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	Age UK Suffolk

14 Hillview Business Park

Old Ipswich Road 

Claydon 

Ipswich, Suffolk IP6 0AJ

Tel:  01473 359911

www.ageuksuffolk.org

Email: cathy.paxon@ageuksuffolk.org




May 2019
Dear Applicant,
TRUSTEE VACANCIES

Thank you for requesting an applicant pack for the above vacancy.  I am pleased to be able to enclose the following documents for your information:

· Trustee Information document

· Trustee Role Description and Person Specification
· Trustee Expression of Interest form

· Age UK Suffolk Trustee Skills 

· Diversity/Equal Opportunities Policy and monitoring form
I hope you find the information useful and interesting.  Further information about Age UK Suffolk can be obtained from our website www.ageuksuffolk.org 
If you would like to continue with your application to become a member of our Board of Trustees, please would you complete the application form and return this to me.    
Please do not hesitate to call me directly if you wish to speak to an existing Trustee or if you have a question about the selection procedure, please call me 01473 298681.
It is with regret that we are unable to acknowledge receipt of postal applications unless a stamped addressed envelope is provided due to the cost involved.  This being the case, if you have not received a letter inviting you to interview within 10 days of sending your application, please assume that on this occasion you have not been selected for an interview.   If this is the case, we would like to thank you now for your interest in becoming a member of our Board. 

I look forward to receiving your expression of interest and to meeting you should you be invited to attend for interview.

Yours sincerely
Cathy Paxon
HR Manager
President: The Countess of Euston  (  Registered Office: 14 Hillview Business Park, Claydon,

Ipswich IP6 0AJ.  Age UK Suffolk is an independent local charity.  Company limited by guarantee

Registered in England No 4150543  (  Registered Charity No 1085900 
TRUSTEE INFORMATION
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WHAT PROSPECTIVE TRUSTEES SHOULD KNOW

Age UK Suffolk’s aim is for best governance practice. As a Trustee Board member of Age UK Suffolk, your contribution will be greatly valued and is vital to the Charity’s continued development and to the older people that it serves. Every effort will be made to ensure that you find your time on the Board interesting and rewarding.  Your work as a Trustee will be voluntary and you will not be paid for your time.  Genuine expenses will be payable in accordance with the organisation’s policies.
BOARD MEETINGS

The Board meets bi-monthly and we would hope that potential trustees show a willingness to be involved in the business, but the timings for this would be very flexible. Site visits may be required to learn more about the Charity.

WHAT IS A TRUSTEE BOARD?

The Trustee Board is the governing body of a charity.  The Age UK Suffolk Board is therefore ultimately responsible for everything the charity does including: 

1. Establishing the purpose of the organisation and guarding its values, and maintaining the standards of membership of Age UK.

2. Developing and monitoring its long term strategy.

3. Establishing and maintaining policies and employment procedures

The Board is responsible for approving, monitoring and regularly reviewing Age UK Suffolk policies and procedures that protect the organisation and those who work for it. These include:

· Recruitment 

· Support 

· Appraisal 

· Remuneration

· Discipline 
4. Ensuring compliance with the governing document 

(The Memorandum and Articles of Association) 
5. Ensuring accountability to: 
· The Charity Commission 

· HM Revenue and Customs

· Registrar of Companies (the Charity is a company limited by guarantee)
6. Ensuring compliance with the law

Age UK Suffolk’s Trustees are responsible for satisfying themselves that the Charity’s affairs are conducted lawfully and in accordance with generally accepted standards of performance and propriety.
7. Maintaining proper fiscal oversight

The Trustees are responsible for effectively managing Age UK Suffolk’s resources so it can meet its charitable objects. The Trustee Board ensures that:

· Sufficient resources are secured to fulfill AUKS’s aims

· Spending is monitored in the best interests of the organisation 

· The annual financial statement and budget is approved

· It protects the organisation, where appropriate against liability  

· It seeks to minimise risk for the organisation 

· It ensures legal compliance

8.  Supporting the Chief Executive Officer
9.  Respecting and supporting the staff and volunteers which make up a workforce of around 530 people. 

