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In this handbook

This guide was developed by the Foundation for Social Improvement 
(FSI) and Getting On Board for Lloyds Bank Foundation.

Lloyds Bank Foundation for England and Wales partners with small 
and local charities who help people overcome complex social 
issues. Through funding for core costs, developmental support and 
influencing policy and practice, the Foundation helps charities make 
life-changing impact. 

The FSI helps small charities deliver even more impact by providing 
training, advice and support in governance, strategic planning, 
fundraising and impact management. 

Getting on Board is working to change the face of trusteeship; 
supporting people to volunteer as charity trustees and supporting 
charities to recruit and retain diverse trustees.
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This toolkit has been developed to provide guidance on the fundamentals of trustee 
recruitment, selection and induction. It offers information as well as useful exercises 
and practical tips that you can put in place in your organisation. We know that there 
is a great deal of variety in experience and knowledge across the small charity sector. 
Whether your charity is very experienced in this area or just starting out, we hope that 
the toolkit offers some insights and tips for all.

About this handbook

Please note: the images used in this handbook were taken prior to 
the COVID crisis and therefore do not reflect current restrictions
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Setting the scene
Demand for the support small charities provide is growing

Research across the sector has shown a consistent upward trend 
in demand for services over the past 6 years. The pandemic has 
sharpened this trend: in the first quarter of 2021, small charities were 
more likely than large charities to perceive an increase in demand 
and not have the capacity to meet it (source: Pro Bono Economics).

Small charities report challenges in ensuring strong governance

Thousands of people give up their free time as trustees as they 
want to make a difference to the communities and causes that 
they are passionate about. However, small charities tell us that 
recruiting trustees continues to be a challenge, as well as ensuring 
the right mix of trustees who bring diverse perspectives and are 
able and willing to be fully engaged in their important role. 

Equity, diversity and inclusion continues to be a challenge for the sector

The Charity Commission released analysis of trustee demographics in 
2017: of 700,000 charity trustees, 2/3 were male, the average age was 
55-64 and 92% identified as white. Staff and volunteer demographics 
are also concerning. Many charities are now seeking to ensure a more 
balanced representation in their board, staff and volunteer teams, in 
order to deliver the organisation’s work more effectively and equitably.

Staff and volunteer wellbeing is an area of increasing concern

Research from the Small Charities Coalition found that 90% of 
respondents felt there was not sufficient support for staff and 
volunteers in small charities around mental health and only 
43% felt sufficiently supported in the workplace at the moment.  

The money small charities have to support people is falling 

NCVO Almanac 2020 found that for charities under £1m, income 
had declined overall. Within this income bracket, smaller 
organisations experience greater volatility in their income and 
experience less confidence in the stability of their income. 
Locality found that charities with an income of £100k to £250k 
had the least confidence in the stability of their organisation, 
with just 29% reporting that any risks are manageable.  
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Trustee recruitment cycle

Board audit

Finding the right trustees can be a challenge for any charity, even more so for smaller 
charities. There is a risk that charities continue to draw trustees from a limited pool of 
individuals because they haven’t considered the skills and experience they need on the 
board, and/or are not marketing their roles effectively. 

The following 4-stage cycle can help you to put in place a more structured approach to 
trustee recruitment.  

Start by asking what skills, competencies, knowledge and experience you need on 
your Board. Some of these may be constant, for example your trustees will need to 
be able to read and understand charity finances. However, others may be based on 
a particular priority or need. For example, we have seen smaller charities that are 
moving from local authority grants to contracts, so bringing on board a trustee with 
commissioning experience would be beneficial.

Once you know what you need to have, conduct an audit among your Board members 
to capture the skills, competencies, knowledge and experience they currently have, 
and to identify any gaps. This could be a paper-based checklist or an online survey.

Select

Promote 
vacancy

Confirmation 
and induction

Identify
needs

1. Identify needs
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The following template can be adapted for your organisation. Don’t treat the list of 
example skills as standard requirements – they are just examples to get you thinking. 
Focus on those 8-12 areas that are most important to your organisation.

