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1.  Introduction 
 

Members of the Trustee Board are charity trustees who have a legal responsibility for 

our general control and strategic management.  

 

We are independent, non-profit charities, supported by teams of specialist staff and 

trained volunteers that give free, confidential, impartial independent information and 

advice to our communities. We aim to make this information and advice available to 

all, regardless of race, sex, disability, age or sexuality. We draw on our experience of 

client problems to suggest where improvements can be made to local and national 

policy. We are committed to equal opportunities for clients, staff and volunteers. 

  

 

If you are interested in becoming a trustee, please complete the attached application 

form and return it to: 

 

By post:  

Kathryn Stacey 

Citizens Advice Ashfield 

Ashfield Health and Wellbeing Centre 

Portland Street 

Kirkby in Ashfield 

NG17 7AE 

 

 

By email: kstacey@ashfieldca.org.uk 

 

If you would like further information or wish to discuss the role before returning the 

application form, contact Kathryn on 01623 784350 

 

 

  

mailto:kstacey@ashfieldca.org.uk
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2. The Citizens Advice Service 
 

Citizens Advice Ashfield is a member of the National Association of Citizens Advice. We 

are committed to the equal opportunities standards of our national body, and 

welcome expressions of interest from all sectors of our community.  

 

The majority of people involved in the Citizens Advice service give their time on a 

voluntary basis: volunteer advisers, trustee board members, administrators, social 

policy co-ordinators and many more enable us to provide a service from over 2,000 

outlets. This represents a huge commitment from individuals and local communities 

to providing information and advice to the public. 

 

We work to: 

 

Inform – people about the law and how it affects them; about their rights and 

responsibilities; and how they may be able to satisfy their needs 

 

Advise – people on the options available to them and on the potential consequences 

of different courses of action 

 

Support – people as they consider and decide what to do, listening to their concerns 

and helping them move forward 

 

Assist – people in pursuing their chosen course of action by negotiation, 

representation and referral to other sources of help needed 

 

Influence – those responsible for policies and services by bringing to their notice the 

problems people experience and recommending changes 
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National and Regional Structure of the Citizens Advice Service 
 

The Citizens Advice service was founded in 1939. Each local Citizens Advice is an 

independent charitable organisation and member of the national Citizens Advice 

umbrella organisation. Citizens Advice service responds to over 6 million enquiries 

every year. It draws on its experience of clients’ problems to suggest where 

improvements can be made to the social policy and services of national and local 

government. 

 

 

We give advice from over 2,000 different outlets in England and Wales and Northern 

Ireland. We belong to the Citizens Advice service, which sets standards for advice, 

training, governance, equal opportunities and accessibility. National Citizens Advice 

coordinates national social policy work, which is based on the evidence collected from 

bureaux around the country. The organisation also coordinates national and regional 

media, publicity and parliamentary work. 

 

 

 

We are an independent charity, responsible for running our own affairs within the 

agreed policies and standards of the Citizens Advice service. As a member of the 

service, we are entitled to the services and support provided by national Citizens 

Advice and to vote in the Citizens Advice service AGM. It is the Members of the 

National Association (Citizens Advice) who ultimately decide on Citizens Advice policy. 
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Citizens Advice Aims and Principles 
 

Aims 

We provide free, independent, confidential and impartial advice to everyone on their 

rights and responsibilities. We value diversity, promote equality and challenge 

discrimination.  

 

We aim to 

 provide the advice people need for the problems they face  

 improve the policies and practices that affect people’s lives. 

 

Our service is based on four principles: 

 Independent - We will always act in the interests of our clients, without 

influence from any outside bodies 

 Impartial – We don’t judge our clients or make assumptions about them. Our 

service is open to everyone, and we treat everyone equally 

 Confidential – We won’t pass anything on a client tells us – or even the fact they 

have visited, without permission 

 Free – No-one has to pay for any part of the service we provide 

 

Putting these principles into action enables us to provide a vital service to the people 

who turn to us for help each year. 

 

Our service has been strongly committed to justice, fairness and equality since its 

foundation in 1939. 

 

Valuing difference and providing equal opportunities 

We are committed to equal opportunities for all. Everyone involved in the service 

must commit themselves to our equal opportunities policies. This includes the 

commitment to taking action to achieve the effective implementation of the policies. 

Our equal opportunities policies aim to ensure that those facing discrimination feel 

welcome and feel able to use our services. 

 

We require all staff, trustee board members, volunteers, visitors and clients to behave 

in a positive manner to support implement and develop practices and procedures 

that promote and reinforce equality of opportunities and treatment for all. All 

members and affiliate organisations or their representatives are expected to concur 

with and actively promote equal opportunity policies.  
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3. Trustee Board responsibilities 

1. Set and maintain vision, mission and values 

The trustee board is responsible for establishing the essential purpose or mission of 

our organisation. They are also responsible for guarding our vision and values. 

