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1
Recruitment

1.1
Prior to the first Trustee meeting of the year, the Chair will review the expiry dates of each trustee’s term of office and ascertain whether any of the trustees whose term expires in the forthcoming year, wish to re-apply for another term (if applicable). The Chair will communicate the results of these discussions at the Trustee meeting to enable all Trustees to consider prospective replacements. Recruitment of other trustees should take account of both skills required and general policies on diversity, to avoid discrimination of any kind. Recruitment can be done by any means including word of mouth through the local community, web-site or by local advertising. 

1.2
A person expressing an interest in wanting to become a trustee should be invited have an informal meeting or meetings with at least two Trustees who will explain the role, answer any questions and decide whether the person would be a valuable member of the team. The person is then be asked to look at the Trust website, to inform themselves of the ethos of the Trust and its principal objectives and then to complete the application form in schedule B to this policy. 

1.3
In accordance with the Charity Commission guidelines, the person’s name should be checked against the register of removed trustees and the insolvency register.

1.4      The application form  is  then be circulated to all Trustees prior to the next Trustee meeting. The appointment of the new person to be a trustee will be tabled as a resolution at this meeting. If the resolution is passed, they become a trustee upon signing the declaration that they are not disqualified from acting as a trustee. If the resolution is not passed, then consideration should be given as to what feedback is to be supplied to the candidate.
1.5
If the Trustees are unable to recruit trustees with the same expertise as the retiring trustees, then the Trustees should consider asking the retiring trustees or other non-trustees to act as mentors or consultants with the option of them attending committee meetings if appropriate. Ideally though, the Trustees should seek to secure the expertise required to run the trust in the body of the trustees.
2
Induction
2.1
 A new trustee is to be given access to the trustee section of the Trustee website. The table in Schedule A should be given to the new trustee which shows which documents they should acquaint themselves with and where to find them.
2.3
The new trustee should be encouraged to attend  the next suitable training seminar run by the Almshouses Association for which they are available. The designated person responsible for security cards  should arrange for a security card for the new trustee. 
2.4
The new trustee should be invited to participate in the next round of biannual visits. If the new trustee does not have a security card at this stage, then they should be accompanied by two other trustees. 
2.5
If not previously discussed, the Chairman should suggest (in conjunction with other trustees) which committee the new trustee should join. Trustees should normally be a member of at least one committee.

Schedule A
	No.
	Document
	Source or Location 

	1
	Constitution of Chandos and Dent
	C &  D Website/Database

	2
	Last audited Annual report and Accounts
	Treasurer/C & D Website/Database

	3
	Current year budget and management accounts
	Treasurer

	4
	Minutes of trustee meetings for last 12 months
	Chair/C & D Website/Database

	5
	Charity Commission Guidance on Essential Trustee
	CC Website 

	6
	Charity Commission guidance on Hallmarks of an Effective Charity
	CC Website

	7
	Standards of Almshouses Management 6th ed (2014)
	Now available on Almshouse Association website

	8
	Precis of the Charity’s history
	C & D Website

	9
	Forward calendar of future meetings
	Clerk/C & D Website/Database

	10
	List of fellow trustees with present duties
	Chair

	11
	Latest Quinquennial reports
	Website/Database

	12
	List of residents and dates of appointment
	Clerk

	13
	Copies of current policies
	Website/Database

	14
	Copy of residents handbook and specimen letter of appointment
	Website/Database

	15
	Copies of the Minutes of the new Trustee’s subcommittees for the past 12 months (coupled with a prior discussion before the next subcommittee meeting).
	Relevant Subcommittee head


Schedule B
Application to be a Trustee of Chandos & Dent’s Almshouses

Name:

Address:

Postcode:

Landline Phone Number:

Mobile Phone Number:

Email address:

There are no formal qualifications to be a trustee but the existing Trustees need to ensure that the skills and experience you can bring to the Trust will complement those in the existing team. For this reason we do not expect applicants to be able to answer yes to all of these questions.
Prior knowledge

How did you come to hear of the Trust?

Availability


Are you normally available for meetings:

Weekday evenings      Generally Yes/No

Weekday daytime        Generally Yes/ Only if given several weeks notice/ No
IT Skills

Do you have access to a computer?      Yes / No

Are you happy reading/writing emails?    Yes/No

Are you happy using word processing software (eg word)?  Yes/No

Are you happy using spreadsheet software (eg excel)?   Yes/No

Are you happy using web site development software (eg wordpress)?  Yes/No

Financial Skills

Are you happy reading and understanding budgeting statements?  Yes/No

Do you have experience of making investments either for yourself or professionally?     Yes/No

Legal Skills

Do you have experience of data protection legislation other than as a member of the public?  Yes/No

Do you have experience of the law regarding almshouse appointments or landlords & tenants?  Yes/No

Administrative Skills

Do you have experience of chairing meetings?   Yes/No

Do you have experience of minuting meetings?  Yes/No

Do you have experience of drafting policies & procedures?  Yes/No

Do you have experience of drafting formal letters?  Yes/No

People Skills

Do you have any experience of managing tenants or almshouse occupants? Yes/No

Do you have experience of helping people who may be regarded as vulnerable?  Yes/No

Do you have experience of liaising with Social Services? Yes/No

Do you have experience of dealing with Universal Credit or Housing Benefit? Yes/No
Building Skills
Do you have experience of handling small to medium size construction projects?  Yes/No

Do you have experience of working with listed properties? Yes/No

Are you familiar with current building regulations? Yes/No

Are you familiar with current landlord legislation regarding properties? Yes/No

Can you please summarise your career and any relevant voluntary experience you have.

Can you please state what skills you think would be of use to the Trust.

Can you please state why you wish to be a trustee

Do you know any of the current residents or trustees of the Chandos & Dent’s Almshouses? Yes/No   (If so, whom?)

What other charity or voluntary organisation positions do you hold?
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