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Families First St Andrews (Families First) 
Volunteer Policy and Procedure 


Families First (FF) Board of Trustees Recruitment Pack

1. Families First St Andrews Trustee Role Description

1.1 The duties of a FF Trustee are:

· To ensure that FF complies with the requirements of the law in relation to Companies House, and in particular the Office of the Scottish Charity Regulator (OSCR) regulations.
· To ensure FF applies its resources exclusively in pursuance of its objects as outlined in the Memorandum and Articles.
· To contribute actively to the FF Trustee role in giving strategic direction to FF, overseeing the setting and development of policy and procedure, defining goals and setting indicators and evaluating performance against agreed indicators.
· To safeguard the good name and values of FF.
· To ensure the effective and efficient administration of FF.
· To ensure the financial stability and compliance of FF.
· To protect and manage the property (both physical and intellectual) of FF and to ensure the proper investment of funds.
· To appoint and support a Chairperson.
· To appoint and support a Treasurer.
· To keep all information provided in relation to FF confidential.
· To ensure that any conflicts of interest are declared on appointment and at any other time they might occur.

1.2 In addition to the above statutory duties all Trustees should use their skills, expertise and experience to help the Board reach sound decisions.  
1.3 This may involve leading discussions, focusing on key issues, providing information and guidance on new initiatives, or other issues in which the Trustee with expertise has special knowledge.  
1.4 Person specification, it is expected that candidates will demonstrate:

· A commitment to FF and its objectives.
· A willingness to devote the necessary time and effort to strategic vision.
· Good, independent judgement.
· An ability to think creatively.
· A willingness to express a view and make decisions.
· An understanding and acceptance of the legal duties, responsibilities and liabilities of being a charity Trustee.
· An ability to work effectively as a member of a team.
· Characteristics such as selflessness, integrity, objectivity, accountability, openness, honesty and leadership.
· An ability to put others needs before their own self-interest and promotion.









1.5 Additional skills and experience

There are a wide range of skills, expertise and experience which are useful to support FF as an organisation and the Board to carry out their duties. The following list is not an exhaustive list but gives an indication of what skills are required:


	
Volunteer Development/Management

	Lived Experience 
	Communications

	Human Resources
	Policy & Procedure
	
Leadership & Management


	
Charity Law/Third Sector Policy

	Fundraising
	Equalities, Diversity and Inclusion

	Business Development
	
Health & Safety/Risk Management

	Strategic Planning

	Children’s Services
	
Social Work

	Promotion and Marketing

	Digital and IT 
	Sustainability 
	Financial Management




1.6 Notice period

You will normally be required to give 3 months’ notice to the Board of Directors should you wish to leave outside your term of office.



2. Families First Trustee Application Form

We welcome your interest in applying for Families First Board of Trustees. 

Please complete the following details:

(If completing by hand, please use black ink and use block capitals).

	Name:

	

	Address:

	

	Email:

	

	Home phone:

	

	Mobile:

	

	Preferred method of contact:
	

	How did you hear about Families First? 
	

	Emergency contact details (name and contact number).
	



Once applications have been considered, we will look to contact you as soon as possible. Applications for nomination may be viewed individually and/or collectively by the Board depending on recruitment constraints such as timescale or maintaining minimum quorum.

	1. Please tell us why you would like to join the Board of Trustees of FF.

	

	2. Using the Trustee role description as a guide please explain what skills, qualities and experience you can bring to the role. Please offer examples to help illustrate your answer.

	

	3. Please provide any additional information that you think will support your application. Personal statement.
	









	4. Please list any other Boards you are currently a member of.

	



REFERENCES  

Please provide contact details of two people who may be approached for references, who know you in a capacity that would enable them to comment on your suitability for membership of the Board of Trustees. We will contact them only with your agreement and at an appropriate stage in the recruitment process.

	
	Reference 1
	Reference 2

	Name:

	
	

	Job title

	
	

	Organisation’s Name/Address (in full):  

	
	

	Email:

	
	

	Home phone:

	
	

	Work phone:

	
	

	Mobile:

	
	

	For how long and in what capacity has the person known you?
	
	


 
Declaration

I declare that the information given on this application is complete and correct to the best of my knowledge and that I am eligible to be appointed as a Charity Trustee in line with legislation and OSCR guidance. (If your application is submitted electronically and you are successful in joining the board, we will ask you to sign this at a future date). 

