








Trustee Application Pack

To apply, please complete the short Trustee Application Form, the Trustee Skills Questionnaire and the Diversity Form, all included in this Pack.

If you find the form difficult to understand or complete, please contact us. If you need more space, please attach additional pages.

Requirements for the role 

Some people cannot be appointed as trustees, so please confirm:
· I am over 18
· I live in England or Wales
· I am not a current client of Citizens Advice
· I am not a current volunteer or paid staff member at Citizens Advice, 
OR I would be willing to give up my current Citizens Advice role if I am selected as a trustee
· I am not disqualified from being a company director
· I have never been removed as a trustee, charity officer, agent or employee by the Charity Commission or the High Court
· I am not currently declared bankrupt or subject to bankruptcy restrictions or an interim order
· I am not subject to a debt relief order, a debt relief restrictions order or an interim order
· I do not have an unspent conviction for offences against a child or vulnerable adult, hate crimes, sexual offences, embezzlement, fraud, deception, theft, dishonesty, bribery, money laundering, large-sc[image: Outlook-ahfeojzw.png]ale drug dealing, terrorism, violence or criminal damage
· I am not a serving prisoner

If any of these statements is not correct, please contact us before applying. We may be able to help. By completing this application, you confirm that all the statements above are correct,

There are some restrictions on standing for party political office and political campaigning where this may conflict with being a Citizens Advice trustee. If this applies to you, please tell us.

If you are a magistrate or a local tribunal member, please tell us so that we can analyse possible conflicts of interest.

If you are over 81, please tell us, because we have to tell our insurers.

As a member of the Trustee Board, you may be required to consent to credit vetting and money laundering checks to satisfy banks or funders. 

You may be required to undergo a DBS (criminal records) check.

If you are on benefits and you become a trustee, you should notify the department administering the benefit (for example DWP) that you are volunteering. You do not need to tell us.

If you are not a UK or Irish citizen, it’s important you check you are permitted to volunteer or carry out ‘unpaid work’, to avoid jeopardising your visa status.

Trustee Application Form

	Your personal details

	Your name:
	

	Home address and postcode: 
	



	Phone number: 
	

	Email address:
	




Specialist skills
Specialist skills, experience or qualifications such as these could be useful to the Board: business or charity leadership, EDI, facilitation, finance and accountancy, human resources, IT/AI or digital media, law or governance, local government, marketing/PR or communications, risk management, strategy development, past experience as a client or service user of this (or a similar) organisation, a track record of charitable fundraising, or being an effective chair of boards or committees.

Please tell us why you are applying for the role and how you could use your skills and experience to benefit the charity and its clients:
	
















We are keen to recruit past users of our services. 
If you have used our services, without disclosing any personal details, how do you think this experience would help you to guide us in developing our services? 
	






Are there any adjustments that we can make to assist you in your application and/or interview, such as wheelchair access? Or is there any equipment or support that we could provide, to help you carry out the role itself? This information will be treated as confidential. Please be assured that we will be supportive in discussing any adjustments with you at any stage of the recruitment and selection process.
	




Our policy on convictions

Having a criminal record is not in itself a barrier to volunteering, and we will only take relevant convictions or sexual offences into account. Our policy is in place to make sure ex-offenders are treated fairly. We consider each offence individually, looking at issues like risk to clients, how long ago it took place, the circumstances and whether they are relevant to the volunteer role.

Have you had any previous convictions that are NOT regarded as spent under the Rehabilitation of Offenders Act 1974? For more information see: hub.unlock.org.uk/knowledgebase/a-simple-guide-to-the-roa   If you are concerned about this and would like to discuss your individual circumstances further before applying, please contact us.
	YES
	NO
	

	If YES, please provide details of the offence(s) and the date(s) of conviction:

	







References

Please give the names and contact details of two people who know you in a work-related, academic or professional capacity. This could be an employer, teacher, tutor, colleague, or former colleague from where you have worked or volunteered before. It could also be someone who knows you well (but not a member of your family).

	Name:
	

	Address and postcode: 
	



	Email address:
	




	Name:
	

	Address and postcode: 
	



	Email address:
	




Declaration
All the information I have provided above is accurate to the best of my knowledge. I give my consent for this information to be used by Citizens Advice South Lincolnshire.
	
Signed:

Date:




Trustee Skills Questionnaire
	Your name:
	



Please look at the list below and rate your skills, experience and knowledge in each area:
A - Expert - I have a deep knowledge of this and consider myself an expert or a leader
B - Experienced - I have experience of this and feel confident about advising in this area
C - Understanding - I have some knowledge and could contribute, but I would not lead on it
D - Limited - My knowledge/experience is limited; I would defer to others in this area

The trustees’ collective skills, experience and knowledge are always strong in some areas and weaker in others. We use the same questionnaire ourselves to identify gaps in our expertise and target recruiting. Most people have at least a few As, Bs, Cs and Ds: nobody is expert in everything and everybody has areas that they have not experienced: this is normal and expected.
	ABCD
	Skill
	ABCD
	Skill

	
	Appraisal
	
	Leadership

	
	Boards and committees
	
	Legal expertise

	
	Business planning and budgeting
	
	Liaising with the media

	
	Business continuity/disaster recovery
	
	Local government networking

	
	Campaigning and influencing
	
	Managing senior managers

	
	Chairing meetings
	
	Marketing, PR and communications

	
	Charity law and regulation
	
	Monitoring & evaluating performance

	
	Change management
	
	Motivating others

	
	Collaborative working between 
organisations
	
	Negotiation

	
	Conflict management and resolution
	
	Organisational governance

	
	Company law and regulation
	
	Property and premises

	
	Data protection (GDPR)
	
