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HENFIELD HALL TRUSTEE ROLE DESCRIPTION





Welcome

Finding the right Trustees is crucial for keeping Henfield Hall active and part of the community. 
The Henfield Hall is a CIO (Charitable Incorporated Organisation) which runs Henfield Hall for the benefit of our local community. We have very flexible facilities including both small and large spaces, a functioning stage and fully equipped kitchen as well as a garden, all of which can be hired by groups or individuals.

We are looking for committed, able and enthusiastic Trustees to join our team.

[bookmark: topofthepage]Specific Commitments

· The Committee of Trustees meets monthly at present, including the AGM.  Duration 2 hours.
· Sub-committees normally meet monthly or six-weekly.  Trustees are expected to sit on one sub-committee.  Duration up to two hour.
· As a small charity the Henfield Hall Trustee is a hands on role and contribution is required in a variety of projects/initiatives 
· Trustees should be able to attend and support other events connected with Henfield Hall.

Key Trustee Duties

· To ensure that the Henfield Hall complies with its Constitution and agreed processes, charity law, and any other relevant legislation or regulations 
· To assist in the delivery and review of the Business Plan
· To contribute actively to the Board of Trustees' role in giving firm strategic direction to the Henfield Hall, setting overall policy
· To safeguard the good name and values of the Henfield Hall 
· To ensure the financial stability of the Henfield Hall 
· To work with and support the Administrator, Caretaker and other staff to ensure Henfield Hall is administered efficiently 

Other Trustee Duties

In addition to the above statutory duties, each trustee should use any specific skills, knowledge or experience they have to assist the board of trustees. This may include:

· Management / Involvement in Hall projects
· Organisation of Hall events
· Interaction with stakeholders
· Promoting the Hall 
· Focusing on key issues 
· Recommending new initiatives 
· Other issues in which the trustee has special expertise.


PERSON SPECIFICATION





· A commitment to the aims of the organisation
· A willingness to devote the necessary time and effort to be an effective trustee
· Strategic vision
· Good, independent judgement
· An ability to think creatively
· A willingness to speak their mind
· An understanding and acceptance of the legal duties, responsibilities and liabilities of trusteeship of a charity.
· An ability to work effectively as part of a team
· Leadership skills 
· Tact and diplomacy 
· Good communication and interpersonal skills 
· Impartiality, fairness and the ability to respect confidences 
· Computer literate and able to use modern communications media


Additional Duties of the Chair

· Planning the annual cycle of board meetings 
· Setting agendas, chairing and facilitating the board meetings 
· Giving direction and monitoring the implementation of  boards decisions 
· Representing the organisation at functions, meetings 
· Bringing impartiality and objectivity to decision-making 
· Management of the employees including appraisements

The vice-chair acts for the chair when the chair is not available and undertakes assignments at the request of the chair.


It would also be desirable for the chair / vice-chair to have knowledge of the type of work undertaken by the Henfield Hall and a wider involvement with the voluntary sector and other networks. 










CODE OF CONDUCT





Trustees are expected to carry out their duties in accordance with the seven principles of public life identified by the Nolan Committee in their First Report on Standards in Public Life in May 1995.

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

Integrity
Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might influence them in the performance of their official duties.

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.

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.

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.

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.

Leadership
Holders of public office should promote and support these principles by leadership and example.













TRUSTEE RECRUITMENT PROCESS




Timing:
New Trustees will normally be asked to apply prior to an AGM, and the membership will formally elect the trustees. However, when there is a vacancy on the committee and/or a need for additional skills there may be recruitment held outside this time. Successful applicants will be co-opted pending the AGM, where they will be able to be elected as per the normal process above. 


Application Process:
Interested individuals are encouraged to visit the website where they may download this Trustee application pack.  
Potential applicants are encouraged to contact the Henfield Hall for further information.  Any contacts will be followed up, and if suitable, encouraged to apply via the application form included in this pack.
Applications, along with a Trustee Declaration, should be sent by email to hhvicechair@henfieldhall.org.uk.


Interviews:
Shortlisted candidates will be invited for interview, either in person or by ZOOM, on a date to be agreed.

Outcomes:
Successful candidates will be notified that they have been successful and, once references are received, invited to join the board.  

All candidates will be offered feedback if they wish.

TRUSTEE DECLARATION





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 am, in the light of the 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 trustee of the Henfield Hall in good faith and in accordance with the law and within the Henfield Hall objectives/ mission.

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



Signed:                                          		Date:


















Trustee Application Form





Name:			………………………………………………………………………………………							        	 

Home Address:		………………………………………………………………………………………

………………………………………………………………………………………

………………………………………………………………………………………

Postcode:			………………………………
 		
Telephone Number: 	………………………………

Email Address: 		………………………………………………………………………………………


What contribution do you feel able to make?
(Please tick as many as you wish)

     		Marketing and/ or Business development expertise

		Media and Communications skills

      		Finance & Business Operations expertise

		Fundraising experience

      		Experience of working with disabled people/ organisations

		Experience of management issues, including the management of staff & property

		Experience as a trustee or board member of an organisation

      		Experience of working with local authorities

		Other experience/ skills e.g. legal matters, Information Technology (please state)







Please give details of your background and why you would like to become a trustee of the Henfield Hall :





















When would you be able to attend meetings?
(Please tick as many as you like).

  	Any time during working hours
  	Evenings
  	Weekends
· Other (please state)

Declaration-

I declare that the information given in this application is true.




Signed:								Date: 



The Henfield Hall, Coopers Way, Henfield, BN5 9EQ.  Charity No 1197873.  
image1.jpeg
The Henfield Hall

THE HOME OF OUR COMMUNITY