Signature: _____________________________________    Date: ________________________

Name (in block capitals): ________________________________________________________






Conflict-of-Interest Declaration Form

OSCR define a conflict of interest as any situation where there is a potential for a charity Trustee’s personal or business interests (or the interests of someone they are connected with) to be different from the interests of the charity. In this situation, it may sometimes be difficult for the charity Trustee to make an impartial decision. However, with proper handling charity Trustees can overcome these difficulties.

In both cases, the charity Trustee duties require you to act in the interests of the charity. 

Where there is an ‘appointment conflict’ the charity Trustee must put the interests of the charity first. However, where another duty prevents the charity Trustee from putting the interests of the charity first, they must:

· Disclose the conflict to the charity, and
· Not participate in any discussion or decision making on that matter. 

It is important that even where there appears to be a conflict of interest, whether it materialises or not, the Board along with the Trustee take appropriate steps to manage the conflict and be seen to be acting in the best interests of the charity. 

The term conflict of interest can cover a range of situations as outlined below:   

· A charity Trustee could get direct financial benefit from a decision the charity has to make.
· A charity Trustee is discussing a contract or business arrangement with an organisation their family have links to.
· A charity Trustee is also an employee of a company that the charity is doing business with.
· An employee, or potential employee, of the charity is connected to one of the charity Trustees. 
· Being a Trustee of two or more charities that are competing with each other for the same grant(s) or funding.
· Being a Trustee of a charity that gives out grants and a Trustee of another charity applying for one of these grants.
· Being a Trustee of a charity that is part of a group structure and being on the Board of the parent charity.
· Being a Trustee of a charity where you are also a service user or customer.
· A charity Trustee applying for a job in the charity.  

Examples of what is not a conflict of interest:

· Being a charity Trustee and donating funds to the charity.
· Being both a volunteer and Trustee of the charity. 

Please could you complete and sign the conflict-of-interest form below and send it in with your application form.






FFSA Trustee Declaration of Conflict-of-Interest Form

Name:

	Organisation 
	Role 
	Nature of relationship

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




To the best of my knowledge, I declare: (please tick the most appropriate statement)

· I have interests in the above organisations.

· I have no interests in any other organisations.


Signature: _____________________________________    Date: ________________________




[bookmark: _Hlk201312488][bookmark: _Toc50111146][bookmark: _Toc50111190][bookmark: _Toc50111230]Families First Self-Disclosure Form for Declaring Convictions – Scotland

The post that you have applied for requires a Level 1 or Level 2 disclosure or is one where your normal duties include regulated role and requires a PVG scheme disclosure in accordance with at least one of the following pieces of legislation:

· Rehabilitation of Offenders Act 1974 (as amended).
· Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland) Order 2013 (as amended).
· Protection of Vulnerable Groups (Scotland) Act 2007 (as amended).
· Police Act 1997 (as amended).
· Disclosure (Scotland) Act 2020 (as amended).

You are therefore required to disclose certain convictions below, but you should not tell us about any convictions which were gained before the age of 12. Having a criminal record will not necessarily be a bar to working or volunteering with us. We will consider any information disclosed fairly and in accordance with the requirements of Rehabilitation of Offenders Act 1974.

This guidance relates to recruitment in Scotland. If you are being recruited in England, Wales or Northern Ireland, you should refer to that country’s guidance on what to disclose. 

Data Protection Act 2018 and GDPR

The information given in this form will be treated in strict confidence. When completed, the document contains sensitive personal data as defined by the Data Protection Act and GDPR which will be used only for the purpose it was requested and handled in accordance with the Act. 

Unspent Convictions

You must complete this section.  

Do you have any unspent convictions?		YES |_|  	NO |_| 
If you have crossed yes, please provide details below.   							     
All unspent convictions must be disclosed. Please provide details of any unspent convictions here:

	Date
	Court
	Offence
	Disposal

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Spent Convictions

This section should only be completed following the guidance below, if you will be applying for a Level 2 or PVG scheme disclosure you should not tell us about any convictions which were gained before the age of 12. Do not complete this section if you are applying for a Level 1 disclosure.

There are 2 lists of offences that may be disclosed for an extended period. These are disclosed subject to exceptions or subject to rules depending which list they appear on. These lists can be found here.

Convictions subject to exceptions should only be detailed if 11 years (if 18 or over at the time of conviction) or 5½ years (if under 18 at the time of conviction) from the date of conviction have not passed, unless you received a custodial sentence exceeding 48 months in which case you must always disclose this information. Convictions subject to rules should only be disclosed above if they are unspent.

