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Shetland Women’s Aid (SCIO)
Roles and Responsibilities: 
Trustee of Shetland Women’s Aid
This document is designed to give women who are considering becoming a Trustee of Shetland Women’s Aid (SWA) information about the work of a Trustee and the formal responsibilities that require to be undertaken.
Responsibilities

Trustees have legal responsibilities under charity law. More on these legal responsibilities can be found by following this link:
 http://www.oscr.org.uk/media/1577/guidance-for-charity-trustees.pdf the relevant information is on page 3.
Personal Responsibilities

· Read and respond weekly to emails from the manger.

· Attend regular meetings and be actively involved in decision making.
· There will be an expectation that you join a subgroup to tackle individual projects as they come up.
· Participate in induction and training provided.

· Keep informed of issues that affect SWA and prepare for decision making.

· Act in the best interests and promote the success of SWA. 

· Provide good governance.

· Maintain professional relationships with and provide support to other Trustees and service manager.

· Be aware of and declare any potential conflicts of interest as they arise.
Principal Responsibilities

A Trustee’s principal responsibilities include the following: -
Strategy

· Ensure SWA has an appropriate structure in terms of governance, management, and operation to meet the strategic aims and objectives.

·  Be committed to and promote the strategic aims and objectives of SWA and review these regularly.

· Approve and review on a regular basis, the Business Plan to deliver the strategic aims and objectives of SWA.

· Promote values and standards and ensure these are upheld.
· Support the service manager. 
Governance 

· Ensure SWA always acts in a manner consistent with its constitution, charity law, requirements from regulatory bodies and all other legislation. 

· Ensure the accountability of SWA to OSCR, HM Revenue & Customs, stakeholders, and funders. 
· Act with due care and diligence.

· Take informed and transparent decisions.

· Focus on the purpose of SWA and its intended outcomes for service users.

· Carefully propose and induct new Trustees, ensure the process for appointment of Trustees is open and transparent and that proposed new Trustees fit the range of skills and experience of the Person Profile for the efficient and effective direction of SWA. 
· Receive adequate induction and training on appointment and on an ongoing basis.
· Review and develop policies and approve procedures that determine the conduct of Trustees board meetings and that manage conflicts of interest.

· Ensure procedures are in place to keep up to date and to comply with legal responsibilities.

· Agree priorities for improving performance.
· Keep track of minutes, records and decisions taken. 

· Act as office bearers when required. 

Management

· Ensure there are effective risk management processes in place.

· Review policies and procedures that comply with SWA’s values and strategic objectives, and that are required by law and good organisational management.
· Carefully consider all information, advice and reports presented and request further details including specialist advice where required.

· Support the participative management structure and effectively review performance.  

· Direct and supervise the business affairs of SWA. 
Support and Supervision

The trustees will support and supervise the manager or will appoint one member on behalf of the board.  Support and supervision for the trustees will come from the chair and from the collective members of the board in peer support. The board support a buddy system for the individual support needs of the members. 
Person Profile
The Trustee’s Person Profile details the essential and desirable skills, experience and commitment required.
Time Commitment 
To make time to attend induction training offered by Scottish Womens Aid and VAS.  To make time weekly to respond to urgent matters emailed to the board from the manager. After an induction period the Board of Trustees meet every 6-8 weeks. The Trustees will meet on other occasions to discuss specific items of business or attend training. There will be an expectation for Trustees to join subgroups such as Fundraising and Finance which may meet out with the main Board meetings.
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