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POLICY STATEMENT 
The Grange Centre is committed to ensuring governance arrangements that are 
robust to ensure that the organisation is managed in accordance with the current 
legislation, as well as adopting procedures that are examples of good practice and 
improve the effectiveness of the organisation. 
 
The recruitment of the right Trustees is a critical element of ensuring this good 
governance.  The Board must be able to make strategic decisions based on the 
evidence presented to them, their professional experience and their personal 
aptitudes.  As a team, they determine the long term direction of a charity. 
 
This Policy and Procedure document sets out a consistent approach to the 
recruitment and selection of Trustees which should support The Grange’s wish to be 
a well led, transparent and reputable provider of social care. 
 
 
Introduction 
The Charities Act 1993 defines charity trustees as the people responsible under the 
charity’s governing document for controlling the administration and management of 
the charity. 
 
The Code of Governance for the Voluntary and Community Sector includes as part of 
its principles that “trustees should have the diverse range of skills, experience and 
knowledge needed to run an organisation effectively” and that “trustees should 
ensure that they receive the necessary induction, training and ongoing support they 
need to discharge their duties”.  
 
Role of the Board of Trustees 
The Board of Trustees is responsible for the overall governance and strategic 
direction of The Grange, helping to develop its aims and objectives, in accordance 
with its values and in line with legal/regulatory guidelines and requirements. 
The Board is accountable, in varying degrees, to a range of stakeholders, including 
the people The Grange supports, their family carers, The Grange staff and volunteers, 
funders, the local community (including local employers), Surrey County Council, and 
other local authority bodies; national and regulatory bodies such as the Care Quality 
Commission and the Homes and Communities Agency. 
 
At its simplest, the role of the Trustee Board is to receive assets from donors, 
safeguard them and apply them for the charitable purposes as declared in The 
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Grange’s governing documents. The Trustee Board must always act in the best 
interests of the Grange, exercising the same duty of care that a prudent person of 
business would in looking after the affairs of someone for whom he or she had 
responsibility. The Trustee Board must act as a group and not as individuals. 
 
Expectations and Responsibilities of a Trustee 
The nature of the activities and services of The Grange means that the Board (ie the 
Trustees collectively) has a number of specific legal duties and responsibilities.  
Overall, these are to ensure compliance: 
 

 as a Charity – with Charity Law, and requirements of the Charity Commission 
and HMRC. 

 as a registered Social Care provider – with the Care Quality Commission’s 
requirements, and its safeguarding responsibilities. 

 as registered Social Housing provider – with the Social Housing Regulator’s 
standards. 

 as a limited company by guarantee - with Companies House requirements. 
 
Policy BT02 Governance sets out the governance arrangements for The Grange, and 
includes the role description for a Trustee as well as for the other designated roles on 
the Board of Trustees.  These role descriptions set out the purpose, key 
responsibilities and main duties of Trustees, as well as the terms of appointment. 
 
Trustees are expected to attend all board meetings and other committees of which 
they are a member, subject to availability. Meetings last for up to three hours, with 
times and dates agreed at the start of each year according to the consensus.  Papers 
are provided on the Trustees’ password-protected area of The Grange’s website, at 
least seven days before the meeting, with a reminder sent to the Board on 
publication.  The Grange is committed to reducing its overhead costs and its use of 
resources: as a result, hard copy reports will be only be made available to those who 
specifically request them and made available at the meeting. 
 
Composition and Tenure of the Board of Trustees 
The Grange Board of Trustees comprises a maximum of twelve Board members (and 
a minimum of seven), co-ordinated by a Chairman who is elected by the members of 
the Board.  Other designated roles are Vice Chair and Treasurer.   
 
Trustees are invited to join up to three committees which provide strategic direction 
and oversight of key areas of The Grange’s activities (namely Social Care, Finance, 
Housing and Facilities, Governance and Remuneration).  Each committee elects its 
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own Chair, who reports to the full Board and refers the committee’s 
recommendations to the Board for a final decision. 
 
