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PERSONALISATION SuPPORT IN CAMDEN





Personalisation Support in Camden
       Trustees Role Description & Specification  
1.
Overall Responsibilities
Personalisation Support in Camden’s Board is responsible for the management of the affairs of Personalisation Support in Camden. It conducts its business through properly regulated meetings and follows agreed processes and procedures. It demonstrates its accountability to stakeholders through the publication of appropriate reports for service users and funders, and where appropriate, regulatory bodies.

2.
Method of Working
In carrying out the above responsibilities, each trustee is required to:
· Be diligent and sensible in the administration of their duties;
· Keep within its charitable objects and powers;  
· Maintain confidentiality and exercise proper discretion at all times in regard to the affairs of Personalisation Support in Camden;
· Observe all policies /procedures agreed by the Board in day to day and strategic matters;
· Actively participate in promoting the work and image of Personalisation Support in Camden to the wider community;
· Provide the necessary information to comply with the requirements of regulatory and other statutory bodies; 
· Comply with the Charity's code of conduct, conflict of interest policy and professional standards by behaving in a professional manner at all times and promoting the charity’s policies including Equality and Diversity;
· Respond sensitively to the needs of older people as members, service users or in the wider community in the carrying out of Board plans and policies.
3.
Liability

As a Company Limited by Guarantee, Personalisation Support in Camden will limit the liability of the trustees. Personal liability is limited up to one pound in the event of winding up the charity. If the trustees have allowed the Charity to continue to operate at a time when they knew, or ought to have known, that insolvent liquidation was inevitable, they may be held personally liable for debts incurred. NB a Trustee ceases to be a member if they are Bankrupt or become incapable by reason of mental disorder, illness or injury of managing their own affairs. Trustees have a:

· Duty not to profit;
· Duty of care;
· Duty to act personally;
· Duty to act collectively;
· Duty to keep proper accounts;
· Duties in connection with investments.
4.
Time Commitment 
Trustees must commit to Personalisation Support in Camden for at least one year and ensure regular attendance at Board meetings which are held about every 8 weeks. Trustees are expected to attend at least 4 of the 6 meetings each year and trustees who fail to attend three consecutive meetings without approval of the Board will be deemed to have vacated their position. As a rough guide, Trustees commit a minimum of 5 hours’ time per month attending Board, other meetings and reading documents. They are also required to:
· Participate in appointment panels, committees and/or occasional working groups dealing with specific aspects of the charity’s management and development;

· Attend and participate in opportunities for training.
5.
Expenses

All Trustees are entitled to claim reasonable travel and subsistence expenses in carrying out their duties as outlined in the Expenses policy. This includes travel to and from meetings and food/refreshments at evening or weekend events. Any Trustee or connected person cannot be employed or receive payment from the charity or any other financial benefit other than reasonable agreed honorariums payments in line with the memorandum and articles of association.
Specific Roles
6.
Governance:
· To ensure that Personalisation Support in Camden conducts its affairs in accordance with its governing document, relevant Charity and Company Law and any other relevant legislation or regulation;
· To ensure that the Board makes proper and appropriate arrangements for its own appraisal and for implementing a succession plan for  new Trustees;

· To ensure that the Board delegates sufficient authority to its committees, the Chair, the Manager, Company Secretary and others to enable the business of the charity to be carried out effectively between meetings of the Board, and to ensure that the Board monitors the use of these delegated powers.
7.
Finance & Administration:
· To ensure the financial stability of the charity;

· To ensure the effective and efficient administration of the charity;
· Manage the affairs with a view to minimise risk to the assets and reserves of the charity including in all tendering and contracting activities.

· To ensure that effective plans are in place to achieve financial plan objectives;
· To monitor and review on a monthly basis implementation of the financial plan.
8.
Human Resources

· To ensure Personalisation Support in Camden has effective human resource policies and procedures and to monitor them on a regular basis.

· Set clear written terms of delegation to staff, committees, and any other group or individual to whom it delegates any of its responsibilities, and has systems and procedures for ensuring that such authority is not abused;
· Provide support and encouragement to staff with due regards to the line management structures as appropriate.

9.
Leadership & Strategic Planning:
· To plan for the charity's future by setting strategic direction through business plans, service plans and monitoring progress on a regular basis;

· To develop and agree in partnership with the Board a three year strategic plan;

· To ensure that all key issues and relevant matters are brought to the Board for decision or approval, including the business plan and budgets.
Personalisation Support in Camden - Trustee Specification
The following are the skills and attributes that trustees should have collectively. No trustee is perfect and certainly none will have all the technical skills upon appointment/election, but all should be prepared to try to “brush up” on any weaknesses and abide by the ethos.

General:
· Understanding of the needs of disabled people in Camden;
· Understanding of Health and Social Care Services for disabled people;
· Ability to work effectively as part of a team with good communication and interpersonal skills;


· Commitment to Personalisation Support in Camden’s Equality and Diversity policy;
· Willingness and ability to devote the necessary time and effort;
· Good independent judgement, impartiality, fairness, tact and diplomacy;
· Understanding of code of conducts, confidentiality, conflict of interests and professional standards;
· Understanding of customer care as it relates to services for disabled people.
Governance:
· Aware of individual and collective, legal duties and liabilities as Trustees of a charitable company; 

· Understanding of delegated authority to, and roles and responsibilities of, officers, committees and staff;
· Understanding of the voluntary/ statutory sector interface, including service commissioning, tendering and contracting of services for disabled people;

· Understand the purpose and requirements of regulatory bodies in relation to services for disabled people;
· Understand the internal controls required by a charitable company.

Finance and Administration:
· Basic understanding of charity accounting and budget management
, including Financial Statements, Financial Analysis and Financial Reporting;
· Understanding of the principles and practice of risk management for a charitable company.
Human Resources:
· Understanding of the skills to manage staff and /or volunteers; 

· Understanding of the skills in team Working and conflict resolution;
· Understanding of the skills in recruitment, interviewing, selection, induction, training and development programmes, professional development and performance appraisal of staff and Board members.
Leadership & Strategic Planning:
· Understanding of the strategic planning process, including annual business planning to set goals and targets;
· Understanding of risk analysis and mitigation strategies;
· Understanding of market research to analyse existing and emerging market trends and marketing goods and/or services; 
· Understanding of  performance monitoring and evaluation including of Board 

· Experience of effective decision making;  
· Understanding the importance of Business Continuity and Succession planning.
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