
Trustee Board Operating Procedures
This policy expands on the procedures in the governing document to ensure we are and remain an effective board.  It should be read alongside our board code of conduct and conflict of interest policy.   
Decision Making

The Board will meet quarterly, or more often, if necessary, with a quorum of at least 2 trustees.  It may appoint lead trustees, or create committees, or approve activities ex-committee, with any necessary powers and reporting requirements delegated as necessary.  Decisions are made collectively, with details recorded in the minutes. 
Artificial Intelligence
We have adopted and comply with the Charity AI Ethics & Governance Framework.
Appointment of New Trustees

All new trustees will be provided with a copy of CC3 and other relevant documents, such as the constitution.  He or she will be paired with a suitable member of the board to work with as a mentor.  

All trustees rea encouraged to undertake ongoing development training.  

Trustee Responsibilities

The obligations on board members can best be summarised as follows:
Board members must exercise reasonable skill and care, and independent judgement, avoid conflicts of interest and act in accordance with their governing document to promote the success of their organisation. 
The Charity Commission requirements are detailed in CC3 – The Essential Trustee – as trustees, you must:
· Always act in the best interests of the charity – you must not let your personal interests, views or prejudices affect your conduct as a trustee
· Act reasonably and responsibly in all matters relating to your charity – act with as much care as if you were dealing with your own affairs, taking advice if you need it
· Only use your charity’s income and property for the purposes set out in its governing document
· Make decisions in line with good practice and the rules set by your charity’s governing document, including excluding any trustee who has a conflict of interest from discussions or decision-making on the matter.

Other Legislation.  There are also obligations arising from other legislation, including health and safety at work and the environment.

Charity Governance Code.  The Charity Code is applicable to all charities but is deliberately aspirational and is neither a legal nor regulatory obligation.  However, it provides a framework for good governance that is fundamental to effectively leading a charity.  It includes guidance on the role of trustees. 
External Professional Advice

The Board will seek external professional advice, such as a lawyer or accountant, if needed.  

A charity may also engage suitable external experts in activities such as assessing grants or making referrals, if appropriate to do so.  Any such agency would be subject to appropriate due diligence to ensure that it has the skills, expertise and capacity to deliver any services, and subject to ongoing monitoring to ensure this remains the case.    

However, final decision on any matter may only be made by the trustees.  

Efficient Conduct of Board Business

[bookmark: OLE_LINK4][bookmark: OLE_LINK16]The Chair has the prime, but not exclusive, responsibility for ensuring that the Board conducts its business effectively.  He/she ensures the Board has agreed priorities, appropriate structures, processes and culture and trustees govern well.  This will generally include:

· Ensuring that the Board has the necessary skills and experience, and is appropriately diverse, but is not so large, as to impair effective decision making.
· No trustee serves longer than any limit in the governing document, with no trustees serving more than 9 years, unless there are specific exceptional reasons for doing so
· Fostering an open, positive culture and intervening at early stage to resolve potential conflict.
· Ensuring there are agreed values consistent with our charitable purposes, these are reflected in decisions and in the culture throughout the organisation
· Ensuring that the Board operates in accordance with its governing document and complies with relevant charity, company and other laws.
· Ensuring the charity operates in accordance with the guidance issued by the Charity Commission and other bodies, such as the ICO and Fundraising Regulator.
· Ensuring that there is a policy and procedure framework and associated management controls to ensure the organisation operates within the law and any associated best practice guidelines. 
· Effective management of meetings, including creation of an annual workplan, agenda setting and conduct of meetings.  
· Ensuring that finance is effectively managed and assets protected.
· Ensuring that the views of stakeholders are adequately represented to the Board and the Board regularly receives reports on positive and negative feedback.
· Maintaining an appropriate balance of Board attention to strategy, policy, key decision, financial management and performance review.
· Maintaining an overview of the work of any committees.
· Ensuring that key decisions are properly debated and approved by the Board, including an annual strategy review, and the annual business, budget and risk management plans. 
· Ensuring that trustees are appraised and the training needs of individual members (and the Board as a whole) are addressed.
· Ensuring the Board seeks professional advice when it is needed.
· Ensuring the organisation’s affairs are conducted in accordance with generally accepted codes of performance and propriety.

