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1. Charity Details 
 

a. The name of the charity is The Eddystone Trust. 

b. Previously known as: 

Plymouth Eddystone Group 

Plymouth Eddystone Trust 

c. Working name: 

Eddystone 

d. The charity’s registered office is: 

2nd Floor Suite 
11 Whimple Street 
Plymouth 
PL1 2DH 

 
e. Charity Commission Registration Number is 1078268. 

f. Companies House Registration Number is 03867526 and the charity is 

registered as a Limited Company by Guarantee and not having a share 

capital. 

g. The memorandum and articles of association were incorporated on 28 

October 1999 (Copies attached at Appendix A). 

h. There is not a total number of trustees stipulated, but there should be not less 

than three. 

i. The term of office of all trustees is three years, but trustees are able to be re-

elected if they are in agreement. 

j. At every Annual General Meeting at least 1/3rd of the trustees must retire from 

office and be re-elected. 

k. Reasonable travelling and out of pocket expenses will be reimbursed by the 

Trust. 

l. Every member of the charity undertakes to contribute £1.00 to the Charity’s 

assets if it should be wound up while s/he is a member or within one year after 

s/he ceases to be a member. 
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2. Eddystone Values 

At The Eddystone Trust we challenge the stigma, discrimination and misinformation 

associated with HIV and sexual health and work tirelessly with people affected by HIV 

to improve their quality of life. 

We do this by: 
 

 Bringing compassion, experience and expertise in everything we do;  

 Confronting ignorance about HIV and sexual health wherever we encounter it; 

 Building enterprising partnerships flexible to changing needs; 

 Delivering evidence based services founded on creativity, quality and value for 
money. 

 
We provide: 
 

 A range of free, friendly and confidential services for HIV+ve people, their 
carers, partners and family members across the South West of England; 

 Targeted, evidence based awareness campaigns; 

 An effective, flexible and responsive prevention service to individuals and 
groups, including outreach and condom distribution; 

 Professional training to individuals and agencies, tailored to meet specific 
needs. 

 
We want to: 
 

 Eliminate stigma, discrimination and ignorance of HIV and sexual health 
issues; 

 Enable everyone in our area to be aware of their HIV status; 

 End the spread of new infections of HIV; 

 Ensure the best quality of life for those living with HIV. 
 
We will achieve this by: 
 

 Highly effective, dynamic and mutually beneficial partnerships and networks; 

 Innovative service delivery methods in all aspects of our work; 

 Valuing all our staff and service users, encouraging their involvement in 

shaping future service provision; 

 +vely influencing policy and practice. 
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3. Context 

3.1  Background 
 

As at 2010, it is estimated that there were 34 million people living with HIV worldwide, 
with a 50:50 split between men and women. 10% of the 34 million were children HIV. 
 
The Eddystone Trust provides HIV and sexual health services across the South West 
peninsula.  We are funded by local authority bodies, supplemented by donations from 
members of the public and via fundraising events.   
 
We deliver services from offices based in Exeter, Torquay, Taunton and Plymouth, as 
well as outreach sessions across Devon and Somerset.  The services are delivered 
by a staff team of twenty workers, comprising a whole time equivalent (WTE) of 
fifteen staff alongside approximately twenty volunteers. 
 
In the twenty five years that Eddystone has been developing and delivering services, 
HIV has significantly changed its profile. Screening and effective treatments have 
transformed a life limiting ‘death sentence’ to a controllable long term condition and 
making early diagnosis increasingly important.  
 
Initially HIV affected gay and bisexual men, needle sharers and people receiving 
blood products. Today, most transmissions happen sexually, affecting growing 
numbers of heterosexuals, people over 50 as well as men who have sex with men 
(MSM).  Continued stigma, discrimination and misinformation about the reality of HIV 
make it a complex social and medical issue.  
 
Currently our services are separated into 2 main areas: (1) support for those affected 
by HIV and (2) HIV prevention work. 

 
3.2 Support to people affected by HIV 

 
The Eddystone Trust provides services mainly to people who are HIV positive but 
also, in appropriate circumstances, to their partners, families and carers. 
 
Services are delivered to anyone who is HIV positive and resident in the county of 
Devon (including the unitary authorities of Torquay and Plymouth), the areas of 
Cornwall adjacent to Devon and in the parts of Somerset covered by NHS Somerset.  
 