Trustees are elected at the Annual General Meeting and must seek re-election after 
three years.  A Trustee is eligible for re-election up to a maximum of nine years: re-
appointment during this time will be dependent upon a majority vote of the Board. 
 
Exceptionally, Trustees may agree by a majority decision to extend the tenure of a 
Trustee who has served his/her full nine years for a maximum further period of one 
year.  This may be in the event that more time is required to replace key skills that 
will otherwise be lost or to avoid additional disruption at a time when other major 
changes are occurring. 
 
Recruitment and Appointment of Trustees 
An effective board reflects a mix of professional skills, social backgrounds and 
personal attributes.  The skills should ideally be relevant to the needs of The Grange, 
and the skill set of existing Trustees regularly reviewed through the use of a current 
skills matrix.   
 
Once the Board is confident that it has identified the gaps which recruitment may 
address, they should ensure that recruitment materials (information pack, role 
profile, application form) are available and up to date. 
 
Potential Trustees can be identified through:  

 word of mouth recommendation  
 referral from another agency or stakeholder organisation  
 self-referral  
 advertisement or public relations activity 

 
Where there is an absence of appropriately skilled Trustees coming forward, the 
Board may choose to employ a specialist recruitment consultancy, once they have 
considered the costs, advantages and disadvantages of so doing. 

 
Potential Trustees will, in the first instance, be screened ‘virtually’ based on written 
information received from the candidate.  Assuming this information looks 
appropriate, the candidate will be invited to an introductory meeting with the Chief 
Executive Officer and Chair.  This should include a short tour of The Grange. 
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Should the application be taken forward, a further informal meeting with a wider 
group of Trustees will be arranged to elicit a wider view on the suitability and ‘team 
fit’ of the candidate.  Board members should ascertain the following information:  

• Skills  
• Background  
• Experience of a governance role  
• Experience of people with learning disabilities 
• Motivation for applying 
• Availability for Board and Committee meetings and other activities on site 

 
It is a two-way process, which should also present the prospective Trustee with a 
clear picture of the activities of The Grange, the role of Trustee and the expectations 
of Board members.  
 
If an application is considered desirable by both parties, following this introductory 
phase, the candidate will be asked to complete an application form and safeguarding 
checks (see above) will be carried out.  S/he will also be invited to attend a selection 
of Trustee meetings as an observer, and will be sent copies of Committee papers etc 
at the discretion of the Chair. 
 
Subject to satisfactory receipt of the application, references and the DBS certificate, 
a recommendation will be made by the Chair to the next meeting of the Board.  If 
approved by the majority, the new candidate will be sent a letter of appointment, an 
induction programme and a diary of Trustee meetings.  The Company Secretary will 
notify Companies House of the appointment. 
 
At this point, the new Trustee will be asked to: 

 complete and sign the declaration of interest form, to be retained by the 
company secretary;  

 sign a declaration that they are eligible to serve as a Director; 
 agree and sign two copies of the Code of Conduct, one to be retained by the 

Trustee and the other by the Company Secretary.  
 
The ideal process outlined above is summarised at Appendix 1 for ease of reference.  
It should be noted that the process can be flexed to accommodate existing meetings, 
training opportunities, events etc.  
 
Reimbursement of Expenses 
Trustees will not be paid for carrying out their duties on behalf of the organisation, 
although they may be paid for professional services if agreed by the board.   
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Trustees can claim reasonable out of pocket expense in relation to travelling and 
other expenses (refreshments).  BT06 Trustee Expense Claims Procedure refers. 
 
