Appendix B: 

NHWN’s Governance Arrangements (NCVO report)

Background and Context

As at the inception of this Business Plan, NHWN is operating as an unincorporated association.  It has a trustee board of six (including three Honorary Officers – Chair, Vice and Treasurer) and the legal members are the 10 Regional Representatives and Alastair McCrindle.  NHWN is registered as a charity with the Charity Commission.

In February 2010, NCVO provided NHWN with its observations and recommendations in relation to the governance structure of NHWN.  The observations and recommendations were set out in a document which was emailed to trustees on 22 February 2010, a copy of which is attached.  The observations and recommendations were discussed with trustees and the Regional Representatives on 1 March 2010.  

NCVO’s proposals were discussed with the Home Office on 11 March 2010.  The Home Office fed back that it had previously given an undertaking to the Network that there would be regional representation on the trustee board of NHWN.  It was a condition of the funding that this would be incorporated into any governance structure going forward.  A record of this conversation is set out in an email to trustees dated 13 March 2010, a copy of which is attached. 

Explanation of quarterly activity

The explanations below are to be read in conjunction with the two documents attached.

· Skills audit of trustee board:

A trustee skills audit and board skills audit have been provided to assist trustees.  The findings of the audit are to be used to inform trustee recruitment, and to assess trustee training needs.   Guidance in relation to developing a board learning plan has also been provided to trustees and there are role descriptions in place for trustees and the Chair of trustees.

· Implement a Code of Conduct for trustees

A Code of Conduct is based on the competencies set out in the National Occupational Standards for Trustees.  It will set out the standards of behaviour which are expected from trustees and supplements the role descriptions already given to trustees.  It will establish a set of organisational values – integrity, honesty, transparency etc. – and asks for specific behaviours from trustees which are designed to put the principles into practice.  Trustees have been provided with guidance as to how to develop a Code of Conduct.

· Implement a governance structure which has regional inclusion on the trustee board; Set up an “Advisory Group” (as appropriate) 

It was agreed with the Home Office that the trustee board would include, as far as possible, representation from across the regions but that trustee recruitment would also be guided by the skills, knowledge and experience gaps on the board (see attached email).  Trustees decided that where Regional Representatives become trustees, they cannot also remain as Regional Representatives.    

It is for NHWN to decide if it still wishes to develop what was called in NCVO’s recommendations an “Advisory Group”.  The “Advisory Group” would act as a conduit for feeding information from the grassroots to the trustee board.  Members of the Advisory Group could also represent regional needs while trustees are under a duty to act in the best interests of NHWN as a whole, free from regional bias.  “Advisory Group” is a working title.  The Home Office is keen to ensure that what ever name is given to the Group, it demonstrates its democratic nature (see attached email).      

If the “Advisory Group” is set up, written terms of reference will be needed.

· Incorporation

In order to assist trustees with the process of incorporation, the trustees have been provided with a checklist for incorporating an unincorporated charity. 

Incorporation would ensure that NHWN becomes a legal entity in its own right, and would provide trustees with limited (although not complete) protection from personal liability.  

· Implement a membership policy

A membership policy would include, among other things, clarity in relation to NHWN and its members.  As noted in the document attached, legal members have constitutional rights, which include the right to elect trustees of NHWN and vote on other fundamental issues.  Trustees may wish to create a policy therefore to govern if/how it will expand its legal membership and/or if it wishes to create a class of non voting members (more like “supporters”).  Any changes must be consistent with NHWN’s governing document.  

Emma Kirk and Anne Moynihan, NCVO, March 2010

Observations and recommendations about NHWN (NCVO 22/02/2010)

Current legal structure 

As you may be aware, the NHWN is currently set up as an unincorporated association.  It has a trustee board of three – Marion (Chair), Jim (Vice Chair and Secretary) and Alistair (Treasurer) and the current members are the 10 Regional Representatives (which include Marion and Jim) plus Alistair.  NHWN has in place a constitution which was adopted by the members at a meeting on 19 September 2009.  The constitution sets out the relationship between the members, and sets out the NHWN’s objects i.e. what the NHWN was set up to achieve.     

Who are the trustees?

Clause 16(1) of the constitution states that, “The NHWN in general meeting shall elect the Officers and the other Trustees”.  To date, three trustees have been elected by the members, these being Marion, Jim and Alistair.  

