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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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C1: Link Scheme Management Committee: 
An Overview (L)
Most Link Schemes operate as small, charitable, independent, unincorporated 
associations with a Management Committee whose members are responsible 
for the efficient operation of the Scheme and who are accountable to its 
funders (L).

The Management Committee responsibilities are as 
follows.

• Take legal responsibility with regard to current charity 
law. (L)

• Ensure the efficient running of the Scheme according 
to principles of good practice. (L)

• Ensure the Scheme complies with its constitution. (L)

• Ensure sufficient funding, including applying for 
grants where necessary. (L)

• Ensure the Scheme meets criteria laid down by 
funders.

• Take decisions about the operation of the Scheme. 
(L)

• Ensure volunteers are correctly recruited and 
supported. (L)

• Provide support to Link Co-ordinators. 

• Put in place operational policies, including 
safeguarding of adults that need more care and 
support, and ensure they are complied with. (L) 

• Take out appropriate insurance policies. (L)

• Ensure good representation of volunteer and client 
views on the committee.

• Ensure audit figures are completed and submitted to 
the Link Project.

• Produce an annual Risk Management statement.

• Produce balance sheets and income and expenditure 
statements. (L)

• Determine guidelines for non-transport services, and 
for mileage rates.

• Ensure that the most recent ‘Link Parking Guidelines’ 
document is available to all Volunteer Drivers.

C2: Composition of Management 
Committee: 
Recommended Roles

Recommended Roles

• Chairperson

• Vice-Chairperson

• Secretary

• Treasurer

• Assistant Treasurer or Grants Officer

• Volunteer Recruitment and Support Officer

• Press/Publicity Officer or Communications Officer 
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C3: The Chairperson

Personal qualities
Positive, organised, tactful, polite, able to make decisions, 
able to evaluate different points of view, a good mediator 
and a good communicator.

Roles and Duties
The Chairperson should… 

• Be committed to the aims of the Link Scheme and 
have the enthusiasm to ensure the Management 
Committee works smoothly and enjoys its work. 

• Provide impartial leadership to the Committee, 
ensuring the charity operates effectively.

• Arrange meetings on a regular basis, encouraging 
prompt and regular attendance of all members.

• Agree agendas with the Secretary.

• Liaise with the Secretary to ensure minutes are 
promptly produced.

• Approve minutes.

• Chair meetings, allowing everyone an equal voice, 
and take all views into account.

• Ensure all decisions taken by the Committee are 
proposed and seconded, and a vote taken.

• Ensure all decisions that require action are clearly 
recorded, with responsibilities and schedules. 

• Ensure everyone is aware of the tasks they have 
agreed to, and carries them out in reasonable time.

• Ensure appropriate policies and procedures are in 
place and adhered to (see Section J).

• Support other officers in their roles as agreed by the 
Management Committee.

• Represent the Link Scheme at Chairpersons’ meetings 
or appoint a deputy to attend. 

• Report back from Chairpersons’ meetings at the next 
Management Committee meeting.

• Read relevant paperwork and either pass on 
information to relevant members of the committee or 
report verbally to all if appropriate.

• Represent the Link Scheme Management Committee’s 
views at local meetings and forums.

• Be prepared to ask for outside help from, for 
example, Community First or the Charity Commission 

• Designated Safeguarding Worker 

• General committee members

The number and type of committee members required 
will depend on the individual Link Scheme’s needs 
and its constitution (L). Whilst not encouraged, roles 
and responsibilities can be shared among committee 
members (e.g. a Treasurer may also be the Designated 
Safeguarding Worker).

The Trustees of the Link scheme must ensure that 
conflicts of interest are managed effectively, in line with 
Charity Commission guidance.  A conflict of interest is 
any situation in which a trustee’s personal interests or 
loyalties could, or could be seen to, prevent the trustee 

from making a decision only in the best interests of the 
charity. 

Trustees should refer to the Charity Commissions guide to 
conflicts of interest (CC29) for further information. 

https://www.gov.uk/government/publications/
conflicts-of-interest-a-guide-for-charity-trustees-
cc29

The Trustees should pay particular attention to potential 
conflicts of interest that might arise because volunteers 
undertake an operational role e.g. coordinator or driver, 
as well as a role on the Management Committee or act as 
a Trustee.

https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29
https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29
https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29
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if appropriate.

