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Trustee Code of Conduct
The code of conduct indicates ways of dealing with potential conflicts of interests and should be used to ensure high standards and that KCSC complies with all legal regulations. 

The Charity Ethical Principles are intended as complementary to the updated Charity Code of Governance 2025
Principles:  As a Trustee, you are expected to: 


Put beneficiaries first
This means KCSC should:
· be clear what our purpose is and who or what our beneficiaries are
· carry out our purpose to provide the greatest benefit to our beneficiaries and their cause, regardless of whether this might initially have a negative impact on the reputation or operation of the charity or its leadership
· when working with beneficiaries, ensure that their views and experiences are actively listened to and taken account of as part of how KCSC operates, facilitating engagement and communication
· ensure that all relevant policies and procedures are drawn up with the interests of beneficiaries in mind.
Have integrity
This means KCSC should:
· ensure appropriate systems are in place to help guarantee that all decisions are robust, defensible and free from conflict of interest
· consider the effect of activities conducted in private life on the reputation of the charity and of charities generally
· ensure our resources are managed responsibly and our funds are properly protected, applied and accounted for, including policies and procedures to combat the risk of bribery, fraud, corruption and extortion
· exercise due diligence in understanding the ethical standards of commercial partners and individuals, to seek support or collaboration from those with ethical values that are consistent with those of KCSC 
· be sensitive to the impact of our activities on both natural and human environment by:
· making responsible use of our resources
· adopting sustainable working practices
· undertaking initiatives to promote environmental responsibility.
Be open
This means KCSC should:
· operate a presumption of openness and transparency; subject to complying with existing legal and regulatory requirements, we should be willing to share information about how we work, ensuring it is easily accessible
· publish, or (for the very smallest charities) at least make available on request:
· annual reports, including a section explaining how KCSC is fulfilling its purpose and values
· our approach to safeguarding, bullying and harassment
· our complaints procedure
· our whistleblowing policy
· establish clear lines of responsibility and accountability for all our work, both internally and externally where applicable.
Have the right to be safe
This means KCSC should:
· stand against and have a clear approach to prevent abuse of trust and power including bullying, intimidation, harassment, discrimination or victimisation in all our activities
· create a culture that supports the reporting and resolution of allegations, suspicions or concerns about abuse of any kind or inappropriate behaviour
· ensure that anyone working or volunteering for KCSC understands the expectations placed upon them, and provide the relevant training to support them in meeting their responsibilities
· ensure that anyone who works or volunteers for KCSC has access to proper support and advice if they:
· experience or witness unacceptable behaviour
· raise a concern or make an allegation about the actions of others
· don’t feel safe.

[bookmark: _Toc130016356]Trustee terms and conditions 
Length of term of office
In line with the Articles, an elected trustee can serve up to two terms of three years each after which they must take a break for at least twelve months.  They may not be re-appointed until the AGM the year following this break from office.  Under exceptional circumstances following membership approval, a trustee can serve a total of three terms equalling nine years in office before taking a break.  
A board member may take into account previous time served on the board as a Co-optee which results in a full 3-year term prior to the next AGM and step down at the point the full 3 year term has been reached.
[bookmark: _Hlk90293902]For the purpose of transparency at the AGM and for noting within the minutes, members will be informed which trustees will be serving a second term.  Members at the AGM will be provided with a list of trustees serving their first or second term.  
Board Officers
The Chair and Treasurer roles will in the first instance be appointed from amongst the trustees or if necessary board approval given to seek external candidates to fulfil the roles.    Board officers must step down from the role at the end of the first term and following the AGM, a decision will be made by the Board via a majority vote whether to re-appoint to the office role for a second term following.  This process will also apply to trustees specifically recruited to office roles.  
The appointment of a Vice Chair will be agreed annually by the Board.

Board attendance
Trustees should strive to attend all meetings and where not possible send apologies to KCSC and/or the Chair.  Where a trustee is absent for three consecutive board meetings without good reason and/or no apologies, the Chair will seek board approval for removal from the board and inform the trustee of the decision in writing.  Where a trustee has requested time away from the Board due to personal reasons, there will be an expectation that this will not exceed 6 months. Apologies for formal Board meetings and where relevant for Sub Committee meetings covering the period away will be minuted.  A record will be kept on the agreed time period and expected date of return and will be noted in the minutes.  Trustees requesting a break from Board duties will be reminded that their legal duty as a trustee during that period remains and they will still continue to receive Board papers.  Any request for time away from the Board for more than 6 months will require the trustee to resign from the Board.
Leaving the Board
Trustees should inform the Chair as soon as possible in writing their intention to leave the Board.   Trustees are asked to sign a declaration form when joining the board.  If at any point a trustee on the board is unable to uphold the role due to disqualification as laid out in Annex A of the Trustee Automatic Disqualification form then the following process should be followed.
1. The trustee should inform the Chair and the CEO immediately the need to step down from the Board
2. Once agreed with the Chair and CEO, the trustee should inform the whole board that they will be stepping down.
3. The CEO will ensure that the trustee’s name is removed from Companies House and the Charity Commission
4. If the trustee wishes to apply to the Charity Commission for a waiver, agreement must first be sought with the Chair providing full facts about why it is believed they could be granted a waiver from the Charity Commission
5. The Chair will provide guidance to the Personnel and Finance Sub Committee after which the Sub Committee will make a recommendation to the Board.  
6. Decision to support a waiver application will require a majority board vote.
7. Should the decision to support a waiver application be agreed, both the applicant and trustees should familiarise themselves with the waiver process outlined in appendix a
Monitoring
Adherence to this Code shall be reviewed as part of the annual Board effectiveness review. 
Induction
As part of Induction process, new trustees will meet with both the Chair and the CEO to be briefed about the work of KCSC.  New trustees will also have access to an induction pack which clarifies the collective role of the board and the individual role of trustees. 
Board Champions
Board Champions are trustees who can provide some expertise and support for a particular area of work within KCSC.  Champions can relay critical information to the board on particular subjects, and senior staff can also benefit from working with Champions on specific projects. The Board Champion role is essentially a guidance role and not a decision making one.
Role of a Board Champion
· Act as a sounding board for the relevant member of staff  
· Advise members of staff, providing guidance only
· Provide limited support to KCSC staff following approval from the Chair and/or CEO.   This will include but may not be limited to some practical help e.g. providing document templates or writing a response to a consultation on behalf of KCSC or providing expertise such as feedback on KCSC articles intended for publication.   Whatever the activity, the work delivered must be reported back to the Board.  
· Attend appropriate meetings with the CEO or senior staff member to provide specific support or expertise that can inform discussions, acting only as a trustee for KCSC.


