 
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Outcome 2:   
 

 (as at [date])                         

 Planned activity  Planned action with progress to October 2013  

2.1  [planned activity] 

 

 
We said we’d do 

What we have done to 
date 

What we’ll do next 

Exception issues 

 

2.2 [planned activity] 

 
We said we’d do 

What we have done to 
date 

What we’ll do next 

Exception issues 

 

 

How will we measure the outcomes? 

 

 

Outcome 3 etc… 
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The Reporting Template 
 

 
This is what most funders are looking for reports and is a good place to start for 

funders in designing their requirements and funded organisations in preparing 
reports. 

 

What we expected to do 

What goes here?   

A summary of what the organisation or project said they’d do (for example in an 
application form or at the start of the reporting period) including: 

 Planned differences or changes that you want to make for the people you 
work with (outcomes). 

 The main activities or services you provide to deliver your outcomes.  

[this section could also include a reminder of the overall aim of the organisation 

or project to set the context] 

What we actually did 

What goes here?   

The main facts and figures about actual activities, for example the number of 
people the organisation or project worked with and the main things they did. 

What difference we actually made 

What goes here?   

Overall information about the outcomes achieved.  

Could also include examples of how individual participants or service users 

experienced the projects (such as case studies or quotes). 

Challenges and changes 

What goes here?   

Any problems you encountered that slowed progress, stopped the outcomes 

happening or things that were changed. 

Learning for the future: 

What goes here? 

Unexpected outcomes (positive or negative). 

Key learning points.  

Anything they will do differently in the future.  

Other 

For example – budget details 

 
From: Harmonising Reporting (Scotland Funders' Forum/ESS)  

http://scotlandfundersforum.files.wordpress.com/2010/09/harmonising-reporting-working-group-report.pdf

