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About this Guide
This Guide has been produced by Community First. It is intended to be used 
by Wiltshire Link Schemes both in the set up phase and as an on-going 
reference. It is based on the experience of the Link Schemes themselves, 
current legislation, and advice from a number of agencies. 

Please note this Good Practice Guide is for guidance only. 
Each Link Scheme must review and amend documents, 
information, processes and policies to match their 
circumstances and needs.

In general, this Guide assumes that a Link Scheme is 
a Registered Charity (which is the case for most Link 
Schemes). If your scheme is not a Registered Charity, 
then guidance is included in Information Guide B. 
Community First is aware that other legal arrangements 
exist and may be chosen by Link Schemes, such as 
charitable incorporated organisation, charitable company, 
unincorporated association or trust. Advice is available 
from the Charity Commission.  

You will find ‘(L)’ in various places throughout the Guide. 
This is designed to help Link Schemes and direct their 
attention to legal requirements. Where (L) appears at the 
head of a sub-section this indicates the following section 
covers some legal requirements. Where (L) appears 
next to one or two items in a section these items are 
particular legal requirements. Please be aware that these 
distinctions are not always straightforward, and that 
general good management is also a legal requirement of 
charitable status. 

There are also funding requirements. These are the 
criteria set by the funders of the Wiltshire Link Schemes, 
and apply to the Annual Grants Programme and the Small 
Grants Fund. These criteria are set out in Information 
Guide G (Section 5). These may occasionally change, but 
full notification and support will be given to Wiltshire Link 
Schemes to meet any new requirements.

Whilst every effort has been made to ensure 
that information is accurate, this document is for 
guidance only and there is no assurance that it 
is a full statement of law. We do hope you find it 
useful, but no legal liability can be accepted by 
Community First or its employees. 

Please check www.communityfirst.org.uk for updates and 
news.

Community First
Unit C2
Beacon Business Centre
Hopton Park
Devizes
SN10 2EY

www.communityfirst.org.uk           

Facebook: @CommunityFirstWiltshire
Twitter: @CommFirstWilts

The Wiltshire Link Schemes Good Practice Guide 2021 is 
produced by Community First and replaces the previous 
(2016) Good Practice Guide.

Researched and edited by Mike Read Associates.

http://www.communityfirst.org.uk
http://www.communityfirst.org.uk 
https://www.facebook.com/CommunityFirstWiltshire/
https://twitter.com/CommFirstWilts
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B: Introduction
Currently, coverage of Wiltshire by Link Schemes is very good. So the chances 
are there is already one working in your area. You might be better advised to 
work with them than set up a new scheme. Look up your community in the 
directory to see if it is served by one of the Link Schemes at:

www.communityfirst.org.uk/transport/directory

• Talk to others in your community, they might already 
have arrangements to help people within the 
community which you can build on.

• Talk to Community First to discuss local issues and 
needs.

• Publicise your idea and ask potential volunteers 
to contact you.  A simple leaflet is available from 
Community First to help. You can put it in your 
local shops, churches, pubs, schools and library to 
let everyone know about the project. Also consider 
sending invitations to local groups and individuals, 
distributing publicity via village and church 
newsletters, delivering leaflets, displaying posters and 
advertising in local press and radio.

• Grants are available from funding partners to set up 
new Link Schemes in Wiltshire. The size of the grant 
will depend on the size of the proposed Link Scheme. 
This grant funding is managed by Community First 
on behalf of the funding partnership. Application 
forms and further information can be requested from 
Community First.

• Most Link Schemes register as a form of charity. See 
guidance later in this Section.

• During the setting up process it is useful for the 
“mission” of the Link Scheme to be clear to all.

B1: Setting up a new Link Scheme
There are a range of leaflets available with this Good Practice Guide which 
cover different aspects of how a Link Scheme works.

http://www.communityfirst.org.uk/transport/directory
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Mission Statement
Wiltshire Link Schemes believe that local communities and 
volunteers can have a positive impact in maintaining the unique 
quality of life in rural areas. 

Declining services and an increase in the population of older 
people and others who need support, leave many people 
vulnerable and unable to access essential services and social 
activities that enable them to maintain an independent and 
enjoyable lifestyle. 

Link Schemes draw on goodwill in communities to provide a 
voluntary good neighbour service, assisting to fill this gap. 
Volunteering has many benefits for individuals and communities 
and adults who need more care and support receive a much 
valued service. 

Link Schemes provide a friendly, confidential service welcoming 
donations from their users. All donations are used in the 
provision of the service which is run entirely by volunteers.
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B2: Holding a public meeting
An important part of setting up a Link Scheme is making the community aware 
of its existence, so hopefully by the end of the public meeting there will be 
sufficient people to form a Management Committee. 

• Some of these people may remain on the committee 
for a few years while others may only wish to offer 
support during the setting up period – both are 
welcome. If there are not enough people to form a 
committee immediately it is best to wait until you 
have a full complement (for instance a Link Scheme 
will not get far without a Treasurer).

