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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 organisation endeavours to 
recruit Trustees with the skills and aptitudes which will ensure good governance, 
sound strategic decision-making and compliance with statutory requirements.  It also 
fosters their personal and professional development in order to enhance their 
contribution to The Grange and to mitigate any potential areas of weakness. 

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 states 
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”.  

This Procedure is intended to support Trustees in meeting their statutory duties, 
giving them the training and development required to fulfil their role with 
confidence, good judgement and due diligence. 

 

Introduction 

Policy BT03 Trustee Recruitment Policy and Procedure sets out the way in which new 
Trustees are recruited and appointed.  It references three elements of their personal 
development from this point, aimed at providing the best outcomes for The Grange 
and a satisfying experience for the Trustee.  These are: 

a) Induction 

b) Performance Review 

c) Ongoing Support and Development 

This Procedure summarises the broad approach to delivering these three key areas. 
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A) Induction 

The aim of the induction is to ensure that the new Trustee becomes sufficiently 
familiar with The Grange that they are able from the outset to participate in Board 
debate and decision-making for the good of the organisation.   

The Chief Executive Officer (CEO) and Human Resources Officer (HRO) are 
responsible for setting up and facilitating an induction for all new Trustees.   

Feedback on the induction process will be solicited from each new Trustee by the HR 
Manager after six months to assess areas for improvement, and to consider whether 
the objective of familiarisation for the new Trustee has been achieved. 

 

i) Induction Pack 

On confirmation of his/her appointment, a Trustee should receive a Trustee 
Induction Pack consisting of:  

• An overview of the organisation – services, responsibilities, key stakeholders 
etc 

• An organisational structure chart  

• A contact list for the Board of Trustees 

• An outline of current Board’s skills and experience  

• A copy of the more recent annual report and financial report  

• A copy of the Memorandum and Articles of Association  

• A copy of the previous Board meeting minutes  

• A copy of the strategic plan  

• Copies of all the current up to date governance policies 

This ‘pack’ will be provided electronically via secure pages on The Grange’s website 
unless specifically requested otherwise or required in a format more suitable to any 
special needs. 

New trustees will also be sent a link to the Charity Commission’s guidance at 
www.gov.uk/government/publications/charity-trustee-welcome-pack/charity-
trustee-welcome-pack 
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ii) Mentor 

The new Trustee will also be offered a mentor from among the established Trustees, 
and will be able to draw on the guidance and experience of the mentor as much or as 
little as is useful to provide confidence in the early months of their tenure.  There is 
no requirement to accept a mentor, should it not be felt to be beneficial (eg in the 
case that the new Trustee is experienced). 

 

iii) Initial Training Programme 

New Trustees will be required to attend training to enable them to fulfil their 
responsibilities effectively.  This will include:  

• Vulnerable Adults  

• Safeguarding 

• Aspects of Staff/Volunteer ‘Core’ Induction Training  

 

iv) Trustee Tours  

Trustees will be encouraged to visit the site, and as many of The Grange’s off site 
facilities as possible.  Tours will be arranged four times a year, alternating between a 
‘refresher’ which is also appropriate as a general introduction for new Trustees and 
two shorter focussed tours looked at new developments or emerging issues.  During 
the tours, opportunities should be arranged to meet a range of staff, people we 
support and volunteers.    

 

B) Performance Review and Appraisal 

It is good practice for any member of staff or volunteer to have a regular appraisal or 
performance review. This ensures that their skills and knowledge are current; that 
they are meeting their commitments, and that they have a dedicated time to share 
their feedback and ideas outside the formal setting of meetings. 

It is important to document such processes. In addition to ensuring good record-
keeping and continued personal development, such documentation provides useful 
evidence for accreditation such as Investors in People and the Care Quality 
Commission.  This is particularly the case when it can be demonstrated that such 
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discussions have led to changes which have had a positive impact on the organization 
or the services which it delivers. 

i) Individual appraisals 

It is the responsibility of the Chair to meet with individual Trustees on a one-to-one 
basis each year to consider together their contribution to the organisation and 
identify any areas where the Trustee would benefit from additional training or 
support.  The meeting should be summarised in writing, and agreed actions taken 
forward by one or the other of them or referred to a member of Grange staff (eg 
HRO) if appropriate. 

The Chair should also be appraised by a panel of Trustees, with the outcome 
recorded and shared by the Board in an appropriate way.  Trustees should be given 
the opportunity to comment on leadership style, effectiveness of the Board and 
suggested areas for improvement for the Board as a whole. 

 

ii) Whole Board appraisals 

The Board will collectively review its own performance at regular intervals, again 
preferably annually, using a recognised ‘health check’ tool.  

The Trustee Board will use resources available from nationally recognised support 
agencies to support these processes.  

