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Southampton



               187a Portswood Road, SO17 2NF

APPLICATION TO BECOME A TRUSTEE



Personal and Contact Information


(to help us complete Charity and Company Requirements)

Full Name:

Address:




Phone:

Post Code:





Date of Birth:




E-Mail:

Please tell us why you are interested in becoming a Trustee for Southampton Mencap:

Please tell us about your skills and experience relevant to the role:
Please tell us what you hope to get out of your involvement as a trustee with Southampton Mencap:
Are you related to an employee of Southampton Mencap?  Yes / No 

If yes, please give their name ……………………………………………..

Southampton Mencap will take up two references in relation to your application to be a trustee. Please give details of two people who can act as a referee (non-family members):
Reference 1

Full Name:

Address:





Phone:

Post Code:





E Mail:
Reference 2

Full Name:

Address:





Phone:

Post Code:





E Mail:

Southampton Mencap will also ask you to complete a form confirming your eligibility to be a trustee (under the Charities Act 1993 some people are disqualified by law from acting as a trustee). Because Southampton Mencap works with children and vulnerable adults you will also be expected to undertake an enhanced DBS check (having previous convictions does not necessarily exclude you from becoming a trustee, this depends on the offence and type of conviction)
I confirm that the details provided are accurate and up to date. I understand and consent to Southampton Mencap holding personal and sensitive information about me which will not be shared with anyone outside of the organisation without my permission.
Signed:





Date:

Thank you for completing this form. Please phone 02380 584088 if you have any questions or need more information. Please return to:- 
The Chief Executive Officer
Southampton Mencap
187a Portswood Road
Portswood
Southampton
SO17 2NF

Code of Conduct for Trustees
The aim of this document is to set out how the Trustees will work together in the best interests of the organisation.
As a Trustee of Southampton Mencap I will:

1. Deal fairly and honestly with any contacts I have as part of my role.

2. Be loyal to and positively promote the reputation, integrity and aims of the organisation avoiding any act which may bring Southampton Mencap into disrepute.

3. Act within the law and within statutory or regulatory codes relevant to the organisation’s work practices.

4. Act in accordance with the policies and procedures of Southampton Mencap.

5. Declare any personal interest which might conflict with or be seen by others to affect my ability to perform my duties fairly and impartially.  
6. Not accept any gift or money which has been offered as a result of my position in the organisation unless they are donations to Southampton Mencap.
7. Treat all information given to me about the activities of the organisation as strictly private and confidential. 
8. Alert the Chairman or Chief Executive Officer if any serious concerns should arise about something at Southampton Mencap.
9. Respect the privacy, personal choice of lifestyles, customs, values and spiritual beliefs of everyone involved at Southampton Mencap and act with sensitivity.

10. Follow Health and Safety policies and procedures at Southampton Mencap.

11. Be committed to the principle of equality and opportunity regardless of disability, race, gender sexual preference, age, ethnicity, marital status or religion, both in the provision of our services and in employment practices.

12. Undertake training as required. 
13. Be aware that if I behave in a way that is contrary to this code of conduct I may be voted off the committee.

I agree to the Code of Conduct as detailed above:

Signed:
​​​​​​​​​​​​_______________

Position: ​​​​​​​​​​​___________

Name:
_____________

Date: ___________

TRUSTEE AGREEMENT FOR SOUTHAMPTON MENCAP
Organisation’s name (as it appears in your governing documents)

	Southampton Mencap


Total number of trustees your organisation has

	


Working with vulnerable groups

Tick this box if the organisation works with vulnerable people (including children) and you declare that you have:


	· Read and understood the Charity Commission’s safeguarding guidance

	· Carried out all trustee eligibility checks the law requires and on the basis of those checks are satisfied that the people acting as trustees are both eligible and suitable to act as trustees of this charity


Trustee eligibility and responsibility

By completing and signing this form, you declare that you:
· Are over the age of 18
· Are willing to act as a trustee of the organisation named above

