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1. Purpose of trustee induction

Induction is an absolutely key part of making your trustee board effective. After all, few charities would take on new staff without giving them the information they need to do their job.

An effective induction ensures that new trustees are do not become disillusioned and leave, and that they become an effective and useful member of your board more quickly.

Induction of new board members is essential to creating a board that understands its role, its relationship with others both internally and externally, and a board that is making its full contribution of skills, experience and perspectives. Trustees need to be familiar with the organisation including the aims of the charity, its beneficiaries, the boundaries within which it works, and their role as trustees in it.

2. Induction itself
No two induction processes should be exactly the same. Trustees come from different backgrounds, with different levels of knowledge and experience both of your organisation and of their role as a charity trustee. They will all have different support needs in the same way that new members of staff have support and training needs.

The information in this section is intended as a framework for the induction of new trustees to adapt to the needs of your organisation.
3. Good practice

· Understand why inductions are important

· Provide information before trustees join: 

· trustee job description 

· trustee agreement
· trustee skills audit 

· Clarify what new joiners should know 

· Welcome new trustees! 

· Establish expectations with new trustees 

· Give out trustee packs 

· Provide opportunities to get to know the organisation 

· Identify trustee support needs using a sample form 

· Give personal guidance to new trustees 

· Arrange reviews for new trustees 
· A checklist for the new trustee which they can later review
· One idea that might also help new trustees is for them to keep a journal.

4. New trustees’ induction

All new trustees should be given an induction pack to keep.  Make sure the contents of the pack are reviewed and updated regularly.

Remember that trustees need to know enough to be able to carry out their role, but not enough to be overloaded or to get a misleading impression of the level of work involved.

You may want to include the following:-
5. Documents

· Governing document 
· Aims, objects and beneficiaries of the charity 

· Powers to pursue the charity's aims 

· Investment 

· Delegation 

· Remuneration 

· Varying trusts 

· Winding up the charity 

· Rules and regulations governing the conduct of meetings, elections, voting procedures, etc. 

· Standing orders 

· Sets of recent board papers and minutes and dates of next meetings 

· Terms of reference for committees, sub-committees, working groups 

· Annual Reports and Accounts for the previous three years 

· Policy documents including equal opportunities and financial controls 

6. Information about the organisation

· Brief history of the organisation 

· Mission statement 

· Structure of the organisation - committees, sub-committees, working groups, user groups, staff and volunteers 
· Place in the voluntary sector

· Affiliations

· Membership of any organisations

· Relationship between board and staff
· Staff structure 

· Information about premises 

· Newsletters and publicity 

· Business plans/strategic plans/work programme 
Information about the trustee's role

· Task descriptions of trustees and Honorary Officers 

· Profiles of trustees and contact details 

· A manual such as the Good Trustee Guide giving guidance on roles and responsibilities of trustees 

· Code of conduct and agreement 

· Self-assessment form to indicate skills, experience and interests and support needs, for example, pairing, debriefing, meetings

Expectations and ground rules

You may want to formalise the new trustee's position with a code of conduct and an agreement clearly setting out expectations on both sides.

An agreement may specify the level of commitment expected of the trustee. For example, it might fix:

· Attendence at meetings 

· Procedures for sending apologies 

· Time commitment 

· Declaration of personal interests 

· Induction activities 

· Rules for expenses and payments 
Getting to know the organisation

Some charities start by holding induction sessions for new board members often followed by a social event when the trustees have an opportunity to get to know each other. Other organisations place a regular induction or training item on the board meeting agendas.

The inductions session(s) may include:

· Briefing on the organisation's history 

· Review of important documents such as the governing document and other organisational policies 

· Site visit to see the work of the organisation and to be introduced to everyone involved 

· Meeting with the chair 

· Meeting with the chief officer 

The meetings are an opportunity to build up a picture of the organisation's work and its direction, and what trustees and staff see as the role of the board. The meeting with the chair can also identify the skills and experience the new trustee brings and any support needs they may have.
7. Checklist

Below is an example of an induction checklist for a new trustee, which they may find helpful to record their progress.  The answers to the checklist are for just their own use but could provide useful feedback for the organisation.
1. Have I received an induction pack
2. Have I had an induction course/programme 