Succession Planning
A succession planning meeting should take place once a year as part of the Finance and Personnel Sub Committee meeting following the AGM.  At the meeting the following process should be undertaken:
· Board Officers i.e. Chair and Treasurer should propose the name of at least one person on the board who would be able and reasonably prepared to temporarily step into their role if they were unable to continue.  A named trustee should also be provided for consideration to take on the office role following the ending of term of office for Chair and Treasurer.
· In the case of the Vice Chair, consideration should be given to appointing a new Vice Chair or recommending to the board the continuation of the current Vice Chair for another year.  
· If all of the above is not the case, the board should put in place an action plan to either develop internal board members or to recruit externally new members to the board with the appropriate skills when the opportunity arises.
· To allow for a smooth transition, the Board should begin to seek a new Chair one year prior to the end of office of the current chair.  


KCSC is guided by the Charity Code of Ethics and the Charity Code of Governance.  

Appendix A
Trustee Disqualification and Waiver Process
Becoming a trustee of KCSC
Following the interview process, when candidates are selected as trustees and they accept the position of trustee, the induction process begins.
The induction includes information regarding legal responsibilities of a trustee and new trustees are asked to read, complete and/or sign the following essential documentation:
· ‘Trustee eligibility’ information and declaration – trustees are asked to sign the declaration form which states
I am not disqualified from acting as a trustee; and 
I will inform the trustees promptly if, after the date of this declaration, one or more of the disqualification reasons applies to me’.
· Register of Interest form
· Companies House New Director Consent to act form
· Trustee Code of Conduct policy

Trustee Disqualification
There are various reasons which disqualify someone from acting as a trustee of a charity which include if you’re under restrictions from bankruptcy or a Debt Relief Order.  This also applies to a trustee entering  into an Individual Voluntary Arrangement (IVA).

In this situation the disqualified person can apply to the Commission for a waiver. The decision will depend on whether the Charity Commission  thinks giving a waiver is in the best interest of a charity or charities. To make this decision they will balance the risks and benefits which may result from the person acting as a trustee.  The Charity Commission will only give a waiver where the benefits outweigh the risks.

There are also circumstances where the Charity Commission cannot grant a waiver. One example is if the charity is a company or Charitable Incorporated Organisation (CIO), and the person is disqualified as a company director, an undischarged bankrupt or failed to pay a county court administration order and has not been granted leave to act as a director, or trustee of a CIO, by the court.  
In summary if they a trustee is disqualified from acting as a trustee of a charity then they must stand down.
https://www.gov.uk/company-director-disqualification
However, you can be appointed a company director if you have an Independent Voluntary Arrangement (IVA), provided there is agreement from the board of directors and they are aware of your financial position.  This will require going through the waiver process.

Automatic disqualification and waivers

The trustee that has had to stand down can apply to the Commission for a waiver.  The application will be considered by the Charity Commission.   
The board of trustees will need to support the application.  Below is what the Charity Commission will need to know from the trustees of any charity or charities 
The Charity Commission will ask the person applying for the waiver to supply details of the views of the trustees of any charity or charities that they specifically want to work with in a trustee position, on the following matters:
· Whether a majority of the trustees support your application
· Details of the recruitment process that led to your appointment or proposed appointment – if none, then reasons should be given
· Details of the duties and responsibilities of the trustee or senior manager position that you hold or want to take up
· Why the trustees consider that you are the best person for the position - for example what special skills do the trustees consider you have which are not otherwise available
· Why you cannot act in an advisory capacity rather than act as a trustee or senior manager
· Whether the trustees have assessed and can manage any risk to the charity and its assets in making or maintaining your appointment. For example, where the disqualification reason is financial difficulty or mismanagement the trustees may wish to support a waiver application, subject to them deciding that you will not be in a Treasurer /Chair/Finance Director position at the charity, and that you will not have access to the charity’s bank accounts
· The trustees’ views on the position and reputation of the charity if your appointment is made or maintained
· If you are an undischarged bankrupt, the trustees’ views on whether the legal limitations on your activities could damage the charity. For example, for an unincorporated charity, the statutory limitations on obtaining credit could cause difficulties in the relationship between the charity and its bankers
The Charity Commission will consider the application and the information provided. They may also contact the trustees for further clarification and check for any other relevant details, using publicly available information that will usually be confirmed with the applicant.  The information above should be ready before starting the application and submitted as a single document signed by one or more trustees.  Alternatively it can be submitted as a series of documents which address the points above and recorded in minutes of meetings.
The applicant must use the online form at Waivers  · Starter Portal (charitycommission.gov.uk).


Kensington & Chelsea Social Council, c/o Museum of Brands, 111-117 Lancaster Road, W11 1QT
info@kcsc.org.uk			020 7243 9800			www.kcsc.org.uk 

image1.emf