Trustee name: 
Qualification/
experience at 

senior level

Some 
knowledge/
experience

Little or no 
knowledge

Would like 
information/

training

Work of the charity e.g. a particular 
health condition or social issue

Policy and research

Service delivery

Voluntary sector

Public sector

Social/political environment

Working with specific communities or causes

Equity, diversity and inclusion

Governance and regulation

Strategic planning

Change management

Financial management

Fundraising or social enterprise

PR, marketing, communications

Digital strategy

Impact measurement and evaluation

Quality assurance systems

Employment law and practice

Risk management

Stakeholder management

Lived first-hand experience of the charity’s 
work (sharing optional)
Other knowledge, experience, networks or 
skills useful to the charity’s work

Example Board audit
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Diversity
A balanced Board is much more than having a range of professional skills and career 
experience. You should also consider the diversity of your Board in terms of lived 
experiences, perspectives and protected characteristics such as age, gender, race 
and disability. A mix of relevant skills, experiences and perspectives on your Board 
is key to effective decision making, better delivery of the charity’s services and 
contributes to the broader goal of creating a more equitable society. Some practical 
questions you may want to address include:

• Does the Board’s make-up reflect the diversity of the community the 
charity serves or would like to serve?

• Is the Board representative of relevant existing or prospective stakeholders?

• How can you remove barriers in your trustee recruitment process which 
could restrict your potential pool of applicants? For example, do your 
trustees really need degrees? Do they have to have been trustees before or 
can you help them get training? Do they have to be available on a certain 
day and time for meetings, or could you consider changing the time?

• How could you make the role more accessible to a wider group of people, 
and remove some of the barriers to being a trustee? For example, can you 
use virtual meetings to enable those with work commitments or caring 
responsibilities to participate without travel? Can you offer appropriate 
support to people with disabilities?  

• What other ways – in addition to trusteeship - do you have of 
involving different perspectives and viewpoints, including your charity’s 
beneficiaries? For example, sub-committees and advisory groups.

If you know that you want to shift the diversity on your board you might 
choose to advertise with bodies such as The Young Trustees Movement, 
Action for Trustee Racial Diversity or Women on Boards, as well as with local 
groups working with people who you would love to become trustees. There 
are also professional networks built around protected characteristics such 
as the Black Solicitors Network or Women in Banking and Finance. 

Tip

A mix of relevant skills, experiences and 
perspectives on your Board is key to effective 
decision making, better delivery of the charity’s 
services and contributes to the broader goal of 
creating a more equitable society. 

“
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• What motivated you to join your organisation?

• What was it about being a Board member that you found appealing?

• Were your motivations and expectations fulfilled?

• Did you gain something unexpected from the role?

Understanding motivations
Just as with volunteers, donors and other supporters, potential trustees will have a 
range of motivations for being involved in your charity, these are not necessarily stated 
explicitly.  

You could start by asking your current Board members and staff the following questions: 

Your findings may help you understand the different motivations and expectations that 
a potential new trustee might have, informing your recruitment messaging. 

At any one time, an online search yields many hundreds of trustee vacancies. How 
can you target your recruitment and make your vacancy stand out? To reach your 
ideal candidate, you’ll need to start by marketing the role effectively.

2. Promote your vacancy
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Think about where your potential trustees will see your vacancy. They may 
not know your charity and they may not even have thought about becoming 
a trustee. So you will need to go out and find them. If you’re looking for 
someone with digital skills for instance: who employs those people locally? 
Which professional or informal networks do they belong to, including 
networks on social media? What do they read and who might you know who 
could help you get your ad in front of people with digital expertise?

Tip

Where to promote your vacancy

• Your local Volunteer Centre

• Local media e.g. newspapers and magazines

• Local noticeboards

• Reach Volunteering: the single biggest source of trustees with professional 
skills in the UK 

• Do-it/ Trustee Finder: a national volunteering database with a dedicated 
channel for Trustee recruitment

• Trustees Unlimited: free for NCVO members only

• Charity Job: free for voluntary positions

• Honorary Treasurer’s Forum: offers a service to promote Treasurer vacancies

• Bar in the Community: a trustee-finding service for charities that need to 
appoint legally qualified trustees 

• Institute of Chartered Accountants (ICAEW): free advertising for people with 
specialist finance and business skills 

