TERMS OF REFERENCE – TRUSTEE BOARD / MANAGEMENT COMMITTEE

Objectives:
· to take overall responsibility for everything that [Name of Your Organisation] does

· to act collectively and effectively in the interests of [Name of Your Organisation]
· to give strategic direction, determining and safeguarding the mission and vision of [Name of Your Organisation]
· to take the decisions required for the proper control and management of [Name of Your Organisation]
· to ensure that there is a clear structure for governing the organisation, including defining the role of any focus groups or sub-committees

· to ensure that [Name of Your Organisation] has adequate financial resources for its activities
· to act prudently to protect the assets and property of [Name of Your Organisation]
· to ensure that [Name of Your Organisation]complies with its own governing document, relevant laws and the requirements placed upon it by its funders and/or other bodies

· to review the risks to which [Name of Your Organisation] is subject, take action to mitigate these risks and to ensure sound risk management

· to act as a responsible employer

· to ensure that the principles of equality and diversity are upheld and that [Name of Your Organisation] is fair and open to all sections of the local community in all of its activities

· to seek assistance from experts in areas where the trustees lack the necessary skills

· to induct every new trustee

Meetings:
· meetings to be held as often as board business requires but a minimum of [insert number] times a year
· a formal record to be kept

· the day and time of meetings to be arranged to suit most trustees, but ensuring that no one member is continually prevented from attending meetings

· business to be conducted efficiently

· comments on agenda items and/or board papers from trustees unable to attend a meeting to be given, where applicable, to the [insert as appropriate e.g. Chair] in advance of the meeting for inclusion during board discussions
Minutes:
All decisions are recorded accurately in minutes that are agreed and signed by the trustees.  These are a formal record of the business of the organisation.

Attendance:
· in addition to the trustees, the Chief Officer, any co-optees and the minute taker, if applicable, can attend meetings

· a prospective trustee may be invited to attend a meeting with the consent of the chair

· the trustees may invite any expert brought in on an ad hoc basis to advise the board to attend all or part of a meeting

