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Trustee Role Description (Voluntary)

	Title of post
	Trustee


Role Purpose

To utilise your personal skills, experience and knowledge - helping to lead and support St Peters House in its provision of professional client services.  To be an active and contributing member of the board at all levels. Ensure organisational compliance in all areas of legislation, policy and procedure, using personal skills and experience to help the board of trustees in reaching structured and sound decisions.
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Responsibilities:

Governance

1. To be an active board member, helping to give the organisation strategic direction.

2. To actively contribute at board meetings and help to monitor the implementation of decisions taken at meetings.

3. Contribute to the setting of policy, objectives and adherence to, thereafter.

4. Help facilitate change and manage conflict.

5. Ensure the financial stability of the organisation and ensure sound risk management.

6. To appoint independent auditors and approve audited accounts
7. Ensure the organisation complies with its governing document, charity law and other relevant regulations.

Leadership

8. Contribute to the development of the charity mission and vision. 
9. Raise the public profile of the organisation.
10. To provide leadership which supports staff to manage periods of change or difficulty
11. To represent St Peters House as necessary
12. To develop and approve the organisation’s vision and value
13. To promote the reputation of the organisation
14. To provide the leadership necessary for all staff to deliver high quality services at all times
15. To regularly assess the environment and develop the organisation’s business strategy

Strategy

16. To review and agree any major changes to the organisation e.g. mergers

17. To regularly assess the environment and develop the organisation’s business strategy

18. To agree the annual organisational plan implementing the business strategy

Performance Management

19. To monitor and assess the organisation’s results in relation to the agreed corporate strategy, budget and corporate plan

20. To agree alternative action to remedy shortfalls in performance

Risk management

21.  To maintain a robust overview of the principal risks facing the charity

22.  To exercise scrutiny over the charity’s risk management systems

All volunteer Trustees will be recruited, orientated etc. in accordance within St Peters House current policy and practice. 

Time Commitment

Trustee Board Meetings are held bi-monthly(6 times a year) on a mutually convenient evening from 18:30 – 20:30pm at St Peters House in Redhill.

There are also occasional evening strategy meetings and an annual AGM which trustees should attend if possible.

Communication between meetings takes place via email, and telephone.

PERSON SPECIFICATION
	
	Essential
	Desirable

	Key Skills and abilities
	Ability to offer creative strategic direction

Good communication skills across all levels

Excellent planning and organisational abilities
	· A creative and innovative approach in the role of trustee, balanced by a sound professional track record



	Knowledge and Understanding
	· Understanding of the voluntary sector

· An understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship

· Understanding of governance
	· Knowledge or experience of committee procedures



	Experience
	· Significant experience in at least one of the following areas: 

· Legal Governance

· Leadership and Management

· Social Care & Health particularly in the field of sexual health

· Financial Management

· Human Resources

· Fundraising

· Communications and Marketing

· Managing change and organisational development

· Estates and Support Services
	· Experience of giving direction to board policy-making

· Social Care & Health Sector knowledge



	Personal Attributes
	· Commitment to the organisation and willingness to devote the required time and effort

· An engaging enthusiast who is willing to speak their mind

· A problem-solving ‘can-do’ approach

· A willingness to uphold the principles of public service: selflessness; integrity; objectivity; accountability; openness; honesty; leadership
	· Flexibility

· A willingness to multitask and diversify into new areas

· Experience and knowledge of Community and Voluntary Sector


Terms of Reference
	Title of Group
	 Board Meetings

	Overall Purpose of Group
	The Board meeting every 2 months to  support manager to , discussing areas of concern and suggesting possible improvements to service, thereby promoting best practice and helping to deliver the highest standard of professional service. 

	Specific Objectives/Scope
	· To provide a forum for effective communication and co-ordination within the team

· To discuss operational  and administrative issues

· To update on Trust corporate issues and feedback from management

· To discuss issues of governance

· To give information and feedback on meetings, conferences and courses attended by members of the team



	Scope of Decision Making
	· Board response to all appropriate business matters including organisational requests and directives

· Board agreement regarding best practice and governance issues, outcomes and lessons learned in complaints and incidents, etc

	Accountable To
	Chair

	How Accountability is Demonstrated
	Ratified terms of reference

Minutes available to staff as requested. 

	Reporting
	Stephanie Phillips-Project Director

	Chair
	Heather Loxley

	Staff
	Steph McArthur

Lindsday Hartley

Linda Palmer 

Sue Irshad

Ben Lee



	Quorum
	Team meetings are not generally held without at least two-thirds of the Board being available.

	Minutes/Notes
	Minutes are recorded by admin staff, and are circulated to all team members once approved by the Chair. These are reviewed at the next team meeting and corrections made if necessary. Minutes are available to on shared folder if required.

	Confidentiality
	Confidential items may be included in minutes, 

	Frequency
	One two-hourly meeting about every other month (flexible intervals to ensure maximum attendance)

	Lifespan of Group
	Ongoing

	Terms of Reference Approved By
	Board of Trustees

	Date Approved
	May 2015

	Review Date
	May 2017

	Author
	Stephanie George-Phillips


