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        CHARITY NAME AND LOGO

Trustee Role Description
This template role description is for members of The Almshouse Association.  It is a guide and does not constitute advice. Section 1 should be amended to reflect the charity details. Section 2 and 3 must be adapted it to meet the specific trustees’ roles of your charity. Do not choose too many as this may put people off.  However, be clear about what you need. Section 4 is designed to remain unchanged as it is taken from the Charity Commission’s ‘Role of a Trustee’.
Main Role as Trustee: Add main area(s) of responsibility here e.g. Governance, Assets, People
Type of Role: Co-Opted, Ex-Officio, Nominated from XXX
1. Introduction

The Charity’s governing document refers to the Charity Commission Scheme / Constitution / Deed dated XXXXX, amended on XXXXX, and further amended on XXXX. (Amend to be applicable to the charity.)
The Board of the Charity comprises all the appointed trustees following the guidelines in the Charity’s governing document.
The board usually meets XXX times a year, at ADD ADDRESS. (Meetings can be held online where necessary if required.) Meetings may be held more frequently when necessary.  There are sub-committees of XXX which SOME / ALL trustees are involved in.
2. Role specific duties (delegated)
Select from this list the duties for the role you are recruiting for, adding any others that are particular to the charity. Don’t make it too long. You may like to divide up responsibilities into the following categories: 
Governance and Trustee Body

· Ensure short, medium and long term goals are set and evaluated against agreed targets.
· Help plan and run trustee board meetings / AGM – if applicable. (Chair usually).
· Ensure that meetings are properly run and recorded (Chair usually).
· Lead on compliance of trustee duties to ensure the charity is well-governed (Chair usually).
· As required, act as spokesperson for the charity (Chair usually).
· Provide guidance and advice on matters relating to governance to ensure board is effectively carrying out the purposes for which it is set up.
· Act as official Document Trustee.
· Responsible for annual review of the Charity’s compliance.

· Follow proper and formal arrangements for the appointment, supervision, support, appraisal and remuneration of any staff, directly or indirectly employed.
Buildings

· Responsible for the upkeep and condition of the properties on a daily/weekly/regular basis.
· Ensure steps are taken to deliver a quinquennial review and that a plan is drawn up and implemented to address the consequential report.

· Ensure EPCs are in place for all properties.

· Ensure there is a plan in place for annual reviews and maintenance.
· With the clerk liaising with contractors, obtain quotes and supervise work undertaken to ensure quality and value for money.

· Ensure there is a long-term plan in place for refurbishments, replacements and big-ticket items, e.g. roof, boilers, kitchen and bathrooms.

· Provide information to the treasurer to assist in creating the budget.
Health And Safety

· Ensure that Health and Safety is accorded a high priority and that it is regularly reviewed and implemented.
· Carry out annual inspections and maintain the Risk Assessment policy and procedures.
· Ensure 5-yearly electrical inspections take place and any issues are resolved promptly.
· Ensure yearly gas inspections take place and any issues are resolved promptly.

· Ensure yearly legionella inspections take place and any issues are resolved promptly.
· Ensure an annual fire risk assessment takes place for communal areas and any issues are resolved promptly.

· Review, amend (as required) and create (as necessary) any and all Health and Safety policies (Treasurer usually).
Policies

· Review annually, amend (as required) and create (as necessary) the Data Protection policies (Treasurer usually).
· Review annually, amend (as required) and create (as necessary) the Safeguarding policy.
· Review annually, amend (as required) and create (as necessary) any and other compulsory policies as set out by the Charity Commission, those suggested by The Almshouse Association and others that are saliant to the charity.
Residents

· Act on behalf of the board to appoint new residents in accordance with the charity’s governance criteria.

· Ensure all current and new residents are qualified beneficiaries and have required documentation which is up to date. (Letter of Appointment, Handbook, signed Data Protection form, Next of Kin Form, etc.)
· Ensure that there is a Complaints Procedure in place and that all residents have access to it.  Consider being members of the Housing Ombudsman.

· Ensure that Safeguarding is accorded a high priority and that it is regularly reviewed and implemented.
· Visit (and report to the board on) the residents in accordance with the governing document (The Almshouse Association recommends at least every six months) for the purpose of:
· checking on the way the residents are living and their general health;

· checking that they are conforming with the current agreement governing their occupation of the almshouse;

· checking the property; and

· listening to any issues the residents may have.
· Ensure the almshouse accommodation feels like home, feels safe, provides good neighbours and a sense of security. 

· Provide residents with the emotional, social and spiritual care they may need from time to time.
· If needed signpost residents to someone who is able to listen to worries and fears and help residents find comfort and ways of coping with difficulties.
· If appropriate, ensure the church is open every day as a place for quiet reflection and prayer.
Finance 

· Annually review and communicate with residents the new / changed / same Weekly Maintenance Contribution (WMC) and, where applicable, utility charges against budget, maintenance plan, Local Housing Allowance, Fair Rent, market rate.

· Ensure the charity keeps proper accounts (Treasurer usually).
· Review monthly the charity’s financial performance (Treasurer usually).