It is important to note that whether or not a person is a trustee depends on what they do rather than the title they are given.  The legal definition of charity trustees is “the persons having the general control and management of the administration of a charity”.  Clause 17(1) of the constitution states that, “The Trustees must manage the business of the NHWN and have the following powers in order to further the Objects……”.  The statement is followed by a long list of powers given to trustees.  This would suggest that Marion, Jim and Alistair are indeed the trustees.

However, we understand that current practice is for all decisions made by the three trustees to be referred back to the members for ratification.  While we understand why this practice has arisen and the perception of the NHWN that the input of members is what provides the NHWN with its legitimacy, we have the following observations:

· This practice introduces confusion as to who in fact is empowered to manage the charity.  From a legal perspective, involving members in the decision–making process risks evoking the implication that the members are also trustees.  

· Going forward, clause 4(2) of the constitution states that membership is open to “individuals over eighteen years or organisations that are approved by the Trustees”. We understand that it is the NHWN’s intention to expand the membership, making the practice of member ratification of all trustee decisions progressively less practical in the long term.  Furthermore, this impracticality could be exacerbated by the fact that we understand that many Regional Representatives do not attend meetings with the requisite authority from their regions to make decisions, thereby necessitating a further process of consultation within their region.   

It is critical that there is clarity around who are the trustees as charity trustees have substantial personal duties and responsibilities (see later).

The role of Trustees and the Chair

We attach a two draft roles descriptions – one for trustees and one for the Chair.  There are three main influences on the role of the NHWN trustees:  

· First, as a registered charity, the duties of trustees arise out of charity and trust law.  According to the Charity Commission, trustees have and must accept ultimate responsibility for directing the affairs of a charity.  They must act independently, putting the needs of the NHWN and its beneficiaries first, and act without any other bias.  The main responsibilities of trustees are summarised by the Charity Commission
 as follows:

· To ensure the charity is well run, solvent and delivering the charitable objects that it was set up to do. This includes ensuring that its funds are not placed at undue risk or misused

· To ensure that the charity complies with all relevant regulation and laws (e.g. health and safety, employment, data protection, etc)

· To ensure that the charity remains true to its charitable purposes e.g. not allowing services to be run which are not directly related to its charitable objects

· To act with integrity and avoid conflicts of interest

· To set the charity’s strategic aims, objectives and direction, and identify risks to the charity. 

· Second, trustees must comply with the terms of the constitution.  The constitution sets out the extent of trustee powers and contains a number of administrative and procedural rules.  Trustees must not exceed the powers given to them under the terms of the constitution.  Furthermore, clause 19(10) of the constitution states, “The person appointed to chair meetings of the Trustees shall have no functions or powers except those conferred by this constitution or delegated to him or her in writing by the trustees.” 

· Third, to date the NHWN has not employed staff and work has been carried out on a voluntary basis.  While trustees have ultimate responsibility for directing the affairs of the charity, going forward paid staff will be responsible for the activities contained in their job descriptions.  For some of the current and/or future trustees of the NHWN this could be a significant change in their role and contribution to the NHWN, with the role of trustees moving from being largely operational, to being more strategic.  Trustees will also become, in effect, line managers.  The boundaries between governance and management are not always clear, hence the need to have in place clear job descriptions for paid a staff, and clear role descriptions for trustees and the Chair.   While trustees may need on occasions to delve into operational issues, where this is necessary for good governance, they should not do so inappropriately.  Good communication will be key.

The role of Members and Regional Representatives 

In our discussions with the NHWN, the importance of the views of the wider membership (i.e. the grassroots) feeding into the running of the NHWN has been emphasised on many occasions.  To a certain extent, this appears to have been the motivation behind the current practice of seeking ratification of all trustee decisions from the members.

According to the constitution, members have significant rights and are able to influence the running of the NHWN in several ways. Members have the right to attend and vote at general meetings (clause 13(1)), the right to elect the trustees and Officers (clause 16(1)), the right to amend the constitution (clause 7 – with certain qualification to this right see later), and the right to amend any rules or bye laws made by the trustees under clause 27. The constitution envisages that the Regional Representatives will always form part of the membership (clause 4(1)).  However, under clause 17, members have delegated certain powers to the trustees, including the power to manage the business of the NHWN, and should not therefore be exercising these powers themselves.

The NHWN’s Objects 
Clause 3 of the constitution sets out the objects of the NHWN.  These are to:

“(a) promote for the benefit of the public, good citizenship, community safety and greater public participation, in the prevention and detection of crime and

(b) promote public support for the work of the police service and other partners, in the protection of people and property from, and the prevention of crime.” 