• Arrange and conduct the AGM (L). See Section K.

• Support the Volunteer Recruitment and Support 

Officer during the Disclosure and Barring Service 
(DBS) checking process.

• Make a “fit and proper person” declaration if the Link 
Scheme is claiming Gift Aid (L).

C4: Vice Chairperson
• The Vice Chairperson acts as a deputy and support 

for the Chairperson and should be issued with the 
same job role.

• The post holders can then discuss which areas of 
responsibility can be taken by the Vice Chairperson 
who will be aware of all duties if called on to 
deputise.

• The Vice-Chairperson may also have skills they use to 
support other members of the Committee.

• The role of Vice Chairperson is often used in 
succession planning as a way to prepare a future 
Chairperson. 

C5: Secretary
Roles and Duties
The Secretary should undertake the following. 

• Attend Committee meetings and take minutes.

• Draw up agendas, after discussion with the 
Chairperson.

• Distribute agendas and minutes to all Management 
Committee members.

• Record in the minutes the responsibilities and 
schedules for carrying out any actions that are 
decided.

• Present minutes from previous meeting for approval 
and the Chairperson’s signature.                                              

• Ensure all decisions taken by the Committee are 
accurately recorded.

• Receive letters and emails and if appropriate pass 
them on to relevant Management Committee 
members, or report to the next committee meeting.

• Undertake general communication (i.e. letters and 
emails) on behalf of the Link Scheme.

• Support the Management Committee to complete all 

the necessary paperwork for the AGM.

• Attend the AGM (see Section K) and take minutes.

• Ensure a supply of stationery for the Link Scheme’s 
needs.

• Advise the Link Project of any Management 
Committee changes, and any changes to contact 
details for the Chairperson, Vice Chairperson, 
Treasurer, Secretary, Volunteer Recruitment and 
Support Officer, and Co-ordinator/s.

• Book venues for meetings when necessary.

• Assist the Treasurer or Grants Officer with completing 
funding applications. 

• Assist the Treasurer with Gift Aid claims as required. 
If required, sign a “fit and proper person” declaration 
(L) See Section H.
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C6: Treasurer
Roles and Duties
It is advisable for all Link Schemes to have both a 
Treasurer and an Assistant Treasurer or Grants Officer 
as the operation of the Scheme means there is quite a 
heavy workload concerned with finances. 

The main areas of responsibility are to:

• keep the Link Scheme accounts in accordance with 
Charity Commission requirements (L), 

• apply for grants,

• receive and record donations, and

• receive volunteers’ expenses forms and pay their 
claims.

The Treasurer and Assistant Treasurer can decide 
between themselves which areas of responsibility they 
wish to take on according to their knowledge and skills. 
An alternative is to appoint a Treasurer and a Grants 
Officer.

The Treasurer and/or Assistant Treasurer should 
undertake the following.

General Duties
Open a current bank current account in the agreed name 
of the Link Scheme. 

• Consider whether a deposit account is appropriate.

• Keep formal accounts of all financial transactions (L).

• Prepare a statement of accounts for presentation at 
each committee meeting.

• Prepare a budget for each financial year in 
consultation with the whole committee. 

• Pay all submitted invoices within a reasonable time.

• Check the record of transactions against bank 
statements.

• Pay all monies received (whether cash or cheques) 
into the bank as soon as possible. 

• Keep an agreed amount of petty cash and record all 
payments.

• Operate a Gift Aid system if agreed by the Committee 
(see Section H) and if so sign a “fit and proper 
person” declaration (L).

• Prepare annual accounts and submit to the appointed 
auditor or independent examiner (L).

• Distribute a copy of the annual accounts at the AGM 
and be prepared to answer queries (L).

• Ensure that all grants are listed separately and 
attributed to the correct grant giving body.

• Ensure that all payments made are in accordance 
with the charitable objectives of the Link Scheme (L). 

• Review the proposed budget against the financial 
situation at quarterly intervals or more often if 
necessary.