As of May 2012 there were 145 service users in regular contact with Eddystone 
services.  Of these, 112 are male (85 are gay and 27 are heterosexual) and 33 
female. In terms of age, 37 are aged under 35, 77 are aged between 35 and 55 and 
31 are over 55.  
 
Through the work we do, The Eddystone Trust aims to combat the social exclusion 
experienced by people living with HIV which continues to be a significant factor and is 
compounded by stigma and discrimination. 
 
To do this we provide:  
 

 Independent information, advice and advocacy relating to social care issues, 
linking people into appropriate external services; 
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 Peer support opportunities, offering practical and emotional support to enable 
the individual to maintain an active life and positive mental health; 

 Support to carers and families of those living with HIV, to combat the isolation 
of these family members, support them to care for the person with HIV, 
prevent further HIV infection, provide supportive, confidential information and 
advice and bereavement support. 

 
Community support 
 
Community support services include Intensive packages of support provided by 
skilled support workers through structured one-to-one appointments with people living 
with HIV.  These are outcome focused using the five Supporting People Outcomes 
Framework which are: 

1. Achieve Economic Wellbeing – including income maximisation, issues 
related to benefits, access to education, training and employment, access 
to debt advice etc; 

2. Enjoy and Achieve, Quality of Life – including access to community 
resources, re-establishing a life plan; 

3. Be Healthy, Improved Health and Emotional Wellbeing – including support 
re treatment options, treatment adherence and treatment side effects, 
healthy eating, positive sexual health, support to create and maintain good 
mental health etc;  

4. Stay Safe, Freedom from Discrimination and Harassment – including 
support with disclosure, access to support re the Equalities Act ( e.g. 
employment law); 

5. Make a Positive Contribution, Exercising Choice and Control – including 
support with housing options, support to access volunteering opportunities 
etc. 

 
All clients receiving support have an agreed support plan and regular meetings with a 
support worker to monitor progress against this plan. 
 
Community outreach 
  
As well as intensive packages of support, service users can access informal support 
from a support worker on an ad hoc basis and at open access sessions delivered at 
community venues e.g. alongside clinics at hospital GUM departments. 
 
Peer support  
 

Peer support opportunities are provided in partnership with volunteers who are 
previous service users. People living with HIV tell us that there is a need to have 
opportunities to meet in safe spaces with other people affected by HIV to counteract 
the stigma and discrimination they experience in general society. 
 
Groups are supported by paid members of staff but are informed by the needs of the 
group. Alongside informal elements, the sessions include pre-arranged input on 
issues that are pertinent to group members, examples of which include: smoking 
cessation, money advice, healthy eating, and coping with stress.  
 
There are also opportunities for people to meet in sub groups – e.g. sessions run for 
gay men and women. 
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We are progressively developing an effective peer support network across our area.  
 
Complementary therapies 
  
Complementary therapies are provided by qualified practitioners. Eddystone offers a 
range of therapies aimed at promoting general wellbeing, as well as alleviating stress 
and the side-effects of clinical treatments.  
 
Counselling 
 
Mental health issues are increasingly prevalent for people who are HIV positive, 
hence we offer support to manage the impact of living with HIV through counselling 
delivered by qualified practitioners. 

 
Residential opportunities 
  
Eddystone offers residential opportunities throughout the year for people affected by 
HIV. 
In 2012/2013 these include: 
  

 Support to attend the annual OASIS weekend in Somerset (April 2012) at 
which all but one person was an Eddystone service user. 

 The Allotment – weekend for gay and bisexual men April 2012; 

 Carers weekend – booked for July; 

 Women’s weekend –  booked for the autumn. 
 
Hardship funding  
 
The economic impact of HIV can be significant. Hence, we generate funding from 
events and donors in order to maintain a hardship fund to support individuals facing 
short-term financial difficulties. The fund has enabled people to access services, as 
well as pay for white goods, replacement beds and bedding, clothes and food.   
 
Our support workers are also skilled at making applications for discretionary grants 
from external sources in order to provide support to individuals in accessing services 
and improving their quality of life. 

 
3.3 Prevention services 

 
The ultimate aim of this work is to reduce the transmission of HIV and to increase 
early diagnosis by  improving access to STI and HIV testing in higher risk groups. 

