TRUSTEE APPLICATION FORM
	Name


	

	Occupation


	

	Membership of professional Organisation 
	

	Which of the following skills or experience could you bring to the Board?
	Please indicate against each relevant area if this is your Principle skill, by writing ‘P’, or a secondary skill where you have experience, by writing ‘S’.

	
	
	P/S
	
	P/S

	
	Human Resources
	
	Business Management
	

	
	Financial / Accounting
	
	Marketing / P.R.
	

	
	Fund Raising
	
	Welfare
	

	
	Legal
	
	Cultural
	

	
	Children & Young People 
	
	Children 
	

	
	Health 
	
	Law
	

	
	Other
	
	Knowledge of Community
	


The Person Specification outlines some of the key skills we seek in a potential Trustee. Please indicate against each of the following broad categories how you think your own skills and experience would enable you to fulfill the role of a Trustee as described in the Role Description. You may also choose to enclose a CV with this application.
	Key skills
	Narrative

	1. Commitment to principles of ……….. 
	

	2. Interpersonal skills 
	

	3. Teamwork
	

	4. Communication 
	

	5. Drive and determination
	

	6. Strategic perspective
	

	7. Intellectual and technical ability
	

	8. Leadership
	

	9. Experience
	

	10. Circumstances
	

	11. Equal

 Opportunities
	


	Why do you wish to become a Trustee for our organisation?




 * Are you an Elected Member or employee of any Local Authority, or have you been an 
  Elected Member of any Local Authority within the last 4 years. If so, please give details.
  Please see person specification attached concerning Local Authority persons. (Note: the
  expression “local authority” is defined in Section 67(3) of the Local Government & Housing
   Act 1989) See Trustee Recruitment Guidance notes – Person Specification

   Please circle your answer  


   No       Yes


Personal Contact details 

	Home Address


	                                                            Post Code

	Telephone
	Home
	
	Mobile
	

	
	Work
	
	

	E-mail
	

	Preferred means of contact 


	



Please give details of two people who would be willing to provide a reference

	Name


	Name

	Address

                                        Post Code
	Address

                                   Post Code

	Tel


	Tel


_________________________________                       ______________________
         Signature                                                                        Date
DATA PROTECTION CONSENT

In accordance with the Data Protection Act 1998, the information provided on this form will be used in the recruitment and selection process and may be disclosed to all those who need to see it. It will also form the basis of the confidential personnel record of the successful candidate. In the case of unsuccessful candidates the information will be destroyed after twelve months. In addition, it will be held on a database and used for equal opportunities monitoring purposes.

I confirm that I do not object to the information collected on this form being transferred onto computer for the purpose of anonymous statistical reporting, in accordance with statutory requirements and for the basis of compiling correspondence and to assist 
                                            in equal opportunities monitoring in

respect of Trustee applications.

I agree that                                      has the right to validate any of the information provided.
DECLARATION OF ELIGIBILITY TO BECOME A CHARITABLE TRUSTEE

I declare that I am not disqualified from acting as a charity trustee and that (please tick to confirm and agree each statement below):

· I am not incapable of acting by reason of mental disorder within the meaning of the Mental Health Act 1983.

· I do not have an unspent conviction relating to any offence involving deception or dishonesty. Because of the nature of the role you are applying for, you are required by the Rehabilitation of Offenders Act 1974 to declare all criminal convictions including those which are spent. Please detail therefore any such convictions in the space below
(A conviction will not necessarily be a bar to obtaining a position with this organisation)
· I am not an undischarged bankrupt nor have I made a composition or arrangement with, or granted a trust deed for, my creditors.

· I am not subject to a disqualification order under the Company Directors Disqualification Act 1986 or to an order made under section 429(b) of the Insolvency Act 1986.

· I have not been removed from the office of charity trustee or trustee for a charity by an Order made by the Charity Commissioners or the High Court on the grounds of any misconduct or mismanagement nor am I subject to an order under section 7 of the Law Reform (Miscellaneous Provisions) (Scotland) Act 1990, preventing me from being concerned in the management or control of any relevant organisation or body.

· I am not subject to a disqualification order under the Criminal Justice and Court Services Act 2000.

· I am not disqualified under the Protection of Vulnerable Adults List.

The information supplied in this application form is true and accurate to the best of my knowledge.

Signed …………………………………………………………………………………. 

Date ……………………………………

Please send the completed application to: 
Salford CVS
The Old Town Hall
5 Irwell Place 
Salford 
M30 OFN 
Email: office@salfordcvs.co.uk 
TRUSTEE RECRUITMENT GUIDANCE NOTES 
These notes are intended to provide you with guidance on completing your application form.

General
Application forms must be completed in full by answering each question. You may if you wish use your Curricula Vitae to support the information in your form. Please reference clearly which areas of your Curricula Vitae is being used to support any given question.
Your form must be completed in Black Ink to facilitate copying. In the interests of the Economy, we will only communicate further with short-listed applicants. If you have not been contacted within 28 days of the closing date, you should assume that your application has been unsuccessful. If you would like a comprehensive reason about our decision pleases write and we will either arrange a phone call or answer you in writing. 

Role Description
This will explain in detail exactly what the role you are applying for involves. It will include the
positions basic functions, key responsibilities/accountabilities and reporting relationships.