· Understand your organisation’s purposes (objects) and rules set out in its governing document
· Are not prevented from acting as a trustee because you:
have an unspent conviction for an offence you have committed 

· have an IVA, debt relief order and/or a bankruptcy order

· have been removed as a trustee in England, Scotland or Wales (by the Charity Commission or Office of the Scottish Charity Regulator) 

· have been removed from being in the management or control of anybody in Scotland (under relevant legislation)

· have been disqualified by the Charity Commission

· are a disqualified company director
· are a designated person for the purposes of antiterrorism legislation

· are on the sex offenders register

· have been found in contempt of court for making (or causing to be made) a false statement
· Have been found guilty of disobedience to an order or direction of the Charity Commission
Personal benefit

If your organisation pays (or will pay) any trustee for being a trustee OR any trustee or person connected to them for providing goods and services, you declare that this will:
· Be in the organisation’s best interests
· Be lawful and authorized
· Help the organisation carry out its purposes (or be a necessary by-product 
· of it carrying out its purposes)
You also declare that:

· The information you provide to the Charity Commission is true, complete and correct

· You understand that it’s an offence under section 60(1)(b) of the Charities Act 2011 to knowingly or recklessly provide false or misleading information

· Your organisation’s funds are held (or will be held) in its name in a bank or building society account in England or Wales

· You will comply with your responsibilities as trustees - these are set out in the Charity Commission guidance ‘The essential trustee (CC3)’

· (If applicable) the primary address and residency details you provide in a charity registration application are correct and you will notify the Charity Commission if they change

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/673797/Auto_disqualification_table_v1.1.pdf
Signed:    ​​​​​​






Date: 

TRUSTEE BOARD MEMBERS
DESCRIPTION OF THE ROLE AND PERSON SPECIFICATION


INTRODUCTION

Being a Trustee of a Charity means you are there to look after the charity’s work and ensure that it use its money and resources properly, and that it is managed effectively through the paid staff. Trustees are also Company Directors as Southampton Mencap is registered as a company limited by guarantee.

There are currently 7 Trustees, who act as a Board to carry out this work. Board members meet on average 4 times a year and everyone is expected to attend the Annual General Meeting. Trustees may also be involved in short term specific interest task groups. If necessary, training is made available where needed e.g. to raise greater awareness to the needs of people with learning disabilities or carers issues.

Initially the Chairman of the Board and Chief Executive Officer will interview applicants and Trustees can be co-opted throughout the year by the Board. A number of checks are carried out prior to appointment, including a declaration that the potential trustee is not disqualified from standing, references are taken up and a DBS check is conducted (Disclosure and Barring Service check)


Once you have expressed an interest in joining the Southampton Mencap Board of Trustees the Chief Executive Officer or the Chairman will contact you and invite you for a meeting. Alternatively to find out for more before you apply please call 023 8058 4088, e mail admin@southamptonmencap.co.uk or check the organisation’s website at http://www.southamptonmencap.org/
RESPONSIBILITIES

Trustees accept ultimate responsibility for everything that Southampton Mencap does. Collectively the trustees are responsible for the vision, mission and management of the organization and will be held accountable if things go wrong.

They can delegate some tasks as the governing document allows but ultimate responsibility remains with trustees. At its simplest, the role of the trustee board is to receive assets from donors, safeguard them and apply them to the charitable purposes of Southampton Mencap. The trustee board must always act in the best interests of the organisation, exercising the same standard of duty of care that a prudent person would apply if looking after the affairs of someone for whom they have responsibility. The trustee board must act as a group and not as individuals.


DUTIES

· Ensure that Southampton Mencap complies with its governing document (its Memorandum and Articles of Association), charity law, company law and any other relevant legislation or regulations.

· Ensure that Southampton Mencap pursues its objects as defined in its governing document.

