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Dorset Community Action (DCA)





Information Pack for Potential Trustees 





This information pack has been prepared in order to inform and support individuals who are interested in knowing more about becoming a DCA trustee. 





Being a trustee of any charity, no matter how big or small, is a responsibility and a challenge, but it should also afford opportunities for teamwork, stimulating debate, meeting of minds, new learning, and new experiences. DCA’s trustees have the satisfaction of knowing that their contribution is essential to the running of one of the leading voluntary organisations in the county, which makes a very positive contribution to the well-being and support of communities and organisations across Dorset, and also influences policies and strategies in Dorset, in the southwest region and nationally.





The concept of charity trusteeship is something that works despite all the odds. The idea that volunteers should govern a busy organisation managed by knowledgeable professionals might sound ridiculous to a visitor from another planet.  But trustees often underestimate the contributions that they bring from their deep and wide collective experience.





At the bottom line there are far-reaching decisions to be made, and matters of financial oversight, policy development and corporate responsibility to be carefully considered.   But the trustees of DCA have the reassurance that they act corporately and not individually, and that they are part of an organisation that takes its spread of activities and the needs of all stakeholders seriously.   In addition, given DCA’s role in promoting best practice in the running of charities and other voluntary groups, its trustees can be assured that they will be kept up to date with changes in charity law and other governance issues. 





We want our trustees to benefit as much as they give; as well as attending Board meetings, task forces, and training / information days with staff and other volunteers, they can also assist DCA staff and Dorset communities in areas of their own interest.





Time spent on the Board of DCA is not just a valuable way of showing your support for our organisation and its work; it also provides an opportunity to share experience and knowledge, and to develop highly marketable trusteeship skills. 











John Hilton


Chair, Dorset Community Action
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Dorset Community Action (DCA)





Trustee Job Description


General Overview


DCA's Board of Trustees has the legal responsibility for the overall management and policy-making of the charity. Because DCA is also incorporated as a company limited by guarantee, all DCA Trustees are also registered as Directors at Companies House. The Board can have a maximum of 15 members of which 8 can be elected from its membership (open to any voluntary or community organisation operating in Dorset) and 7 co-opted. Currently we have 5 vacancies which the Board can co-opt individuals into until the next Annual General Meeting (usually held in the autumn).





Once an individual joins the Board, from whatever background, that person is expected to think of themselves as a key member of DCA, who will participate in debates and decision-making at the Board or any related Committee, wholly in DCA's interests, and will maintain absolute confidentiality of all information regarding the organisation and its operations. 





The Board meets quarterly, with meetings lasting two hours on average, and papers prepared by the Chief Executive (CE) or Managers are circulated a week in advance. We are increasingly using electronic transmission of information for those willing to use that technology. Meeting times and day will suit Trustees, and the venue may alternate between Dorchester and Wimborne, to even out the travelling times amongst the participants. Travelling expenses and other related costs are reimbursed. The CE always attends the Board, with the Central Services Manager who takes the minutes, and other staff can also be invited to present a paper to the Board from time to time.   Once a year the Board has an ‘Away Day’.





Trustees may, once they feel sufficiently confident in their knowledge and understanding of DCA, be invited to join a 'Task and Finish Group' or a Committee (the Finance and General Purposes Committee meets quarterly). As a general guide, it is estimated that preparing for and attending the Board meetings, plus attending occasional training sessions or events, including the AGM, should take the equivalent of six full days per year. However, Trustees are also encouraged to develop an interest in particular areas of DCA work if they wish to, such as making visits, attending events and training courses or mentoring staff, etc from time to time at the request of the Chair or Chief Executive.   Trustees are also invited to attend, if able, DCA Staff Away Days (mornings).





Responsibilities


Trustees and Directors of DCA 


Decide overall policy and direction of DCA work


Ensure that the organisation is run in compliance with its governing document, charity law, company law etc


Ensure that funds received by DCA are properly managed and accounted for


Act as the formal employer of the staff, support their work and be interested in their development


Understand, promote and safeguard the good name and ethos of DCA


Monitor the performance of the organisation in meeting its objectives








continued over/…
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Dorset Community Action (DCA)





Trustee Job Description (cont)





Expectations


As individuals, DCA Trustees are expected to:-





Attend Board Meetings regularly


Support all decisions once made by the Board


Set aside all interests other than DCA’s when active for the charity


Maintain confidentiality of information about DCA


Understand and be committed to all DCA values and policies


Be willing to participate in training, events and strategy meetings as required


Take an interest in as many aspects of DCA’s work as possible, and help to further DCA through their own networks whenever opportunity arises





Eligibility Criteria


Please note that the following are not eligible to join the DCA Board:-





Anyone under the age of eighteen years


Anyone convicted of an offence involving deception or dishonesty, unless the conviction is spent


An undischarged bankrupt


Anyone who has been previously removed from trusteeship of a charity by the court or Charity Commissioners


Anyone under a disqualification order under the Company Directors Disqualification Act 1986

















Finding Out More





If you wish to know more about being a trustee then please contact Steve Place for an informal discussion on 01305 216400 or e-mail him on � HYPERLINK "mailto:steve.place@dorsetcommunityaction.org.uk" �steve.place@dorsetcommunityaction.org.uk�  If you are interested please fill in the following form (2 pages) and return to DCA. A meeting will be arranged with Steve Place, Chief Executive, and John Hilton, Chair, so we can find out more about each other. If you are still interested then Steve and John will make a recommendation to the full Board about whether you should be co-opted or not.
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Dorset Community Action (DCA)





Information about DCA





The charitable objects of Dorset Community Action (DCA), as stated in its Memorandum and Articles of Association, are as follows:





To promote any charitable purposes for the benefit of the community in the administrative County of Dorset as constituted in March 1997, by assisting the work of statutory authorities and voluntary organisations engaged in advancing education, protection of health, relieving poverty, distress or sickness or in pursuing any other charitable purposes.