 
This is done by addressing barriers, working with services to increase access by 
marginalised groups and improving the capacity of individual to access services – 
especially in relation to the benefits of knowing your status, the availability of PEP and 
the range of services available for HIV positive people. 

 
Our prevention services are both universal, in that we aim to raise awareness of HIV 
among the general population, and targeted at specific groups for whom HIV has a 
disproportionate impact.   

 
The prevention programme with priority groups focuses on risk reduction, developing 
sexual negotiation and communication skills that impact on sexual risk behaviours 
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and addressing barriers - whether internal (e.g. knowledge /confidence) or external 
(e.g. cultural norms/discrimination). 

 
Current targeted prevention work is focused on the prevention needs of HIV positive 
people and their sexual partners, gay and bisexual men, sex workers, prisoners, 
young people, people with learning disabilities and drug users. 

 
The emphasis for the work is early diagnosis and prevention as follows: 
 
1. General population – through delivery of campaigns e.g. World AIDS Day, 

National Condom Week; dissemination of information and delivery of training 
across all areas; 

2. Positive prevention work with HIV positive people and their sexual partners across 
all areas; 

3. Gay men – through sexual health outreach in public sex environments, LGBT 
venues, saunas and local pride events;  targeted sexual health campaigns; 
structured one to one interventions with men and group training sessions, 
workshops and support groups.  This work is delivered in Plymouth, Devon and 
Torbay; 

4. Young people – through young people’s peer education project and mystery 
shopping project (of sexual health services) in Torbay and delivery of the safe 

scheme in Plymouth, a quality assurance badge for sexual health services 
accessed by young people; 

5. Condom distribution – with the aim of increasing the correct and regular use of 
condoms (annual distribution of 100,000+ condoms and sachets of lube to gay 
and bisexual men  at risk of HIV); 

6. Condom distribution to young people - through coordination of C Card in 
Plymouth via youth projects across the city (new for 2012/2013); 

7. Sex workers – through sexual health outreach and targeted sexual health 
campaigns to women in Plymouth (also new for 2012/2013). 

 
3.4 Training 

 
A significant element of our work involves the delivery of a range of training 
programmes. These encompass the entire range of our work and is specifically 
funded in Devon, Plymouth and Torbay. 
 
Prevention and early diagnosis  
This training programme is delivered to professionals who work with priority groups. 
We deliver a range of sexual health training sessions which include, for example, 
input on blood borne viruses (HIV and Hepatitis), drugs and alcohol, young people 
and risk taking and updates on sexually transmitted infections.  Annually, we deliver a 
minimum of fifty training days to workers in Plymouth and across Devon and Torbay.   

 
Support to People Living with HIV  
Bespoke training sessions and  support to workers and agencies that are working 
with people who are affected by HIV, usually delivered ‘in house’. We are currently 
working with agencies delivering services across mental health, learning disabilities 
and drug and alcohol rehabilitation.   

 
Sexual Health Seminars  
These seminars are delivered in Plymouth, Torbay and Devon twice a year. Last year 
these were HIV: Everybody’s Business and Working with LGBT Young People. 
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Annual conference  
Last year’s Regional HIV and Sexual Health Conference was attended by more than 
100 professionals from across the South West and attracted speakers and facilitators 
from key national agencies. 

 
Bespoke and multi-agency sessions  
Bespoke and multi-agency sessions to support Eddystone’s quarterly Public Health 
Awareness campaigns are run across the South West peninsula. 

 

4. Key Roles of Trustees 

Trustees have and must accept ultimate responsibility for directing the affairs of a 

charity, and ensuring that it is solvent, well-run, and delivering the charitable 

outcomes for the benefit of the public for which it has been established. 

Trustees’ responsibilities make best sense in the context of their key roles: 

Compliance: 

 Ensure that the Charity complies with charity law, and with the requirements of 
the Charity Commission as regulator. In particular, ensure that the Charity 
prepares reports on what it has achieved and annual returns and accounts as 
required by law. 

 Ensure that the Charity does not breach any of the requirements or rules set 
out in its governing document and that it remains true to the charitable 
purpose and objects set out there. 

 Comply with the requirements of other legislation and other regulators (if any) 
which govern the activities of the Charity. 

 Act with integrity, and avoid any personal conflicts of interest or misuse of 
charity funds or assets. 
 