Applying for Grants
• Apply for grants for scheme ‘development’ or ‘start-

up’. See Section G.

• Apply for grants as required if the scheme is 
running with less than six months running costs in 
unrestricted reserves. See Section G.

• Record all decisions on grant applications and 
amounts received if successful.

• Acknowledge receipt of all grants.

Continues

The Charity Commission provides excellent 
and comprehensive advice on charity 
accounts and reporting which a Link Scheme 
should follow. This is available at:

www.gov.uk/government/organisations/
charity-commission

https://www.gov.uk/government/organisations/charity-commission
https://www.gov.uk/government/organisations/charity-commission
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Dealing with Donation Envelopes
• Ensure donation envelopes are received from 

volunteers on a regular basis.

• Ensure money is counted at least once a month and 
amounts recorded.

• Ensure that the contents of the donation envelopes 
are counted with two people present.

Dealing with Expense Claims
• Ensure expenses claims are paid by an agreed date 

every month unless an alternative procedure has 
been agreed by the Committee.

• Ensure expense forms are received from volunteers 
by the agreed date.

• If volunteers do not wish to receive mileage 
expenses, ensure they are asked to submit a 
statement of miles travelled.

• Ensure claims are validated by being counter-
signed by the Co-ordinator, or by the Co-ordinator 
submitting to the Treasurer a record of journeys 
carried out. 

Some Schemes find it useful to match the donation 
to the job carried out so that the shortfall on 
individual journeys can be calculated. If such 
a system is put in place it is important that the 
anonymity of the donation is protected. 

The overall shortfall can be assessed by simply 
comparing the amount received in donations, with 
the amount issued in mileage expenses for each 
month.

C7: Volunteer Recruitment & Support Officer
Roles and Duties
To recruit and support volunteers in their on-going role 
with the Link Scheme, the main areas of responsibility 
are as follows.

• Recruit volunteers according to policies and 
procedures agreed with the Management Committee.

• Develop an annual volunteer recruitment plan. See 
Section E.

• Maintain volunteer records, with regard to the Data 
Protection Act (L). See Section I.

• Facilitate Disclosure and Barring Service checks (L) 
See Section E.

• Carry out the induction of volunteers.  

• Provide the Co-ordinator with regularly updated 
details of volunteers and their availability. 

• Be available to deal with any concerns, questions 

or grievances volunteers may have (see Section 
J.2).  Liaise with other members of the Management 
Committee if appropriate.

• Offer all older volunteers the Wiltshire Council SAGE 
Driving Assessment or similar reputable safer driving 
assessments such as the Institute of Advanced 
Motorists Mature Drivers Assessment. There is 
likely to be a charge for assessments and it is 
recommended that this is paid by the Link Scheme.

• Consider the needs of volunteers for on-going 
support and training. An informal coffee morning is a 
good way of supporting volunteers and letting them 
share experiences.

• Inform volunteers of training offered by the Link 
Project or other agencies.

• Review volunteers’ driving licences, MOT’s and 
vehicle insurance.

• Represent volunteers at Management Committee 
meetings.
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C8: Communications Officer

Roles and Duties
With support and guidance from Community First, the 
main areas of responsibility are as follows.

• Issue reports to the local press, free papers, village 
newsletters, magazines, websites, etc.

• Design, produce and distribute effective publicity 
material e.g. leaflets and posters, for local events. 

• Display leaflets advertising the service in surgeries, 
local hospitals, libraries, and other venues.  

• Once publicity material has been produced and 
distributed, check to see if further supplies are 
needed. 

• Ensure that publicity is well distributed in each 
community for schemes covering several villages.  

• Place regular articles in village magazines and on 
websites.

• Combine with other Link Schemes in the area for big 
events.

• Where suitable and appropriate provide Community 
First with ‘good news’ stories and details of events 
and fundraising activity for use in county-wide and 
national press releases and through digital and social 
media.

Community First are available to offer some PR and 
marketing support. 

Link Scheme Logo
This logo was adopted in 2011 as 
a county-wide symbol to identify all 
Link Schemes. 