Person Specification
The person specification is the key document in the selection process and clearly indicates which criteria will be used to shortlist from the application form. It will also indicate at which stage of the selection process other criteria will be used.
* Local Authority - Position of individuals acting on behalf of a local authority 

Whatever the structure employed, the individuals concerned are not themselves charity trustees. They must, however, act in a responsible way so as to ensure that the local authority acts properly as a charity trustee. If they fail to so this, they may be liable to the council under local government law for any losses it bears as charity trustee Ref: section 4 http://ogs.charitycommission.gov.uk/g056a001.aspx
See also: Section 6 http://ogs.charitycommission.gov.uk/g056a001.aspx
Completing your Application
Take care to ensure that additional sheet have your name and position applied for on and that they are securely attached to your application form. Remember to sign, date and take a copy of your completed application form before returning it by the specified closing date.

Declaration and Signature
Please make sure that you read your form carefully and that all details are correct and complete. A false declaration or omission in support of your application will disqualify you from appointment. If you are successful, and false declarations or omissions are subsequently discovered, this is likely to lead to your dismissal from the trustee opportunity.

Data Protection
We will retain all application forms and short-listing information for eight months
following the date of appointment, after which time they will be destroyed.


Short-listing and Interviews
Short-listing shall be based solely on the information contained in the application form and
applicants who, in the opinion of the selection panel, best meet the essential requirements of the person specification will be selected to meet with the selection panel. Disabled applicants who meet the minimum essential criteria will be guaranteed an interview. 
Those participating in the selection process have been trained in short-listing and the selection panel will involve at least three people.

You will normally be invited to attend an informal/formal meeting by letter and in most cases you will be given at least 7 working days notice. All applicants will be contacted either by telephone or in writing to advise them of the panel's decision. 


We will endeavour to do this as soon as possible but usually within 48 hours of the interview taking place. If requested by an applicant, feedback from the Selection Panel will be given.

References
References are usually requested automatically for all short-listed applicants, so you will need to indicate on your application form if you do not wish your referees to be contacted prior to interview.
Both referees should be willing to comment on your suitability for the position of Trustee. When you are completing the reference section in the application form, you must indicate how the referee is connected to you. No appointment will be confirmed without satisfactory references.

Disclosure Check

If successful and you have decided to accepted the role you may then be asked to apply for a standard disclosure with the Criminal Records Bureau.


Bankruptcy Check

Prior to notifying new Trustees details to Companies House, it is necessary to undertake a
Bankruptcy search on the individual. The search is conducted by H.M. Land Registry in the
index to the registers which are kept pursuant to the Land Charge’s Act 1972.

We wish you every success in your application

                  ROLE DESCRIPTION 
Role Title: Trustee
Responsible to: Chairperson of the Board
PURPOSE

1. Provides governance to ................. and represents it to the community and accepts the legal authority for it.
2. Ensure that ................exists and takes all necessary steps in the pursuit of the objectives of ..................... as set out in the Memorandum and Articles of Association
KEY RESPONSIBILITIES AND ACCOUNTABILITIES

1. To ensure that ............ complies with its governing document, charity law, company law and any other relevant legislation or regulations.

2. To ensure that .................pursues its objects as defined in its governing document.

3. To ensure .................... applies its resources exclusively in pursuance of its objects.

4. To contribute actively to the Management Board’s role in giving firm strategic direction to ..............., setting overall policy, defining goals and setting targets and evaluating performance against agreed targets.
5. To safeguard the good name and values of.........................
6. To ensure the effective and efficient administration of ..............
7. To ensure the financial stability of ...........
8. To protect and manage the property of.................. and to ensure the proper investment of the .................... funds.
9. To appoint the Chief Executive and monitor his / her performance.
10.  Scrutinise Board papers
11.  Participate in discussions as appropriate
12. Providing guidance on new initiatives
13. Other issues in which the member has special expertise.
14.  Representing ………………………… at functions, meetings.
SPECIAL CONDITIONS:

1. The position is unpaid and on a voluntary basis

2. Must regularly attend Board Meetings

PREPARED BY:                     DATE PREPARED:                 AGREED BY: DATE:
PERSON SPECFICATION 
	Notes Applicants 
All criteria listed is important however particular attention should be given 
to those marked ‘E’ which are Essential requirements. Please provide 
examples and evidence of how you meet them. 


	Category
	E/D
	Criteria 

Indicate E (Essential) 

D (Desirable) 
	Method of 

Assessment  

	Experience
	    D
    D

    D
	Previous  Management/Board
Experience 
Experience of committee work 
Leadership experience 


	       2
         2 & 4

         2 & 4

	Attainments 
Qualifications
	
	 
	

	Skills, Knowledge 
and abilities
	    E

    E

    E

    E

    E

    D
	Strategic Vision

Good Independent judgment

Ability to think creatively 

Ability to work effectively as a 

Team

Good communication and 
interpersonal skills 

Nolan’s seven principles of 

Public life: Selflessness, integrity,

Objectivity, accountability, 

Openness, Honesty and 

Leadership
	            4
            4

            4

         2 & 4
            4

            4

	Personal Qualities 
	   E
   E

   E

   E


	Commitment to the organisation

Tact and diplomacy 

Impartiality and the ability to 

respect confidences 

Willingness to speak /challenge  
	       4
            4

            4

            4

	Additional Factors
	   E
   E
	Willingness to devote time and 
effort necessary 
Trustee understands legal duties, 

Liabilities and responsibilities 
	       4

            4  


Assessment Method 
1. = Tests psychometric pool, practical 
2. = Application form
3. = Exercise (Computer in-tray written)
4. = Interview 
5. = Documentary evidence (e.g. Portfolio, Certificates, References)
6. = Presentation



Place your Logo �here 