If you have any convictions for offences detailed in these lists which are now considered to be spent in normal circumstances, you should not disclose these on this form, however, please be aware that if you are applying for a Level 2 or PVG scheme disclosure, this information can be released on your certificate for longer than the normal rehabilitation period see Conviction Disclosure Guidelines below. Disclosure Scotland will let you know if you have any convictions which fall under this extended disclosure period as you can (if you wish) apply to have this information removed from your disclosure. Disclosure Scotland will give you the information you need to help you decide if you want to appeal and clarifying what the appeals process will be (see appealable information below).

Where such information is released, we will discuss this with you when we receive our copy of your disclosure. Please note that applying to have this information removed does not guarantee its removal, the Disclosure Scotland will tell you what the review mechanism is.

If you have any convictions subject to exceptions and the extended disclosure period has not passed, please provide the information here:

	Date
	Court
	Offence
	Disposal

	
	
	
	

	
	
	
	

	
	
	
	



Conviction Disclosure Guidelines

	Minor conviction
	Convictions subject to exceptions
	Convictions subject to rules

	A custodial sentence of more than 48 months

	Will be detailed for the rehabilitation period as detailed in Families First Recruitment with Convictions policy (appendix 1). The conviction will not be detailed after it becomes spent.
	Will be detailed for a minimum of 11 years (5½ years if under 18 at the time of conviction) and then, if spent, the individual can apply to have the information removed.
	Will be detailed for a minimum of the rehabilitation period and then potentially for up to 11 (or 5½ years if under 18 at the time of conviction) from the date of conviction. After the initial rehabilitation period and if spent, the individual can apply to have the information removed.  The conviction will not be detailed after this period.
	Never spent









Barred Lists 

This section should only be completed if you will be applying for PVG scheme disclosure or enhanced disclosure with list checks. Do not complete this section if you are applying for a Level 1 or Level 2 disclosure without list checks.

	I understand that my role involves regulated role and confirm that I am not barred from the relevant regulated role group(s).


	Signed 


	Date



Declaration 

	I certify that the information contained in this form is true and complete to the best of my knowledge and belief.  I understand that any false information or omission in the information I have given may lead to the immediate suspension or termination of my volunteering or employment with the organisation.

I confirm that I have read and understood this declaration.  


	Full Name
	


	Address
	



	Signed
	


	Date
	







Privacy Statement and GDPR 

Please note a record of all your personal information will be kept in a secure file, on our server at our Families First office in St Andrews. Access to these records is restricted to relevant Families First staff and Trustees and will only be shared with a third party if we have any concerns for your, a child or an adult’s wellbeing; in compliance with Families First confidentiality, GDPR and child and adult protection policies. The information you provide is used exclusively for the purposes of your volunteering role.

Please return this application by post, hand or email to: 

Private and Confidential

FF Board of Trustee Recruitment

Sarah Martin
Office Manager
Families First St Andrews
2 Rose Lane
c/o 132 South Street
St Andrews
KY16 9EW

officemanager@familiesfirststandrews.org.uk

Telephone: 01334 208086



























MEMBERSHIP APPLICATION FORM

Families First St Andrews is a Company Limited by Guarantee established in 2001 to provide support for families living in North East Fife. The Company is a Scottish Registered Charity, and overall strategic direction is the responsibility of a Board of Directors, known as Trustees. Staff and trained volunteers are engaged to provide support for the children and families experiencing difficult circumstances. Activities are organised for family members giving them the opportunity to meet others and have recreation and personal development outside the home in a safe and secure environment.

The Company’s Objects

The main objects of the Company are to supplement the social, domestic and community needs of families with children in St Andrews and the surrounding area, to liaise and co-operate with statutory and other voluntary bodies, and to take whatever action the Company feels appropriate for the benefit of the health and welfare of families and children and the community. Such action may include assessing the social, domestic and community needs of families and the provision of services to support families within their own homes, support and training for parents in the community and organised activities for children to assist in their educational and social achievements and their full integration into the local community. The Company may also undertake any other charitable purpose that extends or is associated with these objects which directly or indirectly advances the objects.
The Company will provide training for staff and volunteers to enable them to fulfil the objects of the company.

Qualification for Membership

[bookmark: _Hlk184043087]Anyone who wishes to become a Trustee shall normally reside or be regularly employed within the town of St Andrews and the surrounding area, and who is in sympathy with the objects of the Company. Please note that you will have to become a member of the Company.