3. Do I have a statement of my roles and responsibilities as a board member 

4. Has the Board Identified what can be offered by way of my skills, experiences and knowledge 

5. Do I have a copy of any trustee documents and policies (eg a code of practice) 

6. Do I know when the organisation was set up and its history 

7. Am I aware of the aims of the organisation 

8. Do I know about the activities of the organisation 

9. Do I know how the organisation is funded 

10. Have I knowledge about the key issues facing the organisation
11. Am I aware of future projects or activities planned 

12. Do I know about other organisations which the organisation has networks or special relationships with 

13. Do I have an understanding  regarding the structure of the organisation and my trustee role within it 

14. Do I  understand the staff and volunteer structure and the trustee relationship with staff and volunteers 

15. Do I understand the roles and responsibilities as a trustee
16. Have I met with the chair and chief officer and had a site visit 

17. Have I met with other key members of staff 

18. Do I know how the work of the organisation relates to initiatives undertaken by other organisations and contributes to the wider community
19. Are my support/training needs being identified and addressed 

20. Have I joined/been invited to join a subcommittee 

21. Do I feel an equal member of the board, and able to contribute fully

8. Joining the board

The board should make the new trustees feel welcome, valued and part of a team. They must ensure the skills and experiences new trustees bring are put to full use.

At their first board meeting the Chair should formally welcome new trustees and invite them to introduce themselves.

Trustees might start out by saying what their previous involvement to the charity has been, if any: what skills and experience they bring and why they decided to join the board. Any members of staff present and other trustees should also use this opportunity to introduce themselves and describe briefly their area of expertise or work for which they are responsible.

9. Identifying support needs

You can identify the skills, experiences and support needs of board members using a skills audit.

Some organisations have a training officer who is able to work with both paid and unpaid individuals to design a programme to suit their needs. This could include running training sessions or, for example, providing access for trustees to relevant training courses.
Remember that people all learn in different ways. The concept of 'trustee training' may be as appealing to some as it is unappealing to others! Some people may prefer sessions as an agenda item on the board, or they may want to pair up informally with another trustee or read up on topics.

10. Personal guidance

A common way of providing further support is to pair the new trustee with an existing trustee. The experienced trustee can serve as mentor (sometimes called a buddy or a pair), and can guide them through the business of the board.

This system lets a new trustee find out background information and ask questions that put agenda items into context. Pre- and post-meetings may be useful as well, especially for boards that handle complex, sensitive or technical issues.

Another way of giving support is to induct trustees in pairs. This saves on induction costs and allows two new trustees to learn together and provide mutual support.
11. New trustees: keeping a journal

Suggest that the new trustee keeps a journal and adds to it regularly.  Jotting down their own experiences and feelings, as they settle into the role, can be useful to help identify any gaps or areas of support that are being missed.  

Some topics to use as a guide:

· Lessons learned 

· Resources found useful 

· Contact had with the charity 

· Papers received 

· Meetings 

· Project visits 
12. Review checklist

This evaluation can be completed three or four months down the line in order to review the new trustees’ own experiences.  Was it what they expected?  What would help them next? Review  7.
Their experiences

· Has board membership been what they expected? 

· Do they fully understand their role? 

· Which aspects of their role were the most difficult to get to grips with? 

· What do they feel that they are bringing to the organisation? 

· What has been their contribution to the board? 

· Where have they played to their strengths? 

· What skills did they not have but were needed? 

· How have they set about acquiring those skills? 

· Do they feel an equal member of the board? 

· What have they gained from board membership? 

Their induction

· What was the most useful part of their induction? 

· What was the least useful part of their induction? 

· What else could have helped them settle into their role as a trustee? 

· Did they receive what they expected by way of training and support?
Looking ahead

· In looking ahead to their board membership, what do they see as the most difficult and challenging part of their role? 

· What are the key challenges of their role in the future? 

· What would help them address these challenges? 

Review meeting

A review meeting with the chair and/or the Chief Executive, a couple of months after joining, can allow the new trustee to feedback with their first impressions.

