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	1
	Mission Statement
	



To relieve the needs of children and young people, including their parents, carers and families, who have disabilities and/or special educational needs in the Telford and Wrekin area, in order to improve their quality of life, promote their inclusion in their local communities and to help and support them to reach their full potential. 
Involving and supporting families who have a child or young person with a disability or additional need (age 0 – 25 years).

“Together we can make a difference”.
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	History
	



PODS was set up in 2008 as part of the Aiming High for Disabled Children Strategy from Central Government.  It is now completely independent, having been supported by Parent Partnership in its fledgling years.
PODS charity constitution was first adopted on 9 July 2012 and was amended on 17th June 2016. PODS became a registered charity on 18 February 2013.
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	Board of Trustees 
	


 
Nicola Jones (Chair)
Sarah Hall (Vice Chair)
Philip Gillum (Finance)
Jonathan Mills
Tony Wakeman
Sally Moran
Kubby

	4
	Aims
	



Parents Opening Doors (PODS) is an independent parent carer forum based in Telford and Wrekin. Together they involve and support parent carers and their families who have a child/children or young person/s with a disability or additional need (aged 0 – 25 year).
Our Aims are:
· To provide emotional, practical and social support.
· To help reduce isolation and increase well-being.
· To provide an opportunity to participate in joint decision making on services.
· To provide information to help increase knowledge of the SEND reforms and legislation.
· To improve and influence those services affecting these families

	5
	Key Tasks
	


· Hold family groups across Telford and Wrekin
· Provide emotional and practical support via the befriending scheme
· Run workshops and events relevant to the needs of PODS families.
· Work in partnership with Telford and Wrekin Council, Health, Social Care, Education, Voluntary and Community Services. 
· Provide family representation at many local and national meetings, workshops and conferences and input to consultations, reviews and strategic planning. 
· Hold social and fundraising events for PODS families.
· Provide relevant information via information events, family groups, e-bulletins, website and other social media, such as Facebook and Twitter.
· Work with Contact a Family, the national organisation that supports families of children with a disability across the UK, whatever their condition or disability
· PODS is a member of the National Network of Parent Carer Forums (NNPCF) and meets regularly with the West Midlands regions to share information and keep up to date with policies and affecting our children.  

	6
	Functions
	




· Participation – Engagement to Co-Production
· Befriender support
· Training
· Inclusive Events
· Information
· Clubs and activities for children
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	Trustees
	



The Board members are the Trustees of the registered charity. (Charity number: 1150871)

*********************

A Trustees Annual Return, together with a set of audited/ independently examined (as applicable) accounts, is sent to the Charity Commission each year following the AGM.

The Board of Trustees meet together every 3 months and hold an AGM once each year.  The following roles are currently held:
				 
 	Chairperson:	 	Nicola Jones	 		 
	Treasurer:		Philip Gillum		 
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	Structure and Function – Board of Trustees
	



The Board of Trustees has overall responsibility for charity policy and development and the employment and deployment of staff. 

As a registered charity Parents Opening Doors (PODS) is extremely careful to ensure that stringent financial controls are in place and adhered to. All accounts information is independently audited / independently examined (as applicable) by a person(s) decided in a board meeting and agreed/ accepted by resolution at the AGM to facilitate completion of the annual report and accounts. 
All financial decisions and work rests with Board of Trustees and a full financial controls policy is in place that makes clear the financial management of the charity.
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	Roles of Trustees
	



Under the constitution Parents Opening Doors (PODS) adheres to the Trustees operate in a management position and take overall responsibility for maintaining and managing the charity and ensuring it meets its objectives and is financial viable.
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	Trustee Duties
	



	Duties
	Detail	

	Initial duties
	Ensure he/ she has been properly elected
Understand the organisation’s objects and trustees’ powers
Become familiar with the governing document and other relevant documents
Ascertain what assets the organisation has and that they are appropriately safeguarded
Take reasonable steps to find out whether the organisation has been properly managed, and if necessary take steps to put it right

	Comply with governing document
	Must act at all times strictly within the objects, powers, rules and administrative provisions set out in the governing document

	Act in the best interests of beneficiaries
	Must act at all times in the best interests of the charity and all its beneficiaries, both current and future
Duality of interest must be declared and minuted.  A trustee who does not feel able to comply with this requirement should not take part in the decision

