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Trustee Board Operating Procedures 

This policy outlines the procedures to ensure we are, and remain an effective board.  It should be 

read alongside our board code of conduct and conflict of interest policy.    

 

Decision Making 

 
The HBOSCC Board will meet monthly, or more often, if necessary, with a quorum of at least 2 

trustees.  Decisions are made collectively, with details recorded in the minutes.  

 

Appointment of New Trustees 
 

At the appropriate time, expressions of interest will be invited from the parish to serve as HBOSCC 

Trustees. The desirable skillset and experience will be set out at that time. The Trustees will vote on 

the appointment of new Trustees having reviewed all applications. 

 

All new trustees will be provided with a copy of CC3 and other relevant HBOSCC documents and 

policies.  All trustees are encouraged to undertake ongoing development training.   

 

Trustee Responsibilities 
 

The obligations on board members can best be summarised as follows: 

Board members must exercise reasonable skill and care, and independent judgement, avoid 

conflicts of interest and act in accordance with their governing document to promote the 

success of their organisation.  
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The Charity Commission requirements are detailed in CC3 – The Essential Trustee – as trustees, you 

must: 

 Always act in the best interests of the charity – you must not let your personal interests, views 

or prejudices affect your conduct as a trustee 

 Act reasonably and responsibly in all matters relating to your charity – act with as much care as 

if you were dealing with your own affairs, taking advice if you need it 

 Only use your charity’s income and property for the purposes set out in its governing document 

 Make decisions in line with good practice and the rules set by your charity’s governing 

document, including excluding any trustee who has a conflict of interest from discussions or 

decision-making on the matter. 

 

Other Legislation.  There are also obligations arising from other legislation, including health and 

safety at work and the environment. 

 

Charity Governance Code.  The Charity Code is applicable to all charities but is deliberately 

aspirational and is neither a legal nor regulatory obligation.  However, it provides a framework for 

good governance that is fundamental to effectively leading a charity.  It includes guidance on the 

role of trustees.  

External Professional Advice 
 

The Board will seek external professional advice, such as a lawyer or accountant, if needed.   

 

A charity may also engage suitable external experts in activities such as assessing grants or making 

referrals, if appropriate to do so.  Any such agency would be subject to appropriate due diligence to 

ensure that it has the skills, expertise and capacity to deliver any services, and subject to ongoing 

monitoring to ensure this remains the case.     

 

However, final decision on any matter may only be made by the trustees.   

 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3
https://www.charitygovernancecode.org/en/foundation-the-trustee-role-and-charity-context
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Efficient Conduct of Board Business 
 

The Chair has the prime, but not exclusive, responsibility for ensuring that the Board conducts its 

business effectively.  He/she ensures the Board has agreed priorities, appropriate structures, 

processes and culture and trustees govern well.  This will generally include: 

 

 Ensuring that the Board has the necessary skills and experience, and is appropriately diverse, 

but is not so large, as to impair effective decision making. 

 No trustee serves longer than any limit in the governing document, with no trustees serving 

more than 9 years, unless there are specific exceptional reasons for doing so 

 Fostering an open, positive culture and intervening at early stage to resolve potential conflict. 

 Ensuring there are agreed values consistent with our charitable purposes, these are reflected in 

decisions and in the culture throughout the organisation 

 Ensuring that the Board operates in accordance with its governing document and complies with 

relevant charity, company and other laws. 

 Ensuring the charity operates in accordance with the guidance issued by the Charity 

Commission and other bodies, such as the ICO and Fundraising Regulator. 

 Ensuring that there is a policy and procedure framework and associated management controls 

to ensure the organisation operates within the law and any associated best practice guidelines.  

 Effective management of meetings, including creation of an annual workplan, agenda setting 

and conduct of meetings.   

 Ensuring that finance is effectively managed and assets protected. 

 Ensuring that the views of stakeholders are adequately represented to the Board and the Board 

regularly receives reports on positive and negative feedback. 

 Maintaining an appropriate balance of Board attention to strategy, policy, key decision, financial 

management and performance review. 