A review meeting might address:

· Further explanation of the organisation's structure or activities 

· Skills and interests the trustee could contribute to the organisation 

· Awareness of time-commitment and responsibilities involved. 

· Role as trustee and working with staff 

· Declared and undeclared conflicts of interest 

· Support and training 

· Experiences of working with the board and vice versa 
a) Sample - Trustee Agreement
Below is a sample trustee agreement and declaration

Trustee agreement between _________________ and _____________________________________________
1. You have been elected onto the trustee board with effect from ________. You can serve for three years, with an option for re-election for a further three years, after which you will have to step down from the board. You may reapply to join the board after one year, but re-election is at the board's discretion.

2. Should you at any time wish to resign from the board you should do so by writing to the Chairperson of the board. Reasons should be given if they relate to the organisation and its activities.

3. Should you not attend 3 consecutive meetings of the board without giving apologies, you will automatically lose the right to be a trustee.

4. You have the right as a trustee to: 

· Have equal status and voting rights with all the other trustees 

· Receive training which relates to any area of the board's work

5. Your individual responsibilities are to: 

· Attend trustee board meetings regularly. If you are unable to attend you should give your apologies to the chairperson; 

· Read all Board papers and documents

· Be satisfied regarding the financial procedures of the Board

· Be aware of health and safety legislation as it applies to the organisation.

· Be satisfied that the organisation fulfills its obligations with regard to Employment law 

· Understand and be fully committed to the aims and principles of the organisation 

· Challenge all incidents that contravene the organisation's equal opportunities policy; 

· Take a share of the board's work by offering to work on a sub-committee of the board; 

· Support all decisions once they have been agreed by the board; 

· Respect the confidentiality of board matters and discussions.

6. An induction programme will be organised for you that will help you to get involved in the board. In addition the organisation will provide opportunities for you to meet other trustees, members of staff and familiarise yourself with the organisation, its policies, plans and financial status.
7. Your joint responsibilities with all the other trustees are to: 

· Accept legal responsibility for the workers of the organisation; 

· Act as employers for the workers of the organisation; 

· Decide overall policy for the organisation's work within the guidelines laid down by the members; 

· Be satisfied regarding the financial probity of the organisation

· Be satisfied that within the constraints of resources, the organisation is meeting its aims; 

· Take a long term view of how the work of the organisation should develop; 

· Try to ensure that funding for the organisation continues; 

· Ensure that all trustee responsibilities delegated to paid staff and individual members of the organisation are carried out.

8. A trustee must act at all times in the best interests of the organisation. They are required to declare any interests which may result in conflict while they are serving on the board. 
Board member's declaration

· I have read and understood the provisions of the trustee agreement
· I have received and read the induction material for new trustees and understand my duties and responsibilities as a trustee 

· I undertake to familiarise myself with the organisation's policies, objectives, plans and financial position. 

· I shall declare all conflicts of interest as and when they arise. If at any time these conflicts hamper my ability to perform my role as trustee, I shall resign from the board. 

· I shall keep all the proceedings at trustee meetings confidential and shall not discuss any of the issues with the press / media without clearance from the Chairperson. 
Signed __________________________________________
Name   __________________________________________

Signed on behalf of the organisation ____________________________________

Name & Position  __________________________________

b) Sample - Trustee Skills Audit

This sample skills audit can be adapted for your organisation's needs and filled in by members of the board. It should also form part of the induction process for any new trustee.

1. What kind of expertise do you consider you bring to the Board? 

· Administration 

· Campaigning 

· Change 

· Conflict Resolution 

· Consultancy 

· Customer Care 

· Development 

· Disability 

· Equal Opportunities 

· Financial 

· Fundraising 

· General Strategic Planning and Training 

· Governance 

· History of the Sector 

· Human Resources/Training 

· Information Technology 

· Knowledge of the Community 

· Legal 

· Management/Management 

· Management/Restructuring 

· Marketing 

· Media/PR 

· Neighbourhood Renewal 

· Networks/Alliances 

· Policy Implementation 

· Property 

· Research 

· Systems 

· Other (please give details) 

2. What other experience or skills do you feel you offer? 

3. Are there any areas of the charity's work you have a particular interest in and/or would like to become more involved in? 