	To avoid conflict of interest
	All trustees have an obligation to avoid conflicts of interest

	Safeguard assets
	All trustees must:
Receive all sums due to the charity e.g. grants, rate relief
Invest prudently
Take reasonable precautions to safeguard against fraud and dishonesty
Not refuse money, property or other assets offered unless the governing document gives them the power to disclaim assets
A governing body which does not insure its buildings an valuable assets could be in breach of its duty to safeguard it property

	Safeguard permanent endowment
	Permanent endowment may include:
Money given to the charity on condition the interest only can be spent
Land or other assets given on condition that they may not be sold or otherwise disposed of
Land or other assets given on condition that if they are sold or disposed of, the money received is retained as a capital fund

	Not to profit
	Unless specified in the governing document a trustee has a duty to serve without payment and not to make a profit or receive any benefit from the charity unless this is authorised

	Care
	Trustee must meet the standard of a prudent business person in managing his or her own affairs
Must take proper professional advice when appropriate
Other duties of care – staff; people who use the premises

	Act personally
	Must act personally unless delegation is allowed by statute or explicitly authorised it the governing document
Failure to attend meetings or to participate in decisions about the charity could constitute a breach of the duty of care

	Act collectively
	Charity trustees may make decisions by majority unless the governing document specifies that they must be unanimous
Provided the governing document allows delegation to committees these may be set up – they must report to the trustees who are not on the committee at the earliest opportunity

	Keep accounts
	Must keep proper financial records
Must prepare annual accounts, have them examined or audited  and make them available to the public

	Investing
	Must comply with governing document and any statutory requirements

	Statutory
	Must ensure the charity is registered and that they and their charity comply with the Charities Acts and all legislation relevant to its work and activities

	Delegation
	Governing body members don’t act on their own behalf
A person to whom any responsibility has been delegated may not delegate it any further, unless such delegation is explicitly authorised by statute or by whoever did the initial delegating – no right to shift their duty onto other persons
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	Trustee Responsibilities
	



	Responsibilities
	Detail

	General
	· To act to achieve the aims of the organisation.
· To use resources effectively and efficiently.
· To be financially responsible – budget and manage money properly and keep adequate financial records.
· To stay within the law, including charity law, company law (where relevant), laws relating to responsibilities to the public, anti-discrimination law, etc.
· To manage buildings properly.
· To ensure that volunteers are properly treated.
· To ensure that members, funders, charity commissioners etc are kept adequately informed.
· To monitor and evaluate the performance of the organisation.
· To develop policies and work within them.
· To meet regularly.
· To act as employers, appointing and managing staff.


	Financial
	· budgeting and planning;
· keeping proper financial records;
· managing money properly;
· ensuring accounts are audited;
· ensuring all necessary insurance is arranged: this may include employer liability, public liability, for premises and equipment, for vehicles, volunteers, professional indemnity, trustee indemnity;
· making sure that there is enough money to pay outstanding debts including staff salaries;
· making provision for staff redundancies;
· winding up the organisation if that becomes necessary.


	Premises
	· ensuring that the terms of the lease are kept by all users;
· maintenance;
· public safety;
· safety for staff and volunteers;
· ensuring that it is used within the law;
· that the most effective use is made of the organisation’s resources;
· security of the building, of equipment and of records;
· ensuring other users are aware of safety and security requirements;
· Health and Safety including toilets and washing facilities, stairs properly railed, first aid provision, food hygiene, fire precautions: means of escape, alarms, firefighting equipment;
· Equal opportunities including provision for disabled people (access, parking, toilets).


	Employer
	· ensuring that employment law is kept to;
· providing a contract and a clear job description;
· paying salary and expenses on time and in agreed form;
· providing a pay slip;
· making proper deductions from salary including PAYE, NI, pension contributions, as applicable; using an appropriate payroll service to assist with ensuring all payroll details are correct and payments made at the correct rate
· providing a place of work which satisfies Health and Safety regulations, and appropriate equipment;
· treating staff fairly and ensuring that there is no discrimination;
· drawing up grievance and disciplinary procedures;
· providing clear line management;
· being clear about respective responsibilities and authority;
· providing clear policies and priorities;
· providing supervision and regular appraisal;
· training and development opportunities for staff;
· giving staff appropriate support.
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	Board Skills and Management
	