Board Skills & Experience
Chair

In addition to trustee skills and experience below, some examples to consider:

Essential:

· Gravitas and authority to lead the Board and represent the organisation to stakeholders.
· Outstanding communicator and public speaker. 
· Ability to inspire and facilitate diverse individuals and their points of view to achieve consensus.
· Results focussed but succeeds primarily through influencing. 
· Understanding of charity and company law and finances.  
· Sound understanding of governance and strategy. 
· Able to commit adequate time to carry out role. 
Desirable:

· Experience of being a chair of a board or board committee. 
Trustees 

Essential:

· A commitment to and a passion for our work.
· Ability to understand and analyse financial and non-financial data.
· Ability to think strategically, that is long term, across the whole organisation.
· Willingness to accept the legal duties, responsibilities and liabilities of a charity trustee.
· A team player willing to accept responsibility for collective decision making and maintain confidentiality.
· Readiness to offer personal and professional skills and experience to support the Board
· Willingness to remain informed about the work of the charity.
· Good communication skills and a commitment to act as an advocate for the charity.
· A willingness to challenge and be challenged, positively. 
· Good judgement and the ability to think impartially.

Desirable:

· Experience of working in our areas of activity and the charity sector.
· Understanding and/or knowledge of charity and company law and finances.
· Relevant functional skills and experience – see below.
   
Board Functional Skills

The board overall will require an appropriate mix of relevant professional skills.  The list below is non-exhaustive and simply serves to provide a checklist.  A skills audit will be carried out annually and any new trustees required appointed. 

	Skills

	Income
	Fundraising, commercial operations, income generation, retail, B2B, events, community fundraising

	Finance
	Financial management, accounting, audit, tax, investment, pensions. 

	Marketing and Sales
	Marketing, sales, social media, PR, communications, lobbying, the Media

	Facilities
	Management, maintenance programmes, new builds, 

	Legal
	Charity, company, contract, property, employment, M&A

	Governance
	NED, Company Secretary, Chair,  

	HR
	Remuneration, Organisational Development, recruiting

	IT
	Networks, web sites, security.

	Digital
	Networks, web sites, cyber security, digital/social media, online commercial, analytics, digital strategy, digital engagement and campaigning, online fundraising

	Other
	H&SW, safeguarding, risk management, public policy, social care/medical, welfare.
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Regulatory Guidance

Charity Commission:

· Conflicts of interest: a guide for trustees.
· Payment to trustees
· Selling/leasing to someone connected with the charity
· Trustee disqualification
· Examples of personal benefit
[bookmark: _Hlk133738093]Appendix 1 – Management of Policies
Trustees will ensure that all policies, procedures and practice are regularly checked and challenged to ensure they’re fit for purpose.  We will make sure our charity:
· Works within all relevant statutory guidance.
· Keeps accurate records.
· Stays aware of current affairs, trends and themes and how these can influence your policies and practices.
· Complies with its policies and procedures, as well as with good practice and legislation.
· Updates policies and procedures to reflect changes to statutory requirements, good practice and current issues.
· Ensure that we have a programme of reviewing our policies, with key policies reviewed by the Board annually.
Every trustee should have clear oversight of how safeguarding and protecting people from harm are managed within their charity. This means you need to monitor your performance, not just using statistics, but with supporting information, such as qualitative reports. This will help you to understand common themes, identify risks and gaps so you can ensure they are addressed.
If we change the way we work, such as working in a new area or in a different way, we will:
· Review our current policies and make sure they’re suitable.
· Consider whether any extra policies are needed to cover any new situations or risks.
· Record these discussions and decisions as part of our risk management procedures.
We will use a number of ways to help with checking and assurance, including:
· Recording the risks faced by our charity and how these are managed.
· Speaking to people in our charity and beneficiaries to make sure they understand how to raise concerns and get feedback on past experiences.
· Carrying out checks on any sites our charity may work in and seeing any necessary paperwork.
· Working with statutory agencies and partners.
· Setting training plans for trustees, staff and volunteers on safeguarding and protecting people from harm.
· Recording any potential conflicts of interest at any level
· Having a standing agenda item on safeguarding and protecting people from harm at meetings.
· Reviewing a sample of past concerns to identify any lessons to be learnt and make sure these were handled appropriately.
· Organising external reviews or inspections.

Disclaimer & Legal

This document may be used by non-profits and may not be used on a commercial basis, without our prior written approval.  Copyright and all other intellectual property rights of this and any derivatives of this document are retained by Alumna to the fullest extent possible in law.  

We are neither lawyers nor accountants, so are unable to offer professional advice.  Even if we were, we could not offer advice that would adequately cover all charities or all circumstances.  This draft policy is an example only and not intended to be taken into use as is. If you have a regulator other than the Charity Commission, there may be other requirements that are not necessarily included in this example policy. 

In using this draft policy, you are accepting that you will take all necessary steps, including seeking professional advice, to ensure the policy approved meets fully your charity’s needs and complies with all regulatory and legal guidance and that we have no responsibility whatsoever for any loss or detriment that may arise from using it.  I have included links to regulatory guidance, and you can find pro bono support using the Charity Excellence Help Finder. 

Ian 

Ian McLintock ½ Founder
07595 371 444
ian@charityexcellence.co.uk
www.charityexcellence.co.uk
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