	Recruiting board members and senior managers

	
	Equity, diversity and inclusion
	
	Risk management

	
	Event management
	
	Safeguarding of vulnerable adults

	
	Financial management & accounting
	
	Staff management

	
	Finding new donors and fundraising
	
	Stakeholder engagement

	
	Formulating policies and procedures
	
	Strategy development

	
	Health, safety and wellbeing
	
	Third Sector contacts/network

	
	Human resources
	
	Volunteer management

	
	Influencing and advocacy
	
	Working as part of a team

	
	Information technology & AI
	
	Writing grant applications


Trustee Diversity Form
TO BE KEPT SEPARATE FROM THE APPLICATION FORM

	Your name:
	




We value diversity, promote equality, and challenge discrimination. We welcome and encourage trustee applications from people of all backgrounds, age, disability, gender, gender identity, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sexual orientation.

Monitoring recruitment and selection helps us to ensure that there is no discrimination in our recruitment process. To do this we need to know about the diversity profile of people who apply. 

The information you give us will be kept securely, won't be shared outside the service and is confidential. It will not be seen by anyone responsible for making recruitment decisions. 

	Age

	Which age bracket do you fit into? Put an X by your answer

	Under 25
	35-44
	55-64
	Prefer not to say

	25-34
	45-54
	65 and over
	




	Gender

	What best describes your gender? Put an X by the relevant term or write in a preferred term.

	Female
	I prefer to use another term (please write in)
	Prefer not to say

	Male
	
	




	Ethnic origin

	How would you describe yourself? Put an X by the relevant description or write in a preferred term.

	White
	Black/African/Caribbean/Black British
	I prefer to use another term (please write in)
	Prefer not to say

	Asian/Asian British
	Other ethnic group
	
	




	Sexual orientation

	What is your sexual orientation? Put an X by the relevant term or write in a preferred term.

	Heterosexual/Straight
	Gay Woman/Lesbian
	I prefer to use another term (please write in)
	Prefer not to say

	Gay Man
	Bisexual
	
	




TO BE KEPT SEPARATE FROM THE APPLICATION FORM

	Disability

	A disabled person is defined under the Equality Act 2010 as someone with a ‘physical or mental impairment which has a substantial and long term adverse effect on that person’s ability to carry out normal day-to-day activities.’

	Do you consider yourself to be disabled under the Equality Act 2010? Put an X by your answer.

	Yes
	No
	Prefer not to say

	If you require any reasonable adjustments to be made in the recruitment process or at work subsequently if appointed, please make sure you tell us separately from this form. We will use reasonable adjustments where possible to remove those barriers. 




	Gender Identity

	Do you identify as *Trans? Put an X by your answer.

	*Trans is an umbrella term to describe people whose identity is not the same as the sex they were assigned at birth. People under the trans umbrella may describe themselves using one or more of a wide variety of terms – including transgender. 

	Yes
	No
	Prefer not to say

	Religion or belief

	Which group below do you most identify with? Put an X by your answer

	No religion
	Hindu
	Sikh
	Prefer not to say

	Buddhist
	Jewish
	Any other religion (please write in)

	Christian (including all denominations)
	Muslim
	





Next Steps

NOW please return this form to the Chair of the Trustee Board, monica.stark@citizensadvicesouthlincs.org.uk
and include:
1. a completed Trustee Skills Questionnaire
2. a completed Diversity Form (for statistical purposes only, not used for selection), and
3. your CV.

The Trustee Skills Questionnaire and Diversity Form are both included in this application pack.


What happens next
Your application, except for your Diversity Form, will be sent to the trustees leading our trustee recruitment process. They will assess your application and others, and decide whether to invite you for an interview. We will let you know as soon as we can. The assessment process may take several weeks, depending on the trustees’ availability. 

Interviews are usually held by video call. They last about 45 to 60 minutes, with two of our existing trustees. 

We normally invite successful candidates to attend the next quarterly Board meeting, to meet the other trustees. Formal appointment as a trustee follows this meeting and completion of reference and other checks.

How we will use your information
The information you give us on this form will be used to help us decide whether to recruit you as a trustee - this is our ‘legitimate interest’ under data protection law. It will only be seen by staff and trustees involved in the recruitment process, and will be stored securely. We will retain unsuccessful application forms for up to one year from when the application form was received.

If you are recruited we will retain your contact information in order to involve and support you. We will also collect additional information, such as next of kin details, and over time, records of training, support meetings and where relevant, appraisals. Again, it will be kept securely, and only those people who need to see your information in order to involve you will have access to it.

All use of your information will be relevant to your involvement, including:
· Contacting you when necessary
· Making changes to role, support or equipment to improve accessibility
· Monitoring statistical details of volunteers
· Providing ongoing support to volunteers
· Addressing problems or complaints

You have legal rights over your data, including access to it, and the right to ask that it is corrected, restricted or deleted. There is more information on these rights on the Information Commissioner’s Office website: www.ico.org.uk. If you have any questions about the use of your data, please contact us.

Citizens Advice South Lincolnshire
Registered charity number 1165743
A company limited by guarantee registered in England and Wales number 9935120
Registered office: Council Offices, Priory Road, Spalding PE11 2XE
Authorised and regulated by the Financial Conduct Authority FRN 737272
Information Commissioner's Office registration number ZA167222
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