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Introduction 
One of the duties of a Board of Trustees is to appoint the Chief Executive Officer 
(CEO) and ensure appropriate support and supervision for the postholder (ref BT02 
Governance Policy, specifically the Trustee Role Description). This procedure has 
been compiled to help the Board of Trustees meet that obligation in a clear and 
transparent manner with support and facilitation of the process by the outgoing CEO, 
Administration Team Leader (ATL) and members of the Senior Management Team as 
appropriate (eg Marketing and Communications Manager to support recruitment 
advertising). 
 
Leading and guiding the recruitment process 
It is generally considered that the optimum method for attracting as much interest in 
the CEO role as possible, subject to available financial resources, is through an open 
recruitment process. This can be guided and facilitated by a recruitment consultancy, 
which both promotes the vacancy openly and encourages applications from suitably 
qualified candidates known through its own networks and database.  Use of an 
external agency can provide a helpful degree of critical challenge to any assumptions 
made by staff or Trustees at The Grange as to the type of candidate who might be 
suitable for the role.  Appendix 1 reflects the personal and professional qualities 
considered to be essential to the role out during the recruitment of the current post-
holder in 2017/18.  
 
However, there is a cost attached to a contract of this kind, and Trustees may wish to 
review other options before committing to such a service.  Other options would 
include: 
 

 Direction by a Trustee with expert HR and recruitment skills 
 Guidance from a voluntary sector support body (eg National Council for 

Voluntary Services, Surrey Community Action) or peer organisation from the 
sector 

 Direct management/coordination by the HR management function of The 
Grange 

 
The departing CEO will have either decided to leave the organisation of their own 
accord, or Trustees may have needed to give notice to the postholder. Their reason 
for leaving should not make a difference to the method of recruitment, albeit may 
make a difference to the level of involvement that the existing CEO has in the 
recruitment process. The ideal situation is where the CEO is leaving for reasons of 
their own and is happy to promote and actively champion the recruitment process as 
this sends a positive message to prospective applicants. 
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It is recommended that a small steering group of Trustees be convened at an early 
stage by The Board to oversee the process, including determination of the most 
effective option for it to be managed, in terms of expertise, capacity, likely outcome 
and cost. 
 
Main steps: 

1. The CEO meets and works jointly with the Chair of the Board to discuss the 
resignation and to develop an outline proposal for recruitment of a successor.  
It is possible that the Chair might also wish to consider other options, such as 
a shared CEO with another organisation or an internal reorganisation to 
reduce overall management costs. 
 

2. The CEO and Chair of the Board consider the message and timing of 
communications to stakeholders (Trustees, staff, people we support, family 
carers, volunteers, commissioners etc.), to be led by the Marketing and 
Communications Manager at the appropriate time. 
 

3. The Chair forms a sub-committee of The Board (3-4 Trustees including the 
Chair) to select the preferred option for succession, and to act as a steering 
group alongside the person or agency selected to manage the recruitment 
process.  The sub-committee will be supported by the HR function of the 
organization and the Marketing and Communications Manager. 
 

4. The news is shared with the various stakeholder groups in agreed format and 
within agreed timescale.  This must include an indication of how and when the 
outgoing postholder might be replaced, to reassure stakeholders and manage 
expectations in terms of likely timescales. 

   
5. The CEO Job Description and Person Specification (see example at Appendix 1, 

dated 2017) is reviewed by the steering group, outgoing CEO and 
person/agency leading the process to ensure that it is current, well presented 
and reflective of the values of The Grange.  A concise recruitment pack should 
also be compiled, with key information about the organization such as a brief 
history, strategic aims, staff structure, budget etc. 
 

6. The person or agency leading the process works with the steering group to set 
out a timescale for recruitment and agree a project plan. 
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7. Short-listed candidates are invited to meet a range of stakeholders (eg people 
we support, families and carers, commissioners, staff, volunteers) so that their 
views can be fed into the decision-making process.  
 

8. A tour of the main site should be included for short-listed candidates, 
preferably by a colleague (eg from Senior Management Team) who can give 
further feedback as part of the decision-making process. 
 

9. An informal discussion with the outgoing CEO may be arranged.  This will 
depend on the cause of resignation and on the Trustees’ opinions as to the 
usefulness of this in terms of ensuring a forward-looking process. 
 

10. An opportunity to meet all Trustees (subject to their availability) should be 
included in the timetable, again with an opportunity for their feedback as part 
of the final decision. 
 

11. Final formal interview to be held by the Chair and the selection sub-
committee. Feedback to be taken into account from other stakeholder groups, 
including Trustees.  The recommendation of the steering group should be 
referred to the Board to make the final decision to appoint. 
 