To maintain effective management and decision making trustees of the board require:
· A shared vision, an agreement about why the organisation exists: long-term objectives;
· Shorter term goals and objectives which are clear and shared 
· Clarity about how success will be demonstrated – how will you know when you have achieved the aims?
· Understanding of the resources, including money, staff, time, equipment.  It is not OK to just accept financial reports, for instance: each member should understand them;
· An ability and willingness to plan, organise and co-ordinate;
· An ability and willingness to set targets and standards;
· An ability and willingness to monitor and evaluate what is being done and the way it is being done;
· Clarity about roles, about what responsibilities and what authority members, officers and staff have;

The Board of Trustees includes some members with particular responsibilities, including a Chair, Treasurer and Secretary.   There are some responsibilities that usually fall to these officers. It is important that these roles and those of other Board of Trustee members are defined and agreed so there are written role descriptions for these posts.  These help to make sure that everyone knows precisely what is expected of them.  They also make it easy for people thinking of taking on one of the jobs to make an informed decision.

	13
	Connections with partners
	



1. Funders 
	Department of Education
NHS
LA

2. Training Provision and Support

	First Aid
	Safe Guarding

3. Joint working

[bookmark: _Toc440384102]	 LA
	Social Care
	NHS
	IASS
	CVS
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	Current Work of Parents Opening Doors (PODS)
	



Parents Opening Doors (PODS)  currently undertakes core activities and hosts a range of projects in line with its aims, key tasks and functions. 

Project 1 – Parent Participation

Project 2 – Befriending Scheme

Project 3 – PFA Navigating 

Project 4 – Clubs and activities

Project 5 – Sleep workshop delivery

Project 6 – PINS

Project 7 – Perinatal & Infant support

Project 8 – Family Hubs

	15
	Volunteers
	



Parents Opening Doors (PODS) recruit volunteers to help with a variety of tasks. All volunteers have an induction into the organisation and are offered relevant training.

Parents Opening Doors (PODS)  also uses volunteers to provide admin support for some of our projects. 
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	Parent Representatives
	



Parents Opening Doors (PODS) also has a team of parent carers trained as parent representatives to undertake duties as specified by the Participation Framework on a voluntary basis
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	Staff Members Roles and Responsibilities
	



Elaine Pearce – Project Manager
Jayne Stevens – Strategic Co-ordinator
Kerrie Seagrave – Member Support Co-ordinator
Uma Bhatia – Lego & Family group Lead
Joanne Smith – Fundraising & Events Lead
Jeannie Lear – SEND Engagement Lead
Matthew Downes-Ward – PFA Navigator
Louise Quinn – Perinatal & Infant disability support worker
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	Trustees Code of Practice
	



This Code of Practice has been developed to support Trustees in their role within Parents Opening Doors (PODS) and to assist in its continual development and ensure good governance of the organisation.  This code of practice has been derived from national good practice for the voluntary sector. 

