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NRCSE Board of Trustees plays a vital role in shaping the work of the Charity. This document explains roles and responsibilities of the NRCSE trustees, as well as how they are recruited and inducted into the organisation.  Please read this document in conjunction with NRCSE’s governing documents.  
1) Introduction to the NRCSE Trustee Board
Extract from Mem. & Arts.

3.1 The objects of the Charity are for the public benefit:-

3.1.1  The advancement of education of the public by assisting the educational activities of supplementary schools by, in particular, but not limited to:

(a)     Providing accredited courses for supplementary education

(b)     Establishing and promoting the application of a quality assurance framework of standards and criteria; and

3.1.2 The advancement of citizenship and community development by promoting for the benefit of the public community capacity building.

The NRCSE Board of Trustees is the governing body of NRCSE.  The Board’s role is to make sure that the charity is successfully working towards its aims and objectives. It must see that all the resources are used entirely for the pursuit of the Charity’s purposes, and are used efficiently and effectively.

The role consists of six main parts:

Giving direction:

A. Setting and reviewing the direction and mission of the Charity, making overall plans and monitoring progress.  Steering the Charity through good and bad times.

Managing people:

B. Getting the best out of all the people (paid and unpaid) who are working to achieve the Charity’s aims and objectives.  Given direction, and seeing that there is adequate supervision of work.

Making the Charity accountable:

C. Accounting for the work of the organisation to any body, group or individuals with an interest in it. This includes all sorts of communication about the organisation.

Keeping to the law:

D. Seeing that the Charity abides by its governing instrument and obeys the law.
Managing resources:

E. Ensuring that money and property are used only to pursue the purposes (objects) of the Charity, and are used to best effect.  Making sure there are sufficient resources to keep the Charity going and to develop its work.

Managing itself:

F. Making sure that the Board functions well, that meetings are effective and that all members are fully involved.

The Board has the responsibility to make sure that all six roles are carried out. The Board itself does not necessarily do the work.  This may be delegated to staff or volunteers.
2) Becoming a NRCSE Trustee / Officer
The Board may appoint new trustees at any time, at a Board meeting or in writing.  
The Officers (Chair, Treasurer and Secretary) are elected by the Board members and are appointed at the first Board meeting after the AGM.  

The Board consists of not fewer than three but (unless otherwise determined by ordinary resolution) shall not be subject to any maximum.  

3) Trustee recruitment process
The Board of Trustees regularly monitors membership of the Board and makes the decision to recruit new Members.  This might be when there is a new vacancy after a resignation of one of the Members, after an annual skills audit exercise or a suitable candidate approaches the Board of Trustees.

If the Board decides to recruit new Members to fill a specifically indentified gap, the Director will advertise the post through NRCSE’s member organisations and other appropriate means.  The advertisement will include job description, person specifications, background information about the NRCSE Board of Trustees and an application form.  Depending on the level of response, the Board will decide whether to carry out interviews.  
Also, those who are interested in joining the committee can contact the Director or one of the trustees for an informal discussion about the NRCSE Board of Trustees.  The Director or the trustee contacted will then decide whether to recommend that Board considers co-opting a candidate.  After the induction process (see below), the candidate will attend the Board meeting as an observer.  The Board may formally co-opt the candidate at the end of the meeting.    
For each type of recruitment, candidates will be asked to complete the application form.  The Board will decide whether an interview will be necessary or not.  

Those new Board members appointed in between AGMs need to be formally appointed at the next AGM or Appointment Board Meeting.  

4) Induction process for new trustees
Once a new trustee has been recruited or the Board has agreed to consider co-opting the candidate, s/he will be inducted in the following way.  The induction should be completed within two months of the person being appointed as a new trustee or the Board agreeing to co-opt the candidate.  

