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Trustee recruitment 
(1) 	The charity identifies the need for new trustees. This may be because vacancies have arisen through resignations, or it may be that existing trustees have decided that one or more new trustees with specific skills are needed to help run the charity more effectively.
(2) 	The trustees agree what skills, experience and knowledge are needed, and write it down in the form of a short job description and person specification.
(3) 	The trustees agree responsibilities and a process for recruitment; in doing this, they take care to comply with any specific requirements set out in the charity’s governing document. Some of the work may be delegated to a sub-group of trustees, but the whole trustee board remains in full control of the process and decisions.

Finding potential trustees
(4) 	The trustees consider the best methods of attracting a diverse range of candidates with the skills the charity needs. This may include advertising in the local and/or specialist press and using trustee brokerage services and through word of mouth or letters of invitation to specific organisations.

Vetting & appointing new trustees
(5) 	Applicants complete the trustee application form which is circulated to the board, and skills audit form.


(6) 	Short-listing and interviews take place against agreed criteria. Informal interviews are carried out by one or a small group of trustees, and each candidate is asked similar questions to ensure a fair and objective approach. Notes are kept of each interview and circulated to the board.
(7) 	Preferred candidates are identified and invited to join the trustees, subject to references, formal vetting and approval by the full trustee board. Unsuccessful candidates are notified and thanked for their interest.
(8) 	The trustees check that the candidates have not been disqualified from acting as trustees, and candidates are asked to confirm in writing that this is the case and asked to complete the declaration of eligibility.


(9) 	Candidates are asked to consider and declare any existing or potential conflicts of interest and complete the declaration form.


(10) 	Where needed the trustees seek any appropriate checks from the Disclosure and Barring Service.
(11) 	In the light of the checks and declarations, the trustees decide to go ahead and formalise the appointment of new trustees.
(12)	The trustees check the charity’s governing document to ensure that they appoint the new trustees in a proper and legal way.
(13) 	The Chair of the charity writes to the prospective trustees, setting out their duties and the charity’s expectations of them.
(14) 	An information pack about the charity is sent to new trustees, they are referred to the charity commission website for more information on becoming a trustee and a full induction process is arranged. New trustees meet existing trustees and others involved with the charity, such as members of staff, volunteers and beneficiaries.

 (15) 	Trustees attend their first board meeting and are duly welcomed. All relevant parties, such as the charity commission, Companies House, IT & other staff etc. are advised of their new appointment.

When preparing to appoint a new trustee, the trustee board must ensure that the person is qualified to act as a trustee. No-one under the age of 18 can be a trustee of a charitable trust or unincorporated association. However, 16 is the minimum age for the appointment of a director, and so a trustee, of a charitable company. Further information on young people as trustees can be found on our website. Some people are disqualified by law from acting as trustees, including anyone described in sections 178 to 180 of the Charities Act 2011. This includes:
· anyone who has an unspent conviction for an offence involving deception or dishonesty;
· anyone who is an undischarged bankrupt;
· anyone who has been removed from trusteeship of a charity by the Court or the Commission for misconduct or mismanagement; and
· anyone under a disqualification order under the Company Directors Disqualification Act 1986.
· anyone who has entered into a composition or arrangement with their creditors which includes an individual voluntary arrangement (IVA), and is currently on the Insolvency Service Register.

It is normally an offence to act as a trustee while disqualified unless we have given a waiver under section 181 of the Charities Act 2011 (there are some special provisions applying to the administration of charitable companies). Further information about disqualifications and waivers of disqualification can be found in our staff guidance OG41 and OG42 on our website.

The appointment of a trustee must be in accordance with the charity’s governing document, which will set out procedures for appointing new trustees, including any restrictions, such as a maximum number of trustees or an age limit. It is important that trustees follow these procedures. If they don’t, this could result in the appointment being invalid. If the governing document contains provisions which prevent certain people from acting as charity trustees, we cannot grant a waiver under section 181 of the Charities Act 2011 as we cannot override the provisions within a governing document.

Induction
(16) New trustees are invited to view the premises and meet the staff & volunteers and spend time partaking of or helping at activities.
(17) Trustees are provided with log on details for Microsoft Teams, specifically the “Trustees” area where documents are stored.
(18) Trustees are encouraged to attend training and refereed to sites for more information on their responsibilities.