Aside from publicising widely via your website, newsletter and social media, there are 
other resources available for publicising trustee roles free of charge such as:

 > Information on the charity

 > Background information about the role of the trustee

 > Role Description

 > Any specific skills or experience you are looking for (as highlighted in 
your Board Audit)

 > Who to contact for more information

 > Details of open information sessions (if being held)

 > Copy of advertisement

 > Details of how to apply e.g. application form, deadline, who to respond to

 > Information about current Board Members

Checklist: Application pack

https://www.ncvo.org.uk/ncvo-volunteering/find-a-volunteer-centre
https://reachvolunteering.org.uk/
https://doit.life/grow/channels/12217/trustees
https://trustees-unlimited.co.uk/
https://www.charityjob.co.uk/?source=nav
https://www.honorarytreasurers.org.uk/
http://www.barinthecommunity.org.uk/
https://www.icaew.com/
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Your governing document will usually 
set out the procedures for electing or 
appointing new trustees, so you’ll need to 
make sure that your selection method is 
consistent with these procedures. 

3. Selection

For example, a charity with a wider membership base other that trustees may have a 
procedure where members elect the trustees at the AGM. Whilst existing trustees might 
be able to suggest which candidates they feel are most suitable, they will not have the 
final say on who is appointed.

While some charities have informal selection processes involving meeting with one or 
two key staff and trustees, others follow a very formal process, similar to that used to 
recruit staff – for example, shortlisting candidates based on a CV and trustee person 
specification and conducting a formal interview.

The selection process will need to strike the appropriate balance between rigour and 
practicality for your charity. At a minimum, we would recommend the following:

In addition to your documented procedures, it’s helpful to consider incorporating 
additional steps to enable both you and your prospective trustees to get to know one 
another before making a commitment. Options include:

Remember to advise promptly any candidates you don’t want to appoint. They should 
be left feeling that it was a fair process, that your charity is undertaking valuable work 
and that they would like to apply to be a trustee elsewhere.

In our experience, investing time in the recruitment process and in getting to know one 
another is always worthwhile.

• observing one or more trustee meetings

• attending an event or open day

• shadowing key workers

• inviting the prospective trustee to carry out or contribute to a project for the 
charity e.g. reviewing your funding strategy

Click here to explore the 
Charity Commission’s rules 

around eligibility and automatic 
disqualification of trustees

Application process

Either through an application 
form, or more commonly a CV 

and cover letter.

Shortlisting 

Agree consistant criteria to 
ensure a fair and objective 

approach. You are looking for 
someone who will add something 
valuably different to your board, 
not someone who will “fit in”.

Interviews

With the Chair and a small panel 
of Trustees. They could also 

include a senior staff member 
though remember they don’t 
have a formal role in deciding 

who should be appointed.

https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3/the-essential-trustee-what-you-need-to-know-what-you-need-to-do#who-can-be-a-trustee-and-how-trustees-are-appointed
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 > Take up references

 > Check that the candidate is 
eligible to be a Trustee: ask 
them to sign the eligibility 
declaration and search the 
register of disqualified directors 
at Companies House

 > If you are required to, undertake 
DBS check

 > Confirm the appointment in 
writing, including upcoming 
meeting dates and information 
about induction and training

 > Include the Trustee Handbook

Checklist: confirmation of 
a new trustee

• Induction pack or trustee 
handbook: trustees should be 
given a copy

• Meetings and introductions 
to other trustees, employees, 
beneficiaries (if appropriate)

• Invitations to events, 
meetings and presentations

• Buddying with a more 
experienced trustee or regular 
check-ins with the Chair

Induction
Induction is vital for both the new trustee 
and the charity. It helps trustees get 
acquainted with the role, the charity 
and their legal responsibilities. It also 
provides reassurance to the Board 
that new trustees have an awareness 
and understanding of key policies and 
procedures such as equal opportunities, 
health and safety and data protection.

Again, the specific induction process your 
charity follows will depend on the nature 
of your work, the size and complexity of 
your organisation, and the formality of 
your recruitment and selection processes.  
The following activities can be useful to 
include as part of an induction process 
if they have not already been covered in 
your promotion and selection stages.