10 Promoting Age UK Suffolk and ensuring the Board’s governance enhances and protects the reputation of Age UK Suffolk.

BOARD MEMBERSHIP

Anthony Sheppard
- Chair 
John Robinson
- Treasurer

Helen Thomas 
- Vice Chair
Peter Jones

- Trustee

Emma Woollard       - Trustee

David Chenery         - Trustee

Melanie Chew
- Trustee

Nicola Bradford
- Trustee
The Trustees are fully committed to making Age UK Suffolk’s Board membership more diverse, in order to represent Suffolk’s community better. Applicants are welcomed from people with a broad range of skills and expertise.    
Trustees are also directors of the Limited Company and appointments are for a three year term in the first instance.

There are sometimes opportunities to contribute to Age UK Suffolk’s work at a regional and national level.

WHO CAN BECOME A TRUSTEE?

Applicants must be legally eligible.  For example, you may not become a charity Trustee if you have:

· A conviction for criminal offences relating to the promotion, formation, management or liquidation of a company 

· A conviction for fraudulent trading or fraud 

· An un-discharged bankruptcy order against you

· Unspent convictions for offences involving deception or dishonesty – theft, fare evasion or falsely claiming benefit, for example 

Further information can be found on the Charity Commission website:

https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3
THE WORK OF AGE UK SUFFOLK

To find out more information about the diverse range of services and activities undertaken by Age UK Suffolk, please go to our website at: www.ageuksuffolk.org.   

RECRUITMENT PROCESS

A short-list of candidates will be selected for interview by a panel agreed by the Trustee Board and including the Chair and a member of the Management team.  Applicants will be selected based on their ability to meet the requirements of the person specification and their potential to contribute skills and expertise to strengthen the Board. 

At the interview, all candidates will be given equal opportunity to demonstrate their suitability and will be asked the same set of questions.  

The interview will also be an opportunity for potential Trustees to visit the charity’s head office and in meeting with the Chair and Chief Executive Officer, to ask any questions they may have.

Following interview, the successful candidates will be required to provide two satisfactory references before their appointment will be confirmed.  A DBS will be required. Once confirmed, new Trustees will receive an induction to the Board and the organisation as a whole.  
TRUSTEE
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ROLE DESCRIPTION

Responsible to:
Chair of the Board

Main Purpose of Role:
The Trustee Board is the governing body of a charity.  The Age UK Suffolk Board is therefore ultimately responsible for everything the charity does.

Main Duties:
The statutory duties of a Trustee are:

· To ensure that the organisation complies with: its governing document; charity, company, employment and health and safety law; and, any other legislation or regulations that apply to the Charity.

· To ensure the Charity uses its resources exclusively in pursuance of its objectives.

· To attend and actively participate in bi-monthly Board meetings, AGM, Trustees/Staff Away-day and other Age UK Suffolk meetings and events.  Meetings will be arranged to take account of any religious, cultural and/or disability requirements of Trustees.  You will be required to read papers sent to you in advance of the meetings to ensure that you are familiar with their content, can contribute to discussion, and be prepared for any decisions you may be asked to make.

· To contribute to the work of sub-committees and working groups in the context of your interests, skills and experience.

· To represent the organisation at other meetings and events whenever possible.  

· To establish good working relationships with stakeholders, including staff, volunteers and service users and listen to their views.

· To sign Personal Interests and Trustee Eligibility Declaration forms. 
· To participate in an induction.
Trustee Person Specification 

You should:

· Be committed to Age UK Suffolk and its work.

· Show a willingness to devote the necessary time and effort and attend all Board meetings. 

· Have strategic vision and good, independent judgement. 

· Be able to think creatively and have a willingness to speak your mind.