Trustees are under a duty to ensure that the NHWN resources are used exclusively pursue these objects.  If trustees allow resources to be used for a purpose falling outside of these objects, they risk a finding of breach of trust, and could be held personally liable to repay all resources which have been misused. 

In our discussions with the NHWN, the proposed future activities and priorities for the NHWN appear to represent a shift in emphasis from those envisaged by the objects, however, it is important that in any discussion around the future plans of the NHWN, the trustees have in their minds the need to comply with the objects, as set out in the constitution.  

Legal Structure

As noted above, the NHWN is constituted as unincorporated association. One of the key differences between incorporated and unincorporated charities is that the trustees of incorporated charities enjoy limited liability whereas the liability of trustees of unincorporated charities is potentially unlimited. With unincorporated charities, trustees can be held personally liable and usually the liability is joint and several meaning that those trustees with the “deepest pockets” may be pursued and not others. Liability is to the full extent of each trustee’s assets and could potentially leave a trustee bankrupt.  On the other hand, when a trustee agrees to become a trustee of an incorporated charity, they commit themselves to paying a fixed amount if the organisation is wound up and has outstanding debts – usually £1.   

Another key difference is that an incorporated charity is a legal entity in its own right. It can enter into contracts, employ staff, lease property and have its own obligations and liabilities.  By contrast, an unincorporated association does not have an identity separate from its members and as such, it is the trustees themselves who must enter into contracts, etc, and may be held personally liable. 

It is important to note, however, that incorporation does not afford complete protection from liability for trustees, as trustees will continue to be personally liable if, for example, they act outside of their powers (including allowing resources to be used for a purpose falling outside of the charity’s objects), they fail to comply with certain statutory duties, or if the trustees allow the charity to continue operating when it is, or is going to become, insolvent.

Our Recommendations 

Based on our observations above, we have the following recommendations:

1. As the board of trustees has ultimate responsibility for directing the affairs of the NHWN, and will now have responsibility for the line management of a staff team, our first recommendation is that the current board needs to be strengthened in order to meet this demanding role.  In order to achieve this, we recommend the following action:

· The agreement of and implementation of written role descriptions for trustees and the Chair (see drafts attached) – these will clarify the role of trustees and what additional authority is delegated by the board to the Chair

· Trustees will need to decide to whom to delegate key activities, for example, leading on matters associated with staff. We recommend that this responsibility is delegated to the person with the most relevant skills.  There may also be other areas where trustees wish to delegate specific authority to a particular trustee.  Such delegated activity would need to be reflected in the role descriptions. 

· Training for trustees (including the Chair) on their role – this can be provided at the 1 March 2010 session

· Mentoring for Marion as the current Chair – this has already been agreed and will be provided by NCVO

· An analysis of the skills, experience and knowledge needed on the trustee board, the findings of which should be fed in to trustee recruitment going forward.  At present, there are two ways in which trustees can be elected – either by the members at a general meeting (clause 16(1)) or they can be co-opted by the board of trustees (clause 16(2)).  It is important to note that trustees must also be members of the NHWN (clauses 15(3) and 18(2)). 

· At present the constitution contains some succession planning provisions but we recommend taking these further and introducing maximum terms for trustees as a way of achieving a balance between preserving the continuity and collective experience of the board and bringing new skills, experience and ideas.  The current procedure set out in the constitution is that trustees must retire from office each year at the annual general meetings (clause 16(3)) and they will then be eligible for re-election by the membership at each meeting.  The first annual general meeting is to be held within 12 months of 19 September 2009 (clause 8(1)).  

2. Our second recommendation is the establishment of an alternative mechanism for input from the grassroots, which does not create confusion as to who are the trustees.  This could be achieved in the following ways:

· Retention of the rights already afforded to members under the terms of the constitution and as set out above.

· The establishment of an Advisory Group made up of the 10 Regional Representatives and any other key stakeholders, which advises the trustee board but which does not have decision-making authority. If set up, written terms of reference would need to be put in place for the Advisory Group.  

· Regional Representatives are permitted to become trustees (and indeed some already are) but the importance of the duty to act independently in the best interests of the NHWN as a whole and not act with a regional bias needs to be impressed on them.   