12. The HR function ensures that the appointment process progresses smoothly, 
and that the usual safeguarding and other checks are carried out, references 
collected at the appropriate stage etc. 
 

13. Ideally, there will be time for some form of handover with the outgoing CEO.  
This may take the form of a few days of overlap, or some single days when the 
new appointee spends time at The Grange ahead of their official start date. 
Again, this will depend on the cause of resignation of the outgoing CEO. 
 

14. Once all checks have been carried out and a contract is in place, the 
appointment can be announced as part of the planned communications 
programme delivered by the Marketing and Communications Manager.  This 
should seek to maximize positive public relations for The Grange, as well as 
providing confidence for staff, people we support and stakeholders. 
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Probation 
The probationary period is vital for establishing that the right appointment has been 
made, both for The Grange and for the new CEO.  A six month probationary period 
will be included within the contract of employment, and the Chair is responsible for 
ensuring that the 6-month probationary period is used effectively.  This will include: 
 

 The drafting by the CEO and Chair of a set of objectives for the first six 
months, in consultation with other Trustees 

 Regular one to one meetings with the new CEO (monthly, at a minimum) to 
monitor delivery of these objectives and provide more immediate guidance on 
strategic issues 

 The offer of one to one mentoring by a Trustee or appropriate external 
contact, particularly for someone new to the role of CEO 

 Active solicitation of feedback on performance from other Trustees 
throughout the period 

 An end-of-probation review meeting taking place approximately a month 
before the end of the period.  This should include a written update on 
progress against the objectives from the CEO.  It should provide the 
opportunity for a frank, two-way exchange of feedback on the experience and 
performance of the new CEO.  The Chair should then return a 
recommendation to the full Board as to the confirmation in post (or not) of 
the CEO, and a decision to be confirmed at the following full meeting of the 
Board. 

 The Grange’s HR function will follow up with an appropriate letter, signed by 
the Chair of Trustees, to confirm or terminate the appointment.  If the latter, 
it should be clear about the reasons for termination and these must be 
directly evidenced by the discussion during the end-of-probation meeting. 

 
Appraisal 
The Chair is responsible for the CEO’s annual and mid-term appraisals.  On 
completion of the probationary period, the CEO and Chair should agree objectives 
for the forthcoming period (a financial year, if the timing is relevant). The Chair 
should – with the permission and agreement of the CEO – share the proposed 
objectives with the other Trustees and elicit their feedback.  Objectives should be 
specific, measurable, achievable, realistic, timed and targeted wherever possible.  A 
plan for personal and professional development should also be discussed and any 
training/interventions agreed. 
 
The appraisal should be conducted and recorded in the order/format set out on the 
standard appraisal form used by all staff at The Grange.  It should be signed by the 
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CEO and the Chair, and a date for a mid-year review agreed at this time, depending 
on the timing of the original appraisal. 
 
After this, the Chair and CEO regularly meet during the annual appraisal ‘window’ 
(normally February/March) to set objectives for the financial year ahead.  The Chair 
should continue on an informal basis to seek input from other Trustees on their view 
of the CEO’s performance through the year, to feed into the appraisal process and 
other one-to-one meetings.  

 
Appraisal forms a vital part of the ongoing support provided to the postholder and 
ensures that the Board meets its duty of ensuring appropriate support and 
supervision of its CEO.  The appraisal process for the CEO needs to be carried out in 
the spirit of The Grange’s values and behaviours, creating an open and safe 
environment where a mutually useful and honest conversation can take place.  
 
The Chair needs to be experienced in carrying out appraisals and should access 
training if their skillset does not include this experience (ref BT04 Trustee Induction, 
Training and Development Procedure).  Active listening by the Chair is most 
important, as the CEO role can be isolating by nature, and s/he should be able to 
provide examples of positive work by the CEO as well as identifying areas for further 
development. 
 
Where there are concerns around performance, these should be raised at an early 
stage, with evidenced examples, during one to one sessions and not left to the 
appraisal meeting.  Once the probation period has concluded, performance issues 
should be dealt with in line with The Grange’s established disciplinary process (see 
HR10 – Disciplinary Procedure). 
 
The CEO should accept feedback in a constructive spirit, and seek to identify actions 
to address any concerns, whether these are felt to be justified or perceived.  
 
 
Note: this procedure relates to the following relevant documents: 

- BT02 Governance Policy 
- BT04 Trustee Induction, Training & Development Procedure 
- BT08 Regulator Reporting Procedure 

 
 

Ends 
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