4. What motivated you to become a trustee of the charity?

c) Sample - Training Needs Questionnaire
1. What information or support do you need to carry out your role as a board member? 

You could refer to your trusttee agreement and sample trustee job description for guidance.

2. How would you like to learn about these areas?

For example:

· Training sessions for the whole board 

· Away day / weekends 

· Attending training courses individually 

· Information with board papers 

· Regular briefings / workshops at board meetings 

· Networking with other board members 

· Learning from somebody else (mentoring, for example) 

· Visiting other projects
· Shadowing key members of staff

· Spending time within the organisation 
3. How would you ensure that learning is passed on to all members of the board?

d) Sample – Chair’s Role Description

General responsibilities

· To ensure that the organisation complies with its governing document, charity law, company law and any other relevant legislation or regulations 

· To ensure that the organisation pursues its objects as defined in its governing document 

· To ensure the organisation applies its resources exclusively in pursuance of its objects 

· To contribute actively to the board of trustees' role in giving firm strategic direction to the organisation, setting overall policy, defining goals and setting targets and evaluating performance against agreed targets 

· To safeguard the good name and values of the organisation 

· To ensure the effective and efficient administration of the organisation 

· To ensure the financial stability of the organisation 

· To protect and manage the property of the charity and to ensure the proper investment of the charity's funds 

· If the charity employs staff, to oversee the appointment of the chief executive officer and monitor his / her performance. 

In addition to the above statutory duties, each trustee should use any specific skills, knowledge or experience they have to help the board of trustees reach sound decisions. This may involve:

· Scrutinising board papers 

· Leading discussions 

· Focusing on key issues 

· Providing guidance on new initiatives 

· Other issues in which the trustee has special expertise. 
Additional duties of the chair
· Planning the annual cycle of board meetings 

· Setting agendas for board meetings 

· Chairing and facilitating board meetings 

· Giving direction to board policy-making 

· Monitoring that decisions taken at meetings are implemented 

· Representing the organisation at functions, meetings 

· Acting as a spokesperson as appropriate 

· Bringing impartiality and objectivity to decision-making 
· Where staff are employed: 

· Liaising with the chief executive to keep an overview of the organisation's affairs and to provide support as appropriate; 

· Leading the process of appraising the performance of the chief executive; 

· Sitting on appointment and disciplinary panels 

· Liaising with the chief executive officer to develop the board of trustees 

· Facilitating change and addressing conflict within the board and within the organisation, liaising with the chief executive officer (if staff are employed) to achieve this. 

The vice-chair acts for the chair when the chair is not available and undertakes assignments at the request of the chair.
Chair person specification

· Commitment to the organisation 

· Willingness to devote the necessary time and effort 

· Strategic vision 

· Good, independent judgement 

· Ability to think creatively 

· Willingness to speak their mind 

· Understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship 

· Ability to work effectively as a member of a team 

· *Nolan's seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership. 

· Leadership skills 

· Experience of committee work 

· Tact and diplomacy 

· Good communication and interpersonal skills 

· Impartiality, fairness and the ability to respect confidences 

In most circumstances it would also be desirable for the chair / vice-chair to have knowledge of the type of work undertaken by the organisation and a wider involvement with the voluntary sector and other networks.

*The Committee on Standards in Public Life is an independent committee, which makes recommendations to the Prime Minister. It was set up in October 1994 under the chairmanship of Lord Nolan to examine concerns about standards of conduct in public office.  The seven principles were published in 1995.

e) Sample – Secretary’s role description

The role of the Charity secretary is to support the Chair by ensuring the smooth functioning of the board.  This document is a sample job description and person specification

General responsibilities

· To ensure that the organisation complies with its governing document, charity law, company law and any other relevant legislation or regulations. 

· To ensure that the organisation pursues its objects as defined in its governing document. 

· To ensure the organisation applies its resources exclusively in pursuance of its objects (the charity must not spend money on activities which are not included in its own objects, no matter how worthwhile or charitable those activities are). 

· To contribute actively to the board of trustees' role in giving firm strategic direction to the organisation, setting overall policy, defining goals and setting targets and evaluating performance against agreed targets. 

· To safeguard the good name and values of the organisation. 