4. Confirmation and induction
You need to confirm new trustees in 
post and induct them to the charity 

and their role. Read the Charity 
Commission’s advice on vetting 
trustees to ensure that you are 

conducting the appropriate checks.

https://www.gov.uk/government/publications/finding-new-trustees-cc30/finding-new-trustees#vetting-trustees-prior-to-appointment
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 > Inform the charity’s professional advisors, for example Accountants, Auditors, 
Solicitors, Bank Manager, Insurance Provider

 > Update the bank mandate if the trustee is to be a signatory

 > Inform the Charity Commission via your online account

 > Inform (if applicable) Companies House 

 > Update the charity’s stakeholders: staff, volunteers, clients, funders, 
supporters, partners. This might be through an existing communication tool 
such as a regular newsletter.

 > Add trustee’s name and profile to the relevant publicity materials e.g. website, 
brochures, organisation’s mailing list, letterhead, etc.

• Vision, mission and values

• Most recent annual report and 
accounts

• Strategic and business plans

• Research or evaluation reports

• Key policies e.g. health and 
safety, safeguarding, reserves, 
social media

• Risk register

• Copy of the governing document 
and associated documents

• Charity Commission guidance 
The Essential Trustee: What you 
need to know (CC3) 

• Charity Governance Code

• Role descriptions for trustees, 
chair, treasurer and CEO

• Code of conduct for trustees and 
other relevant policies e.g. anti-
bullying, confidentiality, conflicts 
of interest, grievance procedures 
and whistle-blowing

• Details of your trustee indemnity 
insurance 

• Diagram of governance structure 
or list of board committees, 
together with membership 
details

• Terms of reference for board 
committees

• Document setting out levels of 
the board’s delegated authority, 
including financial delegation 
and controls

• List of current trustees and 
contact details

• Details of travel and subsistence 
allowances for trustees with 
details of the expense claim 
process

• Contact details for the CEO

• Diagram of management structure

• Role description for the chief 
executive and other senior staff

Useful induction documents 

Formalities: inform and update

About the charity

Legal status and regulatory guidance

Governance

Management

https://www.gov.uk/government/publications/finding-new-trustees-cc30/finding-new-trustees#vetting-trustees-prior-to-appointment
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Getting to know your new trustee

A note on Trustee terms of office

Your recruitment and selection activity will have given you some insight into your new 
trustee and what they want and expect from a trusteeship. It can be helpful in the 
early stages for the Chair and/or CEO to meet with them to further understand their 
motivations and how they would prefer to contribute their skills and experience for the 
benefit of the board. 

This is not a one-off conversation, but something that should be continued throughout 
the trustee’s term – many Chairs and trustees have told us of the value of regular 
informal conversations and more formalised review discussions on an annual basis. The 
Association of Chairs has produced a useful guide on Working One-to-One with Trustees 
which covers this in more detail.

If the governing document does not specify the length of service of a trustee, the 
appointment continues until the trustee resigns, dies or is removed from office.

Best practice would be for your governing document to state the length of service of a 
trustee and would allow for re-appointment either immediately or within a set period.  
If your governing document does not include this, your trustees might adopt a policy 
which limits the number of consecutive terms a trustee can serve. 

A benefit of recruiting a new trustee is bringing new perspectives 
to the board – don’t be afraid of robust discussion and debate. 
This is a sign of a healthy board that is taking its governance and 
oversight responsibilities seriously.  

Tip

https://www.associationofchairs.org.uk/wp-content/uploads/2019/04/One-to-oneTrusteeReview.pdf
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There will be occasions where, despite the best intentions, the relationship isn’t 
working for the charity, the new trustee or both parties. This might happen early on, 
where the needs of one party can’t be met, or because the charity and the new trustee 
simply operate very differently. It’s ok. Please don’t view this as a failure. If you can, 
try to embrace any differences – they may offer value in broadening out your charity’s 
approach and perspective. Ideally, you’ll both be able to focus on the outcomes you are 
seeking, while acknowledging your differences. 

Where this isn’t feasible, the most straightforward route would be for the trustee to 
resign, by mutual agreement. Your governing document will set out procedures for 
resignation, it’s important to make sure these are followed. If this is not an option your 
governing document will also include procedures for removal of a trustee although you 
will usually need a good reason to remove a trustee such as damage to the charity’s 
reputation. There are different rules if your charity is also registered with Companies 
House. The Charity Commission provides useful guidance on these issues. If possible, 
seek feedback from your departing trustee to inform future recruitment.