 

2. Develop strategy 

Together, the board and chief executive officer develop long-term strategy. Meeting 

agendas reflect the key points of the strategy to keep us on track. 

 

3. Establish and monitor policies 

The trustee board creates policies to govern organisational activity. These cover: 

 Guidance for staff  

 Systems for reporting and monitoring  

 An ethical framework for everyone connected with the organisation  

 Conduct of trustees and board business  

4. Set up employment procedures 

The trustee board creates comprehensive, fair and legal personnel policies. These 

protect the organisation and those who work for it. They cover: 

 Recruitment  

 Support  

 Appraisal  

 Remuneration  

 Discipline  

 

5. Ensure compliance with governing document 

The governing document is our rulebook. The board makes sure it is followed. In 

particular, our activities must comply with our charitable objectives. 

 

6. Ensure accountability 

The board ensures that the organisation is accountable as required by law to: 

 the Charity Commission  

 HMRC  

 The Registrar of Companies (as we are a company limited by guarantee).  
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The board also makes certain that we are accountable to donors, beneficiaries, staff, 

volunteers and the general public. This means publishing annual reports and 

accounts and communicating effectively. 

 

7. Ensure compliance with the law 

The board is responsible for making sure that all our activities are legal. 

 

8. Maintain proper fiscal oversight 

The board is responsible for effectively managing our resources so we can meet our 

charitable objectives. It: 

 Secures sufficient resources to fulfil our mission  

 Monitors spending  

 Approves the annual financial statement and budget  

 Provides insurance to protect the organisation from liability  

 Seeks to minimise risk  

 Ensures legal compliance  

 

9. Select, manage and support the chief executive 

The board creates policy covering the employment of the chief executive. It selects 

and supports the chief executive and reviews his or her performance. 

 

10. Respect the role of staff 

The board recognises and respects the domain of staff responsibility. At the same 

time, it creates policy to guide staff activities and safeguard our interests. 

 

11. Maintain effective board performance 

The board keeps its own house in order. It takes steps to establish: 

 Productive meetings  

 High standards of trustee conduct  

 Effective committees with adequate resources  

 Development activities  

 Recruitment and induction processes  

 Regular performance reviews  

 Partnership with consultants where necessary  
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12. Promote the organisation 

Through its own behaviour, governance oversight and activities on our behalf, the 

governing Board enhances and protects our reputation. Board members are good 

ambassadors for us. 

Main duties and responsibilities of Citizens Advice Trustees 

Each individual member of the trustee board has a responsibility to contribute to the 

discharging of the board’s duties. They can do this by:  

 maintaining an awareness of our business  

 taking responsibility for his or her own learning and development  

 regularly attending, preparing for and taking a full part in meetings  

 actively contributing to setting policy and strategic direction, defining goals, 

setting targets and evaluating performance  

 monitoring whether the service complies with its governing document, whether 

it meets Citizens Advice standards and how well the advice needs of the local 

community are being met  

 monitoring our financial position and ensuring we operate within our means 

and objects, and that there are clear lines of accountability for day-to-day 

financial management  

 supporting our development through participation in agreed projects  

 actively seeking to further our strategic objectives and acting in our best 

interests at all times  

 maintaining confidentiality about any sensitive/confidential information 

received in the course of duties as a trustee. 

Personal skills and qualities 

Each individual member of the trustee board brings skills and qualities to the board. 

They add to the collective knowledge and experience by providing: 

 commitment and availability to attend bureau trustee board meetings  

 effective communication skills and willingness to participate actively in 

discussion  

 willingness to gain knowledge of local needs and resources  

 commitment to our aims, principles and policies, including those relating to 

equal opportunities, independence and social policy  

 willingness and ability to act in our best interest 
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 ability to understand and accept their responsibilities and liabilities as trustees 

and employers  

 willingness to participate in democratic process which develops our policies by 

area and nationally  

 numeracy to the extent required to understand our accounts with the support 

of a treasurer  

 willingness and ability to learn, and to develop and examine their own attitudes  

 ability to think creatively and strategically, and exercise good, independent 

judgment  

 ability to work effectively as a member of a team. 

 

4. Trustee Recruitment Process 
 

If having read this information and/or discussed the position, you are interested in 

becoming a Trustee, please complete the application form and return it to the 

address given at the end of the application form. 

 

The Chair will call you for an informal discussion and the Chief Executive will contact 

you to arrange a convenient time for an informal interview. 

 

Following the interview, you will be invited to observe our next board meeting. Once 

we have received your signed confidentiality form, you will be sent a board pack and 

will be able to participate fully in the meeting.  

 

Following the meeting, trustees will make their decision and we will inform you if your 

application to join the Trustee Board has been recommended for acceptance. 

 

 

 

 


