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	Do you have a Trustee Pack?

A Trustee pack helps ensure paid staff, senior management and trustees fully understand why Trustees are involved, and what role they have within the organisation.


	
	
	

	Ideally, it should:
Start with an explanation of what the organisation does, and the role of the Trustees.


	
	
	

	Refer to other policies and documents relevant to Trustees: e.g. equal opportunities, health & safety, confidentiality, grievance and disciplinary procedures, emergency procedures, role description, Trustee agreement.


	
	
	

	Include a statement about your recruitment process.


	
	
	

	Include a statement about how Trustees are inducted and trained within your organisation.


	
	
	

	Include a reference to reimbursement of out-of-pocket expenses.   


	
	
	

	Include a section on supervision and support.  


	
	
	

	Include a statement about insurance arrangements in place to cover Trustees.


	
	
	

	Contain a statement on equal opportunities / diversity and refer to the full policy.  


	
	
	

	Be written in clear English and be readable by people with sight problems (consider font size/type and layout).  Discussing the policy with Trustees at induction will help to identify access needs.


	
	
	


	Do you have a Trustee Agreement?

It can be useful to have a Trustee agreement, which sets out what the Trustee can expect from the organisation in terms of treatment and support, and what is expected of the Trustee. 


	
	
	

	State the commitments the organisation will make, eg. providing full induction, support and training necessary to the role; treating Trustees in line with its equal opportunities policy, etc.


	
	
	

	State what is expected of the Trustee, e.g. to regularly attend meetings and to adhere to the organisation’s policies and procedures.


	
	
	

	Action Points

	


	Recruitment



	
	Yes
	No
	Would like support

	Do you have a role description and person specification for each Trustee vacancy?


	
	
	

	Do you use an advert to recruit Trustees?


	
	
	

	If “Yes”
Is it visually attractive?


	
	
	

	Is it clear and uncluttered?  


	
	
	

	Does it include information about the Trustee roles you have available?


	
	
	

	Does it describe how people can benefit from being a Trustee within your organisation?


	
	
	

	Does it include information about who can be a Trustee, eg. no experience needed, full training given, welcoming Trustees from all sections of the community?


	
	
	

	Is it displayed in a variety of venues / on your website / through REACH / and / or publications?  Think about the diversity of you’re your current trustee board, how could you improve this? Who you might want to attract and where you might reach them.


	
	
	

	Do you use a variety of ways to recruit Trustees?

By using a range of methods and materials for recruiting Trustees you will be able to attract a greater diversity of Trustees to your organisation.


	
	
	

	Do you have an application procedure?

The application process that you use for Trustees will depend very much on your organisation and the role that Trustees undertake within it.  Some organisations need to screen Trustees carefully because of the work they do and the skills they are looking for, while others can take on anyone who is interested.  
	
	
	

	Are you clear about what information you require and why?


	
	
	

	Do you conduct an interview?  Consider planning it so it is structured but informal.  Remember, the interview is a two-way process for the Trustee to decide whether they wish to volunteer with you and for you to decide if they will enhance your current committee membership.


	
	
	

	Do you ask for references?

Most organisations ask for references from their Trustees.  Whilst this is good practice unfortunately, this can sometimes act as yet another barrier to groups who already find themselves excluded.

Organisations need to think carefully about why they take up references, who they should be from and how they ask the Trustee for them.
	
	
	

	Do you undertake Criminal Records Bureau Checks (CRBs) and Independent Safeguarding Authority Checks (ISAs)?

It is essential that your Trustees have a CRB and ISA registration if your charity works with Children, Young People and vulnerable adults.  
For other charities look carefully at your client group and Trustee roles to assess whether CRB and ISA registration are necessary, and carry out a risk assessment to decide whether clients would be at risk if Trustees were not screened in this way.

 
	
	
	

	Action Points

	


	Support and Supervision



	
	Yes
	No
	Would like support

	Do you have an induction process for Trustees?


	
	
	

	Do you use an induction checklist?  A trustee’s induction can take up to a year to complete as they get to know your organisation and the different client groups and the various sub committees and governance procedures of your charity. A checklist gives a useful reminder of what needs to be covered and a record of progress through the induction process.


	
	
	

	Do you go through policies and procedures personally with Trustees?  Being presented with a series of policies and procedures to read can be quite daunting for a Trustee and there is no guarantee that the Trustee will read and understand them. 


	
	
	

	Do you provide Trustees with a pack or handbook?  A Trustee handbook or pack may contain copies of relevant policies and procedures, Trustee agreement and task description, expense claim forms, and any other information which may be useful to the Trustee. 


	
	
	

	Do you have a trustee training policy?


	
	
	

	The training that you give to Trustees will depend very much on what kind of role they will be undertaking.  Clearly the initial training that you give will be the minimum that is needed to enable the Trustee to carry out their task of governing the charity.  You may also provide ongoing training to extend the Trustee’s skills, refresh their knowledge, or enable them to take on further roles.