Some Link Schemes use this logo, or 
a variation with their Link schemes 

name included within or as a strapline adjacent to the 
logo. 

The Link logo is available by email from Community First.

Donation Envelopes
• Donation envelopes can be ordered directly via 

Townsends Design and Print in Melksham Telephone 
number: 01225 705 025 or Link Schemes can source 
their own supplier. Printing can be arranged directly 
with Townsends at additional cost.  

• Identity Badges – Community First can provide 
templates for identity badges.  It is not possible to 
produce these with the logos of individual Schemes.

• Lanyards are also available at additional cost.

Link Hospital Parking Cards
• Link Hospital Parking Cards are available to be 

displayed at all times by volunteers when parking at 
Acute Hospitals and other health and medical centres 
as agreed locally.

• The cards are free and available from Community 
First. Each volunteer should be issued with a card 
and the guidelines for hospital parking. Cards 
have an expiry date (to reduce the potential for 
inappropriate use from former drivers), so please 
ensure new cards are ordered prior to the expiry 
date.  

• It is imperative that the Link Scheme’s name and 
vehicle registration is completed on the card so heath 
authority staff can contact the appropriate scheme if 
required in an emergency.

The public image of the Link Scheme is important to educate the public about the 
service provided and to attract potential volunteers.  In addition, the increasing 
number of Link Schemes in Wiltshire has brought widespread publicity and the 
reputation of one Link Scheme reflects on others.
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Publicity Material
Community First is happy to design and produce publicity 
material for promoting Link Scheme services. This design 
service is free of charge, however we may have to make 
small charges for any printing. This may include:

• volunteer recruitment posters,

• volunteer recruitment leaflets,

• Link Scheme leaflets, and

• sample newsletter articles.

Community First can also provide a video about what a 
Link Scheme does which can be played on a laptop at 
events or for new volunteers 

Community First’s video can be viewed online at 
www.communityfirst.org.uk/transport/link

C9: Designated Safeguarding Officer (L)

Providing transport to a vulnerable adult is classed as a 
“regulated activity” under schedule 4 part 2 para 7(1)
a of the Safeguarding of Vulnerable Groups Act 2006.  
‘Safeguarding’ is protecting these vulnerable adults from 
harm and abuse while engaged in this ‘regulated activity’. 
Part of this safeguarding is the requirement for DBS 
checks for all ‘customer facing’ Link Scheme volunteers, 
and trustees as appropriate (L) as detailed in Section E.

The Safeguarding Worker should be a member of the 
Management Committee and all volunteers should be 
made aware of who they are, their roles, how to contact 
them, and when they are available.

Roles and Duties
The Designated Safeguarding Worker has the following 
responsibilities.

• Ensure the safeguarding policy is implemented and 
adhered to (L).

• Be familiar with and have an understanding of local 
policies and procedures.

• Liaise with other services and organisations to ensure 
best practice is adhered to.

• Ensure that safeguarding is part of the Link Scheme’s 
working culture.

• Arrange appropriate training for all relevant workers.

• Provide support during and after incidents involving 
safeguarding and referrals to Social Services or the 
police. 

• Provide the trustees with information on the number 
and outcomes of incidents or concerns involving 
safeguarding, if requested.

Protection of Vulnerable Adults 
Guidance
Link Schemes and volunteers as a trusted service maybe 
faced with a situation where an individual ‘discloses’ 
a safeguarding issue, which cannot be ignored. The 
information below offers guidance on how to respond to 
a ‘disclosure’ and how to report the information disclosed 
to the local authority. It is not the responsibility of the 
Link schemes or volunteers to investigate a disclosure 
only to report concerns of abuse to the relevant authority. 

Guidance to the alerted person (Wiltshire Council 
Safeguarding Adults Board)

• Listen carefully to what you are being told

• Reassure the person that you are treating the 
information seriously

Link Schemes are set up to benefit vulnerable adults within the community and as such 
have a duty to fully safeguard these people (L). The Designated Safeguarding Worker 
ensures that training, policies and procedures are in place to protect people using Link 
Schemes from harm and exploitation by the Scheme.  

http://www.communityfirst.org.uk/transport/link/
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• Explain that you are required to share the information 
with a relevant committee member and the 
regulatory authority (as appropriate)

• Reassure the person that any further investigation 
will be conducted sensitively and with their full 
involvement wherever possible

• Make a written record of what the person has told 
you using their words taking into account that this 
report might be required as part of any legal action 
or disciplinary procedure

• Do not promise to keep secrets 

• Do not contact the alleged abuser or alleged victims 

• Do not discuss the content of the disclosure with 
others outside the investigation. 