The key principles of good governance
· Board Leadership 
· The role of the Board - Trustees have and must accept ultimate responsibility for directing the affairs of their organisation, ensuring it is solvent, well-run, and delivering the outcomes for which it has been set up.  
· Strategic Role of The Board - Trustees should focus on the strategic direction of their organisation, and oversee day to day operational decisions and matters until such time as the charity is in the position to hand over such work to staff team led by a Chief Executive Officer.
· The Board in control
· Compliance - The Board must ensure that the organisation complies with its own governing document, relevant laws, and the requirements of any regulatory bodies.
· Internal controls - The Board should maintain and regularly review the organisation’s system of internal controls, performance reporting, policies and procedures.
· Managing risk - The Board must act prudently to protect the assets and property of the organisation, and ensure that they are used to deliver the organisation’s objectives. The Board must regularly review the risks to which the organisation is subject, and take action to mitigate risks identified.
· Equality and diversity - The Board should ensure that it upholds and applies the principles of equality and diversity, and that the organisation is fair and open to all sections of the community in all of its activities.
· The high performance Board
· Trustee duties and responsibilities - Trustees should understand their duties and responsibilities and should have a statement defining them.  
· The effective Board - The Board should organise its work to ensure that it makes the most effective use of the time, skills and knowledge of trustees.
· Information and advice - Trustees should ensure that they receive the advice and information they need in order to make good decisions.
· Skills and experience - The trustees should have the diverse range of skills, experience and knowledge needed to run the organisation effectively.
· Development and support - Trustees should ensure that they receive the necessary induction, training and ongoing support needed to discharge their duties.
· Board review and renewal 
· Performance appraisal - The Board should regularly review and assess its own performance, that of individual trustees, and of sub-committees, standing groups and other bodies.
· Renewal and recruitment - The Board should have a strategy for its own renewal. Recruitment of new trustees should be open, and focused on creating a diverse and effective Board.
· Review - The Board should periodically carry out strategic reviews of all aspects of the organisation’s work, and use the results to inform positive change and innovation.
· Board delegation
· Clarity of roles - The Board should define the roles and responsibilities of the chair and other honorary officers, in writing.
· Effective delegation - The Board should ensure that staff, volunteers and agents have sufficient delegated authority to discharge their duties. All delegated authorities must have clear limits relating to budgetary and other matters.
· Terms of reference - The Board should set clear terms of reference for any sub-committees, standing groups, advisory panels, etc.
· Monitoring - All delegated authorities must be subject to regular monitoring by the Board.
· Board and trustee integrity
· No personal benefit - Trustees must not benefit from their position beyond what is allowed by the law and is in the interests of the organisation.
· Conflicts of interest - Trustees should identify and promptly declare any actual or potential conflicts of interest affecting them.
· Probity - There should be clear guidelines for receipt of gifts or hospitality by trustees.
· The open Board
· Communication and consultation - Each organisation should identify those with a legitimate interest in its work (stakeholders), and ensure that there is a strategy for regular and effective communication with them about the organisation’s achievements and work.
· Openness and accountability - The Board should be open and accountable to stakeholders about its own work, and the governance of the organisation.
· Stakeholder involvement - The Board should encourage and enable the engagement of key stakeholders, such as users and beneficiaries, in the organisation’s planning and decision-making.
· Expectations of Trustees
· Trustee’s attendance at Board meetings - It is expected that Trustee’s should attend at least one in every three Board meetings.  This will be recorded by the Secretary and reported to the Chairperson of the Board on a yearly basis.  If a member without good cause fails to attend the required number of Board meetings, the Chairperson will be responsible for discussing this matter with the relevant Trustee to identify a suitable conclusion to the issue. If Trustee’s are unable to attend 3 consecutive meetings they should inform the Chairperson (preferably in advance of the period).  
· Leave of Absence -There may be occasions where Trustee’s need to consider taking a prolonged leave of absence, due to personal reasons.  A Trustee should request this leave of absence from the Chairperson identifying the likely length of time they are to be absent from their role as Trustee.  If the Chairperson does not agree to this leave of absence, the Trustee can, if so desires, request this be considers by the whole of the Board. 
· Training and Development - Trustees should feel confident in their role.  It will be the role of the Chairperson, until such time as Chief Executive is in position to support trustees to develop, by providing a variety of training and support opportunities.  It is the role of the Trustee, to identify whether there is any additional support or training they desire.  Family Voice will then endeavour to identify appropriate opportunities to meet these needs. 
· Support for Trustees
· Claiming Expenses - Family Voice shall maintain a record of all payments made under this scheme, which shall specify in relation to each payment the name of the recipient and the amount and nature of the payment. 
· Childcare - will be paid in accordance with the financial controls and payments policies
· Travel - will be paid in accordance with the financial controls and payments policies
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	Trustee Board Role Descriptions
	



Trustees:

