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The charity sector survives and thrives thanks to people like
you – people who volunteer as trustees for the benefit of others.
The responsibility of trusteeship, and the volume of legal information
on what you should and should not do, however, can be overwhelming. 

Whether you’re a new trustee or have been in the role for some time,
this book will help you to find your way and make good decisions.

The book offers:
 Essential information about your duties as a trustee and how to 

understand both the organisation and its people
 Straightforward advice on planning the work of the organisation, finding 

funding and getting a grip on the finances
 Clear checklists to help make your board and its sub-committees more 

effective
 A brand new chapter on codes of conduct

This new edition gives you practical advice that takes account of legislation 
in the Charities Act 2011, the Charities (Protection and Social Investment) 
Act 2016 and the 2017 Charity Governance Code. You can also take 
advantage of a series of checklists to help you develop your understanding 
and confirm whether or not you’re on the right track. However large or small 
your charity, this handbook will be an essential requirement for every trustee. 
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Andrew Hind, former Professor of Charity Governance,  
Cass Business School and former CEO, Charity  
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‘The Charity Trustee’s Handbook is a practical addition to the
resources of any trustee. The checklists for making your board of
trustees and its sub-committees effective are invaluable.’
Tesse Akpeki, Leadership, Governance and Personal Development

Consultant

‘I really welcome this comprehensive guide which will be especially
useful for new trustees or those considering engaging in a trustee
role. The chapter ‘‘Is trusteeship for you?’’ is timely, well written and
clear and, in recent times, the best I’ve seen.’
Jenny Berry, Director of Leadership and Governance, ACEVO

‘This is a very practical guide to being a charity trustee which covers
all you need to know in a straightforward, jargon-free style.’
Lindsay Driscoll, Charity Governance Consultant

‘As trustee responsibilities become steadily more challenging, the
handbook provides an essential source of invaluable information.’
Dr Chris Hanvey, Former Vice-Chair, The Family Fund

‘This satnav for trusteeship is a valuable tool and a true must-read
publication.’
Andrew Hind, former Professor of Charity Governance and Finance,

Cass Business School and former CEO, Charity Commission

‘This is a fantastic resource for charity trustees and anyone with an
interest in ensuring that charities are well governed. It provides many
examples of good practice, and some practical checklists which will
be a great help to trustees. I particularly like the way it encourages
trustees, who can sometimes feel that trusteeship is a lonely place. I
commend it to anyone who wants to improve their understanding
and knowledge of charity governance.’
Beryl Hobson, Director, Professional Governance Services Ltd

‘A must-have in equal parts for those new to trustee boards and
those more experienced trustees who seek information at a
particular point of need.’
Alex Skailes, CEO, Centre for Charity Effectiveness, Cass Business

School
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About the series

This series of key guides is designed for people involved with not-for-profit

organisations of any size, no matter how you define your organisation:

voluntary, community, non-governmental or social enterprise. All the titles

offer practical, comprehensive, yet accessible advice to enable readers to

get the most out of their roles and responsibilities.

There are several other titles available in this series, you can find details

about the whole range at www.dsc.org.uk/key.

For further information, please contact the Directory of Social Change (see

page 148 for details).
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About the Directory of Social Change

At the Directory of Social Change (DSC), we believe that the world is

made better by people coming together to serve their communities and

each other. For us, an independent voluntary sector is at the heart of that

social change and we exist to support charities, voluntary organisations and

community groups in the work they do. Our role is to:

� provide practical information on a range of topics from

fundraising to project management in both our printed publications

and e-books;

� offer training through public courses, events and in-house services;

� research funders and maintain a subscription database, Funds Online,

with details on funding from grant-making charities, companies and

government sources;

� offer bespoke research to voluntary sector organisations in order to

evaluate projects, identify new opportunities and help make sense of

existing data;

� stimulate debate and campaign on key issues that affect the

voluntary sector, particularly to champion the concerns of smaller

charities.