Reporting Guidelines 
If you see, hear or have a concern that someone may be 
being abused

• Take urgent action as appropriate to protect the adult 
at risk from any immediate danger

• Pass on the relevant information to a relevant 
designated safeguarding worker or chairperson, as 
appropriate 

• Act within the wishes of an adult at risk where 
possible. Avoid asking leading /investigative 
questions, e.g. who, what, when, why?

• Avoid making comments about what has happened

• Support and reassure the individual throughout 

Social Care Advice and Contact 0300 456 0111 or 
email adviceandcontact@wiltshire.gov.uk. 

If you are calling out of hours, please call the Emergency 
Duty Service on 0300 456 0100.

You can also make a referral online, please find the web 
link below

https://adults.wiltshire.gov.uk/Information/
referrals-and-forms

Wiltshire SAB Wiltshire Safeguarding Adults Board 
wiltshiresab.org.uk

Link to website that has July 2019 (most recent version) 
policies and procedures:

http://www.wiltshiresab.org.uk/wp-content/
uploads/2019/10/WSAB-Policy-and-
Procedures-2019.pdf

• Definitions 1.5 

• Roles and Responsibilities 1.6 

• Recognition of Adult Abuse and Neglect 1.7 

• Indicators of possible abuse 1.8

Wiltshire Well Being Hub

https://adults.wiltshire.gov.uk/Services

A safeguarding flowchart can be found in the Annex

If faced with a situation where children are 
involved, the below will be a helpful website.

Wiltshire Safeguarding Vulnerable People Partnership 
wiltshirescb.org.uk

If you have concerns about a child, please 
contact:

Wiltshire Multi-Agency Safeguarding Hub (MASH) 
0300 456 0108 (8:45am-5pm Mon-Thurs) and 
(8:45am-4pm) Friday.

Emergency Duty Service 0300 456 0100 (5pm - 
8:45am)

If a child is in immediate danger or left alone, you 
should contact the police or call an ambulance 
immediately on 999.

https://adults.wiltshire.gov.uk/Information/referrals-and-forms
https://adults.wiltshire.gov.uk/Information/referrals-and-forms
http://www.wiltshiresab.org.uk/wp-content/uploads/2019/10/WSAB-Policy-and-Procedures-2019.pdf
http://www.wiltshiresab.org.uk/wp-content/uploads/2019/10/WSAB-Policy-and-Procedures-2019.pdf
http://www.wiltshiresab.org.uk/wp-content/uploads/2019/10/WSAB-Policy-and-Procedures-2019.pdf
http://www.wiltshiresab.org.uk/wp-content/uploads/2019/10/WSAB-Policy-and-Procedures-2019.pdf
https://adults.wiltshire.gov.uk/Services/1544
https://www.wiltshirescb.org.uk/
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C10: Charity Trusteeship (L)

In law trustees can be held personally liable for a 
charity’s debts or losses. For unincorporated charities, 
such as most Link Schemes, the trustees would be 
personally liable. However, trustees that have acted 
conscientiously, honestly and in good faith are extremely 
unlikely to be held personally responsible. (L)

If trustees act imprudently, are guilty of breach of trust, 
negligence or dishonesty they may be personally liable. 
This liability can be reduced by purchasing Trustee 
Indemnity Insurance or by becoming an incorporated 
organisation. This does not, however, protect against 
instances of dishonesty, criminal behaviour, negligence 
or disregard of the charities interests. It is extremely 
unlikely that this situation is going to arise in a Link 
Scheme and the best defence is good management. (L) 

It is important that every new committee member reads 
through the governing document carefully to be aware 
of their responsibilities and attends the New Committee 
Member Induction training provided Community First. It 
is advisable for each new committee member to receive a 
copy of The Essential Trustee and Charities and Reserves 
(documents CC3a, and CC19, produced by The Charity 
Commission).