 
Linked Policies 
 

• Governance Policy  
• Recruitment Policy  
• Trustee Induction, Training and Development Policy 
• Grievance Procedures for Volunteers  
• Equal Opportunities Policy  
• Code of Conduct and Conflict of Interest 
• Trustee Expense Claims Procedure 
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APPENDIX 1: STANDARD PROCEDURE FOR RECRUITMENT OF TRUSTEES 
 

Step Action By Whom Timing / Notes 

1 Check whether the 9-year tenure or 3-year term of 
existing Trustees is due to expire at the following 
year’s AGM. 

HRO At least 12 months 
before the end of 
tenure/term date  

2 1:1 conversations to be held with Trustees whose 3-
year term is due to expire the following year and 
decision reached (having sought feedback from 
other Trustees) as to whether it would be suitable 
and appropriate for that Trustee to stand for re-
election if they wish to. 
 

Chair Decisions to be made at 
least 9 months before 
the AGM  

3 Review and update Application Form, Fit & Proper 
Person Declaration, and Trustee Introduction Pack 
(copies in Shared Drive Board of Trustees folder). 
 

HRO 
CEO 

On identification of 
vacancy  

4 Identify the particular skills and experience gaps that 
exist or will be created if a Trustee leaves the Board, 
with reference to Skills Matrix (see Appendix 2) 
 

Chair and CEO At least 9 months 
before the AGM, or as 
soon as Trustee vacancy 
is identified. 

5 Consider whether any potential candidates with the 
required skills and experience are known and might 
be approached to see if they would consider 
applying to become a Trustee. 
 

Board and CEO As soon as Trustee 
vacancy is identified. 

6 If step 5 does not lead to potential candidates, draw 
up communications plan to advertise the vacancy 
and consider working in partnership with 
appropriate recruitment agency 

CEO / 
Marketing and 
Comms 
Manager 

As soon as possible 
after step 5 

7 Post recruitment advert (see Appendix 3) for sample 
template), being aware of the need to reflect 
diversity in recruitment of new Trustees.  

Marketing and 
Comms 
Manager 

Timescale set out in 
communications plan at 
6 above 

8 Invite expressions of interest and CV or other 
summary of experience and motivation from 
potential Trustees 

HRO On receipt of initial 
enquiry from applicant 

9 Initial ‘virtual’ screening of expressions of interest 
from potential candidates – reject those that do not 
meet specification/requirements 

Chair/CEO When expressions of 
interest or application 
forms received 

10 Arrange for Chair/ CEO to meet applicant(s) who 
appear to meet the requirements, sending summary 
email of discussion to all parties after the meeting 

Chair/ CEO / PA 
CEO 

If expressions of 
interest appear relevant 

11 If both parties wish to proceed, issue Application 
Form, Fit & Proper Person Declaration and Trustee 
Introduction Pack to applicant(s)  

HRO Immediately after step 
10 
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Step Action By Whom Timing / Notes 

11 Following satisfactory receipt of documents listed in 
step 11 and as mutually agreed, arrange informal 
meeting of applicant(s) other Trustees (a minimum 
of 2) 
 
Chair to conduct meeting taking into account The 
Grange’s Trustees’ Values and Behaviours 
Framework (ref BT02 Governance Policy) 
 

CEO /HRO/ 
Chair 

Before next Board 
meeting if possible 

12 Trustees share feedback and collectively determine 
whether to put the nomination to the Board  
 

Trustees Before next Board 
meeting if possible 

13 According to decision of Trustees in step 12, HR 
Manager to provide feedback to unsuccessful 
applicants 

CEO Within a week of the 
informal meeting 

14 Candidate is asked to complete Trustee Agreement 
and Declaration of Interest Form (copies in Shared 
Drive Board of Trustees folder) and provide proof of 
identity to meet DBS requirements. 
 
Proof of identity docs: 
Passport (Mandatory) and 3 of the following:  
Driving License 
Birth Certificate 
Marriage Certificate 
Utility Bill with home address issued in last 3 
months. 
 