· Ensure Southampton Mencap applies its resources exclusively in pursuance of its objectives.

· Safeguard the good name and values of the organisation.

· Ensure the financial stability of the organization.

· Protect and manage the property Southampton Mencap and ensure the proper investment of its funds.

· Appoint the Chief Executive Officer and monitor his/her performance.

· Sit on appraisal, recruitment, disciplinary and grievance panels as required.

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 leading discussions, identifying key issues, providing advice and guidance on new initiatives, and evaluating or offering advice on other areas in which the trustee has particular expertise or setting targets and evaluation performance against agreed targets.

To help the board of trustees reach sound decisions. This may involve scrutinizing board papers, leading discussions, focusing on key issues, providing guidance on new initiatives or other issues in which the trustee has special expertise.

MINIMUM TIME COMMITMENT

· Trustees are expected to attend all trustee meetings. These are held 4-6 times a year and usually during normal office hours. The meetings last approximately two and a half hours and are usually at the Mencap Office in Portswood.
· Papers are distributed no later than one week in advance of meetings.
· Trustees are invited to the annual general meeting (AGM) of Southampton Mencap which takes pleas during the day no later than the end of June. 
PERSON SPECIFICATION
Each trustee must have: 

· a commitment to the mission of Southampton Mencap

· a willingness to meet the minimum time requirement

· integrity

· strategic vision

· good, independent judgement

· an ability to think creatively

· a willingness to speak their mind

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

· an ability to work effectively as a member of a team and to take decisions for the good of Southampton Mencap. 

The board of trustees collectively needs skills and experience in the following areas: financial management, income generation and enterprise, as well as
· public policy and public affairs

· national and local voluntary sector

· national and local government and statutory bodies

· digital strategy

· trading subsidiaries and social enterprise human resource management
· volunteering management and brokerage

· funding/foundations

· collaborative partnerships

· social investment and impact

· Lived experience as a carer or understanding of learning disability issues

MEMBERSHIP 
We offer free membership to all our members, staff, volunteers and trustees.  This is renewed automatically each year unless you should leave. 
Benefits:

· 
A positive way to support the aims, work and development of 

Southampton Mencap

· Newsletters keeping you informed about our work and development

· The opportunity to become a Trustee of Southampton Mencap
· The opportunity to use our building space and resources at reduced rates.
Name:
_______________________________________


Address:
_______________________________________

Post Code: _______________________________________
Telephone: _______________________________________
Mobile: __________________________________________
E Mail: ___________________________________________
Gift Aided – form attached.
(If at any time you should make a donation to Southampton Mencap this will enable us to claim an extra 25p in the pound). 

I support the aims of Southampton Mencap and wish to become a member.
Signature:
_____________________  
Date: ____________

Data Protection: Signing this form implies that you give permission for us to hold information from the form on manual and computer files.  We keep this information for Southampton Mencap’s purposes only and we will not disclose any details to other people or other organisations without your permission.

GIFT AID DECLARATION
SOUTHAMPTON MENCAP
Please treat:

[image: image1.jpg]The enclosed gift of £____________ as a Gift Aid donation

All gifts of money that I make today and in the future as Gift Aid donations: 
OR

All gifts of money that I have made in the past 6 years and all future gifts of money that I make from the date of this declaration as Gift Aid donations

Please tick the appropriate box
You must pay an amount of Income Tax and/or Capital Gains Tax for each tax year [6 April one year to 5 April the next] and that is at least equal to the amount of tax that the charity will reclaim your gifts for that tax year.

Donor’s Details

Title: ______   Initial[s] ________ Surname ___________________
Address ________________________________________________

Postcode: _______________________________________________

Date: ___________________________________

Please notify us if you:

1. Want to cancel this declaration

2. Change your name or home address

3. No longer pay sufficient tax on your income and/or capital gains

Updated October 2019/AI                  
admin@southamptonmencap.co.uk Tel: 023 8058 4088