Signed on behalf of the Board of Trustees 




Name: Sue Halfyard   Date:  11 September 2023
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THE ALICE CROSS CENTRE

APPLICATION TO BECOME A CHARITABLE TRUSTEE





		1. APPLICANT’S DETAILS



		Title:

Full Name:



		Home Address:



		



		Postcode:







		Telephone Numbers: (Please include STD codes)



		Home:



		Work:



		Mobile:



		Email Address:







		Do you hold a current full driving licence?

		YES/NO



		Do you have any penalty points on your license? 

		YES/NO  (Please give details)



		Do you have access to a vehicle that you could use in the course of your role?     YES/NO









		How did you hear about this vacancy?







		2.  YOUR HEALTH



		Is there anything concerning your medical history or state of health that is relevant to your application?

		YES/NO  (Please give details:)










		3. EMPLOYMENT AND VOLUNTARY HISTORY





Please start with your most recent employment and volunteering.  Briefly describe the main duties and responsibilities of your post.  

		1.  Current / most recent employer/organisation



		Name of Employer/organisation



		Address:



		Job Title:



		From:

		To:



		Brief description of duties:



		Reason for leaving or changing job:



		2.  Employer/organisation



		Name of Employer/organisation



		Address:



		Job Title:



		From:

		To:



		Brief description of duties:



		Reason for leaving or changing job:



		3.  Employer/organisation



		Name of Employer/organisation



		Address:



		Job Title:



		From:

		To:



		Brief description of duties:



		Reason for leaving or changing job:



		4  EDUCATION





 Please tell us about your education and qualifications which you feel are relevant to the post.  Include any courses you are currently undertaking.  Please start with the most recent.

		Name of establishment attended or training body

		Subject studied

		Qualification/ Level

		Date gained



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		







		5.  TRAINING





Please list any training you have received which did not lead to a qualification but which you feel are relevant to being an Age Concern Charitable Trustee.

		Training Course

		Date



		

		



		

		







		6. EXPERIENCE AND SKILLS





		What do you think you can bring to the Alice Cross Board of Trustees?

What are you able to do?

What do you think your main achievements have been in your previous work/organisation/charity?

How would you see the Centre moving forward?





This section is to give specific information in support of your application. Continue on an A4 sheet of paper if required.



		7.  REFERENCES





Please give name, address and position/occupation of two referees. One must be your present or most recent employer.  References will only be taken up for the successful candidate.  Testimonials or references from friends and relatives are not acceptable.

		Name:

		



		Position held:

		



		Organisation:

		



		Address:

		



		Telephone Number:

		



		Mobile Number:

		



		Email Address:

		



		Name:

		



		Position held:

		



		Organisation:

		



		Address:

		



		Telephone Number:

		



		Mobile Number:

		



		Email Address:

		







		8.  DATA PROTECTION CONSENT





In accordance with the Data Protection Act 1998 and GDPR, the information provided on this form will be used in the recruitment and selection process and may be disclosed to all those who need to see it.  It will form the basis of the confidential personnel record of the successful candidate. In addition, it will be held on a secure password protected database and used for equal opportunities monitoring purposes. If the candidate does not become a trustee the collected information will be destroyed.

I confirm that I do not object to the information collected on this form being transferred onto computer and held whilst I am a trustee and for the purpose of anonymous statistical reporting, in accordance with statutory requirements and for the basis of compiling correspondence and to assist Age Concern Teignmouth and Shaldon in equal opportunities monitoring in respect of Trustee applications.

I agree that Age Concern Teignmouth and Shaldon has the right to validate any of the information provided.



Signed ..........................................................................................


		9.  DECLARATION OF ELIGIBILITY TO BECOME A CHARITABLE TRUSTEE





I declare that I am not disqualified from acting as a charity trustee and that (please tick to confirm and agree each statement below):

		□

		I am not incapable of acting by reason of mental disorder within the meaning of the Mental Health Act 1983.





		□

		I do not have an unspent conviction relating to any offence involving deception or dishonesty.