· Understand and accept the legal duties, responsibilities and liabilities of Trusteeship.
· Be able to work effectively as a member of a team.                        
	TRUSTEE 

EXPRESSION OF INTEREST FORM 
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Please return this form together with your CV to: Cathy Paxon, HR Manager, HR Department, Age UK Suffolk, 14 Hillview Business Park, Old Ipswich Road, Claydon Suffolk, IP6 0AJ
Personal Details
	First Name:


	Surname:

	Address:

                                                                                     Post code:

	Preferred Contact Number: 


	 

	E-Mail address: 
  
	


References
If you are successful in your application then two references will be required immediately upon appointment.

	Reference 1 (please provide contact details)
	Reference 2 (please provide contact details)

	
	


Supporting Statement

	Please tell us why you would like to be a Trustee of Age UK Suffolk and what value you will add to our Board.

	

	Do you have a particular interest or reason for applying to be a trustee with Age UK Suffolk?

	

	Do you have specific service user experience, social or family experience, background or general interests that will help us better support the goals of Age UK Suffolk?

	


We would recommend that you refer to the Charity Commission website for their guide to ‘The Essential Trustee: what you need to know’ as per the link below
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/617828/CC3.pdf

DECLARATION

I declare that the information on this form is true and correct.  I also confirm that I am not ineligible to stand as a Trustee of the Board of an organisation for any reason. 

	Signed:
	
	Dated:
	


Bo                      
AGE UK SUFFOLK TRUSTEE SKILLS
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	Name of Potential Trustee:
	


	KEY TO QUALIFICATION/EXPERIENCE/SKILL LEVELS

	1 Highly qualified/senior level experience        2 General qualification/middle management experience

3 Basic knowledge/experience                        4  Little or no knowledge

                                                                         5  Interested in this and would like development


	Skill/Expertise/Knowledge/Interest
	LEVEL

1         2          3          4         5
	How would you like to contribute your skills, experience or qualification to the Board