· To ensure the effective and efficient administration of the organisation. 

· To ensure the financial stability of the organisation. 

· To protect and manage the property of the charity and to ensure the proper investment of the charity's funds. 

· If the charity employs staff, to assist in the appointment of the chief executive officer and monitor his/her performance. 

In addition to the above statutory duties, each trustee should use any specific skills, knowledge or experience they have to help the board of trustees reach sound decisions. This may involve scrutinising board papers, leading discussions, focusing on key issues, providing advice and guidance on new initiatives or other issues in which the trustee has special expertise.

Additional duties

Either personally or by delegation, the secretary should:

· Receive agenda items from other trustees/staff 

· Prepare agendas in consultation with the chair and chief executive 

· Circulate agendas and supporting papers in good time 

· Make arrangements for meetings: 
· Booking the room 

· Equipment 

· Refreshments 

· Facilities for those with special needs 
· Check that a quorum is present 

· Minute the meetings and circulating the draft minutes to all trustees 

· Ensure that the minutes are signed by the chair once they have been approved 

· Check that trustees and staff have carried out action agreed at a previous meeting 

· Circulate agendas and minutes of the annual general meeting and any special or extraordinary general meetings 

· In organisations which are companies, act as company secretary where this role is not delegated to a member of staff 

· Sit on appraisal, recruitment and disciplinary panels as required 
Secretary - person specification
· Commitment to the organisation 

· Willingness to devote the necessary time and effort 

· Strategic vision 

· Good, independent judgement 

· Ability to think creatively 

· Willingness to speak their mind 

· Understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship 

· Ability to work effectively as a member of a team 

· Adherence to *Nolan's seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership 

· Organisational ability 

· Knowledge or experience of business and committee procedures 

· Minute-taking experience, if this is not being delegated to staff 

*The Committee on Standards in Public Life is an independent committee, which makes recommendations to the Prime Minister. It was set up in October 1994 under the chairmanship of Lord Nolan to examine concerns about standards of conduct in public office.  The seven principles were published in 1995.

f) Sample – Treasurer’s role description

The overall role of a treasurer is to:

· Maintain an overview of the organisation's affairs 

· Ensuring its financial viability 

· Ensuring that proper financial records and procedures are maintained. 

In small charities without paid staff the treasurer may take a greater role in the day-to-day finances of the organisation.

General responsibilities

· To ensure that the organisation complies with its governing document, charity law, company law and any other relevant legislation or regulations. 

· To ensure that the organisation pursues its objects as defined in its governing document. 

· To ensure the organisation applies its resources exclusively in pursuance of its objects (the charity must not spend money on activities which are not included in its own objects, no matter how worthwhile or charitable those activities are). 

· To contribute actively to the board of trustees' role in giving firm strategic direction to the organisation, setting overall policy, defining goals and setting targets and evaluating performance against agreed targets. 

· To safeguard the good name and values of the organisation. 

· To ensure the effective and efficient administration of the organisation. 

· To ensure the financial stability of the organisation. 

· To protect and manage the property of the charity and to ensure the proper investment of the charity's funds. 

· If the charity employs staff, to assist in the appointment of the chief executive officer and monitor his/her performance. 

In addition to the above statutory duties, each trustee should use any specific skills, knowledge or experience they have to help the board of trustees reach sound decisions. This may involve:

· Scrutinising board papers 

· Leading discussions 

· Focusing on key issues 

· Providing guidance on new initiatives 

· Other issues in which the trustee has special expertise 

Additional duties of the treasurer

· Overseeing, approving and presenting budgets, accounts and financial statements 

· Being assured that the financial resources of the organisation meet its present and future needs 

· Ensuring that the charity has an appropriate reserves policy 

· The preparation and presentation of financial reports to the board 

· Ensuring that appropriate accounting procedures and controls are in place 

· Liaising with any paid staff and volunteers about financial matters 

· Advising on the financial implications of the organisation's strategic plans 

· Ensuring that the charity has an appropriate investment policy 

· Ensuring that there is no conflict between any investment held and the aims and objects of the charity 

· Monitoring the organisation's investment activity and ensuring its consistency with the organisation's policies and legal responsibilities 