Duty of prudence: 
 

 Ensure that the Charity is and will remain solvent. 

 Use charitable funds and assets reasonably, and only in furtherance of the 
charity's objects. 

 Avoid undertaking activities that might place the Charity's endowment, funds, 
assets or reputation at undue risk. 

 Take special care when investing the funds of the Charity, or borrowing funds 
for the Charity to use. 
 

Duty of care: 

 Use reasonable care and skill in their work as trustees, using their personal 
skills and experience as needed to ensure that the Charity is well-run and 
efficient. 

 Consider getting external professional advice on all matters where there may 
be material risk to the Charity, or where the trustees may be in breach of their 
duties. 
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Provide a strategic view: 

 

 Focus on the future. 

 Decide what they want the Charity to achieve.  

 Set the strategic framework for getting there. 

 Set suitable aims and objectives. 

 Agree policies, targets and priorities. 

 Contribute to, monitor and evaluate the Charities strategic and development 
plans. 

 Leave the day to day management of the Charity to the Director. 
 
 
A critical friend: 

 

 Offers: 
o support 
o constructive advice 
o a sound board for ideas 
o a second opinion 
o help where needed 

 

 Should also: 
o challenge 
o ask questions 
o seek information 
o improve proposals 
o seek to arrive at best solution for all 

 

5. What is a Trustee? 
 

Trustees have the overall legal responsibility for a charity. The law describes charity 
trustees as ‘the persons having the general control and management of the 
administration of a charity’ (Charities Act 1993, section 97).  

 

6. What do they do? 
 

Trustees manage and administer the charity. They may also be known as directors, 
board members, governors or committee members. 
 
It is their role to accept responsibility for directing the affairs of the charity and that it 
delivers its charitable objects. They need to keep in mind the following areas of 
responsibility: 
 

 Preparing trustees annual reports and submitting annual return forms and 
accounts 

 Compliance with the rules of their charity as set out in the governing document 
 

They also must ensure their charity is run carefully, by making sure it: 

 uses its charitable funds and assets wisely to further its charitable aims 

 doesn’t do anything to put its property, funds, assets or reputation at risk 

 takes appropriate care and advice when investing or borrowing money 



 

10  Trustee Handbook – September 2013 

 

 

7. What kind of people are Trustees? 
 

It’s a common misconception that all trustees are ‘professionals’.  Although charities 
do find it helpful to have trustees with skills in particular areas (e.g. finance or 
management skills), most members are ‘ordinary’ members of the public. 

 

8. Induction 

Some principles: 
 

 Induction should be seen as an investment, leading to more effective 
governance and retention of trustees; 

 It should be welcoming, informative and helpful in getting a feel for the roles 
and responsibilities of the trustee board; 

 It might offer a generic introduction which leads on to specific areas of 
responsibility. 

 
As a new trustee it is reasonable to expect: 
 

 an informal, friendly talk with the Director, followed by a more extended visit 
and tour of the charity; 

 a phone call or meeting with the Chair, welcoming you and giving an update 
on current issues; 

 a trustee mentor, starting with a cup of tea and a chat. He or she accompanies 
you to the first meeting and lends helpful books and materials. 

 
Ideally at your first meeting: 
 

 the Chair introduces all trustees, informally, including brief background details; 

 the Chair or your mentor explain all acronyms and jargon and explain the 
context of each major agenda item; 

 you might be asked to join a committee with the reassurance that there is no 
expectation that you will play a leading role just yet. 

 

9. What do you need to know? 
 

The following documents should be included: 
 

 A trustee handbook; 

 A list of staff and their responsibilities; 

 An events calendar; 

 Recent newsletters/campaigns; 

 Annual report and accounts; 

 A calendar of trustee meetings, inc. committees; 

 Recent previous minutes relating to trustee meetings; 

 Where to get help; 

 Description of committees with associated terms of reference. 
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Once you become a trustee, fellow trustees and the Director will be a great source of 
support to you.   

 

10. Trustee Training 
 

Eddystone is committed to developing not only its staff but its trustees too. The Chair 
or Director may recommend that trustees should attend in-house training or external 
courses, to expand the knowledge base of the Board in delivering its objectives. You 
should also discuss any ideas that you have for development with the Director or 
Chair.  