Every member of the Company undertakes to contribute an amount not exceeding £1 if the Company should be wound up while they are a member or within one year after ceasing to be a member, for payments arising from the winding up.

Application for Membership

I wish to be a member of Families First St Andrews. In doing so I endorse the objects of the Company and acknowledge that I may be liable to contribute an amount of money not exceeding £1.

	Name (print)
	


	Address
	


	Telephone
	


	Email
	


	Signed
	


	Date
	





FF Trustee Agreement

Families First appreciate your commitment in becoming a Trustee on the Board of Directors and we will do everything we possibly can to make sure your term of office is a rewarding experience that benefits not only you but the community you serve. To ensure you receive a positive experience we have created this agreement which sets out our commitment to you and what we hope you can contribute to Families First. 

Families First is committed to providing you with a meaningful term of office by:

· Clearly defining your roles and responsibilities.
· Providing you with an induction training that helps you to understand the organisation, its people, its finances and policies and procedures.
· Providing you with on-going training pertinent to your role. 
· Explaining the standards we expect, through ‘The Code of Conduct’, and support you to achieve and maintain them.
· Having an open-door policy so that if you have a concern, you are able to talk to the Manager or a fellow Trustee.
· Providing appropriate insurance cover.
· Covering agreed out of pocket expenses.
· Working with you to set achievable volunteer hours.
· [bookmark: _Hlk75507298]Ensuring that you are treated fairly and in accordance with our Anti-discriminatory and Equal Opportunities policy and procedure.
· Working with you to resolve any challenges you may be facing in your role as Trustee.


Trustee is committed to:

I (name) ______________________________________________________ am committed to: 

· Accepting and working within the core values and beliefs of Families First.
· Accepting and abiding by the rules, policies and procedures of Families First.
· Undertaking my duties at any venue as agreed by the Board.
· Fulfilling my duties in a responsible and reliable manner to the best of my ability.
· Supporting my colleagues, whether paid or unpaid, and be flexible and adaptable in meeting the needs of the organisation and service users.
· Attending basic training of Induction, Role Specific and Child and Adult Protection.
· Attending on-going professional development training as required. 
· Recognising I am an ambassador for Families First.
· Being prepared to ask for help when uncertain.
· Abiding by the confidentiality policy at all times.
· Give reasonable notice if I am unable to attend a Board meeting.










Confidentiality Agreement:

1. Families First Trustees will have access to a considerable amount of confidential information relating to children, families, staff, volunteers and the organisation.  
2. Families First volunteers will receive training during their induction period on the confidentiality policy, and the importance of maintaining confidences; and when to breach confidence.
3. Written records, correspondence (hard copy and electronic) must be kept secure at all times when not in use by Trustees.
4. Any information about children, adults and their families must not be disclosed to a third party unless there is a cause for concern regarding their safety or wellbeing.
5. Confidential information must not be disclosed to any third parties, unless legally requested to do so, after your term of office has ended with Families First.
6. Any unauthorised breach of confidentiality will have serious consequences for the person responsible. 

As a Trustee I acknowledge that I may have access to a considerable amount of personal information relating to Families First service users, volunteers and staff.

I understand the importance of treating sensitive information, regarding colleagues and service users, in a discreet and confidential manner. I will not disclose personal information to a third party during or after my time as a volunteer with Families First; this includes idle gossip, informal discussions and electronic communication methods such as texting, social media and email.

A copy of this signed document will be retained in your personal file.

I acknowledge my understanding and agreement with the above statements and agree to abide by them.

Signed …………………………………………………………………………………………

Print Name ……………………………………………………………………………………

Date ……………………………………………………………………………………………



















FF Trustee Media Permissions

As a Trustee you will have a presence on our website, social media, Trustees Annual Report (TAR), Annual Review and contribute to these; as an organisation we should not assume that you are happy for this to happen.

For some media you may have no choice if it is part of your role, for example only Directors must be named at Companies House and in the TAR, whereas staff could be named in the TAR as part of their work, but don’t have to be. 
 
Therefore, please could I formally ask you to tick yes or no against the media below:

Trustees Annual Report (TAR)	☐ YES	☐ NO
Annual Review		☐ YES	☐ NO
Instagram			☐ YES	☐ NO
Facebook			☐ YES	☐ NO
Website			☐ YES	☐ NO
Companies House		☐ YES	☐ NO
Any other – please name		☐ YES	☐ NO
Agree to all public platforms		☐ YES	☐ NO
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