· Ensuring the organisation's compliance with legislation 

· Ensuring equipment and assets are adequately maintained and insured 

· Ensuring that the accounts are prepared and disclosed in the form required by funders and the relevant statutory bodies, e.g. The charity commission and/or the registrar of companies 

· If external scrutiny of accounts is required, ensuring that the accounts are scrutinised in the manner required (independent examination or audit) and any recommendations are implemented 

· Keeping the board informed about its financial duties and responsibilities 

· Contributing to the fundraising strategy of the organisation 

· Making a formal presentation of the accounts at the annual general meeting and drawing attention to important points in a coherent and easily understood way 

· Sitting on appraisal, recruitment and disciplinary panels as required 

Treasurer person specification

· Commitment to the organisation 

· Willingness to devote the necessary time and effort 

· Strategic vision 

· Good, independent judgement 

· Ability to think creatively 

· Willingness to speak their mind 

· Understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship 

· Ability to work effectively as a member of a team 

· Adherence to *Nolan's seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership 

· Financial qualifications and experience 

· Some experience of charity finance, fundraising and pension schemes 

· The skills to analyse proposals and examine their financial consequences 

· Preparedness to make unpopular recommendations to the board 

· Willingness to be available to staff to give advice and answer enquiries on an ad hoc basis 
*The Committee on Standards in Public Life is an independent committee, which makes recommendations to the Prime Minister. It was set up in October 1994 under the chairmanship of Lord Nolan to examine concerns about standards of conduct in public office.  The seven principles were published in 1995.

g) Sample - Trustee Role Description

The statutory duties of a trustee

· To ensure that the organisation complies with its governing document, charity law, company law and any other relevant legislation or regulations 

· To ensure that the organisation pursues its objects as defined in its governing document 

· To ensure the organisation uses its resources exclusively in pursuance of its objects: the charity must not spend money on activities which are not included in its own objects, no matter how worthwhile or charitable those activities are 

· To contribute actively to the board of trustees' role in giving firm strategic direction to the organisation, setting overall policy, defining goals and setting targets and evaluating performance against agreed targets 

· To safeguard the good name and values of the organisation. 

· To ensure the effective and efficient administration of the organisation 

· To ensure the financial stability of the organisation 

· To protect and manage the property of the charity and to ensure the proper investment of the charity's funds 

· If the charity employs staff, to assist in the appointment of the chief executive officer and monitor his/her performance 

Other duties

In addition to the above statutory duties, each trustee should use any specific skills, knowledge or experience they have to help the board of trustees reach sound decisions. This may involve:-
· Scrutinising board papers 

· Leading discussions 

· Focusing on key issues 

· Providing guidance on new initiatives 

· Other issues in which the trustee has special expertise 

Trustee - person specification

· Commitment to the organisation 

· Willingness to devote the necessary time and effort 

· Strategic vision 

· Good, independent judgement 

· Ability to think creatively 

· Willingness to speak their mind 

· Understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship 

· Ability to work effectively as a member of a team 

· Adherence to *Nolan's seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership. *The Committee on Standards in Public Life is an independent committee, which makes recommendations to the Prime Minister. It was set up in October 1994 under the chairmanship of Lord Nolan to examine concerns about standards of conduct in public office.  The seven principles were published in 1995.
h) Sample - Trustee Code of Conduct

Organisational values

As a trustee of [organisation] I promise to abide by the fundamental values that underpin all the activity of this organisation. These are:
· Accountability
Everything [organisation] does will be able to stand the test of scrutiny by the public, the media, charity regulators, members, stakeholders, funders, Parliament and the courts.

· Integrity and honesty
These will be the hallmarks of all conduct when dealing with colleagues within [organisation] and equally when dealing with individuals and institutions outside it.

· Transparency
[Organisation] strives to maintain an atmosphere of openness throughout the organisation to promote confidence of the public, stakeholders, staff, charity regulators and Parliament.

Additionally, I agree to the following points:

· Law, mission, policies

· I will not break the law or go against charity regulations in any aspect of my role of trustee. 

· I will support the mission and consider myself its guardian. 

· I will abide by organisational policies. 

