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Board Operating Process

1. Purpose

The purpose of this document is to outline how the Board of Trustees (or Directors/Committee) operates to ensure the organisation is well-governed, legally compliant, and aligned with its mission.

2. Roles and Responsibilities

The Board is collectively responsible for:

· Setting the organisation’s strategic direction

· Ensuring legal and financial compliance

· Safeguarding the organisation’s assets and reputation

· Supporting and overseeing staff or volunteers (where applicable)

· Approving policies, budgets, and key decisions

Each board member is expected to:

· Act in the best interests of the organisation

· Maintain confidentiality

· Avoid conflicts of interest (see Conflict of Interest Policy)

· Attend and prepare for meetings

· Participate actively and constructively

3. Board Composition

· The board shall consist of at least [insert number] members, with a balance of skills and perspectives.

· Key roles include:

· Chairperson – leads meetings, ensures effective governance

· Treasurer – oversees financial matters

· Secretary – keeps records and ensures compliance (optional role)

· Board members typically serve [e.g., 2- or 3-year terms], renewable once unless otherwise stated in the constitution.

4. Meetings

· The board meets at least three times a year.

· An agenda is circulated at least [e.g., 7 days] in advance.

· Minutes are taken and approved at the next meeting.

· A quorum (minimum number of members required) must be present to make decisions, usually [e.g., one-third or a fixed number].

5. Decision-Making

· Decisions are made by consensus or majority vote.

· In the event of a tie, the Chair may have the casting vote.

· Urgent decisions may be made by email or delegated subcommittees but must be recorded and ratified at the next full board meeting.

6. Committees and Working Groups

· The board may establish subcommittees (e.g., finance, HR, safeguarding) with clear terms of reference.

· Subcommittees report to the full board and cannot act independently unless delegated authority is agreed in writing.

7. Induction and Training

· New board members receive a welcome pack, which includes:

· Governing documents

· Recent board minutes

· Policies (e.g. safeguarding, conflict of interest)

· Role description

· Ongoing training and development are encouraged (e.g., charity law, finance, safeguarding).

8. Conduct and Ethics

· Board members agree to a Code of Conduct, including respectful communication, non-discrimination, and acting in the organisation’s best interest.

· Breaches of conduct may lead to warnings or removal (as per constitution or governing document).

9. Evaluation

· The board will conduct a self-review at least once every 12–24 months to evaluate:

· Effectiveness

· Skills gaps

· Governance practices

· Feedback may be collected anonymously to support learning and improvement.

10. Review of This Process

This document will be reviewed annually by the board or governance lead.
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