• The purpose of the public meeting is for local people 
to decide whether a Link Scheme is appropriate for 
their community. If so then names and addresses 
should be gathered. The emphasis throughout the 

setting up process is on thorough ground work 
rather than speed, so that when the Scheme comes 
into operation, it is working from a solid base. 
The process takes approximately six months from 
the date of the public meeting but this can vary 
considerably.

• Advice on community engagement and consultation 
is available from Community First. Community First 
is also available to make presentations and facilitate 
meetings. 

B3: A management committee
The first committee is likely to be made up of willing volunteers but it is 
important that those volunteers understand their positions and duties

• Volunteer Role descriptions - essentially ‘job roles’ 
- should be provided for all posts. In addition all 
committee members should be issued with the 
summary of trusteeship, see Section C.

• Committee members without a specific role are 
welcome to contribute their ideas and support the 
officers.  A member of staff from Community First is 
available to attend the first Management Committee 
meeting, and any subsequent meetings at the 
request of the committee.

• Subsequent Management Committee members will 
be elected at the AGM according to rules set out in 
the constitution (see below).

• Committee meetings may need to take place once a 
month during the setting up phase.

• Your new Link Scheme will need a founding 
document or ‘constitution’ (L).  Model constitutions 
are available from Community First, which may need 
some amendment to suit your Scheme.  Guidance 
on constitutions can also be found on the Charity 
Commission website2. Items in the constitution 
include the name of the scheme, the objects (that is 
the charitable benefits you are working to achieve), 
membership, management committee, AGMs, 
finance, volunteers, how to alter the constitution, and 
how to dissolve the Scheme.  This should summarise 
your Scheme well and be a guide for you in the 
future.

2 www.gov.uk/government/publications/setting-up-a-charity-model-governing-documents
Page 6
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B4: First committee meeting
Having decided to set up a Link Scheme at the public meeting, the 
Management Committee will meet to take that idea forward. 

• There is a fair amount of work involved, but what 
is aimed for is a Scheme which will serve the needs 
of its community, is run according to good practice 
guidelines and will be accountable to its users, 
volunteers and funders. In other words, a Scheme 
which has secure foundations will run well.

• There will inevitably be differences of opinion about 
what should be done and early meetings are not only 
about getting through the work, but about getting 
to know each other and operating as a team with a 
common aim.

• It is useful therefore to start this first meeting with 
an open discussion so everyone has a chance to 
voice their queries or concerns.

• Election of officers. Not all new Schemes will be able 
to fill all offices at this meeting. Gaps may be filled 
by those present talking to others after the meeting. 
Someone who feels they would just like to be a 
committee member should not be pressurised.

Suggestions for a First Meeting 
Agenda

1. Welcome and introductions. 

2. Questions arising from the public meeting. 

3. Geographical area to be covered. 

4. Name of the Link Scheme. 

5. Distribution of roles to potential officers and 
committee members. 

6. Appointment of officers if appropriate. 

7. A brief introduction to the Link Good Practice Guide. 

8. Allocation of any tasks to be completed before the 
next meeting. 

9. Date and venue of next meeting.
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B5: Checklist of tasks before launch
The following tasks should have been completed by the Management 
Committee before the Link Scheme begins operating. Remember Community 
First are available to help. 

 ❏ Name the Link Scheme.

 ❏ Specify the area to be covered.

 ❏ Complete constitution.

 ❏ Decide on the logo.

 ❏ Set up a bank account.

 ❏ Produce budget for first operational year.

 ❏ Decide on the mileage rate.

 ❏ Complete risk assessment.

 ❏ Take out insurance.

 ❏ Recruit Co-ordinator/s.

 ❏ Recruit volunteers.

 ❏ Complete Disclosure and Barring Service (DBS) checks.

 ❏ Apply for funding.

 ❏ Apply for charity registration if appropriate.

 ❏ Design and print publicity material.

 ❏ Issue induction packs to volunteers.

 ❏ Complete the Community First Directory form so that 
you can be promoted through the Community First 
website.
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B6: A volunteer recruitment meeting
A volunteer recruitment meeting should be arranged for a date at least two 
months before the launch date of the Link Scheme This length of time is 
necessary to ensure references are taken up and DBS checks are completed. It 
also allows time for volunteers to be issued with an induction pack if required. 

• An initial list of names and addresses of volunteers 
will have been obtained from the public meeting. If 
this list does not give sufficient numbers additional 
publicity may be necessary e.g. using posters, 
press releases and contact with other voluntary 
organisations.

• If there is a long time gap between the public 
meeting and the volunteer meeting, letters thanking 
volunteers for their interest and advising them of 
progress, may be useful.

• The volunteer recruitment meeting is usually held in 
the evening and all the volunteers who expressed 
an interest at the public meeting should be invited. 
Additional publicity to attract other potential 
volunteers is a good idea.

• The aim of the meeting is to ensure the Link Scheme 
recruits committed volunteers who appreciate what 
being a Link volunteer entails and understand the 
legal and insurance implications of volunteering.