· Ensure that the annual budget is implemented and promptly bringing to the attention of the board any discrepancies or any occurrence where there is likely to be a negative variance (Treasurer usually).
· Ensure the proper investment of the charity’s funds through an annual (minimum) review process, amendment (as required) and creation (if necessary) of any and all financial and investment policies (Treasurer usually).

· Ensure the charity has financial stability with robust and effective financial controls in place (Treasurer usually).
· Liaise with the charity’s independent examiner or auditor (Chair or Treasurer).
· Ensure that the accounts are independently examined, presented, approved and submitted in a timely manner and in accordance with legal requirements (Chair or Treasurer).
· Deliver for approval within an agreed timeframe the Annual Report and Accounts to trustees and the required authorities (Treasurer usually).
· Propose an annual budget (Treasurer usually).
· Arrange payment of bills (Treasurer usually).

Other

· Ensure the effective and efficient administration of the Charity.
· Be the line manager for the Clerk on behalf of the trustees (Chair usually).
· Ensure there is insurance in place for the charity and trustees.

· Lead in  / assist in the delivery of the refurbishment / building of XXX almshouses in accordance with the project brief.
· Remain current and compliant in respect of meeting the legal and regulatory responsibilities of the charity.
· Liaise with the clerk.

· Act as an approved second signatory for the charity’s accounts.
3. Person specification 
The following characteristics, knowledge and experiences (or commitment to gaining them) would be advantageous to the role of XXXXX charity trustee: 
All trustees
· A commitment to the charity’s values and principles.
· A willingness to devote the necessary time and effort.
· Good, independent judgement, courage, common sense and diplomacy.
· A willingness to speak their mind.
· A desire to implement the highest standards of governance.
· An understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship. 

· An ability to work effectively as a member of a team.
· Ability to listen to and welcome alternative opinions and experiences.
· A commitment to the following principles of public life: (Government Committee on Standard in Public Life): honesty, integrity, objectivity, accountability, selflessness, openness, and leadership. 
https://cspl.blog.gov.uk/2024/07/08/setting-the-standard/

Select from this list the skills, knowledge and experiences for the role you are recruiting for, adding any others that are particular to your role. 

Specific trustees

· Strategic vision.
· An ability to understand / assess / analyse complex or strategic issues and resolve difficult problems. 
· An ability to think creatively. 

· Interpersonal and communication skills.
· Media, marketing, website and or public relations experience.

· Experience of committee work (only if there is a lack of experience on the current board).
· Flexibility in thinking.
· Sound knowledge of charity governance (only if there is a lack of experience on the current board).
· A high level of understanding in (only if there is a lack of experience on the current board) or interest to learn about the issues the charity seeks to address / represent.
· Politically astute, with the ability to grasp relevant issues and understand relationships between interested parties.
· Strong business and financial acumen, possibly a qualified accountant.
· Strong business and legal acumen.

· Experience and knowledge of employment law and / HR services.

· Experience and knowledge of architectural services.
· Qualified building surveyor / xxx engineer / builder / quantity surveyor with recent experience and knowledge of (historical) buildings.
· Experience of maintaining multiple (SPECIFY NUMBER) (historic) buildings. 

· Experience or knowledge in Health and Safety management / law.  This could include legionella, gas and electrical compliance, building assessments, fire safety and risk management.

· Knowledge and experience with historic buildings.
· Qualified / experience in project management of refurbishment of (historic) buildings, building on brown / green field sites with planning constraints.
· Experience in housing services, property consultancy, development or propoerty handling agency.
· Qualified nurse, doctor, experience in medical services, etc.
· Experience in Social Services.
4. All trustees will

· Ensure the Charity is carrying out its purposes for the public benefit; be committed to the Charity’s cause; understand what the Charity can / cannot do; join its Board because they want to help the Charity deliver its purposes most effectively and make a difference.

· Comply with the Charity’s governing document and the law; be familiar with the governing document; ensure up to date filing of accounts, returns and any changes to the charity’s registration details; be aware of other laws that apply to the Charity and take reasonable steps to gain information from professionals when required.
· Act in the Charity’s best interests; make balanced, informed decisions; recognise and deal with conflicts of interest promptly when they arise; be prepared to question, challenge and accept majority decisions; understand you are not preserving the charity for its own sake or your own serving personal interests.
· Ensure the Charity is accountable; meet the legal accounting and reporting requirements; be able to show that the Charity complies with the law and is effective; be accountable to members and others with an interest in the Charity; ensure that staff and volunteers are accountable to the board and welcome accountability as an opportunity not a burden.
· Manage the Charity’s resources responsibly; manage risks, protecting assets (reputation) and people (where applicable); get the resources the Charity needs; have and follow appropriate controls and procedures; deal with land and buildings and be responsible for, and to, staff and volunteers, including each other.
· Act with reasonable care and skill; use your skills and experience; decide when you need advice; prepare for meetings; get the information you need (financial, management) and be prepared in case something does go wrong.
In addition to the above statutory duties set by the Charity Commission, each trustee should use any specific skills, knowledge or experience they have to help the board of trustees reach sound decisions. This may involve scrutinising board papers, leading discussions, focusing on key issues, providing advice and guidance on new initiatives, or other issues in which you as a trustee have special expertise. 
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