We are a registered charity ourselves but we self-fund most of our work.

We charge for services, but cross-subsidise those which charities particularly

need and cannot easily afford.

Visit our website www.dsc.org.uk to see how we can help you to help

others and have a look at www.fundsonline.org.uk to see how DSC

could improve your fundraising. Alternatively, call our friendly team at

020 4526 5995 to chat about your needs or drop us a line at

cs@dsc.org.uk.
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Foreword

We live in unpredictable and fast-changing times. During the last few years,

the environment in which charities and their boards of trustees operate has

changed significantly. Three factors have brought about this change:

1. Strong negative coverage by the media as a whole, but mainly by the

press. This has included the naming and shaming of trustees of failed or

failing charities.

2. Our main regulator, the Charity Commission, has been forced by

negative press coverage and by significant cuts in its funding to do a lot

less in its role as an enabler of good governance, and instead do more in

its role as a tough regulator.

3. The Charities (Protection and Social Investments) Act 2016 has given

the Charity Commission greater powers – including the power to

disqualify people from serving as trustees.

As a result there is much more focus on governance and particularly on

compliance. Although compliance to the law and regulation is important,

there is much more to governance than compliance.

The good news is that these major changes, and the financial downturn that

started in 2008, has made trustees realise the importance of effective

governance. I am hugely impressed by the many boards of trustees up and

down the country who are working hard to ensure they govern effectually.

The Charity Trustee’s Handbook is vital in these turbulent and uncertain

times. The third edition includes additional sections on risk (including risks

faced by charities working internationally), the importance of board

effectiveness reviews and the usefulness of having a good code of

conduct for trustees.

Being a trustee should be enjoyable, satisfying and even challenging. As long

as you are willing to use your skills, expertise, experience and common

sense for the benefit of your charity, and as long as you are willing to learn,

you will get a great deal from trusteeships. This handbook will help to guide

you successfully along the way.

I hope you enjoy being a trustee as much as I do.

Dorothy Dalton

Governance Specialist
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Who this book is for

This book is written for ‘you’ as a current or prospective charity trustee.

Throughout, we speak directly to you the trustee rather than to the board

of the charity or the charity itself, or to staff, advisers or other readers who

need or want to know about the role of trustees.

The book provides an introduction for trustees of charities anywhere in the

UK. The legal and regulatory requirements in this book are based on

England and Wales. There are differences in law and regulation across the

four nations of the UK, but the basic principles of good trusteeship apply

throughout the UK, and apply to both registered charities, as well as those

that have not exceeded the necessary financial threshold and so remain

unregistered. The basic principles also apply regardless of whether the

charity is a charitable trust, an unincorporated association, a company

limited by guarantee, a charitable incorporated organisation (CIO), or has

another legal form.

We use the words ‘voluntary sector’ as our terminology of choice to

describe the sector as a whole; it reflects the truly voluntary nature of being

a trustee. However, the term voluntary sector is all-encompassing,

incorporating both organisations that are charities and those that are not.

We use the terms ‘charity’ or ‘charities’ rather than voluntary sector where

the context is specific, such as in relation to legal requirements or where

we have quoted statistical information.
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1 What is a trustee?

This book aims to be a practical guide about how to operate effectively as

a charity trustee, starting with two basic questions: ‘What is a charity

trustee?’; and ‘What are you letting yourself in for when you become a

charity trustee?’ It is about the practicalities and the reality, rather than

being mainly about charity law, or the details of your legal

responsibilities and liabilities. For information on charity law see the

Charity Commission’s website on Gov.uk, and for information on other

legal issues see the relevant sections on Gov.uk, such as employment, data

protection, health and safety and so on.

First, by becoming a trustee of a charity, you are joining the wider

voluntary sector. Whilst the size and scope of the sector can be defined in

many ways, according to one snapshot in The UK Civil Society Almanac

2020, there are over 166,500 general charities in the UK (each with its own

board of trustees) with a combined annual income of around £53.5 billion.