· Conflicts of interest

· I will always strive to act in the best interests of the organisation. 

· I will declare any conflict of interest, or any circumstance that might be viewed by others as a conflict of interest, as soon as it arises. 

· I will submit to the judgment of the board and do as it requires regarding potential conflicts of interest. 
· Person to person

· I will not break the law, go against charity regulations or act in disregard of organisational policies in my relationships with fellow trustees, staff, volunteers, members, service recipients, contractors or anyone I come into contact with in my role as trustee. 

· I will strive to establish respectful, collegial and courteous relationships with all I come into contact with in my role as trustee. 
· Protecting the organisation's reputation

· I will not speak as a trustee of this organisation to the media or in a public forum without the prior knowledge and approval of the CEO or Chair. 

· When prior consent has not been obtained, I will inform the Chair or CEO at once when I have spoken as a trustee of this organisation to the media or in a public forum. 

· When I am speaking as a trustee of this organisation, my comments will reflect current organisational policy even when these do not agree with my personal views. 

· When speaking as a private citizen I will strive to uphold the reputation of the organisation and those who work in it. 

· I will respect organisational, board and individual confidentiality. 

· I will take an active interest in the organisation's public image, noting news articles, books, television programmes and the like about the organisation, about similar organisations or about important issues for the organisation. 
Personal gain

· I will not personally gain materially or financially from my role as trustee, nor will I permit others to do so as a result of my actions or negligence. 

· I will document expenses and seek reimbursement according to procedure. 

· I will not accept substantial gifts or hospitality without prior consent of the Chair. 

· I will use organisational resources responsibly, when authorised, in accordance with procedure. 
In the boardroom

· I will strive to embody the principles of leadership in all my actions and live up to the trust placed in me by (organisation). 

· I will abide by board governance procedures and practices. 

· I will strive to attend all board meetings, giving apologies ahead of time to the Chair if unable to attend. 

· I will study the agenda and other information sent me in good time prior to the meeting and be prepared to debate and vote on agenda items during the meeting. 

· I will honour the authority of the Chair and respect his or her role as meeting leader. 

· I will engage in debate and voting in meetings according to procedure, maintaining a respectful attitude toward the opinions of others while making my voice heard. 

· I will accept a majority board vote on an issue as decisive and final. 

· I will maintain confidentiality about what goes on in the boardroom unless authorised by the Chair or board to speak of it. 
Enhancing governance

· I will participate in induction, training and development activities for trustees. 

· I will continually seek ways to improve board governance practice. 

· I will strive to identify good candidates for trusteeship and appoint new trustees on the basis of merit. 

· I will support the Chair in his/her efforts to improve his/her leadership skills. 

· I will support the CEO in his/her executive role and, with my fellow board members, seek development opportunities for him/her. 

Leaving the board

· I understand that substantial breach of any part of this code may result in my removal from the trustee board. 

· Should I resign from the board I will inform the Chair in advance in writing, stating my reasons for resigning. Additionally, I will participate in an exit interview. 
Signed  _________________________________________
Name   _______________________________________________

i) Sample - Trustee Declaration of Eligibility
I declare that:

· I am over age 18. 

· I am not an undischarged bankrupt. 

· I have not previously been removed from trusteeship of a charity by a Court or the Charity Commission. 

· I am not under a disqualification order under the Company Directors' Disqualification Act 1986. 

· I have not been convicted of an offence involving deception or dishonesty (unless the conviction is spent). 

· I am, in the light of the above, not disqualified by the Charities Act 1993 (section 72) from acting as a charity trustee. 

· I undertake to fulfil my responsibilities and duties as a trustee of [name of organisation] in good faith and in accordance with the law and within [name of organisation]'s objectives / mission. 

· I do not have any financial interests in conflict with those of [name of organisation] (either in person or through family or business connections) except those which I have formally notified in a conflict of interest statement. I will specifically notify any such interest at any meeting where trustees are required to make a decision which affects my personal interests, and I will absent myself entirely from any decision on the matter and not vote on it. 

Signed: __________________ (Name of trustee)

Date: __________

Signed by Chair of……………………………………………………………..  

  ___________________________
Name _______________________
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