The Director will invite a new trustee/the candidate to visit NRCSE office, to meet staff members, to discuss the work of the organisation, and to discuss the issues which are currently on the Board agendas.  During the visit, the Director will introduce the new trustee to key policies and procedures, organisational structure, the roles and responsibilities of the Director, the Board structure, dates and agendas of forthcoming Board meetings, names and contact details of other Board members.  During the visit, the Director will provide a new trustee/the candidate with a copy of the following documents; Constitution, Annual Accounts, Annual Report, Business Plan, minutes of the last Board meeting.  
Based on the information provided in the application form, the Director will check if the new member/the candidate is eligible to be a trustee of a charity and a director of a company.  The new member/the candidate will then complete Conflict of Interest Register form.
The new Board members must complete relevant forms so that the Director can swiftly notify the Companies House and the Charity Commission.  
5) Job Description – NRCSE Trustee
1. To ensure along with other Members of the Board of Trustees that NRCSE complies with its Memorandum and Articles of Association, Charity Law and Company Law with special reference to a Not for Profit company and any other relevant legislation or regulations.
2. To ensure along with other Members of the Board of Trustees that NRCSE complies with all Grant Aid Conditions or Contracts.
3. To ensure along with other Members of the Board of Trustees that NRCSE applies its resources exclusively in pursuant of its objectives.
4. To contribute actively to the role of a member of the Board of Trustees in giving firm strategic direction to NRCSE, setting overall policy, defining goals, setting targets and evaluating performance.
5. To ensure in conjunction with staff, the effective and efficient administration of NRCSE including its finances. 
6. To appoint through the proper mechanism, the Officers of the Committee, i.e. Chair, member of Finance and General Purposes Committee and Company Secretary.
7. To ensure in conjunction with staff the proper management of NRCSE’s property.
8. To ensure along with other Members of the Board of Trustees that NRCSE complies with proper employment practices.
9. To ensure along with other Members of the Board of Trustees implementation of the NRCSE’s Equal Opportunities Policy, in both employment practice and delivery of services.
10. In addition to the statutory responsibilities of all members of the Board of Trustees, each Member should use any specific skills or experience they have to help the Board to reach sound decisions. This will involve scrutinising committee papers, leading discussions, focusing on key issues, providing advice and guidance requested by the Management Committee on new initiatives or other relevant issues in which the Member has special expertise.
11. To take responsibility for safeguarding confidentiality and the good name of NRCSE.

6) Person Specification - NRCSE Trustee
It is essential that each member of the NRCSE Board of Trustees must be able to demonstrate that they have the following skills, abilities and attributes:
· Six core governance skills outlined above

· A commitment to the Charity
· An awareness of issues in relation to NRCSE and/or willingness to learn about them

· A willingness to devote the necessary time and effort to attend 80% of the Board meetings for at least 2 – 3 years and read the necessary documents for the meetings

· Integrity

· Strategic vision and an ability to stay focused on it

· Good independent judgement 
· An ability to step back and take an overview of the Organisation and its activities

· A willingness to take part in discussions, to speak their mind and listen to others’ contributions

· An understanding and acceptance of the legal duties, responsibilities and liabilities of a Board Member in a Not for Profit Company
· An ability to work effectively as a member of a team

· An understanding and acceptance of the Charity's Equal Opportunities Policy

· A willingness to take part in training programmes and policy forming forums
In addition to the above it is desirable that members of the NRCSE Board of Trustee are able to demonstrate professional experience or skills (at least 5 years, paid or unpaid) in at least two of the following areas:
· The education system in Britain and the national curriculum in England
· Working with Black, Asian and ethnic minority or refugee community organisations (who provide educational services or activities for children )
· Legal and advice sector
· Fundraising
· Voluntary sector issues, trends and partnerships/networks

· Organisational development

· HR - knowledge of employment legislation, staff development and leadership training

· Financial management / accountancy
· IT
· Negotiation skills
· Marketing and PR
· Lobbying and campaigning in social justice / social policy issues
· Research.

· Management and administration of a charity as a director/senior manager 

7) Job Descriptions – Officers and Company Secretary

Chair - Job Description 
In addition to the usual role of a member of the NRCSE Board of Trustees, the Chairperson has specific responsibilities in the following areas:
1. To oversee the proper management of Board meetings in conjunction with the Company Secretary and staff.  This will involve chairing meetings, ensuring the proper running and co-ordination of all sub-committees, facilitating appropriate decision-making. To take "Chair’s action" between meetings, where there is a question on interpretation of policy or an immediate decision is required.
2. To maintain a close working relationship with other members of the Board, developing training where appropriate and ensuring delegated responsibilities are carried out.
3. To develop a close working relationship with the staff team, acting as line-manager to the Director through regular planned supervision and appraisal.
4. To act as the final point of appeal in staff grievance and disciplinary matters.
5. To represent NRCSE as required, particularly in NRCSE’s dealings with outside agencies.
6. To keep the other officers of the Board fully informed so that other officers can deputise as necessary.

Finance & General Purposes committee member - Job Description
In addition to the usual role of trustee, members of the Finance and General Purposes Committee have specific responsibilities in the following areas:

12. To ensure that NRCSE remains financially viable and operates proper accounting and reporting procedures, in line with NRCSE’s Financial Control Policy.

13. To be a partner with the Director to ensure the future financial stability and prospects for the NRCSE.

14. In conjunction with the Director oversee, approve and present all yearly budgets, quarterly and annual accounts, and any other relevant financial information.

15. To assist in the formation of the annual balance sheet, income and expenditure accounts, and background notes to the accounts.

