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Introduction 
One of the duties of a Board of Trustees is to appoint the 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 CEO, PA to the Board and CEO, or delegated SMT member(s) as appropriate 
to the circumstances. 
 
 

Recruitment Procedure 
It is recognised 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 
managed and led by a head hunting agency. In this way, not only does the head hunting 
agency use its skills and networks to seek out the most appropriate candidates, the post is 
also advertised and promoted openly and fully, welcoming both internal and external 
applications from those who meet the person specification (Appendix 1).  
 
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. 
 
Main Steps: 

1. The CEO meets and works jointly with the Chair of the Board to discuss their 
resignation, managing the message to stakeholders (Trustees, staff, people we 
support, their family carers, volunteers, commissioners etc.), the timescale and next 
steps. 
 

2. The news is shared by the Chair and/or CEO with the various stakeholder groups in 
agreed format and within agreed timescale. 

   
3. The Chair forms a small sub-committee of The Board (3-4 Trustees including the 

Chair) to select and work with a head hunting agency in the recruitment and 
selection of the CEO, with operational assistance and co-ordination from the HR 
Manager. 
 

4. The CEO Job Description and Person Specification (Appendix 1) is reviewed and 
updated on the advice and guidance of the head hunting agency. 
 

5. The head hunting agency works with the HR Manager to set out a timescale for 
recruitment and agree planning/actions for the main steps. 
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6. Short-listed candidates to meet a range of stakeholders (e.g. people we support, 

families and carers, commissioners, staff, volunteers) in the final assessment stage 
in order that their views can be fed into the process. If appropriate, the outgoing 
CEO should also show the shortlisted candidates around The Grange and feedback 
provided to the Chair. 
 

7. Final formal interview to be held by the Chair and the selection sub-committee. 
Feedback to be taken into account from other stakeholder groups and the Board 
makes the final decision on who to appoint. 
 

8. The HR Manager ensures that the appointment process ensues smoothly in liaison 
with the head hunting agency as necessary. 
 

9. Time to be allowed for handover with the previous CEO if circumstances allow and 
if the relationship with the organization is a positive one. 
 

10. Marketing & Communications Manager to identify scope for any PR opportunities 
relating to the appointment and liaise with the successful candidate via HR as 
necessary. 

 
 

Probation 
The probationary period is a vital phase for establishing whether The Grange is the right 
place for the incoming CEO and visa versa and the Chair is responsible for ensuring that the 
6-month probationary period is used effectively. The Chair will probably seek feedback 
from others (e.g. trustees and SMT) and regular review meetings with the new postholder 
should be convened to discuss progress. HR will support the Chair in issuing the relevant 
letters as required. 
 

CEO Appraisal 
The Chair is responsible for the CEO’s annual appraisal. On completion of their 
probationary period, the new CEO and Chair should agree some objectives for the 
forthcoming period. The Chair should – with the permission and agreement of the CEO – 
share these objectives with the other Trustees for their information. 
 
After 12 months, the Chair and CEO should agree a date at least two weeks in advance for 
the CEO’s appraisal to take place. The Chair will informally seek input from other Trustees 
on their view of the CEO’s performance through the year, to feed into the appraisal. The 
template in Appendix 2 is an example of what could be discussed. If possible, the CEO 
should share their prepared form in advance of the meeting with the Chair. It serves as the 
basis for discussion at the appraisal and may be amended as a result. 
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After the meeting, the final notes should be produced by the CEO, incorporating any 
agreed changes. Once agreed, the Chair shares the agreed objectives with other Trustees 
for their information. 

 
The appraisal process for the CEO needs to be carried out in the spirit of The Grange’s 
values and behaviours, enabling 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 & Development Procedure). Active listening by the Chair 
is most important, as the CEO role can be isolating by nature. Whilst it is not as formal a 
process as all other staff members at The Grange receive, it 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. 
 
Note: this procedure relates to the following relevant documents: 

- BT02 Governance Policy 

- BT04 Trustee Induction, Training & Development Procedure 

- BT08 Regulator Reporting Procedure 
 

The procedure should be reviewed by the postholding CEO with the Chair/Board every two 

years or sooner as required.  

 

 

 

 

Signed: …….Sally Lines…  Chief Executive Officer 

 

Date: …………30th June 2017.................... 
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Job Description 

Job Title:  Chief Executive 

 RESPONSIBLE TO:  The Board of Trustees, via the Chair of The Board  

LOCATION:   Great Bookham, Surrey 

  

 PURPOSE OF THE ROLE 

To lead and manage The Grange day-to-day, strategically and operationally, working with the Board 

of Trustees and SMT to plan for and safeguard its future for the benefit of people we support. To 

role model The Grange’s values and behaviours framework, operating in an open and transparent 

way and promoting the learning, self-governing culture across the organisation.  

To provide inspirational leadership, ensuring that The Grange provides the best possible support and 

care for the adults it supports, delivering its mission and objectives. 

To work with the Chair to ensure that the Board receives appropriate advice and information on all 

relevant matters and enable it to fulfil its governance responsibilities. 

To act as the key external representative of The Grange, promoting its work, forging effective 

partnerships and building strong relationships with commissioners and other stakeholders. 