Between them they have assets of over £142 billion and employ over

909,000 people. In addition to the charities in that survey there are many

charities and other voluntary sector organisations that are not included

for various reasons.

Overall, who knows how many hours of voluntary work are clocked up by

the millions of people who volunteer each year? The only thing we can say

for sure is that they dwarf the hours given by paid staff.

Charities and other voluntary organisations cover an enormous range of

activities, from the arts to the environment, from health to welfare, from

educating preschool children to caring for older people in poor health,

from maintaining the nation’s heritage to providing accommodation for

homeless people. A lot of people who have had experiences on the board

have said that the most rewarding thing about being a trustee is making

change happen.

Voluntary organisations are not the only ones working in these areas. The

public and private sectors are also active here, providing services

targeting individuals and their communities. Indeed there is increasing

competition between the different sectors, with voluntary organisations

often competing against private sector companies for public sector

contracts. It is very positive to see numerous examples of charities

collaborating with private sector organisations to further charitable
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Index

360 degree appraisals 46

ACAS 48
accountability 2, 27–9, 77–82
accounting systems and

procedures 23–4, 53–4, 57, 62, 74–5
ACEVO (Association of Chief

Executives of Voluntary
Organisations) 47, 149

achievements 38, 78
Action with Communities in Rural

England (ACRE) 148
advice, external 7, 26–7, 130
age (of trustees) 13, 15
aims 22, 32, 34
annual accounts 143–4

filing requirements 23–4
form of 57–8

annual general meetings 81, 84
template notice and agenda 88–9

annual report 22, 38, 56, 77–9
annual review 78–9
appraisals 46, 106–7
articles of association see constitution
assets 53, 74–6
Association of Chairs 26
attitudes (of trustees) 27
audit (and risk) committee 95
Awards for All 70, 149–50

Baker Tilly 69
balance sheet 53
BAME representation 16, 44
banking 76
bankruptcy (of trustee) 13
BBC Children in Need 70
behaviour (of trustees) 27
beneficiaries

accountability to 80
involvement in strategy 37
understanding needs 15, 16, 31
voice 15

Big Lottery Fund 66, 70, 149–50
board of trustees see also meetings

complacency and stability 19–20

board of trustees—continued

departures 106, 108–9

diversity 15–16, 54–5

management of 25–6, 83

relationship with CEO 47

role 21–9

skills audit 20

trustee roles 91–4

briefs (for committees) 98

budgets 53, 59–61

CAF UK Giving Report (2016) 69

Cancer Research UK 33

cash 56–7, 75–6

cash flow 60–1, 75

chair (of the board of trustees)

and CEO 47

management of trustees 107–8

role and responsibilities 26, 87–8,
91–2

Chair’s Compass, A 26, 47

changing society for the better 1, 17, 68

charitable incorporated organisations
(CIOs) 5, 8, 9–10, 13, 23–4

Charities Act (2011) 13

Charities Act (2016) 13

Charities Aid Foundation (CAF) 150

Charities and risk management
(CC26) 56

Charities (Protection and Social
Investments) Act (2016) xi

Charity Bank 76, 147

charity/charities, terminology xii

Charity Commission for England and
Wales xi, 5, 145

publications 26, 151

required returns 77

waiver of disqualification 13

Charity Commission for Northern
Ireland (CCNI) 5, 145

Charity Evaluation Service (CES) 80

Charity fundraising: a guide to trustee
duties (CC20) 65–6

Charity Governance Code 4
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(1986) 13
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appraisals 46
checklist 127–9
equal opportunities 44–5
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Insurance 48
involvement in strategy 37
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management of 22–3, 80–1
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staff development 43–4
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equipment 24, 74–5
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financial planning 59–61
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voluntary sector, A (2015) 69
flexible working 44, 45
fraud, risk of 56–7, 131
funders see also donations; fundraising
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79–80