Role purpose: to further the work of the (insert organisation name) keeping within its charitable objectives.
Main tasks
1. To take part in formulating and regularly reviewing the strategic aims of the organisation.
2. With other trustees to ensure that the policy and practices of the organisation are in keeping with its aims.
3. With other trustees to ensure that the organisation functions within the legal and financial requirements of a charitable organisation and strives to achieve best practice.
Main duties 
1. Formulating strategic aims
Consider the organisation as a whole and its beneficiaries, whether as a member of the trustees or any of its committees, sub-committees, group’s etc.
Reflect the organisation’s vision and principles, strategy and major policies at all times.
Contribute specific skills, interests and contacts and support the organisation in fundraising activities.
2. Ensuring policies and practices are in keeping with aims. 
Follow the Code of Conduct at all times, particularly when exercising the functions of the trustees, or any of its committees, sub-committees, and groups.
    Attend meetings of the Board of Trustees.
Reflect the trustees’ policies and concerns on all its committees, sub-committees, groups.
3. Ensuring best practice.
Be an active member of the trustee body in exercising its responsibilities and functions.
Maintain good relations with senior managerial staff.
Take part in training sessions provided for the benefit of the trustees. Fulfil such other duties and assignments as may be required from time to time by the trustee body.
4. Forum responsibilities
To represent views of wider forum.
To raise issues affecting wider groups of parents/ carers.
To undertake representational work if nominated to do so.
5. Qualities/Skills Required
Good communication and interpersonal skills.
Impartiality, fairness and the ability to respect confidences.
Ability to take part in discussions whilst being aware of others opinions.
Ability to work well in a group.
Must be able to demonstrate a link with a wider network of parent/ carers 
[bookmark: _Toc440384109][bookmark: _Toc440384107]
Chairperson:

PRIMARY OBJECTIVES
Provide overall leadership to the charity, in a manner which maximises the contribution of trustees and staff alike and ensures that all involved remain focused on achieving the charity's mission.
SPECIFIC DUTIES
Ensure that the trustees' board functions effectively by:
•	Identifying the skills and experience required by the board.
•	Seeking new trustees from diverse sources.
•	Establishing clear procedures for the re-electing and retirement of trustees.
•	Developing a succession plan.
•	Establishing an appropriate sub-committee structure.
•	Chairing meetings efficiently through the use of carefully structured agendas and briefing papers and encouraging participation from all trustees.
Ensure that trustees understand their responsibilities by:
•	Using trustee job descriptions.
•	Arranging comprehensive trustee induction and training programmes.
•	Ensuring the trustees review both the performance of the board as a whole and their own individual contributions annually.
•	Establishing a governance and a management model for the charity.
Ensure that the charity plans strategically by:-
•	Working closely with fellow trustees to ensure there is clarity about the charity's mission at all levels in the organisation.
•	Ensuring the Management effort is effectively directed within a framework of clearly stated corporate strategies and key tasks.
Ensure that the boundaries of management authority are clearly defined, in particular by:-
•	Performing a role analysis exercise with key senior staff to ensure that all parties understand each other’s roles.
•	Ensuring a financial policy framework is established within which management can be given freedom to manage the charity's operations.  
•	Ensuring that a performance evaluation process is in progress.
•	Analysing the particular risk factors inherent in the charity's activities and establishing whether exceptional arrangements for trustee involvement should be instituted in some areas which override the normal trustee governance perspective. 
•	Ensuring that the trustees have issued clear guidelines on areas where varying judgements could be applied.  For instance, with regards to investment policy, the treatment of earmarked funds held in trust for beneficiaries, equal opportunities practice in staff recruitment, etc.
Other responsibilities
•	Appraise staff performance annually. 
•	Have an involvement in recruitment of senior staff.
•	Ensure that senior staff are properly remunerated.
•	Promote the charity to its public audience in line with the charity’s public relations strategy.
CHAIRS NOTES - ADDITIONAL TO THE SPECIFIED JOB DESCRIPTION
THE PRACTICALITIES
Visit the offices regularly - perhaps once every two weeks or on demand
Attend as many functions as possible or send members of the Board of Trustees.  Represent Parents Opening Doors (PODS) at all fund-raising events.     
Deliver a report at the A.G.M.  Introduce the Annual Report.  
Attend and Chair the Board of Trustees committee Meetings.
Qualities/Skills Required
Good leadership skills
Good communication and interpersonal skills
Impartiality, fairness and ability to respect confidences
Ability to ensure decisions are followed up
Good time-keeping
Tact and diplomacy
Understanding the roles of others
Good organisational skills
Be capable of delegating jobs where necessary.
[bookmark: _Toc440384110]Treasurer:

