TRUSTEE’S INDUCTION CHECKLIST  

Name of Trustee ………………………………………………

	Action
	Date completed

	Read the mission statement
	 

	Read the strategic plan  
	

	Read the business plan  
	

	Read the Organisation chart including staff and premises
	

	Read biographical details of other trustees
	

	Copy of internal telephone directory, email and web addresses of staff and trustees
	

	Sign Company Membership form
	 

	Read and signed Trustee Code of Conduct
	

	Complete form AP01 (Appointment of a Director) for Companies House
	 

	Sign Trustees agreement in the minutes book
	

	Read through the Trustee Induction pack
	 

	Discuss our funding strategy with Fundraising and Marketing Manager/Fundraising committee
	

	Discuss training provision and support with xzxzxz
	

	Discuss xzxzxz with xzxzxz
	

	Discuss Joint working with the Chief Executive
	

	Discuss xzxzxz with xzxzxz
	

	Discuss the Office procedures with the Office Manager
	

	Read relevant sections in Staff Handbook
	

	Attend Audit and Risk sub-committee meeting
	 

	Attend four Board of Trustees meetings
	

	Read through Annual Report for the last three years
	 

	Read a copy of the most recent Summary Information Return, where applicable
	

	Read the Memorandum and articles / Constitution
	 

	Read the Annual Accounts for the last 3 years
	 

	Read current annual budget and most recent management accounts.
	

	Summary details of the charity’s insurance policies
	

	Details of any ongoing litigation presently being undertaken either by the charity or against the charity
	

	Details of the charity’s professional advisers (e.g. accountants and solicitors), together with the name of the partner or other nominated person dealing with the charity’s business
	

	Read the minutes of the last year’s meetings
	

	Read Charity Trustees Booklet CC3 The Essential Trustee: What you Need to Know.
	 

	The schedule of dates of future trustee meetings, committees and sub-committees
	

	Explanation about how trustee meetings are run, when papers come out, location and length of meetings, how to get items onto the agenda etc
	

	Domestic arrangements, e.g. access, parking, lunch, child care and other expenses, etc
	

	Read the CC60 Hallmarks of a Well Run Charity
	

	Read the Audit and Risk List
	

	Read through PQASSO /Quality Assurance folder and discuss 
	 

	Attend staff training day
	 

	Read last three issues of (insert organisation name)  newsletter
	

	Visit a group with a (insert organisation name) worker (for infrastructure organisations – for individual organisations could be visit meetings / activities)
	

	Visit one of the projects with a group
	

	Attend a staff meeting
	

	Meet and talk to a volunteer
	

	Visit (premises / resources / residential facility etc)
	

	Attend an A.G.M.
	

	Complete a personal skills audit
	


This process could take up to twelve months. Please discuss your progress with the Chairperson.

Date Induction started …………………………………..
Date induction completed ……………………………………..

Signed off by the Chairperson …………………………………………….