HRO Before nomination is 
made to Board 

15 Carry out Trustee safeguarding checks and carries 
out formal identify checks 
 

Disqualified Trustees Register checked 
 

 
 

Insolvency Register checked 

Disqualified Directors checked 

 

HROr Before nomination is 
made to Board 

15 References and DBS certificate received and Chair 
informed (unsatisfactory references pursued and 
applicant(s) rejected at this point with agreement of 
Chair) 

HRO Before nomination is 
made to Board 

16 Subject to satisfactory clearance of step 15, 
applicant(s) invited to observe next Board and other 

HRO Calendar of Meetings 
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Step Action By Whom Timing / Notes 

Committee Meetings for further understanding of 
the role 

17 Board vote on nomination(s) and Trustee formally 
advised of appointment 

Chair  

18 Register new Trustee as Director with Companies 
House and update Trustee details on Charity 
Commission website 

CEO/Company 
Secretary 

Must be done within 14 
days of the Board 
meeting (official date of 
appointment) 

19 Agree induction timetable and initial training needs 
with new Trustee, including allocation of a Mentor 
from among the existing Trustees 
 
 
 

HRO See also BTO4 Trustee 
Induction, Training & 
Development procedure 
for details  

20 Arrange for Trustee photo and produce short 
biography based on CV and other materials supplied 
during the application process 

Marketing and 
Comms 
Manager 

 

21 Announce appointment, add photo and biography to 
Trustee webpage and publicise. Add photo to 
Trustees on photo board in Reception. 

Marketing 
Comms 
Manager 
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APPENDIX 2:  THE GRANGE SKILLS MATRIX 
Each Trustee rates the extent of their skills and 
experience in the following areas: the matrix 
provides an ‘at a glance’ summary of the 
responses 
 

Min no. 
of 
trustees 
needed* 

E = Extensive; M = Moderate; L = Limited; N = None 
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10
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11
 

Tr
us
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12
 

Social Care  
2 

            

Health Care / NHS             

Finance (Investments, Analysis etc) 3             

Accountancy 

Procurement 1             

Housing / Planning/ Property Management 1             

Disability  
1 

            

Social Policy             

Advocacy              

Charity & Voluntary Sector  1             

Local Government 1 

Strategic Planning / Strategy Development 2 

Legal 1 

Communications  
1 Fundraising  

Human Resources and Employment Law  
 

1 
 

Learning & Development             

Diversity & Equality             

Governance 1             

Digital Technologies 1             

Risk Management  
1 

            

Change Management  
1 

            

Monitoring & Evaluating Performance  
1 

            

Networking, Partnerships and Community 
Relations 

1             
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APPENDIX 3: EXAMPLE ADVERT FOR TRUSTEE 
 
Keen to put your skills and experience to good use?   
Interested in personal development?  
Want to give something back? 
 
Consider a trusteeship 
 
The Grange Centre is an inspirational charity set in an 8 acre site near 
Leatherhead.  We provide housing, support, training and life opportunities for 
adults with learning disabilities.   
 
With a new Chief Executive appointed, and a 10 year strategic plan now under 
development, the Board of Trustees is looking to extend its current line-up to 
meet the challenges and opportunities of the next chapter of The Grange’s 
existence.  It’s an exciting time, with demand for services growing – and 
pressures on local authority social care budgets becoming almost 
unsustainable 
 
The Grange is keen to hear from professionals in the local community who are 
motivated by the chance to use their business expertise and personal 
experience for the good of a really worthwhile charity.  We are particularly 
keen to hear from people with communications, digital and fundraising 
backgrounds. In return, we will offer you training, some new experiences, the 
chance to develop your own skill set – and some really enjoyable times getting 
to know the people who live, work and volunteer at The Grange. 
  
You would be expected to attend a quarterly meeting of the full trustee board, 
and to participate in other sub committees, as well as spending some time 
getting the know the operation and people at the charity.   
 
If you would like to find out more, check the information 
at www.grangecentre.org.uk/trustees in the first instance and follow up with a 
call to our HR Team 01372 452 608 or email XXX@grangecentre.org.uk 
 
“We support people with disabilities to lead independent and fulfilling lives.” 