		□

		I am not an undischarged bankrupt nor have I made a composition or arrangement with, or granted a trust deed for, my creditors.





		□

		I am not subject to a disqualification order under the Company Directors Disqualification Act 1986 or to an order made under section 429 (b) of the Insolvency Act 1986





		□

		I have not been removed from the office of charity trustee or trustee for a charity by an Order made by the Charity Commissioners or the High Court on the grounds of any misconduct or mismanagement nor am I subject to an order under section 7 of the Law Reform (Miscellaneous Provisions) (Scotland) Act 1990, preventing me from being concerned in the management or control of any relevant organisation or body.





		□

		I am not subject to a disqualification order under the Criminal Justice and Court Services Act 2000.





		□

		I am not disqualified under the Protection of Vulnerable Adults List.





The information supplied on this application form is true and accurate to my knowledge.





Signed ..................................................................................



Print  .....................................................................................



Date  .....................................................................................





Thank you for completing the form.



Please return your form to.



The Secretary – Jackie O’Brien



The Alice Cross Community Centre

1 – 3 Bitton Park Rd

Teignmouth

Devon

TQ14 9BT
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		9.  DECLARATION OF ELIGIBILITY TO BECOME A CHARITABLE TRUSTEE



		I declare that I am not disqualified from acting as a charity trustee and that (please tick to confirm and agree each statement below):





		□

		I am not incapable of acting by reason of mental disorder within the meaning of the Mental Health Act 1983.





		□

		I do not have an unspent conviction relating to any offence involving deception or dishonesty.





		□

		I am not an undischarged bankrupt nor have I made a composition or arrangement with, or granted a trust deed for, my creditors.





		□

		I am not subject to a disqualification order under the Company Directors Disqualification Act 1986 or to an order made under section 429 (b) of the Insolvency Act 1986





		□

		I have not been removed from the office of charity trustee or trustee for a charity by an Order made by the Charity Commissioners or the High Court on the grounds of any misconduct or mismanagement nor am I subject to an order under section 7 of the Law Reform (Miscellaneous Provisions) (Scotland) Act 1990, preventing me from being concerned in the management or control of any relevant organisation or body.





		□

		I am not subject to a disqualification order under the Criminal Justice and Court Services Act 2000.





		□

		I am not disqualified under the Protection of Vulnerable Adults List.





The information supplied on this application form is true and accurate to my knowledge.





Signed ..................................................................................



Print  .....................................................................................



Date  .....................................................................................





Thank you for completing the form.



Please return your form to.



The Secretary – Jackie O’Brien



The Alice Cross Community Centre

1 – 3 Bitton Park Rd

Teignmouth

Devon

TQ14 9BT
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the alice cross community centre



CONFLICT OF INTEREST DECLARATION

		I ………..................................................................... as employee/volunteer/trustee* [*delete as appropriate] of Age Concern Teignmouth & Shaldon – Alice Cross Centre-  have set out below my interests in accordance with the organisation’s conflicts of interest policy. 


Category 

		Please give details of the interest and whether it applies to yourself or, where appropriate, a member of your immediate family, connected persons or some other close personal connection 



		Current employment and any previous employment in which you continue to have a financial interest. 

		



		Appointments (voluntary or otherwise) e.g. trusteeships, directorships, local authority membership, tribunals etc. 

		



		Membership of any professional bodies, special interest groups or mutual support organisations. 

		



		Investments in unlisted companies, partnerships and other forms of business, major shareholdings [charities may set a figure here, e.g. more than 1% or 5% of issued capital] and beneficial interests. 

		



		Gifts or hospitality offered to you by external bodies and whether this was declined or accepted in the last twelve months. 

		



		Do you use, or care for a user of the organisation’s services? 

		



		Any contractual relationship with the charity or its subsidiary. 

		



		Any other conflicts that are not covered by the above. 

		



		No conflicts of interest




		





To the best of my knowledge, the above information is complete and correct. I undertake to update as necessary the information provided, and to review the accuracy of the information on an annual basis. I give my consent for it to be used for the purposes described in the conflicts of interest policy and for no other purpose. 

Signed: 


Position: 


Date:

Author: JS & JE 










24/2/17ver 1 