16. Be assured that the accounts are audited in an approved form, included in the Annual Report and submitted to the relevant statutory bodies.

17. Make a formal presentation of the accounts at the AGM and draw attention to important points in a coherent and easily understandable way.

18. Be assured that the financial resources of NRCSE meet its present and future needs. 

19. Advise NRCSE of the financial implications of any forward plan.

20. Help in the formation of a fundraising strategy and, if required, become involved in steering a fundraising campaign.

21. Act as a signatory on all bank accounts, loans, investments and other financial documents.

22. Be assured that the investment policy of NRCSE is both competitive and ethical in line with NRCSE’s mission.

23. Ensure that the Board of Trustees is aware of all their financial duties and liabilities in the exercise of their responsibilities.

Company Secretary – Job Description
In NRCSE, the Director acts as the Company Secretary.  The Director, however, does not have powers as a member of the Board of Trustees and has no voting right.  The NRCSE Company Secretary has responsibilities in the following areas :

1. To provide administrative and secretarial support to the Board, include minutes taking and producing necessary documents for the meetings.  

2. To ensure that NRCSE maintains proper files and documentation in line with Company Law and the requirements of contracts or funders.
3. To take overall responsibility for ensuring that NRCSE meets its legal & statutory responsibility with regard to the filing of documents such as Company House Returns, Charity Commission Returns etc.
4. To ensure that NRCSE operates in line with its constitutional aims and objectives.
5. To ensure that the proper election process for election to committees, in line with NRCSEs articles of association is complied with.
6. To ensure that the proper election process for the election of Officers to the Board of Trustees is adhered to in line with NRCSEs articles of association.
============================================================
This policy will be reviewed annually by the NRCSE Board of Trustees. 
This policy was written in January 2013 and was reviewed on 26th June 2018.  

Appendix 1

NRCSE Board of Trustees Application Form

	Name:



	Address:



	Tel:



	Email address:



	Please tell us why you want to become a member of the NRCSE Board of Trustees?



	Please tell us what experience, skills and expertise you can bring the NRCSE Board of Trustees which will help us achieve our charity’s aim?  (Please refer to person specification).  



	Do you know any reason which would prevent you from becoming a company director or a charity trustee, e.g. undischarged bankruptcy, unspent conviction for deception or dishonesty or a previous removal as a charity trustee on these grounds?




I would like to apply to become a member of National Resource Centre for Supplementary Education.  I have read the job description and person specification for the post.  I am over age 18.  I declare all the above information to be true.  

Signed: _______________________________

Date: ___________________________
Please post your completed application form, marked “private and confidential” to:

Director, NRCSE, 356 Holloway Road, London N7 6PA.

Appendix 2
Trustee Declaration of Eligibility Form

I declare that:

I am over age 18.

I am not an undischarged bankrupt.

I have not previously been removed from trusteeship of a charity by a Court or the Charity Commission. 

I am not under a disqualification order under the Company Directors’ Disqualification Act 1986. 

I have not been convicted of an offence involving deception or dishonesty (unless the conviction is spent) 
I am, in the light of above, not disqualified by the Charities Act 1993 (section 72) from acting as a charity trustee.

I undertake to fulfil my responsibilities and duties as a Member of the NRCSE Board of Trustees in good faith and in accordance with the law and within NRCSE’s objectives / mission.  

I do not have any financial interests in conflict with those of NRCSE (either in person or through family or business connections) except those which I have notified in a conflict of interest register form.  I will specifically notify any such interest at any meetings where trustees are required to make a decision which affects my personal interests, and I will absent myself entirely from any decision on the matter an not vote on it.  

Signed ______________________

Dated  ______________________

Appendix 3

Conflict of Interest Register Form

As a member of the NRCSE Board of Trustees, you are required to act in the best interests of NRCSE.  However, inevitably, Board members have a wide range of interests in private, public and professional life and these interests might, on occasions, conflict, (for example: director of supplier, working for a competitor or consultant to charity).  They include potential direct financial gain or benefit, indirect financial gain or benefit, non-financial gain and conflict of loyalties.  

NRCSE keeps Conflicts Register in order to review any possible conflicts.  They will be referred when preparing our annual accounts and annual report.  

•
Has NRCSE made any loans to you?

•
Have you, or people connected with you through family, business or another charity, an interest in a contract or transaction with NRCSE?

•
Have you or any person connected with you derived any pecuniary benefit or gain from NRCSE?

•
Are there any potential direct financial gain or benefit, indirect financial gain or benefit, non-financial gain or conflicts of loyalties which are likely to arise while you are acting as a member of the NRCSE Board of Trustees?  If so, please list them.  

Signed: __________________ Date: ____________
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