 

11. Relationships 
 

The trustee board is bound by statutory responsibilities, and is accountable to the 
Charity Commission and Companies House for the way in which the charity is 
directed and managed.  The staff of the charity are accountable via the Director to the 
trustee board for the delivery of the service specifications set out in our contracts and 
identified in our strategic plan. 

 
11.1 Relationships with Service Users 

 
All members of staff, including trustees, are bound by the Charity’s confidentiality and 
boundaries policies (Appendix B & C). 
 
Trustees must also ensure that they have in place a robust Complaints Procedure in 
order to address any concerns raised by service users (or other stakeholders) 
(Appendix D).  

 
11.2 Relationships with the Director 

 
To ensure effective communication, it is essential to have a good relationship with the 
Director. A good Director will provide trustees with adequate information in an 
accessible form to enable them to take part in decision making.  The Director will help 
with the induction of new trustees and encourage the training and development of the 
trustee board.  Mutual trust is essential – the Director must share problems with the 
trustees and they must always respect confidentiality and stand by the decisions of 
the trustee board. 

 
11.3 Relationship with the local community 

  
The Charity’s reputation is influenced by its standing with the community and trustees 
should seek opportunities positively to raise the Charity’s profile and celebrate its 
successes. 

 
11.4 Relationships with the staff 

 
This is mainly implemented through the three-year strategic plan, which encapsulates 
the trustee board’s vision for the charity and to which the staff contribute.  The prime 
vehicle for accountability is the Director’s report, which should include information 
required by the trustee board.  The trustee board should have a Performance 
Management Policy relating to the assessment and effectiveness of the Director and 
senior leaders. 
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Members of staff who are not trustees may be invited to attend trustee meetings to 
report on specific issues.  They may also be co-opted onto committees and working 
parties where appropriate.  
  

12.  Meetings of the Trustee Board 

The business of the trustee board is carried out by formal meetings of which there 
must be at least four per year.  The Director should send out relevant papers at least 
seven days before the date of the meeting.  These should include the agenda for the 

meeting and, if appropriate, the Director’s report and any relevant documents. 
 
The minutes of the previous meeting should have been circulated as soon as 
possible thereafter. It is very important to read these papers thoroughly before the 
meeting.  You can then make a note of any queries or points you want to raise. 
 
Every trustee needs to take a full part in meetings if the board is to achieve its 
objective of acting as an effective team to encourage, support and develop the 
charity.  
 
The agenda should detail the matters to be discussed and the status of each item, 
explaining what is required to be auctioned.  Individual trustees can propose items to 
be included on the agenda and should contact the director or the chair of trustees in 
advance.  Attendance at meetings is of paramount importance as decisions can only 
be taken if the required quorum, is present.  This is established by the first item on 
the agenda – apologies for absence.  (A trustee may be removed from office if absent 
from meetings over a period of six months without the agreement of the trustee 
board, starting from the first absence.) 

 

13. Committees of the Trustee Board 
 

To assist in managing the detail of business, the trustee board may, and usually do, 
delegate some areas of work to committees with powers to decide matters on their 
behalf. Committees report back to the full trustee meetings.   
 
You may be asked to sit on one or more committees.  It is important that you 
understand the role of each committee.  The terms of reference, membership and 
methods of working must be decided by the trustee board and should be reviewed 
annually.  
  
Committees must report to the trustee board, which should receive committee 
minutes, consider recommendations and endorse decisions.  Decisions made by the 
trustee board, or by committees with delegated powers, are binding on all trustees.  
Any trustee who has to declare an interest in any matter being discussed by the 
trustee board or by a committee must leave the meeting.  Confidentiality about 
individual participating in committee or trustee board business should be observed. 
 