The overall role of a treasurer is to: 
· Maintain an overview of the organisation's affairs 
· Ensuring its financial viability 
· Ensuring that proper financial records and procedures are maintained.
In small charities without paid staff the treasurer may take a greater role in the day-to-day finances of the organisation.
General responsibilities
· To ensure that the organisation complies with its governing document, charity law, company law and any other relevant legislation or regulations. 
· To ensure that the organisation pursues its objects as defined in its governing document. 
· To ensure the organisation applies its resources exclusively in pursuance of its objects (the charity must not spend money on activities which are not included in its own objects, no matter how worthwhile or charitable those activities are). 
· To contribute actively to the board of trustees' role in giving firm strategic direction to the organisation, setting overall policy, defining goals and setting targets and evaluating performance against agreed targets. 
· To safeguard the good name and values of the organisation. 
· To ensure the effective and efficient administration of the organisation. 
· To ensure the financial stability of the organisation. 
· To protect and manage the property of the charity and to ensure the proper investment of the charity's funds. 
· If the charity employs staff, to monitor their performance.
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:
· Scrutinising board papers 
· Leading discussions 
· Focusing on key issues 
· Providing guidance on new initiatives 
· Other issues in which the trustee has special expertise
Additional duties of the treasurer
· Overseeing, approving and presenting budgets, accounts and financial statements 
· Being assured that the financial resources of the organisation meet its present and future needs 
· Ensuring that the charity has an appropriate reserves policy 
· The preparation and presentation of financial reports to the board 
· Ensuring that appropriate accounting procedures and controls are in place 
· Liaising with any paid staff and volunteers about financial matters 
· Advising on the financial implications of the organisation's strategic plans 
· Ensuring that the charity has an appropriate investment policy 
· Ensuring that there is no conflict between any investment held and the aims and objects of the charity 
· Monitoring the organisation's investment activity and ensuring its consistency with the organisation's policies and legal responsibilities 
· Ensuring the organisation's compliance with legislation 
· Ensuring equipment and assets are adequately maintained and insured 
· Ensuring that the accounts are prepared and disclosed in the form required by funders and the relevant statutory bodies, e.g. The charity commission and/or the registrar of companies 
· If external scrutiny of accounts is required, ensuring that the accounts are scrutinised in the manner required (independent examination or audit) and any recommendations are implemented 
· Keeping the board informed about its financial duties and responsibilities 
· Contributing to the fundraising strategy of the organisation 
· Making a formal presentation of the accounts at the annual general meeting and drawing attention to important points in a coherent and easily understandable way 
· Sitting on appraisal, recruitment and disciplinary panels as required
Treasurer person specification
· Commitment to the organisation 
· Willingness to devote the necessary time and effort 
· Strategic vision 
· Good, independent judgement 
· Ability to think creatively 
· Willingness to speak their mind 
· Understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship 
· Ability to work effectively as a member of a team 
· Nolan's seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership 
· Financial qualifications and experience 
· Some experience of charity finance, fundraising and pension schemes 
· The skills to analyse proposals and examine their financial consequences 
· Preparedness to make unpopular recommendations to the board 
· Willingness to be available to staff for advice and enquiries on an ad hoc basis


Secretary:

General responsibilities
· To ensure that the organisation complies with its governing document, charity law, company law and any other relevant legislation or regulations. 
· To ensure that the organisation pursues its objects as defined in its governing document. 
· To ensure the organisation applies its resources exclusively in pursuance of its objects (the charity must not spend money on activities which are not included in its own objects, no matter how worthwhile or charitable those activities are). 
· To contribute actively to the board of trustees' role in giving firm strategic direction to the organisation, setting overall policy, defining goals and setting targets and evaluating performance against agreed targets. 
· To safeguard the good name and values of the organisation. 
· To ensure the effective and efficient administration of the organisation. 
· To ensure the financial stability of the organisation. 
· To protect and manage the property of the charity and to ensure the proper investment of the charity's funds. 
· If the charity employs staff, to appoint the chief executive officer and monitor his/her performance.
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:
· Scrutinising board papers 
· Leading discussions 
· Focusing on key issues 
· Providing guidance on new initiatives 
· Other issues in which the trustee has special expertise
Additional duties of the secretary
· Either personally or by delegation, the secretary should: 
· Receive agenda items from other trustees/staff 
· Prepare agendas in consultation with the chair and chief executive 
· Circulate agendas and supporting papers in good time 
· Make arrangements for meetings: 
· Booking the room 
· Equipment 
· Refreshments 
· Facilities for those with special needs
· Check that a quorum is present 
· Minute the meetings and circulating the draft minutes to all trustees 
· Ensure that the minutes are signed by the chair once they have been approved 
· Check that trustees and staff have carried out action agreed at a previous meeting 
· Circulate agendas and minutes of the annual general meeting and any special or extraordinary general meetings 
· In organisations which are companies, act as company secretary where this role is not delegated to a member of staff 
· Sit on appraisal, recruitment and disciplinary panels as required
Secretary person specification
· Commitment to the organisation 
· Willingness to devote the necessary time and effort 
· Strategic vision 
· Good, independent judgement 
· Ability to think creatively 
· Willingness to speak their mind 
· Understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship 
· Ability to work effectively as a member of a team 
· Nolan's seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership 
· Organisational ability 
· Knowledge or experience of business and committee procedures 
· Minute-taking experience, if this is not being delegated to staff

