The Lifetrain Trust
Trustee Job Description 
Job purpose

To promote, support and develop the Lifetrain Trust, keeping within its charitable objectives, which are:-
1. To help young people especially but not exclusively through their leisure-time activities to develop their physical, mental, and spiritual capacities that they may grow to full maturity as individuals and fully contributing members of society.

2. To relieve the needs of disabled persons particularly by bringing such persons into closer association with non-disabled people and the provision of facilities for recreation or other leisure-time occupation, to advance education by bringing disabled people into closer association and integration with non-disabled people.

3. In the interests of social welfare to provide, or assist in the provision of, facilities for recreation or other leisure-time occupation with the objects of improving the conditions of life for the persons for whom such facilities are primarily intended being persons who have need of such facilities by reason of their youth, age, infirmity or disablement, poverty or social and economic circumstances, provided nevertheless that such facilities shall be available to members of the public at large.
Main tasks
· To take part in formulating and regularly reviewing the strategic aims of the organisation.

· With other trustees to ensure that the policy and practices of the organisation are in keeping with its aims.

· 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.
Trustee Job Description continued

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.

· 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. 

· Attend meetings of the trustees.

· Reflect the trustees' policies and concerns on all its committees.

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.

The Lifetrain Trust is a Registered Charity and a Company Limited by Guarantee; therefore as a Trustee it will also be necessary to become a Director of the company.
The Lifetrain Trust Board has 6 formal Board meetings a year, generally in January, March, May, July, September (to coincide with the AGM) and November.  The meetings take place, generally on Mondays at Lifetrain’s registered office at Rentwood, School Lane Fetcham, Surrey KT22 9JX, starting at 18.30 and completing at around 21.00.
In addition to the formal Board meetings there are occasionally other meetings, presentation nights, fundraising events at which a representation from the Board is expected.

Contact Paul Wilkinson, Chief Executive for further details.

Tel: 01372 360875

Email: paul.wilkinson@lifetrain.org.uk
The Lifetrain Trust

Trustee Code of Conduct/Governance Code

1
Practical

Board Members should:

· Strive to attend all meetings, sending apologies to the chair for necessary absences.

· Prepare for the meeting by reading the agenda, papers and emails before the meeting.

· Talk to the chair before the meeting if you need to clarify anything. 

· Participate fully in the meeting; 

· Listen to what others have to say and keep an open mind.

· Contribute positively to the discussions.

· Try to be concise and avoid soliloquies/speeches.

· Help others concentrate on the meeting.  Discourage side conversations.

· Have the best interests of the charity/beneficiaries in mind at all times.

· Draw attention to any potential conflicts of interest that may arise in the meeting.

· Fulfil any responsibilities assigned to you at the meeting and be prepared to report back on your progress at the next meeting.
2
Behaviour

· Treat each other with respect.

· Avoid offensive or insensitive comments or language.

· Respect confidentiality.

· Avoid bringing the organisation/committee into disrepute.

· Express dissent where necessary, but avoid conflict. 

3
Legal Requirements of a Charity Trustee

A member of a Board of Trustees must:
· Be active – you cannot be a dormant or ‘sleeping’ management committee member, you are still liable for the decisions the others make in your absence.

· Act jointly – an individual has no powers individually unless they have been specifically given them by the committee (Minuted at a proper meeting).

· Act constitutionally (and within the law) – make sure that you act within the powers and objects (remit) set out in the constitution.  Including following the constitution on how meetings are run and how the committee is recruited.

· Act in the interests of the beneficiaries – put yourself in the beneficiaries’ position and make decisions that are best for them.

· Act reasonably and honestly –discussions and debates will be Minuted so that your reasonableness can be demonstrated.

· Have a duty of care – act prudently and reasonably.

· Not delegate control – everything can be delegated except the power of delegation but the Board remains responsible and accountable.

· Not benefit personally.

· Avoid conflict of interest – manage actual conflicts of interest through a written process/policy and elsewhere avoid the appearance of conflicts of interest.

4
The Seven Principles of Public Life

1.  Selflessness:  Holders of public office should act solely in terms of the public interest. They should not do so in order to gain financial or other benefits for themselves, their family or their friends.

2.  Integrity:  Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might seek to influence them in the performance of their official duties.
3.  Objectivity:  In carrying out public business, including making public appointments, awarding contracts, or recommending individuals for rewards and benefits, holders of public office should make choices on merit.
4.  Accountability:  Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office.
5.  Openness:  Holders of public office should be as open as possible about all the decisions and actions that they take. They should give reasons for their decisions and restrict information only when the wider public interest clearly demands.
6.   Honesty:  Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interest.
7.  Leadership:  Holders of public office should promote and support these principles by leadership and example.
The Six Competencies of an Effective Board

Contextual Dimension - The board understands and takes into account the values and beliefs of the organisation it governs. The board:
· Adapts to the distinctive characteristics and culture of the charity’s environment.

· Relies on the charity’s mission, values, and tradition as a guide for decisions.

· Acts so as to exemplify and reinforce the charity’s values.

 Educational Dimension - The board ensures that board members are well informed about the organisation, the profession and the board’s role, responsibilities, and performance. The board:
· Consciously creates opportunities for trustee education and development.

· Regularly seeks information and feedback on its own performance.

· Pauses periodically for self-reflection, to diagnose its strengths and limitations, and to examine its mistakes.

 Interpersonal Dimension - The board nurtures the development of members as a group and fosters a sense of cohesiveness. The board:
· Creates a sense of inclusiveness among trustees.

· Develops the group’s goals and recognises group achievements.

· Identifies and cultivates leadership with the board.

 Analytical Dimension - The board recognises complexities and subtleties of issues and accepts ambiguity and uncertainty as healthy preconditions for critical discussion. The board:
· Approaches matters from a broad institutional outlook.

· Dissects and examines all aspects of multifaceted issues.

· Raises doubts, explores tradeoffs, and encourages the expression of differences of opinion.

 Political Dimension - The board accepts as a primary responsibility the need to develop and maintain healthy relationships among major constituencies. The board:
· Respects the integrity of the governance process and the legitimate roles and responsibilities of other stakeholders.

· Consults often and communicates directly with key constituencies.

· Attempts to minimise conflict and win/lose situations.

 Strategic Dimension - The board helps the charity envision a direction and shape a strategy. The board:
· Cultivates and concentrates on processes that sharpen the charity’s priorities.

· Organises itself and conducts its business in light of the charity’s strategic priorities.

· Anticipates potential problems, and acts before issues become crises.
