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1.
INTRODUCTION

1.1
Headway North Staffordshire is a charitable organisation which is operated as a Company Limited by Guarantee, and was originally set up in 1987 to provide information, support and services to people with head injury, their families, carers and friends and to involve professionals concerned with head injury.

1.2
A consequence of charitable status is that policy is formulated by the Trustees who are elected at the Annual General Meeting of the Organisation by the members of Headway North Staffordshire.  In addition to their duties under charity legislation, Trustees also have duties under all legislation pertaining to the operations of a Limited Company.
1.3
Operationally, Headway North Staffordshire is run by the Chief Officer, supported by the Operations Manager, Outreach Services Manager, Day Organisers, Outreach Support Workers, Head Injury Support Workers, Support therapist, Gym Instructor, Gym Support Staff and a staff team consisting of an Admin Assistant, Admin Finance and ancillary staff.
2.
DUTIES OF A TRUSTEE

2.1
The principal duty of a Trustee of a charity is to ensure that the charity operates for the sole advantage of the beneficiaries.

2.2
The Charity is a Limited Company and Trustees have duties as officers and directors of the Company.

3.
PHILOSOPHY OF CARE

3.1
Headway North Staffordshire endeavours to provide a caring, supportive and safe environment for our members.  All members will be treated with 
respect, dignity and equality irrespective of their race, culture, beliefs, or sexual orientation.  Headway North Staffordshire will provide physiological, emotional and social support for all members to encourage independence and self motivation in all areas of their lives.

4.
ASSESSMENT

4.1
Before being accepted at Headway North Staffordshire, a risk assessment is undertaken for all potential members and complete referral documents are received.
The following is an extract from the Charity Commission guidelines:

Trustees have the ultimate responsibility of the control and management of the administration and assets of a charity.  They hold ultimate power and responsibility, which must be exercised in the fulfilment of the charity’s objects and in the interest of the beneficiaries of the charity.

The role of Trustees, acting as a body, is to ensure that a charity has a clear direction and purpose and sense of urgency to get on with the work it was established to do.

A Trustees’ duties and responsibilities to a charity are personal and are to be carried out in that Trustees’ personal capacity in accordance with his or her conscience and not at the direction of a third party.  Accordingly, where a Trustee is a representative of another voluntary sector organisation or other body connected with or doing business with the voluntary sector or voluntary work, whether as an employee or otherwise, he or she must recognise that they have been appointed for their personal qualities and that they must not in any way have regard to the interests of that other organisation or body when making decision relating to the charity.  Trustees must at all times act in the best interests of the charity and its beneficiaries. 
The Chairman

The Duties of the Chairman include:

· Providing leadership to the Organisation in ensuring it meets its agreed objectives.
· Being the final internal arbiter on issues, whether staff or member related, or the interpretation of rules or policy.
· Representing the public ‘face’ or ’voice’ of the Organisation to the outside world.

· Conducting committee, general or public meetings.

· Taking urgent decisions between meetings after, if possible, consulting at least two other Trustees and reporting back to the next meeting on the reasons for making that decision.

When conducting a meeting the Chairman should:
· Ensure the proper required notice of the meeting is given.
· Ensure the meeting is quorate before votes are taken.
· Get agreement on the minutes of the previous meeting and sign them.
· Control the meeting firmly but fairly by:

Keeping to the agenda
Ensuring all speakers address the meeting through the Chair

Not Allowing:

Speakers to get off the points

Dominance by a few speakers

Private conversations

Repetition
The Chairman will:

· Draw out all shades of opinion, including their own, without forcing any one view on the meeting.
· Help the meeting to reach sensible consensus decisions without acrimony.

· Summarise the decision and obtain a definite decision on each item (even if it is a decision to do nothing).

· Ensure that an accurate record is made in the minutes of the meeting of each decision, who is responsible for any actions, and when they should be completed.

· The Chairman may share these duties with a Vice-Chairman, or step down for any given meeting or agenda item if there is a potential conflict of interest or other matter likely to cause difficulty.