building confidence 38
dependence on 29
ethical considerations 66–7
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ethical considerations 66–7
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organising 71–3, 96
social media campaigns 69
sources 69–71
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Fundraising Regulator 65, 147

gender balance (of trustees) 16
General Data Protection Regulation

(GDPR) 26
Gift Aid 73

governance 3–4 see also board of
trustees
checklists 122–3, 124–5
further reading 153
review 20, 107

governing body see board of trustees
governing document see constitution
government funding 71
governors 3
grant-making charities 70, 152

health and safety law 50
history, recording of 38–9
HM Revenue and Customs

(HMRC) 150
How to increase diversity amongst

trustees 16
human resources handbook 48
human resources sub-committee 45–6,

96

Inclusion London 16
income accounts 53
incorporation 8, 9
independence 2, 29
induction programmes 19, 21–2, 96,

115
insurance 8, 9, 48
Internal financial controls for charities

(CC8) 57
internet, use of 81
investment policy 53, 65

John Muir Trust 33

Leading the CEO and Chair to Effective
Governance 26

legal issues 1, 8–10
annual report 78
employees 48
fundraising 74
range 26–7
trustees 13

legal responsibilities 8–10
liabilities 53
litigation 7
losses 58
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management 4
checklist 122–3
further reading 153

management accounts 61, 138, 143,
144
example 137–43

management committee members 3
media relations 25, 79
meetings see also annual general

meetings
agendas 6, 25, 61, 84–5, 93, 99
attendees 11, 88
decision-making 11, 87–8
effectiveness 85–7
frequency 84
between meetings 14, 18
minutes 86, 92
preparation 117
purpose 83–4
quorum 93
trustee 4
voting 11

membership organisations 27–8, 77
communication 81
meetings 84
use of 9, 28

milestones, recording of 38–9
mission statements 22, 32–3

National Association for Voluntary and
Community Action 148

National Childbirth Trust (NCT) 67
National Council for Voluntary

Organisations (NCVO) 80, 148, 150
National Lottery 70 see also Big Lottery

Fund
need, focus on 31
negligence 8
New Philanthropy Capital (NPC) 80
newsletters 81
Nolan Committee 101
nominations committee 96
Northern Ireland 5
Northern Ireland Council for Voluntary

Action 148
NSPCC 33

objectives 22, 32, 34

Office of the Scottish Charity Regulator
(OSCR) 5, 145

organisation charts 96

pay policy 45
people management 22–3
performance criteria 37
personal contacts 67–8, 70
personal development 17
personal liability 9, 115
planning 22
policies and procedures 40–1

communication 25, 82
disciplinary and grievance 48
expenses 10
financial and accounting 62, 93
fundraising 67
investment 54, 65, 75–6
remuneration and pay 45
safeguarding 50–1
volunteering 49

political appointees 6, 29
political involvement 2, 67
priorities 34
profits 2, 53, 58
project committee 96
projects 55–6, 68
property 24, 71, 75
proportionality 7–8
public and private sectors, comparison

with 1–2
public liability insurance 9
publicity 25, 79 see also communication

reasonable care 6–7
recruitment

paid staff 44
trustees 17, 19, 39, 98, 106

register of interests 6
registration and registered charities 5,

62
relationships 115
removal of trustees 108–9
remuneration (of trustees) 10
remuneration policy 45
reputation 24–5
reputational risk 24–5, 65 see also

ethical considerations
reserves 59–60, 65
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resources
management of 24
required 37

responsibilities 5–10, 95, 102–3
restricted funds 143–4
risk management 7, 8, 54–7, 95

financial 8, 76
reputational 25

risk register 56
rural community councils (RCCs) 148

Samaritans 32
Scotland 5
Scottish Council for Voluntary

Organisations 149
secretary (to the trustees) 92–3
self-employed workers 130
service users see beneficiaries
Setting and Communicating Remuneration