 Maintaining an overview of the work of any committees. 

 Ensuring that key decisions are properly debated and approved by the Board, including an 

annual strategy review, and the annual business, budget and risk management plans.  

 Ensuring that trustees are appraised and the training needs of individual members (and the 

Board as a whole) are addressed. 

 Ensuring the Board seeks professional advice when it is needed. 

 Ensuring the organisation’s affairs are conducted in accordance with generally accepted codes 

of performance and propriety. 

 

 

 

 

 

https://blogs.ncvo.org.uk/2015/11/16/trustees-and-governing-documents/
https://ico.org.uk/for-organisations/charity/
https://www.fundraisingregulator.org.uk/faqs/charity-faqs/
CFG:%20Essential%20trustee%20finance
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Board Skills & Experience 

Chair 

In addition to trustee skills and experience below, some examples to consider: 

 

Essential: 

 

 Gravitas and authority to lead the Board and represent the organisation to stakeholders. 

 Outstanding communicator and public speaker.  

 Ability to inspire and facilitate diverse individuals and their points of view to achieve consensus. 

 Results focussed but succeeds primarily through influencing.  

 Understanding of charity and company law and finances.   

 Sound understanding of governance and strategy.  

 Able to commit adequate time to carry out role.  

Desirable: 

 

 Experience of being a chair of a board or board committee.  

Trustees  

 

Essential: 

 

 A commitment to and a passion for our work. 

 Ability to understand and analyse financial and non-financial data. 

 Ability to think strategically, that is long term, across the whole organisation. 

 Willingness to accept the legal duties, responsibilities and liabilities of a charity trustee. 

 A team player willing to accept responsibility for collective decision making and maintain 

confidentiality. 

 Readiness to offer personal and professional skills and experience to support the Board 

 Willingness to remain informed about the work of the charity. 

 Good communication skills and a commitment to act as an advocate for the charity. 

 A willingness to challenge and be challenged, positively.  

 Good judgement and the ability to think impartially. 

 

Desirable: 

 

 Experience of working in our areas of activity and the charity sector. 

 Understanding and/or knowledge of charity and company law and finances. 

 Relevant functional skills and experience – see below. 

    

 



            

 

5 

Board Functional Skills 

The board overall will require an appropriate mix of relevant professional skills.  The list below is 

non-exhaustive and simply serves to provide a checklist.  A skills audit will be carried out annually  

Skills 

Income 
Fundraising, commercial operations, income generation, retail, B2B, 

events, community fundraising 

Finance Financial management, accounting, audit, tax, investment, pensions.  

Marketing and 

Sales 
Marketing, sales, social media, PR, communications, lobbying, the Media 

Facilities Management, maintenance programmes, new builds 

Legal Charity, company, contract, property, employment, M&A 

Governance NED, Company Secretary, Chair,   

HR Remuneration, Organisational Development, recruiting 

IT Networks, web sites, security. 

Digital 

Networks, web sites, cyber security, digital/social media, online 

commercial, analytics, digital strategy, digital engagement and 

campaigning, online fundraising 

Other 
H&SW, safeguarding, risk management, public policy, social care/medical, 

welfare. 

 

Version Control - Approval and Review 

Version 

No 

Approved 

By 

Approval 

Date 
Main Changes 

Review 

Period 

1.0 Board Oct 24 Initial draft approved Annually 

 

Regulatory Guidance 
Charity Commission: 

 Conflicts of interest: a guide for trustees. 

 Payment to trustees 

 Selling/leasing to someone connected with the charity 

 Trustee disqualification 

 Examples of personal benefit 

https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29/conflicts-of-interest-a-guide-for-charity-trustees
https://www.gov.uk/guidance/payments-to-charity-trustees-what-the-rules-are
https://www.gov.uk/guidance/sell-or-lease-property-to-someone-connected-to-your-charity
https://www.gov.uk/guidance/charity-trustee-disqualification
https://www.gov.uk/government/publications/examples-of-personal-benefit