· In the absence of the Chairman, the Vice Chairman shall assume the Chairman’s responsibility.  If the Vice Chairman is unavailable, the remaining Trustees will elect a substitute from their ranks.

The Treasurer

Overall responsibility of the Treasurer

Any organisation has to have complete transparency in its financial affairs to ensure that money raised from whatever source is being correctly spent and full accounted for.  

The duties of the Treasurer include:

· To advise on the financial implications of the Organisations strategic plan.

· To monitor the Organisations investment activity and ensure consistency of its policies and legal responsibilities.

· Keep the Board of Trustees informed about its financial duties and responsibilities.

· Ensue that the accounts are prepared and disclosed in the form required by funders and the relevant statutory bodies.

The following important point should be noted by all Trustees:

· The Organisation must not trade fraudulently- this means that the Board of Trustees should not allow the Organisation to incur debts if there is no reasonable prospect of paying them.

The Secretary

The Secretary’s duties include:

· To ensure that the Organisation complies with its governing document, charity law, company law and any other relevant legislation or regulations.
· To ensure the effective and efficient administration of the Organisation.

· To ensure that minutes are taken by the Minute Secretary at each meeting of the Trustees and that the Minutes are circulated.

· To collect items for the Agenda and agree them with the Chairman.

· To make sure that the correct notice, as defined in the Organisation’s governing document, is given for the Annual General Meeting and any extra ordinary meetings called by the Board of Trustees.

· To ensure that the Chief Officer or the Operations Manager submit the annual reports to the Charity Commissioners and any other relevant statutory bodies.

The Secretary is:
· The internal authority on the interpretation of the constitution.

· The officer primarily responsible (in consultation with the Chairman) for organising meetings of the Organisation.
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HEADWAY NORTH STAFFORDSHIRE – CONFIDENTIALITY STATEMENT

The purpose of this Confidentiality Statement is to ensure that confidential information is not disclosed to any unauthorised persons, and is handled and dealt with appropriately. 

Definitions
 

Confidential information includes:

1.
Personal, private and financial information relating to members and former members.

2.
Personal and private information relating to referrals and potential members.

3.
Information relating to policies and procedures, and financial activities of Headway North Staffordshire.

4.
Personal and private information relating to staff, volunteers and trustees.

5.
Any other information that the management team and trustees identifies as confidential.

Principles

Relationships with members, colleagues, trustees and volunteers must be based on trust and mutual respect.  Correct handling of private, personal and sensitive information is essential in helping to build and maintain trust and respect.

Team Confidentiality

Any member who requests to see a volunteer in private, or requests that a volunteer keep information to themselves MUST be informed that any information divulged may need to be passed on to staff members or management.


Any volunteer who is unsure as to whether the information they have received should be divulged, should seek management advice.
Board of Trustees

Confidential information relating to members will not be discussed at Trustee meetings or to any member of the Board of Trustees unless written permission is obtained from the member.

Supervision Sessions

Confidential information relating to members and the Organisation is discussed during Supervision Session when required.

Members

Confidential information should not be disclosed to any member about another member, employee, volunteer or trustee.  Caution and discretion should be exercised when discussing any information relating to a member to another member.

____________________________________________________________________________________
A breach of confidentiality may lead to action under the Confidentiality Policy and may lead to you being removed as a Trustee at Headway North Staffordshire.

A copy of this signed statement will remain in your personal file.

 I have read and understood the Confidentiality Statement, and I understand that by signing the following declaration, I am agreeing to abide by the statement.
Signed by Trustee:






Dated:

CONFLICT OF INTEREST
Occasions may arise where there will be potential for a conflict of interest of a Trustee.

If this situation arises the conflict of interest must be declared immediately to the Board of Trustees who will then decide what action, if any, should be taken.

Failure to declare any such conflict of interest would culminate in the resignation of the Trustee from the Board being required forthwith.