When developing a training policy, you will need to decide what will best meet your organisation’s needs and what it is possible to achieve with the resources you have at your disposal.  Remember, training does not necessarily mean sending a Trustee on a training course, there are other effective means of addressing training needs.
	
	
	

	Do you have individual training plans for Trustees?


	
	
	

	Do your Trustees have access to regular supervision?


	
	
	

	Regular supervision gives you the chance to check that the Trustee is enjoying their role, whether they need extra support, whether they would like to expand or change what they are doing, whether they would like more training, and how they are getting on with paid staff, clients and other Trustees.  It also shows the Trustee that their work and development is important to the organisation.


	
	
	

	Do your Trustees have access to ongoing and informal support?


	
	
	

	Action Points

	


	Managing Practicalities



	
	Yes
	No
	Would like support

	Do you pay Trustee expenses?

Reimbursing out-of-pocket expenses is an important way to enable a wide range of people to become a Trustee in your organisation. Paying anything other than actual out-of-pocket expenses, e.g. honoraria, is not recommended as there may be tax or benefit implications for the Trustee.  For the organisation, such payments may constitute a contract of employment, bringing with it a necessity to comply with the National Minimum Wage Act and other employment legislation.


	
	
	

	Are Trustees able to claim expenses at a time and in a form that suits them, e.g. cash / cheque?


	
	
	

	Are your Trustees insured?

You should make sure that Trustees are covered by your insurance policies.  Trustees may face risks of personal injury, liability for accidents and loss of property etc.  Your organisation may be ultimately liable for such risks.


	
	
	

	Does your organisation hold Employer’s Liability Insurance?  It is important to check with your insurers how they can provide protection for your liability to Trustees.  This can potentially be covered under employer’s or public liability insurance.


	
	
	

	Does your organisation hold Public Liability Insurance?  It is important to ensure that this protection covers the organisation’s legal liability for the acts of Trustees.


	
	
	

	Do you have a Health and Safety Policy?

All organisations have a duty to ensure, as far as is reasonably practicable, that no one is exposed to risks to their health and safety.  Under the Health and Safety At Work Act 1974, all organisations with 5 or more employees have a duty to provide a written health and safety policy and put it into operation, although it is sensible and good practice to do so, even if your organisation is exempt


	
	
	

	Your health and safety policy should include:

A statement of who is responsible for the management of health and safety.
	
	
	

	The duties of employees and Trustees, including statutory and organisational rules.


	
	
	

	The roles and responsibilities of staff with delegated safety duties (e.g. first aid).


	
	
	

	The identification of main hazards likely to be encountered by employees or Trustees


	
	
	

	The significant findings of general risk assessments.


	
	
	

	Any circumstances where specific risk assessments will be required (eg. lone working or violence to employees or Trustees.


	
	
	

	All fire arrangements.


	
	
	

	Do you have a confidentiality policy?

Confidentiality is a matter of good practice and trust.  This area is also addressed by legislation, and if your organisation is handling personal or sensitive information, you will have legal obligations under the Data Protection Act 1998.  A confidentiality policy will set out what these obligations are and will give clear instructions to paid staff, volunteers  and Trustees on how to treat personal information.


	
	
	

	Does your organisation comply with the Data Protection Act 1998?


	
	
	

	Is confidentiality covered in your induction procedure?


	
	
	

	Do you require paid staff, volunteers and Trustees to sign a “commitment to confidentiality”?


	
	
	

	Action Points

	


	Equal Opportunities and Diversity



	
	Yes
	No
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	Is your organisation aware of its obligations under the relevant legislation?


	
	
	

	Disability Discrimination Act 


	
	
	

	Race Relations Act 


	
	
	

	Sex Discrimination Act


	
	
	

	Do you have an equal opportunities policy?

Although not required by law, it is good practice for organisations to have one.  It should:


	
	
	

	State the organisation’s intention to offer equal opportunities to all workers and volunteers regardless of gender, age, disability, sexual orientation, race, etc.


	
	
	

	State the organisation’s commitment to treating all workers and volunteers fairly and with respect and set systems in place to ensure equal opportunities.


	
	
	

	Extend protection against bullying and harassment to all.


	
	
	

	Should be in writing and monitored regularly.


	
	
	

	It should cascade throughout the organisation; everyone is responsible for upholding it.


	
	
	

	Included in training for Trustees, volunteers and paid staff.


	
	
	

	Included in Trustee and staff handbooks.


	
	
	

	Does your organisation value and manage diversity?

Valuing diversity is about including everyone and celebrating the strength we gain by bringing different people together to create a rich pool of talent.  

Managing diversity recognises that people from different backgrounds can bring fresh ideas and perception which can make the way work is done more efficient and products and services better.  In a changing population, there is a growing need for organisations to be proactive about managing the diversity of their Trustees base in order to remain relevant and effective.

	
	
	

	Action Points

	














PAGE  
11