	WORK OF AGE UK SUFFOLK

	Administration
	□         □          □          □        □
	

	Befriending
	□         □          □          □        □
	

	Benefits
	□         □          □          □        □
	

	Community Support
	□         □          □          □        □
	

	Day Services
	□         □          □          □        □
	

	Dementia
	□         □          □          □        □
	

	Health and Wellbeing
	□         □          □          □        □
	

	Home Service
	□         □          □          □        □
	

	Income Generation
	□         □          □          □        □
	

	Independence Advice
	□         □          □          □        □
	

	Information Services
	□         □          □          □        □
	

	Forums 
	□         □          □          □        □
	

	Retail
	□         □          □          □        □
	

	Training
	□         □          □          □        □
	

	Volunteering
	□         □          □          □        □
	

	OPERATING ENVIRONMENT

	Business sector
	□         □          □          □        □
	

	Customer care
	□         □          □          □        □
	

	Enterprise/business development
	□         □          □          □        □
	

	Equal opportunities and diversity
	□         □          □          □        □
	

	Governance and regulation
	□         □          □          □        □
	

	Human rights
	□         □          □          □        □
	

	NHS
	□         □          □          □        □
	

	Political environment
	□         □          □          □        □
	

	Private sector
	□         □          □          □        □
	

	Public sector
	□         □          □          □        □
	

	Social Care sector
	□         □          □          □        □
	

	Voluntary sector
	□         □          □          □        □
	

	MANAGEMENT

	Accounting
	□         □          □          □        □
	

	Budget setting
	□         □          □          □        □
	

	Campaigning
	□         □          □          □        □
	

	Change Management
	□         □          □          □        □
	

	Conflict resolution
	□         □          □          □        □
	

	Disability
	□         □          □          □        □
	

	Employment law and practice
	□         □          □          □        □
	

	Financial management
	□         □          □          □        □
	

	Funders and fundraising
	□         □          □          □        □
	

	HR
	□         □          □          □        □
	

	ICT
	□         □          □          □        □
	

	Influencing
	□         □          □          □        □
	

	Listening
	□         □          □          □        □
	

	Marketing
	□         □          □          □        □
	

	Monitoring and evaluation
	□         □          □          □        □
	

	Operational management
	□         □          □          □        □
	

	People management
	□         □          □          □        □
	

	PR and media
	□         □          □          □        □
	

	Project management
	□         □          □          □        □
	

	Property Management
	□         □          □          □        □
	

	Quality assurance
	□         □          □          □        □
	

	Researching
	□         □          □          □        □
	

	Strategic planning
	□         □          □          □        □
	

	Tendering processes
	□         □          □          □        □
	

	TRUSTEESHIP

	Board / committee experience
	□         □          □          □        □
	

	Charity law
	□         □          □          □        □
	

	Chairing meetings
	□         □          □          □        □
	

	Leadership
	□         □          □          □        □
	

	OTHER (any other specialist experience or qualification)

	
	
	

	
	
	

	
	
	

	Please return this form to: HR Department, Age UK Suffolk, 14 Hillview Business Park, Old Ipswich Road, Claydon, Suffolk IP6 0AJ or email to cathy.paxon@ageuksuffolk.org


.
	DIVERSITY AND EQUAL       OPPORTUNITIES POLICY
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1 INTRODUCTION AND SCOPE

1.1 Age UK Suffolk (AUKS) believes in the value and dignity of all people of all ages, their right to self-determination and a good quality of life and is fully committed to diversity and equality of opportunity.  

1.2 AUKS actively promotes a culture of equality and diversity and emphasises this commitment at every opportunity, particularly within its strategic vision.  Working practices and employment policies also seek to ensure that:

1.2.1
Services and employment opportunities are relevant and accessible to people, regardless of whether or not they have a protected characteristic. (See 2.3 below)

1.2.2
Services are responsive to the specific needs of the individual.

1.2.3
All older people, regardless of whether or not they have a protected characteristic, have an equal opportunity to influence the development and delivery of services.

1.3 
This policy applies to all Employees, Volunteers and Trustees of AUKS.  For the purpose of this document, Employees, Volunteers and Trustees are referred to collectively as ‘Employees’.

1.4 All new employees will be provided with Equal Opportunities and Diversity training as part of their induction and all employees will have access to regular refresher training.

2 DEFINITIONS

2.1 Equal Opportunities: Ensuring any person coming into contact with AUKS is treated fairly and without either direct or indirect discrimination, victimisation, bullying or harassment.  

2.2 Diversity: Ensuring AUKS provides a range of services that meet the needs of all service users and that employees are truly representative of all sections of society.

2.3 Protected Characteristics: Something about a person or associated with them that is protected against direct or indirect discrimination, harassment and/or victimisation under the Equality Act 2010.  This could relate to a person’s age, disability, gender or gender reassignment, marriage and/or civil partnership, pregnancy and/or maternity, race (including colour, nationality and ethnic/national origin), religion or belief, sex or sexual orientation.

3 PURPOSE

The purpose of this policy is to raise awareness amongst stakeholders, (including service users and employees) of AUKS’s commitment to diversity and equality throughout its activities and services and to ensure that employees act in accordance with and promote the policy.

4         MANAGING DIVERSITY AND EQUALITY

Internally

4.1
AUKS will actively encourage and seek representation on its Trustee Board and sub-committees which reflects the diversity of the community.

4.2
AUKS aims to reflect its commitment to diversity throughout all its recruitment and employment procedures and policies.  In particular, the principle of equal opportunities will apply to recruitment and selection, promotion, transfer, training and development, benefits, facilities, redundancy selection and all other terms and conditions of employment including the implementation of its Harassment, Disciplinary, Grievance, Capability and Absence procedures.  

4.3
AUKS respects and values all its employees and service users and will not tolerate unjustified discrimination, harassment, victimisation or bullying of any kind. 

4.4
AUKS will ensure equality of opportunity in employment and will aim to ensure that no job applicant or employee receives less favourable treatment on the grounds of a protected characteristic, union membership or non-membership, nor is disadvantaged by conditions or requirements which cannot be shown to be justifiable.

4.5
Working practices, selection criteria and other procedures will be regularly reviewed to ensure that, where decisions are made about individuals, such decisions are consistent with the principles of this policy.  