 

C) Ongoing Support and Development 

The Trustees collectively bring a wide range of skills and expertise to bear when 
fulfilling their responsibilities for the strategic oversight and direction of the 
organisation.  It still remains essential that all Trustees have access to support and 
training in order to keep abreast of new developments in matters relevant to The 
Grange, and in order to fulfil their functions as Board and/or Committee members.   

i) Development Opportunities 

Trustees will be invited to participate in a range of development opportunities 
intended to enhance their skills and understanding of the role.  This will be a 
combination of: 



Page 6 of 9 
 

BT04 Trustee Induction, Training and Development Procedure 
Major revision 29/11/18 
Next due for review H2 2019 
 

• short courses relating to statutory responsibilities (eg Health and Safety, 
Employment Law, Financial Management, Equalities) which may be identified 
either by the Trustee or by a member of staff at The Grange 

•  e-zines and news alerts from relevant publications (eg relating to the charity, 
housing and care sectors) 

• further mentoring if desired 

• attendance at an annual Trustee Awayday, local sector networking events and 
conferences 

• special briefings arranged by the Chief Executive or other staff to explore new 
issues, areas of concern or changes to the law requiring more time and 
discussion than can be allocated during a Committee meeting 

• reference visits to other, comparable organisations 

• ongoing access to access to the Civil Society website for online articles and 
resources on governance, charity finance, fundraising and other matters of 
interest to charities. 
 

ii)  In house training 

Short courses are regularly run in house for staff and volunteers in a wide range of 
topics relating to social care eg communication with people with learning disabilities.  
Trustees are sent the calendar on a quarterly basis by the HRO with an invitation to 
participate.  It is their responsibility to book themselves onto appropriate courses, 
with support from the HRO and keeping in mind the actions of their annual appraisal.  
Costs of any pre-agreed training will be paid by The Grange. 

 

Appendix 1 provides more detail on accessing some of the development 
opportunities offered to Trustees as outlined above. 

This procedure relates to the following relevant documents: 

- BT02 Governance Policy 

- BT03 Trustee Recruitment Policy and Procedure 

- BT06 Trustee Expense Claims Procedure 

- BT09 Conflicts of Interest Policy 
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APPENDIX 1: ACCESSING TRAINING AND DEVELOPMENT ACTIVITIES 

Internal training 

A calendar of training courses being held at The Grange will be distributed to all 
Trustees on a quarterly basis by the HRO and uploaded on the Trustees’ web pages  
(email training@grangecentre.org.uk).  Trustees should book directly with the HRO. 

NB Course cancellation: All courses need at least three attendees to be viable. While 
The Grange aims to let attendees know beforehand if a course has to be cancelled, it 
cannot be guaranteed and this might entail an “on the day” cancellation, eg if the 
person delivering the course is sick, or if it transpires that fewer than three people 
are able to attend.  

Trustees should notify HR if their place needs to be cancelled and they cannot attend 
on the same email as above or by calling HR on tel. 01372 455 238. 

 

External training 

If Trustees identify a course that would help them perform their duties as a Trustee, 
the HRO should be emailed with the details or a relevant web link.   The HRO will 
consult with the Chief Executive Officer to ensure that the course is appropriate, 
affordable and relevant. 

Assuming it is, the HRO will book the course and pay for it on the Trustee’s behalf. 

If a Trustee has to pay, for whatever reason, for their own training course and then 
be reimbursed by The Grange then they should follow the relevant procedure BT06 
Trustee Expense Claims.  

 

Civil Society website 

The Grange has membership of Civil Society, as a result of which the quarterly 
‘Governance & Leadership’ magazines are shared amongst Trustees.  The 
subscription also enables Trustees to access the Civil Society website which holds 
many relevant articles and resources. The HRO will occasionally email the log-in 
information to Trustees and if needed before that then Trustees should contact the 
HRO. 
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NCVO Knowhow online resources 

There are many good online resources for ongoing learning and development on 
matters relevant to Trustees and the voluntary sector. One example is the NCVO 
KnowHow NonProfit zone: https://knowhownonprofit.org/ As a member of NCVO, 
The Grange is able to access the areas available only to members, so if the log-in 
information is needed then contact the HRO or Chief Executive. 

 

Association of Chairs 

The Chair and Vice Chair of The Grange have membership of the Association of 
Chairs, paid for by The Grange annually. Log-in details are provided by the HRO to 
the new Chair or Vice Chair so that they can benefit from this additional source of 
information, support and good practice. 

 

Specialist training for Trustees 

If it is decided at Board that specialist training is required by a number of Trustees, 
then the HRO will check Trustees’ availability and liaise with appropriate 
colleagues/trainers to arrange training when the majority of Trustees can attend.    

 

Ends 