Make sure you have enough trustees to run your charity. Your governing 
document may state a minimum size for your trustee board. If it does, 
you’ll need to make sure you don’t go below that number. You’ll need to 
find and appoint a new trustee before the retiring trustee leaves.

Tip

Ending the relationship
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• Charity Commission for England and Wales: the regulator of charities in 
England and Wales with useful guidance and publications available

• Association of Chairs (AoC): offers resources and support to chairs and vice-
chairs of charities and non-profit organisations and has launched a programme 
of support, Beacon, specifically for chairs of smaller charities.

• Charity Finance Group (CFG): champions best practice in finance management 
in the voluntary sector

• Directory of Social Change (DSC): provides trustee training courses, 
publications and several free resources

• Ethical Property Foundation (EPA): UK charity which offers voluntary 
organisations free property guidance, advice and workshops and a wide range 
of expert advice on legal issues and premises management

• The Foundation for Social Improvement (FSI): provides strategic support for 
small charities, including free and heavily subsidised trustee training courses, 
webinars and 1:1 advice

• Fundraising Regulator: the independent regulator of charitable fundraising

• Getting on Board: guidance and training in trustee recruitment and diversity, 
and support for aspiring trustees

• ICSA: the Governance Institute: trains, informs and represents the interests of 
governance professionals across all sectors and offers free to access guidance 
notes specific to the charity sector

• Information Commissioner’s Office (ICO): UK’s independent body set up to 
uphold information rights

• National Association for Voluntary and Community Action (NAVCA): England’s 
largest network of local charities and community groups

• National Council of Voluntary Organisations (NCVO): champions the voluntary 
sector and volunteering. Connects, represents and supports voluntary 
organisations, from the smallest community groups to the largest charities

• Reach Volunteering: provides a trustee recruitment service and useful 
resources for charities and people interested in joining trustee boards

• Small Charities Coalition (SCC): helps trustees, staff and volunteers of small 
access the skills, tools and information they may need

• Trustee Recruitment Cycle: practical guidance on trustee recruitment

• Wales Council for Voluntary Action (WCVA): supporting and representing the 
third sector and volunteering across Wales

Even the most experienced trustee will benefit from sources of external support. Here 
we have listed some sources you may wish to make your trustees aware of:

Sources of support

https://www.gov.uk/government/organisations/charity-commission
https://www.associationofchairs.org.uk/
http://cfg.org.uk/about-us.aspx
https://www.dsc.org.uk/
http://www.ethicalproperty.org.uk/
http://www.thefsi.org/
https://www.fundraisingregulator.org.uk/
http://www.gettingonboard.org
https://www.icsa.org.uk/
https://ico.org.uk/
https://www.navca.org.uk/
https://www.ncvo.org.uk/
https://reachvolunteering.org.uk/
http://www.smallcharities.org.uk/home/
https://reachvolunteering.org.uk/trustee-recruitment-cycle
https://www.wcva.org.uk/home
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Registered Charity No. 327114
Company Limited by Guarantee

Registered in England and Wales
Company No. 1971242

lloydsbankfoundation.org.uk

Contact Us:

Pentagon House  
52-54 Southwark Street
London SE1 1UN

enquiries@lloydsbankfoundation.org.uk

Lloyds Bank Foundation for England and Wales partners with 
small and local charities who help people overcome complex 
social issues. Through funding for core costs, developmental 
support and influencing policy and practice, the Foundation 
helps charities make life-changing impact. 

During 2020, the Foundation awarded £24.8m to small and 
local charities helping people facing disadvantage. With the 
unprecedented circumstances of coronavirus such charities have 
been never more needed. The Foundation is an independent 
charitable trust funded by the profits of Lloyds Banking Group.

/lloydsbankfoundation

@LBFEW


	Setting the scene
	Trustee recruitment cycle
	1. Identify needs
	2. Promote your vacancy
	3. Selection
	4. Confirmation and induction
	5. Ending the relationship
	Sources of support