• The evening should take the form of a presentation 
by a member of staff from Community First on ‘Being 
a Link Volunteer’, plus the Chairperson, the Volunteer 
Recruitment and Support Officer, along with the Safe-
Guarding Officer to outline plans and local issues. It 
may be an opportunity to show the Community First 
promotion video. Contact Community First for a copy 
or use online video on the website.  

• It is useful for as many members of the Management 
Committee as possible to be present, and the Link 
Co-ordinator/s, so that everyone can get to know 
one another. Volunteers should be given adequate 
opportunity to ask questions both during the meeting 
and at the end. Refreshments are a good idea.

• All volunteers should be issued with an application 
pack at the end of the presentation. It is useful if 
volunteers complete the application form on the 
evening but a return address should be given for 

those who do not, or provide an opportunity to email 
or source documents online. A series of introductory 
leaflets on different aspects is available from 
Community First. 

• Larger schemes, or those having difficulty recruiting, 
may decide to hold volunteer recruitment meetings. 
It is important to recruit enough volunteers for the 
scheme to enjoy a confident start.

• It is important that all volunteers are recruited and 
inducted according to the safer recruitment principles 
and agreed practice in relation to the Safeguarding of 
adults who need more care and support. (See: Safer 
recruitment principles guidelines in Annex) Occasional 
further recruitment meetings can be arranged 
to achieve this. The Management Committee 
should consider developing an ongoing volunteer 
recruitment strategy. 

What is Safeguarding?
Safeguarding means protecting an adult’s 
right to live in safety, free from abuse and 
neglect. It applies when an adult:

• has needs for care and support 

• is experiencing, or is at risk of, abuse or 
neglect, and;

• as a result of those needs is unable to protect 
himself or herself against the abuse or neglect 
or the risk of it

Effective safeguarding involves organisations 
working together to prevent the risks and 
experience of abuse or neglect, while ensuring that 
the views and wishes of an individual are at the 
heart of decisions that affect them wherever it’s 
possible.



Link Schemes Good Practice Guide 
2021 Edition

B7: Registering as a Charity (L)
A Link Scheme that is a charity and has an annual income of over £5,000 is 
legally obliged to register with the Charity Commission (L). 

1. A model constitution (or ‘governing document’) has 
been developed for Wiltshire Link Schemes. This has 
been accepted by the Charity Commission and makes 
registration much simpler.

2. The model constitution can and should be amended 
as necessary by the Management Committee.

3. Charity Commission documents CC21a3 and CC22a4 
provide much useful advice. 

4. Only apply for registration as a charity when set up 
properly. You will need to have: (L)

• decided what your charity’s purpose is,

• decided what type of structure it will have,

• written a governing document,

• chosen a name,

• recruited trustees, and

• decided how your charity will be funded.

5. Log on to the Charity Commission website, open a 
user account and complete the on-line application 
form. Once you have a reference number you can 
save the form for up to three months.

6. When submitting an application, be prepared to 
send:

• the constitution, 

• the minutes of the meeting at which the 
constitution was adopted

• a copy of the financial accounts for up to the 
last three years of the Link Scheme, and

• signed trustee declaration forms.

• You should then receive confirmation that details 
of your organisation have been entered on the 
Central Register of Charities and advising you of your 
registration number.

• If you need to amend your constitution, this can only 
be done at an AGM or Special General Meeting (see 
Section K). (L)

There are other legal structures you may wish 
to consider including a Charitable Incorporated 
Organisation or Community Benefit Society. If you 
wish to explore other options contact Community 
First.  

3 www.gov.uk/guidance/how-to-set-up-a-charity-cc21a
4 www.gov.uk/guidance/charity-types-how-to-choose-a-structure
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Contact Us: 
Community First

Unit C2, Beacon Business Centre
Hopton Park, Devizes

SN10 2EY

01380 722241

linkproject@communityfirst.org.uk

www.communityfirst.org.uk
Facebook: @CommunityFirstWiltshire

Twitter: @CommFirstWilts

Other Information Guides:
1. Guide A:  Link Schemes and Community First

2. Guide B:  Setting up a Link Scheme

3. Guide C:  Link Management Committee and Trusteeship

4. Guide D:  Link Coordinators

5. Guide E:  Volunteer Recruitment and Support

6. Guide F:  Volunteer Activity and Guidance

7. Guide G:  Funding and Grants

8. Guide H:  Gift Aid

9. Guide I:  Risk Management and GDPR

10. Guide J:  Operational Policies

11. Guide K:  AGMs and Other Meetings

The above guides are available to view and download on our website 
along with an Annex including guidelines, templates and other 
resources:

www.communityfirst.org.uk/transport/link/link-scheme-gpg

Registered Charity No: 288117
VAT Registration No: 639 3860 06
Company Limited by Guarantee Reg. No: 1757334 England
Registered with the Financial Conduct Authority No: FRN 311971
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