 

MAIN RESPONSIBILITIES  

Strategic Leadership 

 Together with the Trustees, staff, people we support and families/carers, develop and 

implement a long-term strategic plan that meets the vision, mission and values of The 

Grange 

 Maintain, build and expand effective networks with The Grange’s stakeholders, including its 

commissioners, Surrey County Council and the wider community, to ensure that The Grange 

is presented in an appropriate and professional manner to its key stakeholders and act as an 

ambassador for the organisation to promote its growth and impact 

 To provide transparent and visible leadership to all staff to ensure there is a person-centred, 

accountable and motivated team and promoting a positive and values driven culture across 

the whole of the organisation 

 To use resources effectively, including managing budgets and finances and ensuring the 

organisation’s long term sustainability 

 Support business development for The Grange, creating strategic alliances and seeking 

opportunities to diversify income through contracts, direct payments, fundraising and other 

sources as appropriate, to support services which meet the strategic aims of The Grange. 

 To ensure that rigorous and effective systems and processes are in place to meet and 

monitor its objectives: and they are regularly monitored, reviewed, updated and amended 

as required 

 Leading/ supporting projects to improve existing systems and processes to improve 

efficiency 
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 To ensure that the local press and media are kept informed of relevant issues and news, and 

that the public face of The Grange is preserved, enhanced and promoted 

 Oversee the grounds and buildings within The Grange are well maintained and relevant to a 

professional organisation working with people with disabilities 

  To support the Board with effective horizon-scanning of the national, regional and local 

health and social care landscape, ensuring that all legal and regulatory requirements are met 

and that legislation, policy and other current issues inform the strategic direction of The 

Grange, and identifying both opportunities and risks  

Service Delivery 

 To manage operational activities and procedures effectively, ensuring that services are 

person-centred, cost effective and outcomes focused 

 Ensure that all appropriate systems and processes are in place to monitor performance 

regularly to achieve targets and objectives and ensure continuous sustainable improvement. 

 Ensure that, where appropriate, people we support and their families are engaged in the 

design and delivery of services 

 

PERSON SPECIFICATION 

Essential Experience 

 Successful track record of delivering outstanding performance in a strategic leadership role  
at either CEO or Senior Management level in the health or social care sector 

 Proven ability to create and deliver progressive and customer focused organisational 
strategies and business plans and translating them into effective delivery and outcomes 

 Evidence of developing effective and enduring relationships, partnerships and networks 
with people being supported, Trustees, staff and stakeholders and acting as an ambassador 

 Demonstrable track record of service delivery and innovation with track record of effective 
impact measurement 

 Excellent financial management and commercial acumen, with proven ability to drive 
efficiency and performance, scrutiny and effectively managing budgets in excess of £1m. 

 Experience of securing new income streams including experience of successfully 
fundraising, tendering and/or commissioning for contracts 

 Evidence of successfully working with a Board or Committee to create and convey a clear 
vision for the organisation and to communicate that vision to a range of audiences 

 Relevant experience of effective working with Local Authorities, Social Services, Social and 
Healthcare organisations and regulatory bodies in the charitable and social care sectors 

 Exceptional people management experience, motivating, developmental and results 
focussed in a customer led environment 

 
Desirable: 

 Degree level or equivalent professional or management qualification 

 Experience of working with people with multiple and complex needs 

 Experience of the charity or not for profit sectors 

 Experience of effectively engaging and communicating with the media 
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Personal characteristics  
 

 A high degree of empathy and a genuine commitment to the vision, mission and values of 
The Grange 

 A commitment to putting people being supported and families at the heart of The Grange 
and dedicated to person-centred support 

 Operates in an inclusive, empowering and enabling manner 

 A people-person who can build effective and positive relationships with people we support, 
families, Trustees, staff, commissioners, partners, donors and other stakeholders 

 Strong influencing and negotiation skills and the ability to capitalise on new opportunities 
and ideas and present them effectively with clear and robust evidence 

 A flexible approach, able to adapt to changing circumstances 

 Ability and knowledge in relating to people with learning and physical disabilities 

 A strong presenter and communicator, able to interact confidently and credibly with 
multiple stakeholder groups and be an effective ambassador for the organisation externally 

 A strategic thinker, capacity builder and innovator, with the ability to translate strategic 
plans into reality 

 Continually looking to improve skills, knowledge and approach to work 

 Warm and engaging personality, influential, authentic, entrepreneurial and inspirational 

 Personal commitment to relevant legislation and good practice relating to disability, health 
and safety at work; equality of opportunity; and ability to translate that commitment into 
good practice in service provision and as an employer 
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[CEO Name] 

Annual Appraisal – [Date] 

 

1. Assess your personal performance since the last Appraisal 

 

2. To what extent have you achieved your personal goals during this time? 

 

3. How would you rate your leadership within the Grange? 

 

4. Evaluate your relationship with the Board 

 

5. What links/networks have you established relation to the external world (e.g. SCC, 

SCA, local community…..etc.) 

 

6. What achievements/developments at the Grange do you rate most highly over the 

last 12 months? 

 

7. In what areas have you been least successful or could have approached 

differently? 

 

8. What are your areas for personal development and goals for the next twelve 

months? 

 

9. What is your future vision for the Grange? 

 

10. Other comments 

 