 
Current committees:  
 

 Finance 
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14.  Terms of Reference 
 

14.1 The trustee board 

The trustee board needs to take a strategic role, act as a critical friend to the 

Charity and be accountable for its decisions. It should set aims and 

objectives and agree, monitor and review policies, targets and priorities 

Terms of reference: 

 To agree constitutional matters*, including procedures where the trustee 
board has discretion 

 To recruit new members as vacancies arise and to appoint new trustees* 
where appropriate 

 To hold at least four trustee board meetings a year* 

 To hold an AGM annually to: 
o approve the financial accounts 
o appoint the following years auditors 
o appoint/re-appoint relevant number of trustees 
o accept resignations from existing trustees 

 To appoint or remove the Chair* 

 To establish the committees of the trustee board and their terms of 
reference* 

 To appoint the Chair of any committee (if not delegated to the committee 
itself) 

 To suspend a trustee* 

 To decide which functions of the trustee board will be delegated to 
committees, groups and individuals* 

 To receive reports from any individual or committee to whom a decision 
has been delegated and to consider whether any further action by the 
trustee toard is necessary* 

 To approve the first formal budget plan of the financial year 

 To keep the Health and Safety Policy and its practice under review and to 
make revisions where appropriate 

 To review the delegation arrangements annually*                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
 
*these matters cannot be delegated to either a committee or an individual 
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14.2 Finance committee 

 

Terms of reference: 

 Role 
The finance committee is a committee of the Board and is subject to the 
provisions governing such committees. The finance committee shall report 
to the Board on matters regarding their financial responsibilities including 
financial risk management. 

 Responsibilities; 
o Budgeting & financial performance 

 To monitor and review the Charity’s budgets for approval by 
the Board 

 Monitor and review periodic financial monitoring reports to 
ensure that revenue and capital expenditure is in line with 
the allocated budgets and does not exceed authorisation 
levels set out in the Charity’s Standing Financial 
Instructions. 

 Monitor and review the Charity’s financial performance and 
invite managers or papers on particular matters to the 
finance committee meetings to assist in these discussions. 

 
o Internal financial controls & financial risk management 

 Periodically review the adequacy and effectiveness of the 
Charity’s internal financial controls and financial risk 
management systems. 

 General oversight of the conduct of financial transactions 
and the maintenance of financial records including any 
necessary review of the Charity’s financial policies and 
procedures, delegations and mandates. 

 Regularly review the Charity’s finance risk register and 
receive regular reports from management providing 
information of the major financial risks faced by the charity. 

 Review the internal financial controls and financial 
management systems for all major or high risk projects. 

 Investigate on behalf of the Board any matter that may put 
the charity at financial risk. 

 
o Financial reporting & external audit 

 Responsible for reviewing the management letter and 
management responses to the auditors’ findings and 
recommendations. 

 Responsible for reviewing any representation letter 
requested by the auditor before they are signed on behalf of 
the Board. 

 Responsible for endorsing the annual report and accounts 
for approval by the Board. 

 
o Reserves & investments 

 Ensure an investment strategy and policy is in place and 
reviewed regularly in line with the Charity’s long term 
strategic objectives. 

 Review the Charity’s arrangements in relation to reserves, 
including its existing policies. 
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 To make any recommendation to the Board regarding any 
changes required. 

 

 Membership 
o The finance committee shall consist of 4 members; these will 

include 2 trustees, the Director and the Finance Officer 
o Appointment to the committee shall be made by the trustee board, 

and Chair of this committee shall be a trustee. In the absence of 
the Chair, an appointed deputy will chair the meeting. 

 

 Secretary 
o The Finance Office shall act as the secretary of the finance 

committee, distributing minutes in a timely fashion following the 
meetings. 

 

 Quorum 
o The quorum for the finance committee is 3 members, one of whom 

must be a trustee 
 

 Frequency of meetings 
o The finance committee shall meet quarterly, in advance of each 

Board at appropriate times in the reporting cycle and otherwise as 
required. 

o The frequency of meetings shall be reviewed and agreed by the 
Board 

 

 Communication and accountability 
o The Chair of the finance committee will report to the Board 

following each committee meeting on its duties and responsibilities. 
o The finance committee shall make whatever recommendations to 

the board it deems appropriate on any area within its remit where 
action or improvement is needed. 

o The minutes of each finance committee shall be made available to 
the Board at the earliest convenience. 

 

 

15. Trustees with designated roles 
 

There are many opportunities within the trustee board for individual trustees to make 
use of their existing skills and experience and develop particular areas of expertise 
through training and committee work. It is not good practice for the Chair to take on 
other significant responsibilities or to chair committees.  
 

