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Recruitment and Induction of Appointed Charity Trustees Policy
Rationale
Stanbridge Out of School Club (OSC) needs a minimum number of appointed charity
trustees (3) on the Board of Trustees to help manage the affairs of the Charitable
Incorporated Organisation (CIO: a form of charity). The Board of Trustees is made
up of at least 3 (but no more than 6) appointed trustees, at least one ex-officio
trustee and one nominated trustee (nominated by Stanbridge Primary school’s
governing body).
Appointed charity trustees are appointed for a minimum term of one year and should
ideally be parents or carers of children attending the OSC. This policy sets out the
procedure for recruiting new appointed trustees and inducting them to the OSC’s
business. It should be read in conjunction with the OSC’s Constitution, which sets
out the functions and duties of charity trustees, eligibility for trusteeship, how trustees
should be appointed and how they can retire or be removed from trusteeship.
Recruitment of appointed charity trustees
Three times each year a calling notice will be sent out to parents/carers of children
attending Stanbridge OSC via email, asking if they would like to stand as a charity
trustee. This notice will also be advertised in the OSC club premises and nomination
forms will also be available in hardcopy.
To nominate themselves for consideration as an appointed charity trustee, the
person will have to fill in the form in Appendix A and submit it to the OSC Board of
Trustees.
The OSC Board of Trustees will consider all nominations at their termly meetings
and will appoint on the basis of merit if there are more nominations than vacancies.
The Trustees will be looking for people who have the skills, knowledge and
experience needed for effective administration of the CIO, and who are willing to
devote enough time to the role.
Those who have applied to be appointed Trustees will be informed of the Board of
Trustees’ decision within a week of the termly Trustees’ meeting, and will be
expected to confirm their acceptance of the position in writing within a week of
notification.
Induction of new trustees
The new prospective trustee must fill in all relevant forms necessary to join the OSC
Board of Trustees and the OSC will fund their DBS check. The trustee must wait for
their DBS check to be confirmed before they can fill in the EY2 form for OFSTED.
Appendix B is a flowchart diagram showing how an application for DBS and EY2 is

made and progressed. Their appointment will be dependent on the Board of
Trustees receiving confirmation of their DBS clearance.
On confirmation of their appointment, a new appointed charity trustee will receive a
copy of the current version of the OSC’s Constitution and a copy of the OSC’s latest
Trustee’s Annual Report and Statement of Accounts.
The new trustee will also receive details of future Board of Trustee meetings,
minutes of the previous meeting, plus any other information necessary for them to
take up post e.g. details of the management of the CIO finances, if they are replacing
the Treasurer.
The new trustee will also be offered a mentor from the existing Board of Trustees, to
guide them through their duties for the first few months should they wish.

Appendix A
Nomination form to become an appointed charity trustee of Stanbridge OSC
Dear Parent/Carer,
Stanbridge OSC would like to invite you to join the OSC’s Board of Trustees as an
appointed charity trustee. Trustees are appointed for a minimum period of one year
and help in the effective administration of the OSC, either in a specific role (such as
Chair, Treasurer or Secretary), or in a general role.
The Board of Trustees meet once a term for about 2 hours and work with the OSC
Leader to resolve issues, oversee Club finances, and make decisions (such as what
equipment to buy, or how to raise money for the OSC). A DBS check (funded by the
OSC) is required for this role. If you feel you could contribute to this, please fill in the
form below and return it to Jayne Uren.

Nomination form to become an appointed charity trustee of Stanbridge OSC
Full Name: _______________________________
Reason for applying:
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
Declaration: I confirm the following:






I am 16 years or over
I have not been convicted of any offence involving dishonesty or deception
I have not been adjudged bankrupt and not been discharged
I have not made a composition, arrangement with, or granted a trust deed for,
creditors and not been discharged in respect of it
I have not previously been removed from the office of charity trustee on the
grounds of misconduct or mismanagement in the administration of a charity

Signed: _____________________

Date: _______________

Contact tel. no: ___________________________
Email: ____________________________________________

Appendix B
Flowchart for DBS and EY2 applications for new trustees
Does the person
hold a current
DBS check?

Yes

Nominated person on Board of
Trustees checks the certificate and
verifies it via the DBS Update service

No

Person applies for a DBS check using Ofsted website
http://ofsteddbsapplication.co.uk/Step-One.aspx, org ref
‘OFSTEDA’, and as a ‘registered individual who forms part of an
organisation providing childcare’. Tick box saying ‘volunteer’ and
do not pay application charge, but do pay admin fee (claim this
back from OSC).

Person arranges
to have ID docs
verified

Person registers for
DBS Update Service
(claim fee back from
OSC via Admin Asst)

Chair of Trustees notifies Ofsted via the EY3
form that a new trustee has joined the OSC.
Ofsted checks the trustee is listed on the CC
website, and then authorises the person to
apply for an EY2

New Trustee applies for EY2 via Ofsted
Online
(https://online.ofsted.gov.uk/OnlineOfsted/
default.aspx ), creating a Government
Gateway account to do this if doesn’t
already have one

DBS Certificate arrives,
must be shown to
Board of Trustees and
logged on DBS register
at OSC via Admin Asst

Chair of Trustees notifies Charity
Commission that new trustee has joined
the Board by updating list of trustees on
the CC website