To promote and organise co-operation in the achievement of the said purposes and to that end to bring together in Council representatives of the authorities and organisations engaged in the furtherance of the said purposes within the administrative county of Dorset as constituted in March 1997.





DCA is just over 40 years old and last year had a turnover of about £1.2M from a mix of local and central government, NHS, national lottery, grants and some earned income. It has 30 staff (including part-timers), of which just over half are based at the main building in Dorchester. DCA also manages a building in Wimborne, the Community Learning and Resource Centre, which offers rooms for hire and desk space to other organisations.





DCA provides advice and support to voluntary and community organisations across Dorset, helping them to become more efficient and effective. Specific areas of support include becoming and running a charity, constitutions, funding, use of IT, having a voice, running community buildings, looking after money, raising money through trading, etc. We also work with communities to help them identify their needs, priorities and preferred solutions, then supporting them to get these solutions off the ground, either by negotiating/campaigning with service providers or by setting up self help projects. We also support communities to carry out area wide consultations that result in an action plan, these are often called parish or neighbourhood plans. In communities with only a single shop, post office or pub we offer support and advice to communities and business owners to develop these or to save them from closure. We also represent and advocate on behalf of communities, voluntary organisations and rural communities by writing articles, producing reports, sitting on decision making and consultative bodies.





DCA is part of two national networks. The National Association of Voluntary and Community Action (NAVCA) represents over 350 Councils for Voluntary Services who are local umbrella bodies for voluntary and community organisations. ACRE (Action with Communities in Rural England) has 38 members, each covering a shire county working to support and represent rural communities across England.





For more information please look at � HYPERLINK "http://www.dorsetcommunityaction.org.uk" �www.dorsetcommunityaction.org.uk�, our latest Annual Report and Corporate Plan (available from the website under ‘About Us’ or by calling the DCA office on 01305 250921)
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Dorset Community Action (DCA)





Skills Checklist





Please indicate how much knowledge / experience you have of the following:-





�
�
Good�
Some�
None�
�
�
General Knowledge of Dorset�
�
�
�
�
�
Knowledge and interest in the policies, structures and bodies governing the various aspects of civil society, locally, regionally and nationally�
�
�
�
�
�



Experience of committees and corporate decision making�
�
�
�
�
�
Management skills and knowledge�
�
�
�
�
�
Financial planning, controls or audit�
�
�
�
�
�
Human resources�
�
�
�
�
�
Equal opportunities / diversity�
�
�
�
�
�
Legal matters relating to employment or property�
�
�
�
�
�
Corporate planning�
�
�
�
�
�
Marketing and PR�
�
�
�
�
�
Fundraising�
�
�
�
�
�
Consultancy services�
�
�
�
�
�
Planning and deploying IT resources;  developing e-services�
�
�
�
�
�
Quality standards�
�
�
�
�
�
Risk assessment�
�
�
�
�
�
Public speaking�
�
�
�
�
�
Understanding of deprivation, disadvantage and social exclusion in a Dorset context (rural and urban)


�
�
�
�
�
�
Understanding of experience of community development work in either a rural or urban environment


�
�
�
�
�
�
Knowledge of experience of the voluntary and community sector as:-�
�
�
�
�
�
Trustee�
�
�
�
�
�
Employee�
�
�
�
�
�
Volunteer�
�
�
�
�
�
Community activist�
�
�
�
�
�
Competent use of IT, particularly Word and email�
�
�
�
�






Signature of Candidate:	   ………………………………………………   Date:  ……………….





Thank you very much indeed for completing this form





Please return to Steve Place, Chief Executive, Dorset Community Action, Community House, The Barracks, Bridport Road, Dorchester, DT1 1YG.


Please mark the envelope as ‘Confidential’.
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Dorset Community ACTION (DCA)





Candidate Form





Please fill in all questions on both sides of this sheet.   The information will be shared only with Trustees and staff involved in this recruitment process and the sheet will be shredded if you are not elected to the Board.








Title / First Name:       ….…………………………….  Surname:     …………………………..





Address:    ………………………………………………………………………………………….





……………………………………………………………………………………………………….





……………………………………………………..   Postcode:    ………………………………





Tel (day):   ………………………………….    Tel (eve):   ……………………………………..





Mobile:   …………………………    Email:   ….…………………………………………………





Current or most recent Employer:   …………….………………………………………………





Job Title:   ………………………………………………..   Period in job:   ……………………





Description of Responsibilities:   ……………………………………………………….





…………………………………………………………………………………………….





…………………………………………………………………………………………….





Please list below any other relevant paid or voluntary employment, public service, elected or voluntary role eg Trustees, School Governor etc you have held in the last twenty years





From�
To�
Paid / Vol�
Position�
�































































�
�
�
�
�
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