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TRUSTEE’S CODE OF PRACTICE

This Code of Practice has been developed to support Trustee’s in their role within (insert organisation name) and to assist in its continual development and ensure good governance of the organisation.  This code of practice has been derived from national good practice for the voluntary sector. 

The key principles of good governance

Board Leadership 

The role of the Board - Trustees have and must accept ultimate responsibility for directing the affairs of their organisation, ensuring it is solvent, well-run, and delivering the outcomes for which it has been set up.  

Strategic Role of The Board - Trustees should focus on the strategic direction of their organisation, and avoid becoming involved in day to day operational decisions and matters.
The Board in control
Compliance - The Board must ensure that the organisation complies with its own governing document, relevant laws, and the requirements of any regulatory bodies.

Internal controls - The Board should maintain and regularly review the organisation’s system of internal controls, performance reporting, policies and procedures.

Managing risk - The Board must act prudently to protect the assets and property of the organisation, and ensure that they are used to deliver the organisation’s objectives. The Board must regularly review the risks to which the organisation is subject, and take action to mitigate risks identified.

Equality and diversity - The Board should ensure that it upholds and applies the principles of equality and diversity, and that the organisation is fair and open to all sections of the community in all of its activities.

The high performance Board
Trustee duties and responsibilities - Trustees should understand their duties and responsibilities and should have a statement defining them.  

The effective Board - The Board should organise its work to ensure that it makes the most effective use of the time, skills and knowledge of trustees.

Information and advice - Trustees should ensure that they receive the advice and information they need in order to make good decisions.

Skills and experience - The trustees should have the diverse range of skills, experience and knowledge needed to run the organisation effectively.

Development and support - Trustees should ensure that they receive the necessary induction, training and ongoing support needed to discharge their duties.

The Chief Executive - The Board should make proper arrangements for the supervision, support, appraisal and remuneration of its chief executive.

Board review and renewal 

Performance appraisal - The Board should regularly review and assess its own performance, that of individual trustees, and of sub-committees, standing groups and other bodies.

Renewal and recruitment - The Board should have a strategy for its own renewal. Recruitment of new trustees should be open, and focused on creating a diverse and effective Board.

Review - The Board should periodically carry out strategic reviews of all aspects of the organisation’s work, and use the results to inform positive change and innovation.

Board delegation

Clarity of roles - The Board should define the roles and responsibilities of the chair and other honorary officers, in writing.

Effective delegation - The Board should ensure that staff, volunteers and agents have sufficient delegated authority to discharge their duties. All delegated authorities must have clear limits relating to budgetary and other matters.

Terms of reference - The Board should set clear terms of reference for any sub-committees, standing groups, advisory panels, etc.

Monitoring - All delegated authorities must be subject to regular monitoring by the Board.

Board and trustee integrity

No personal benefit - Trustees must not benefit from their position beyond what is allowed by the law and is in the interests of the organisation.

Conflicts of interest - Trustees should identify and promptly declare any actual or potential conflicts of interest affecting them.

Probity - There should be clear guidelines for receipt of gifts or hospitality by trustees.

The open Board
Communication and consultation - Each organisation should identify those with a legitimate interest in its work (stakeholders), and ensure that there is a strategy for regular and effective communication with them about the organisation’s achievements and work.

Openness and accountability - The Board should be open and accountable to stakeholders about its own work, and the governance of the organisation.

Stakeholder involvement - The Board should encourage and enable the engagement of key stakeholders, such as users and beneficiaries, in the organisation’s planning and decision-making.

Expectations of Trustees

Trustee’s attendance at Board meetings

It is expected that Trustee’s should attend at least xzx Board meetings a year.  This will be recorded by the Chief Executive and reported to the Chairperson of the Board on a yearly basis.  If a member without good cause, fails to attend xzx Board meetings, the Chairperson will be responsible for discussing this matter with the relevant Trustee to identify a suitable conclusion to the issue. If Trustee’s are unable to attend 3 consecutive meetings they should inform the Chairperson (preferably in advance of the period).  

Leave of Absence

There may be occasions where Trustee’s need to consider taking a prolonged leave of absence, due to personal reasons.  A Trustee should request this leave of absence from the Chairperson identifying the likely length of time they are to be absent from their role as Trustee.  If the Chairperson, does not agree to this leave of absence, the Trustee can, if so desires, request this be considers by the whole of the Board. 

Training and Development

Trustees should feel confident in their role.  It will be the role of the Chairperson, and Chief Executive, to support trustees to develop, by providing a variety of training and support opportunities.  It is the role of the Trustee, to identify whether there is any additional support or training they desire.  (insert organisation name)  will then endeavour to identify appropriate opportunities to meet these needs. 

Support for Trustees

Carers’/Dependants’ Allowance

A carers’/dependants’ allowance may be claimed by members who incur expenditure on the care of children or other dependents, subject to the conditions set out below.

Payment may only be claimed in respect of children aged 16 years or under and in respect of other dependants where there is medical or social work evidence that care is required (which shall be submitted to the Chief Executive if requested); the allowance claimed should be based on actual expenditure, (up to a maximum of £5.80 (minimum wage) per hour in the case of children aged 16 years or under and £10.35 in the case of an elderly, sick or disabled dependent requiring constant care).  Claims should be accompanied by appropriate receipts.  Allowances will not be payable where the carer is a member of the claimant’s household.
Travelling allowances may be claimed by members for the duties as Trustee of (insert organisation name) in accordance with the following provisions: -

Travelling allowances shall be paid at the agreed rates and must be claimed within 2 months from the date of the event for which the allowance is claimed.

In respect of travel by public transport the rate of travel shall not exceed the amount of the standard fare with, in the case of travel by train, a seat reservation. Receipts for travel must be provided.

The rate for travel by motor car is 40p per mile.  Travelling by motor cycle or bicycle will paid at a rate of 20p per mile.

Claims should normally be based on travel from the member’s home address or from the actual starting point, whichever is the shorter.
Claiming Expenses

(insert organisation name) shall maintain a record of all payments made under this scheme, which shall specify in relation to each payment the name of the recipient and the amount and nature of the payment.

All Trustees claims for expenses must be submitted within three months of the undertaking.  A claim submitted outside this period and/or a claim, which is retrospective to the last financial year, will be paid only after the express approval of the Chairperson.
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