 Committee Chairs  
Each committee of the trustee board should elect its own Chair, whose 
responsibility it is to compile and circulate agendas for meetings, ensure 
members have sufficient information to discuss issues and reach decisions. 
The Chair leads the discussions and ensures that the decisions of the 
committee are conveyed back to the full trustee board. 
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16.  Trustees own business activities 

 

In general, the Charity Commission states that trustees are not entitled to receive any 
payment out of the charity's funds other than reasonable and necessary out-of-pocket 
expenses, such as the cost of travel to attend trustee meetings. Additionally, they 
must not benefit, either directly or indirectly, from the charity by, for instance: 
 

 taking a lease of the charity's property; 

 borrowing money from the charity; or 

 making contracts to do business with the charity 
 

unless an explicit exception is stated in their governing documents. 
 
Eddystone has that exception in its governing document, which allows them to do 
business with the Charity, under clear circumstances. The trustees must be able to 
show a clear advantage to the Charity. In addition, the Charities Act contains 
provisions that allow payment of trustees, but only for the provision of goods or a 
service to their charity over and above their normal trustee duties. This does not 
include contracted employment or payment for acting as a trustee.  
 

17. Communication 

 
All trustees with an email address will automatically be sent all communications by 
email including all documents. All trustees without email will be sent hard copies of all 
communications. A supply of documents will be available at meetings. 
 
Trustees receiving communications by email are asked to ensure they keep their 
computer access secure. 
 
Trustees will receive regular reminders regarding meeting dates. Documentation 
relating to a meeting will be emailed along with an agenda at least one week before. 
If a trustee is unable to attend a meeting he/she must advise the Director/Chair 
directly by email with their apologies; the trustee board will decide whether apologies 
are accepted or not. 

 

18. Disqualifications 
 

The six month rule – a trustee automatically disqualifies themselves from holding 
office if, without consent of the trustee board, they fail to attend meetings for a 
continuous period of six months beginning with the date of the first such meeting they 
failed to attend, if apologies are not received or are not accepted by the trustee 
board. 
 

19. THE TEN GOLDEN RULES FOR GOOD GOVERNANCE 
 

1. Get to know your charity 

 Where possible attend any special events organised by your charity and 
celebrate its successes 

 Offer to help at events 
 

2. Attend meetings regularly 

 Make sure you note dates and times of any meetings - ask if you are unsure 
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 Prepare well by reading all the documentation in advance - note any questions 
you may have or anything you want to say 

 If you cannot attend make sure you let the Chair know and the reason why 
you cannot attend 
 

3. Be a team player 

 Treat all trustees as equal 

 Be willing to help and to learn from each other 

 Abide by the majority decision even if you don’t agree 

 Don’t disagree in public with the trustee board after a decision has been taken 

 If you want the trustee board to reconsider a decision you must ask for it to be 
put on the agenda at the next meeting 
 

4. Make a positive contribution 

 Make the most of the skills you have to offer 

 When in doubt about anything, ask 

 Make sure you are aware of the training available to trustees 

 Make use of the Charity’s and Charity Commission’s websites and other 
relevant online information 
 

5. Follow procedures in meetings 

 Signal to the Chair when you want to speak 

 Don’t interrupt others 

 Listen to differing points of view and learn 

 Don’t monopolise the discussion or refer back to matters which have been 
decided 

 Don’t raise matters under ‘any other business’ unless it is genuinely urgent 
and could not have been foreseen when the agenda was drawn up 
 

6. Remember that as an individual you have no authority 

 You can only speak and act on behalf of the trustee board when it has 
formally delegated the power to you 

 The trustee board may also delegate powers to a committee 

 If you want to raise a matter, you should ask for it to be put on the agenda 
 

7. Be clear - you are neither a representative nor a delegate 

 You have a duty and a responsibility to put forward the views of those who 
use the service provided 

 However, when it comes to a vote, you must weigh up all the arguments and 
vote the way your conscience directs for the good of the Charity and its 
service users. 
 