3. The trustees make sure that everything they and the NHWN does falls within the NHWN’s constitution.

· We are currently seeking legal advice on the NHWN’s behalf as to whether the “vision, mission and values” which are currently being developed fall within the objects as set out in the constitution.

4. We also recommend that trustees consider the following in relation to the constitution:

· Clause 7 of the constitution refers to two different procedures for the amendment of the constitution.  It refers to Part 1 and to Part 2, however the constitution omits to identify what constitutes Part 2, the implication therefore being that the whole constitution is Part 1.  The trustees need to consider if this is acceptable.

· The constitution contains several numbering errors – two clause 6(6)(c) and two clause 25.  These need to be corrected.

· We note that the constitution, while based on the Charity Commission precedent, has several clauses from the precedent omitted.  We are keen to discuss your reasoning behind this.

5. All of the above recommendations relate to the current governance arrangements of the NHWN.  We strongly recommend however, that the NHWN incorporates as a company limited by guarantee.  If the trustees chose to incorporate, some of our recommendations will change slightly (for example there seems little point in amending the constitution as Memorandum and Articles of Association would need to be implemented on incorporation).  We can discuss this further at our meeting.  The NHWN would also need to take legal advice in relation to incorporation.  

Converting NHWN, an Unincorporated Charity, into a Charitable Company

1.  Introduction

NHWN has become an unincorporated charity but its Trustees and Members now see the need for it to become a charitable company as they are currently seeking to recruit three members of staff.  NHWN will be in receipt of a grant from the Home Office from 1st April 2010 and will be actively seeking additional funding and resources which could, in the future, include contracts and loan finance. 

NHWN was originally established as an unincorporated association but applied for and was granted charitable status in late 2009.  NHWN have been clear from the outset that they wanted to achieve charitable status as the advantages (tax relief, rate relief and greater opportunities for fundraising) this provided far outweighed any restrictions (real or perceived) that may be placed on them given the context in which they are operating and the purposes for which they had been established.  The only other legal structure which could have been appropriate was the Charitable Incorporated Organisation (CIO) which was introduced in the Charities Act 2006.  The CIO regulations have still to be published and it is unlikely that this structure will be available before the end of 2010, at the very earliest.  The best advice for any charity that needs to become incorporated is that should do so now and not wait for the CIO structure to become available.

As an unincorporated charity, NHWN is supervised by the Charity Commission and they may therefore wish to contact them at the earliest opportunity.  NHWN should also seriously consider taking legal advice as conversions can be complex to execute and the time and resources required to complete the exercise should not be underestimated.  Options as to how and where NHWN may be able to secure professional advice which is perhaps more affordable than approaching a firm of solicitors will be provided as part of this guidance paper.  

2.  Steps to incorporation

As an unincorporated charity, NHWN cannot just be converted into a company.  A new company will need to be formed and registered with Companies House and the new company will then need to be registered as a new charity.  Registering the new charitable company as a charity can take months to complete.  In most cases the new charitable company will have a different charity registration number as it will be seen as a new legal entity.  

The following is a simplified and not necessarily comprehensive checklist of what is required in order for an unincorporated charity to become a charitable company.  The steps to incorporation will hopefully give you an overview of what will be required but for more detailed information and guidance please refer to - http://www.charitycommission.gov.uk/supportingcharities/incqanda.asp

2.1 Check constitution to ensure NHWN has the power to transfer its

                  activities and assets.  NHWN has a detailed dissolution clause (28) and

                  has powers that allow it to establish and support certain types of  

                  organisation (17f) and to acquire or merge with other organisations

                  formed for any of its objects (17g).

2.2 Approval for the proposed structural change should be sought from the trustees and where appropriate its members.  It would appear that this has already been obtained at the meeting of Trustees and Members on 1 March 2010?

2.3 NHWN will need to check whether the proposed company name is available at Companies House.  Just occasionally it is not possible for the company charity to keep the same name as the unincorporated charity so this is something that NHWN will need to bear in mind. 

2.4 NHWN will need to consider whether any domain name or trademark searches need to be made and whether there is any need to be registered in respect of the new company.

2.5 NHWN will need to adopt or have drawn up suitable draft Memorandum and Articles of Association.  If NHWN decide to take this opportunity to alter its charitable objects/purposes these must be approved by the Charity Commission in advance.  The new governing document will also need to take into account the need for regional representation on the trustee board if this is considered appropriate and the rules, powers and rights to be included in the new charitable company’s articles of association.