The nomination forms are also separate documents and available on request.
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	Board of Trustee Standing Agenda/Items/Sub-Meetings
	



Board of Trustee meetings take place every 2 months with some items being standing agenda items. As required Parents Opening Doors (PODS) trustees also hold extra topic specific board meetings.
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	Parents Opening Doors (PODS) Board Review
	



The board review is carried out using separate document Board Review Form. This is available to view on request. 

The document was adapted from one produced by Kevin Ford, the founder of Ford Partnership, for NVCO. He has conducted research into policy and training needs of trustees for both the Charity Commission and NVCO.
· Section seven should be completed at such time as the charity has a Chief Executive Officer
· The form is to be completed once per year by the full board of Trustees following an AGM 
Parents Opening Doors (PODS) Trustees also utilise a self-audit toolkit, developed in house to facilitate a RAG rating against the Trustee Duties and responsibilities 
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	Constitution
	



Parents Opening Doors (PODS) operates under a standard charity constitution which can be viewed on the PODS website in the “PODS Policies” section, under the Information menu option.
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	Conflicts of Interest
	



An important legal obligation for Trustees relates to conflict of interests/ loyalty

“You can only comply with your duty to act in the charity’s best interests if you prevent your personal interests from conflicting (or appearing to conflict) with the best interests of the charity. This means recognising and dealing with conflicts of interest.

A conflict of interest is any situation where your personal interests could, or could appear to, prevent you from making a decision only in the charity’s best interests. For example, if you (or a person connected to you, such as a close relative, business partner or company):
· receive payment from the charity for goods or services, or as an employee
· make a loan to or receive a loan from the charity
· own a business that enters into a contract with the charity
· use the charity’s services
· enter into some other financial transaction with the charity

Even when you receive no financial benefit, you could have a conflict of loyalty. For example if your charity has business dealings with your employer, a friend, family member, or another body (such as a local authority or charity, or a charity’s trading subsidiary) that you serve on.

This means you and your co-trustees:

· should identify, and must declare conflicts of interest (or loyalty)
· must prevent the conflict of interest (or loyalty) from affecting the decision
· should record the conflict of interest (or loyalty) and how it was dealt with”

(Charity Commission: The essential trustee: what you need to know, what you need to do, P.17)

Parents Opening Doors (PODS) have in place for Trustees, who have overall responsibility a Conflict of Interest Policy and associated Declarations of Interest Form. These are implemented and reviewed by the Board of Trustees.

	24
	Pay, Remuneration and Expenses
	



There are specific regulations governing remuneration and expenses for Trustees. The Board of Trustees also have responsibility for overseeing pay for staffing as an employer. Parents Opening Doors (PODS) has in place policies to make clear when remuneration and expenses are allowed and for setting pay for staff. 


Reasonable expenses can be claimed for travel, childcare and refreshments in line with the expenses policy.




	Forms and related documents



	Document reference:
	Document title:

	PODS-FM-022
	Trustee Nomination Form

	PODS-FM-023
	Chairperson Nomination Form

	PODS-FM-024
	Treasurer Nomination Form

	PODS-FM-025
	Secretary Nomination Form

	PODS-FM-026
	Board Review Form

	PODS-FM-027
	Trustee Induction Trustee Form

	PODS-AGR-008
	Trustee Declaration Agreement

	PODS-AGR-009
	Trustee Pledge Agreement

	PODS-CP-005
	Pay and Remuneration Policy

	PODS-CP-006
	Expenses Policy
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