Externally

4.6
AUKS exists to enhance the lives of older people in Suffolk and to help make later life a fulfilling and enjoyable experience.   AUKS recognises that we live in a diverse society and believes that this diversity positively enriches the community and that nobody should suffer disadvantage by reason of social exclusion because of a protected characteristic or financial status.  AUKS will therefore ensure that its employees work actively with and for older people to combat all forms of discrimination, lack of respect and exclusion.

4.7
AUKS aims to demonstrate good practice in the delivery of all its activities and services.  AUKS will actively promote its services and encourage individuals to take advantage of the services and facilities provided.  

4.8
AUKS will encourage employees to take positive action to meet service user needs and help people overcome any disadvantage they experience because of a protected characteristic in order that they can have the same opportunities as everyone else in accessing and benefiting from the services and facilities available. 
4.8
AUKS respects and values all its employees and will not tolerate discrimination,  harassment, victimisation or bullying of any kind against its employees by third parties and will take positive action to communicate this ‘zero tolerance’ policy.  

5.  
RAISING CONCERNS
5.1 Employees who believe they have been discriminated against, victimised, harassed or bullied should raise the matter immediately with their line manager or, alternatively, use the formal Grievance procedure to raise their concern.  A copy of the Grievance procedure can be found in the Policies and Procedures booklet sent to all employees on appointment or by phoning the HR department on 01473 298681.

5.2 If the discrimination, victimisation, harassment or bullying relates to the manager, then the employee should report the matter immediately to the HR Director and/or their manager’s own manager.   

5.3 If a stakeholder considers that discrimination, victimisation, harassment or bullying has occurred in the delivery of AUKS’s services, they should make use of the Complaints Procedure to resolve the issue.  A copy of the Complaints form can be downloaded from our website or obtained by phoning AUKS on 01473 359911.

5.4 If an employee or stakeholder is unsatisfied with the outcome of the processes outlined in 5.1 and 5.3 above, Age UK Suffolk’s Whistleblowing policy can be used.  A copy of the Whistleblowing policy can be obtained from the HR Department by phoning 01473 298681.

	DIVERSITY & EQUAL OPPORTUNITIES MONITORING    FORM
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The information on this page will be used for monitoring purposes only and will not be taken into account in the recruitment and selection process.  The Diversity & Equal Opportunities Policy of Age UK Suffolk states that we will not unjustifiably discriminate against job applicants on the grounds of a protected characteristic.  In order that we can measure the impact of this policy and continue to develop relevant polices, could you please complete this form.

PERSONAL DETAILS

	Surname


	
	Title

(Mr/Mrs/Ms etc)
	

	First Name


	
	Preferred name
	

	Age
	
	Date of Birth: 
	

	Gender
	Female   □             Male  □          Transgender    □

Is your gender ID the same as the gender you were assigned at birth? Yes □  

                                                                                                                 No  □




ETHNIC ORIGIN

	□ Asian – British                         
	□ Black – British                         
	□   White – British                              

	□sian –     Indian                         
	□ Black – European                    
	□ White –   European                  

	□n –         Bangladeshi               
	□ Black – African                        
	□ hite –      Australian                        

	□              Pakistani                    
	□ Black – Caribbean 

□ Gypsy/Traveller/Romany                                            
	□  Other Origin (please specify)

  ________________________

	
	
	


RELIGION
	□  Buddhism                                       
	□  Judaism (Jewish)                                                       
	□  Prefer not to say                      

	□  Christianity                              
	□  Muslim (Islam)                                                             
	□  Sikhism

	□  Hinduism
	□  None 
	□  Other – please state

	
	
	..................................................


SEXUAL ORIENTATION

	□  Bisexual       □  Gay man        □  Hetrosexual/Straight      □ Lesbian       □ Other:...........................

□ Prefer not to say   


By completing this form you are giving us consent to process your information in accordance with the General Data Protection Regulation 2018.  All data will be processed and used for statistical monitoring and reporting only.
	Signature:


	
	Date:
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