2.6 NHWN will need to consider and establish appropriate governance arrangements for the new charitable company including relevant policies and procedures. 

2.7 Once the new company has been incorporated, NHWN will need to apply to the Charity Commission for registration of the new company as a charity.

2.8 NHWN will also need to consider the following list of matters which may require legal or other professional advice.  This is not an exhaustive list and there may be other matters which are specific to NHWN which also need to be considered.

2.8.1 Transfer of any insurances that are held by NHWN.

2.8.2 Transfer of NHWN staff in accordance with employment law requirements.

2.8.3 Notify pension scheme provider.

2.8.4 Liaison with HM Revenue & Customs (PAYE, VAT &/or Gift Aid) in relation to any outstanding matters in respect of the old charity or those necessary to establish the new charity.

2.8.5 Liaison with regulatory bodies and others where appropriate – Data Protection Registrar, Health & Safety Executive, DVLA etc

2.8.6 Liaison with banks re accounts, investment managers, accountants, independent auditors and examiners where appropriate.

2.8.7 Informing major funders and donors and any other relevant bodies.

2.8.8 Members, supporters and beneficiaries to be notified

2.8.9 Plan to have stationary etc reprinted and to make the necessary alterations or modification to websites and other electronic communications to ensure compliance with statutory requirements.

2.8.10 Preparation or alteration of any nameplates on premises where they are required.

2.8.11 Arrange for the first board meeting of the new company to be held and agree format for future meetings.

2.8.12 Set up statutory registers for the new company.

2.8.13 Make the necessary arrangements for transferring the assets and undertaking (this often depends on the unincorporated charity’s constitution), settlement of liabilities and finalising the old charity’s accounts.  The new charitable company will need to ensure that it complies with company and charity law and to establish procedures to ensure that it complies with any Companies House and Charity Commission requirements in relation to its accounting and reporting procedures.

2.8.14 Following the transfer of assets and undertaking and settlement of liabilities, consideration will also need to be given to whether the unincorporated charity can then be dissolved and removed from the Charity Commission register – please see Charity Commission guidance ‘Incorporating an existing charity as a company – Questions and answers’, section D1. 

2.8.15 Particular attention will need to be paid to the issue of dissolution of the unincorporated charity if there is any chance that NHWN (the unincorporated charity) might receive a legacy at some point in the future – please see Charity Commission guidance section F2.

3.  Options for Accessing ‘Affordable’ Legal Advice 

3.1 Co‑operativesUK Legal Services offer specialist registration service at affordable prices to co‑operative, community and voluntary sector organisations – please see

Bottom of Formhttp://www.cooperatives-uk.coop/live/welcome.asp?id=2702
3.2 InterChange Legal Advisory Service provide affordable, practical and easy to understand legal advice to charities and other not-for-profit organisations on company formation. The initial consultation or surgery is free. After that, any follow-up advice is charged, but at affordable, low-cost rates.
Email: legal@interchange.org.uk
Tel: 020 7692 5860/5864
Fax: 020 7813 7493

Interchange Legal Advisory Service
Hampstead Town Hall Centre
213 Haverstock Hill
London NW3 4QP

Once again, we would strongly advise NHWN to seek legal and accountancy advice as conversions can be complex to execute and the time and resources required to complete the exercise should not be underestimated.

Appendix B1:
Role Description for Trustees of the Neighbourhood and Home Watch Network (NHWN)

The board of trustees has overall responsibility for the strategic direction of the NHWN, and for ensuring that it meets all its legal duties, remains solvent and well run, and delivers the outcomes for which it was set up.

The main duties are set out below: 

1. to ensure that the NHWN complies with its governing document, charity law, and any other relevant legislation or regulations

2. to ensure the NHWN meets all its contractual and other obligations

3. to ensure that the NHWN pursues it objects as set out in its governing document

4. to ensure the NHWN applies it resources exclusively in pursuance of its objects 

5. to ensure that the NHWN has in place all relevant policies and procedures and that these are implemented and monitored

6. to safeguard the good name and values of the NHWN

7. to ensure the effective and efficient administration of the organisation 

8. to ensure the financial stability of the NHWN 

9. to manage and protect the property of NHWN and to ensure the proper investment of NHWN’s funds

10. to appoint, supervise and appraise the Operations Director and to provide a joint leadership role

11. in partnership with the Operations Director, to represent the NHWN at functions and meetings, and act as a spokesperson as appropriate (complying with the communications plan)

12. to contribute actively to the board of trustees’ role in giving strategic direction to the NHWN, setting overall policy and agreeing outcomes 

13. to ensure there are systems in place for regularly monitoring and evaluating the NHWN’s work

14. to regularly attend board meetings and work jointly with other trustees

15. to keep abreast of the NHWN’s activities and any legislation which might affect the organisation’s work and direction

16. to act independently and avoid conflict of interest, putting the needs of the NHWN and its beneficiaries first

17. to promote the NHWN.

