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Closure / Exit Checklist for Greenwich Civil Society Organisations 
 
If your organisation is facing closure or having to end some of its services due to funding cuts, particularly as part of the current Greenwich 
Council commissioning process, there are a number of actions you will need to take and implications for you to consider. 
 
This checklist is the third in GAVS series of checklists for Greenwich civil society / third sector organisations facing funding cuts. Please also 
refer to GAVS' Redundancy Checklist and GAVS' Funding Cuts: Contracts Checklist. This checklist is for guidance only and should not be 
considered as comprehensive. GAVS recommends that organisations should always seek further advice and/or legal advice where 
required. 
 

Issue 
 

Recommended action and advice available Your Action Timescale 

1. Constitutional 
 Check you are complying with your governing document (constitution or 

Memorandum of Articles & Association), particularly regarding 
dissolution, significant changes to the organisation, informing members, 
assets and finance. 

 Ensure that your Management Committee / Board / Trustees are aware 
of their responsibilities regarding closure, finance, legal issues etc. 

 Inform regulatory bodies, as appropriate: the Charity Commission; 
Companies House; the CIC Regulator 

 For further guidance, refer to:  
- Charity Commission: Close or merge a charity 
- Charity Commission: Dissolution and removal from the Register of 

Charities 
- Companies House: Closing or dissolving a company 
- CIC Regulator: Winding up your CIC 

  

http://www.charity-commission.gov.uk/Manage_your_charity/Merge_or_close_index.aspx
http://www.charity-commission.gov.uk/library/guidance/csd1077a.pdf
http://www.charity-commission.gov.uk/library/guidance/csd1077a.pdf
http://www.companieshouse.gov.uk/infoAndGuide/windingUpCompany.shtml
http://www.cicregulator.gov.uk/CICforms/dissolution.shtml
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Issue 
 

Recommended action and advice available Your Action Timescale 

2. HR: Staff 
redundancy/ 
TUPE 

 Do you need to make staff redundant? You will need to comply with 
statutory obligations and best practice, eg. on staff consultation 
processes, notice periods, redundancy payments. For further guidance 
see: 
- GAVS Redundancy Checklist 
- LVSC PEACe Redundancy guidance 

 

 TUPE (Transfer of Undertakings (Prevention of Employment) Regulations): 
If the business/service, or part of a business/service is changing from one 
organisation/service provider to another, then staff's existing 
employment contracts could be protected under TUPE. For further 
guidance, see: 
- LVSC PEACe TUPE guidance 
- Direct.gov TUPE 
- Legal advice may be sought from Beacrofts solicitors, but there are 

other solicitors you can go to. 
 

  

3. HR: Support and 
information to 
staff, volunteers 
and consultants 
 

 Who needs to be informed, when and how? (eg. via letters, team or 1:1 
meetings, internal newsletters.) (See PEACe guidance above) 

 Ensure your staff, volunteers and consultants are aware of the 
organisation's HR policies and their contract terms and conditions and 
that these policies and terms are followed.  

 Establish expected standards of behaviour, protocols and messages 
amongst staff and volunteers for communications with new service 
providers and/or users/clients and the general public and media (eg. 
confidentiality, professionalism, client care policy, consistent messages). 

  

4. Service Users & 
external 

 What is your exist/phase-out strategy of support for your client/users? 

 What alternative services will be available for your service users or 

  

http://www.greenwich-cvs.org.uk/2011/03/07/here/
http://www.lvsc.org.uk/Templates/information.asp?NodeID=90189&i1PNID=90016&i2PNID=90165
http://www.lvsc.org.uk/Templates/information.asp?NodeID=95963&i1PNID=90016&i2PNID=90165
http://www.direct.gov.uk/en/Employment/Employees/BusinessTransfersandtakeovers/DG_10026691
http://www.beacrofts.co.uk/
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Issue 
 

Recommended action and advice available Your Action Timescale 

communications: 
Information and 
support to your 
clients/users on 
alternative 
services and their 
options. 

 
 
 
 

clients? 

 Discuss with alternative service providers the services they offer and 
whether your users/clients would be eligible, and able, to use their 
services and be referred to them?  

 What would be the best process for referrals to new service providers? 
Have all referral sources been informed and referral pathways been 
changed? 

 Do client records need to be transferred and will this comply with Data 
Protection policies? Further guidance on Charity Data Protection here 

 How and when will you inform your user group that your service will end 
and of the options for alternative service provision? (eg. letters, 1:1 or 
group meetings, posters, notices, local media, newsletters.)  

 Prepare a statement / guidance brief for staff to use for media, public and 
user enquiries, so that a clear and consistent message is given. 

5. Contracts with 
suppliers and 
premises 

 
 
 

 Consider contracts with IT, insurance, telephone & broadband, utilities, 
transport and rent or any lease/loan arrangements: Will you owe money 
or be able to get a refund from the supplier? Have you cancelled direct 
debits/standing order payments and informed the suppliers? 

 See GAVS Contract checklist for further guidance 

  

6. Assets   
 
 

 What arrangements can you make for equipment, furniture, materials?  

 Check your governing document with regards to transfer of assets (eg. 
does equipment need to go to another charitable organisation do you 
need Trustees or members permission)? 

 You may need to arrange to sell equipment to pay off debts. You will 

  

http://www.ico.gov.uk/for_organisations/sector_guides/charity.aspx
http://www.greenwich-cvs.org.uk/2011/03/07/here/
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Issue 
 

Recommended action and advice available Your Action Timescale 

need to make sure you can do this legally. 

 Can you offer your equipment or materials to other groups? (GAVS can 
publicise this or suggest groups). 

 Equipment and furniture can also be given to Emmaus or Freecycle  

7. Data files and 
records  

 

 Ensure that data and files (eg. staff, clients, project, finance) are kept, 
transferred or destroyed in accordance with data protection procedures. 
Further guidance on Charity data protection 

  

8. Funding, donors 
and finances 

 Have you informed your donors? Does it have implications for your 
current donor contracts? 

 Will you be able to pay outstanding payments, what final invoices are due 
and when do these need to be paid? Have you issued all invoices and 
collected all monies due? 

 What decisions have been made regarding reserves? Ensure your 
Reserves policy, governing document and Charity law is adhered to. 

 Have arrangements been made for any audit/reconciliation? 

 For further guidance: Charity Commission: Managing Financial Difficulties 
and Insolvency in Charities 

  

 
 
 Other guidance: 

 LawWorks: provides free legal help to community groups who cannot afford to pay for it and who are unable to access legal aid.  

 For further support, please contact GAVS on 020 8858 1363 or email info@gavs.biz 
 

http://www.emmaus.org.uk/greenwich
http://www.freecycle.org/
http://www.ico.gov.uk/for_organisations/sector_guides/charity.aspx
http://www.charity-commission.gov.uk/library/guidance/cc12text.pdf
http://www.charity-commission.gov.uk/library/guidance/cc12text.pdf
http://www.lawworks.org.uk/
mailto:info@gavs.biz