8. Maintain confidentiality and discretion 

 Sometimes the business of the trustee board is confidential. Keep this 
confidence and act with integrity 

 The more trust placed in you by the Charity, the community and other 
trustees, the more effective you can be in your role as a trustee 
 

9. Declare any personal interest 

 Don’t use your position as a trustee to gain an advantage or benefit in other 
situations 
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 If a matter under discussion affects you personally and/or financially, you 
should declare an interest at the start and you may be asked to withdraw from 
that part of the meeting 
 

10. Act as ambassador for your charity 

 Find every opportunity to make good news public 

 Never talk down your charity in public 

 Never gossip about individual staff or service users, confidentiality is 
paramount 

 If things are going wrong, ask yourself if you are part of the problem or part of 
the solution 

 Be there for your charity 

 
20. The Seven Principles of Public Life, adapted for Trustees  

(originally published by the Nolan Committee:  The Committee on Standards in Public 
Life was established by the then Prime Minister in October 1994, under the 
Chairmanship of Lord Nolan, to consider standards of conduct in various areas of 
public life, and to make recommendations).  

 
Selflessness  
Trustees should act solely in terms of public benefit. They should not act in order to 
gain financial or other benefit for themselves, their family or their friends.  
 
Integrity  
Trustees should not place themselves under any financial or other obligation to 
outside individuals or organisations that might seek to influence them in the 
performance of their role as trustee.  
 
Objectivity  
In carrying out the business of the organisation, trustees should make choices based 
on merit.  
 
Accountability  
Trustees are accountable for their decisions and actions to their stakeholders and the 
public and must submit themselves to whatever scrutiny is appropriate to their role.  
 
Openness  
Trustees should be as open as possible about all of the decisions and actions they 
take.  
 
Honesty  
Trustees should declare any private interests relating to their trusteeship and take 
steps to resolve any conflicts arising in a way that protects the public benefit.  
 
Leadership  
Trustees should promote and support these principles by leadership and example.  
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21.Charity Funding  

The Eddystone Trust receives the majority of its funds through service contracts with 
local authorities and NHS commissioning bodies. Additional funds are generated 
through specialised grants. A small grants fund is also held, which is supported by 
public donations and fundraising events. 

  

22. The trustees and the Trust’s budget  

By February each year, trustees should have a fair indication of the likely level of 
contract funding. The trustee board has delegated the compilation of the financial 
budget to the finance committee, with a paper being presented to the full trustee 
board for endorsement. The committee should be guided by the Trust's priorities as 
set out in the strategic plan for the Charity. Regular monitoring is essential to avoid 
overspending and to investigate apparent under spending.  

 

23. Policies 

Policies are the basic tools of a trustee board’s work.  In essence they set out, in a 
clear and understandable form, the framework within which the charity should be run.  
Policies will guide the Director in making decision relating to the everyday 
management of the charity.  They will also help the trustee board when it comes to 
making strategic decisions.  
 
The Charity has all of the policies in one place and a system for monitoring and 
reviewing them.  Trustees are not expected to memorise all the policies and 
regulations under which they operate, but they should know how to access this 
information when needed and consult the relevant policies before taking action.  
Policies should be implemented throughout the whole charity.  They will help to guard 
against charges of unfairness and will promote confidence within the staff when 
dealing with situations. 

 

24. The trustees and staffing within the charity 

Trustee boards have responsibilities as employers.  Staffing is an area of partnership 
between trustee boards and the Director.  The trustee board is responsible for 
determining the staffing and management structure of the charity on the advice of the 
Director who is responsible for making sure that the staffing level is sufficient to meet 
the needs of the Charity’s contractual obligations.  There is a clear policy for 
appropriate appointment procedures. 
 

25. Insurance and trustees  
Eddystone has in place an insurance policy covering trustees for decision made 

throughout the course of the business, in respect of claims made against them. 

Insurances are also in place covering employers and public liability.  
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26. Useful Organisations and links 

 

Charity Commission 
PO Box 1227  
Liverpool  
L69 3UG 
www.charity-commission.gov.uk 

Companies House 
Crown Way 
Cardiff 
Wales 
CF14 3UZ 
www.companieshouse.gov.co.uk 

National Council for Voluntary Organisations 
(NCVO) Registered Charity 225922 
Society Building 
8 All Saints Street 
London 
N1 9RL 
www.ncvo-vol.org.uk 

Charity Commission – Trustee 
Handbook 
http://bit.ly/ZcO64B 
 

NCVO – Good Trustee Guide 
 
http://bit.ly/1bGP1D3 
 

Charity Commission – Guidance for 
Trustees 
 
http://bit.ly/160aUZK 

 

http://www.charity-commission.gov.uk/
http://www.companieshouse.gov.co.uk/
http://www.ncvo-vol.org.uk/
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