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, focussing on key issues, providing advice and guidance on new initiatives, or other issues in which the trustee has special expertise.  

Person specification

· a commitment to the NHWN

· a willingness to devote the necessary time and effort

· strategic vision

· good, independent judgement

· an ability to think creatively

· a willingness to speak their mind

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

· an ability to work effectively as a member of a team

Appendix B2:

NHWN trustee skills audit 

Name of trustee: ……………………………………………………………

Date completed: …………………………………………………………….

	Skill/experience/knowledge
	No experience 


	Some experience 
	A lot of experience 

	Governance functions:
	
	
	

	Charity governance and regulation 
	
	
	

	Charity and company law and other legislation relevant to the NHWN
	
	
	

	Financial management 
	
	
	

	Fundraising
	
	
	

	Risk assessment and management
	
	
	

	Business and strategic planning
	
	
	

	Monitoring and evaluation of organisational performance 
	
	
	

	Health and safety
	
	
	

	Board review and development
	
	
	

	Policy implementation
	
	
	

	Information technology
	
	
	

	Operating environment:
	
	
	

	Voluntary and community sector
	
	
	

	Public sector
	
	
	

	Partnership working 
	
	
	

	Community cohesion
	
	
	


	Neighbourhood renewal
	
	
	

	Crime prevention
	
	
	

	Policing practice
	
	
	

	Management and human resources:
	
	
	

	Change management
	
	
	

	Conflict resolution
	
	
	

	Disability issues
	
	
	

	Employment law and practice
	
	
	

	Employment policies and procedures
	
	
	

	Equal opportunities and diversity
	
	
	

	Training and development
	
	
	

	Profile raising:
	
	
	

	Lobbying
	
	
	

	Running consultations
	
	
	

	Marketing
	
	
	

	Media/PR
	
	
	

	Event management/organisation
	
	
	

	Communications strategies
	
	
	

	Influencing national policy development 
	
	
	

	Volunteering:
	
	
	

	Volunteering
	
	
	

	Volunteer management
	
	
	

	Volunteer recruitment
	
	
	

	
	
	
	

	
	
	
	


1. What other skills or experience do you feel you have to offer?

2. Are there any other areas of the NHWN’s work you have a particular interest in and/or would like to become more involved in?

3. What motivated you to become a trustee of the NHWN? 

Appendix B3:

	NOS for Trustees

In order to carry out your responsibilities as Trustees, you should draw on the

following qualities:

	• be committed to the purpose, objects and values of the organisation

I can demonstrate this by:



	• be constructive about other trustees’ opinions in discussions, and in response to 

   staff members’ contributions at meetings

I can demonstrate this by:



	• be able to act reasonably and responsibly when undertaking such duties and performing tasks

I can demonstrate this by:



	• be able to maintain confidentiality on sensitive and confidential information

I can demonstrate this by:



	• be supportive of the values (and ethics) of the organisation

I can demonstrate this by:



	• understand the importance and purpose of meetings, and be committed to preparing for them adequately and attending them regularly

I can demonstrate this by:



	• be able to analyse information and, when necessary, challenge constructively

I can demonstrate this by:



	• be able to make collective decisions and stand by them

I can demonstrate this by:



	• be able to respect boundaries between executive and governance functions

I can demonstrate this by:




Appendix B4:

Role description for the Chair of trustees of the Neighbourhood and Home Watch Network (NHWN)

In addition to their general responsibilities as a trustee, the Chair of trustees has the following duties:

1. planning the annual cycle of board meetings

2. setting the agendas for board meetings

3. chairing and facilitating board meetings

4. giving direction to board policy-making

5. monitoring that decisions taken at meetings are implemented

6. liaising with the Operations Director to develop the board of trustees

7. [acting as Chair to the Advisory Group] 

8. liaising with the Operations Director to keep an overview of the NHWN’s affairs and to provide support as appropriate

