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	LINLITHGOW COMMUNITY DEVELOPMENT TRUST
“The Trust”

	BOARD MEMBER: Outline of leading role and responsibilities

	· Provide leadership and firm strategic direction for the Trust and maintain appropriate accountability.
· Safeguard and promote the values, ethos, and objectives of the Trust.
· Fulfil the legal & statutory duties and operational responsibilities of Company Directors, adhering to all relevant legislation in running the Trust and to the requirements of the Trust’s Governing Document, Code of Conduct, and policies.
· Monitor and maintain the sustainability and financial viability of the Trust, including ensuring accurate accounting records and annual accounts to accurately reflect the financial performance of the Trust.
· Support the staff and/or volunteers of the Trust in delivering the aims and objectives of the Trust.
· Contribute to the development of the Trust 's strategic plans, policies and risk management and mitigation.
· Monitor progress on the implementation of the Trust’s business and strategic plans and review the financial position of the organisation.
· Can actively contribute to the work of the Trust and participate fully in the responsibilities set out in the Role Description. This includes having sufficient knowledge about the Trust’s affairs and seeking training and/or appropriate professional advice as and when is required.
· Participate in decision-making and abide by decisions made as part of the collective responsibility and decision-making of the Board.


	Demands of the post of Trustee, and commitment required

	· Learn about the Trust and its work, and the individual and collective roles and responsibilities of Board Members.
· Prepare for and attend the monthly Board meetings, sub-committee meetings as relevant and the yearly AGM.
· Contribute to staff recruitment processes, new Board members’ onboarding, Board development days and training as required.

	CHAIR
	TREASURER
	SECRETARY

	· Plan the annual cycle of Board Meetings.
· Chair Board and General Meetings.
· Set the agenda for Board and General Meetings.
· Ensure meetings are conducted efficiently, and discussion and decision-making are democratic and fully participative.
· Seek consensus at Board Meetings and exercise a casting vote if required.
· Provide leadership and direction to the Board.
· Mediate between the Board and staff.
· Model strong governance.
· Lead evaluation of Board performance.
· Function as a spokesperson for the Trust as appropriate.

	· Ensure a clear scheme of financial delegation is agreed by the Board.
· Lead in ensuring that accounting, bookkeeping records, Annual Accounts and Management Accounts are maintained and up to date (including annual and project budgets).
· Regularly (at least at every Board Meeting) report to the Board on financial matters in an accessible, understandable, and agreed format.


	· Organise Board meetings.
· Oversee meeting minutes and records.
· Maintain membership records.
· Ensure statutory filings and compliance.
· Manage Board policy reviews.
· Provide administrative support to the Board.
· Manage formal correspondence.
· Support election proceedings.


	The Treasurer is not solely responsible for the management and monitoring of the Trust’s finances – as highlighted in the Board Member role description, this is a collective responsibility that sits with all Board Members.

	Policy Oversight

	· Safeguarding
· Corporate Risk Register
· Equality Policy
· Whistleblowing 
	· Finance
· Anti Bribery
· Job Evaluation, pay and remuneration 
	· GDPR
· Health and Safety

	Remaining policy and procedure oversight is covered by the CEO and relevant managers within the business, with the board having ultimate sign off on any changes and amendments.
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