Policies 45
Seven Principles of Public Life 101
skills audit 20
SMART targets 35
social media campaigns 69
specialist expert advice 7, 26–7, 130
SPOTS (Strategic Plans On Top

Shelves) 37
staff see also employees; volunteers

checklist 127–30
types 127

staffing sub-committee 45–6, 96
Statement of Recommended Practice

(SORP) 57
stationery 62
stock 75
straplines and slogans 33
strategic planning 22, 36–7, 55–6
sub-committees

development 39–40
finance 62–3, 94, 95
fundraising 71–2, 96
people management 23, 45–6, 51, 96
use of 35, 84, 95–6

success 38, 78
surpluses (profits) 2, 53, 58

targets 35–6, 46
tax

Gift Aid 73

tax—continued
income 48

terminology xii, 3
terms of reference (for committees) 98
Tesco 2
time commitment 18
Tourettes Action 106
trading activities 71
training and development 43–4
treasurer 21, 53, 59, 93–4
Trustee expenses and payments

(CC11) 10
trustees 2–3

accountability 27–9
age 13, 15
eligibility 13
general advice 115–17
independence 29
knowledge, skills and

expertise 14–16, 116
legal responsibilities 8–10
motivations 16–20
payments to and expenses 10,

117–18
personal effectiveness checklist 134–6
removal of 108–9
responsibilities 5–10, 95, 102–3
service length 19
work commitment 13–14, 98, 115

Trustees’ Annual Report 22, 38, 56,
77–9

trusts, grant-making 70, 152
turnover, annual 2

UK Civil Society Almanac 2017 1
unincorporated organisations 8
unitary boards 11
unrestricted funds 143–4
users see beneficiaries

vision, organisation 22, 31–3
voluntary sector

size and scope 1–2
terminology xii

volunteers 2
checklist 129–30
expenses 50
importance of 49–50
involvement in strategy 37
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volunteers—continued
legal issues 50
management of 22–3, 50, 80–1

waiver of disqualification 13
Wales Council for Voluntary

Action 149
working groups 96, 97

Young Trustees Guide: Developing the
next generation of charity leaders 15
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The Charity 
Trustee’s  
Handbook
3rd edition

Mike Eastwood
and Jacqueline Williams  

The Charity  
Trustee’s Handbook
The charity sector survives and thrives thanks to people like
you – people who volunteer as trustees for the benefit of others.
The responsibility of trusteeship, and the volume of legal information
on what you should and should not do, however, can be overwhelming. 

Whether you’re a new trustee or have been in the role for some time,
this book will help you to find your way and make good decisions.

The book offers:
 Essential information about your duties as a trustee and how to 

understand both the organisation and its people
 Straightforward advice on planning the work of the organisation, finding 

funding and getting a grip on the finances
 Clear checklists to help make your board and its sub-committees more 

effective
 A brand new chapter on codes of conduct

This new edition gives you practical advice that takes account of legislation 
in the Charities Act 2011, the Charities (Protection and Social Investment) 
Act 2016 and the 2017 Charity Governance Code. You can also take 
advantage of a series of checklists to help you develop your understanding 
and confirm whether or not you’re on the right track. However large or small 
your charity, this handbook will be an essential requirement for every trustee. 

The C
harity Trustee’s H

andbook

KEY GUIDES

KEY GUIDES

KEY GUIDES

‘The Charity Trustee’s Handbook is a 
practical addition to the resources of any 
trustee. The checklists for making your 
board of trustees and its sub-committees 
effective are invaluable.’
Tesse Akpeki, Leadership, Governance and Personal 
Development Consultant

‘This satnav for trusteeship is a valuable tool 
and a true must-read publication.’
Andrew Hind, former Professor of Charity Governance,  
Cass Business School and former CEO, Charity  
Commission

M
ike Eastw

ood and Jacqueline W
illiam

s

www.dsc.org.uk
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