9. leading the process of appraising the performance of the Operations Director

10. sitting on appointment and disciplinary panels  

11. bringing impartiality and objectivity to decision-making

12. facilitating change and addressing conflict within the board and within the NHWN, liaising with the Operations Director to achieve this

The Vice Chair acts for the Chair when the Chair is not available and undertakes assignments at the request of the Chair

Person specification

In addition to the person specification for a trustee:

· leadership skills

· experience of committee work

· tact and diplomacy

· good communication and interpersonal skills

· impartiality, fairness and the ability to respect confidences

· knowledge of the type of work in undertaken by the NHW
Appendix B5:
NHWN Board Skills Audit

Date audit completed:…………………………………………………….

	Skill/experience/knowledge
	Not present on the board 
	Present on the board 


	Present on the board but an area where more expertise is desired 

	Governance functions:
	
	
	

	Charity governance and regulation 
	
	
	

	Charity and company law and other legislation relevant to the NHWN
	
	
	

	Financial management 
	
	
	

	Fundraising
	
	
	

	Risk assessment and management
	
	
	

	Business and strategic planning
	
	
	

	Monitoring and evaluation of organisational performance 
	
	
	

	Health and safety
	
	
	

	Board review and development
	
	
	

	Policy implementation
	
	
	

	Information technology
	
	
	

	Operating environment:
	
	
	

	Voluntary and community sector
	
	
	

	Public sector
	
	
	

	Partnership working 
	
	
	

	Community cohesion
	
	
	

	Neighbourhood renewal
	
	
	

	Crime prevention
	
	
	

	Policing practice
	
	
	

	Management and human resources:
	
	
	

	Change management
	
	
	


	Conflict resolution
	
	
	

	Disability issues
	
	
	

	Employment law and practice
	
	
	

	Employment policies and procedures
	
	
	

	Equal opportunities and diversity
	
	
	

	Training and development
	
	
	

	Profile raising:
	
	
	

	Lobbying
	
	
	

	Running consultations
	
	
	

	Marketing
	
	
	

	Media/PR
	
	
	

	Event management/organisation
	
	
	

	Communications strategies
	
	
	

	Influencing national policy development 
	
	
	

	Volunteering:
	
	
	

	Volunteering
	
	
	

	Volunteer management
	
	
	

	Volunteer recruitment
	
	
	

	
	
	
	

	
	
	
	


Appendix B6:

Developing a board learning plan

Aim

To develop a detailed plan setting out the learning the board or individual trustees will undertake over a reasonable time period.

Outcome

A broad learning plan with specific commitments.

Steps 

1. Use the results from the ‘board skills audit form’ and ‘training needs analysis’ as 

      the base for your plan.

2. For each learning need, agree on:

· a time frame (e.g. within six months, during this financial year)

· the delivery mechanisms (e.g. self-directed learning, training course, online learning etc)

· whether it is an individual need or a group need

· how the learning will be evaluated

· a budget for learning, if thought necessary

3. The plan can be amended or added to during the year to reflect changes in your organisation’s priorities or newly identified learning needs.

4.  Appoint learning champions

Appoint a pair of trustees (perhaps with experience of – or an interest in – training or professional development) to manage the board learning project plan. This will give other trustees a focus and they can provide regular progress updates on any learning undertaken.

Sample board learning planner

	Learning need


	Time frame
	Delivery
	Evaluation
	Budget

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix B7:

Drawing up a Code of Conduct for Trustees

Aim

To discuss the behaviours, values and qualities required of a trustee

Outcome

Trustees should be able to describe the behaviours, values and qualities required of trustees and draw up a trustee code of conduct

Steps

Step 1

Set aside one hour for this exercise. In small groups, imagine you are drawing up an ‘agreement’ for a new trustee who is about to join your board. Write down all of the ‘rules’ you expect trustees to follow. ‘Rules’ don’t just mean formal written rules but also behaviours or values. Refer to the National Occupational Standards for Trustees list of competencies to check you haven’t left anything out.

Rules could include: making sure all trustees can contribute to a discussion; acting in the best interests of the organisation and not any other outside interest; always sending apologies if you can’t attend a meeting; and so on.

Step 2

Report back to the full group and draw up an agreed list.

Step 3

Identify volunteer or member of staff to take the list away and draw it up into a written Code of Conduct for board approval. They could refer to existing best practice such as NCVO’s model code of conduct.
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