For Link Schemes registered as charities, voting members of the Link Scheme 
Management Committee are by law trustees of their Link Scheme5 (L). Each voting 
member of the Management Committee should be aware of their responsibilities.

‘Trustees have, and must accept, ultimate 
responsibility for directing the affairs of their 
charity, ensuring that it is solvent and well 
run, and delivering the charitable outcomes 
for the benefit of the public for which it was 
set up’

The Essential Trustee CC3a6 

5The Charities Act 1993 (S97 1) provides a functional test. Charity trustees are those persons having the 
general control and management of the administration of the charity.
6 www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3

C11: Charity Trustees - Role Description (L)
Roles and Duties
The duties of a Trustee are as below (L).

• Accept ultimate responsibility for what the charity 
does, and act collectively with other trustees.

• Exercise prudence to ensure the charity remains 
solvent and all assets are used to further the 
charitable objectives. 

• Exercise reasonable care and skill to ensure the 
charity is well run and efficient.

• Ensure that the organisation complies with its 

governing document, (i.e. its constitution), charity 
law, company law and any other relevant legislation 
or regulations.

• Ensure that the organisation pursues its objects as 
defined in its governing document.

• Ensure that the organisation applies its resources 
exclusively in pursuance of its objects.

• Contribute actively to the board of trustees’ role in 
giving firm strategic direction to the organisation, 
setting overall policy, defining goals and setting 
targets and evaluating performance against agreed 
targets.
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• Safeguard the good name and ethos of the 
organisation.

• Ensure the financial stability of the organisation and 
protect the assets of the charity.

• Use any specific skills, knowledge or experience to 
help the board of trustees reach sound decisions.

Each Trustee must have:

• commitment to the organisation,

• willingness to devote the necessary time and effort,

• integrity,

• strategic vision,

• good, independent judgement,

• an ability to think creatively,

• a willingness to speak their mind,

• an understanding and acceptance of the legal duties, 
responsibilities and liabilities of trusteeship,

• an ability to work effectively as a member of a team.

• It is recommended that Trustees also undergo a DBS 
check.

C12: Eligibility (L)
Anyone over 18 is eligible for trusteeship with the 
following exceptions.

• Anyone who has an unspent conviction for an offence 
involving deception or dishonesty.

• Anyone who is an undischarged bankrupt.

• Anyone who has been removed from trusteeship 
of a charity by the Court or the Commissioners for 
misconduct or mismanagement.

• Anyone under a disqualification order under the 
Company Directors Disqualification Act 1986.

Link schemes may well be involved with vulnerable adults 
(adults with care and support needs), and wherever 
appropriate a Link Scheme should ensure trustees have 

a DBS check (L) (See Section E). If a potential trustee 
has a ‘positive disclosure’ from the DBS process, this 
does not necessarily bar them from acting as a trustee 
for the charity, as being a trustee is not a ‘regulated 
activity’. Trustees should take account of potential risks to 
the charity’s reputation and beneficiaries, and seriously 
consider whether it would be appropriate to have a 
trustee who is barred by the DBS. 

The Finance Act 2010 also requires that if a Link Scheme 
wants to claim Gift Aid, all of the charity’s managers 
(including trustees) must be ‘fit and proper persons’ (L) 
(see Section H.2).

It is good practice for trustees to sign a declaration 
confirming that they are eligible to act.

C12: Trustees’ Standards of Conduct (L)
Case law states that trustees should “exercise the same 
degree of care in dealing with the administration of the 
charity as a prudent business person would exercise in 
managing their own affairs”.

Trusteeship is normally a voluntary, unpaid office. Section 
185 of the Charities Act 2011 details the conditions 
where it is possible for trustees to be paid for services 
to a charity (e.g. if they are a builder they can be paid 
for building work but not for their work as a trustee).  A 

trustee is entitled to be reimbursed for reasonable out-of-
pocket expenses incurred while on charity business.

All trustees should act exclusively in the best interests 
of the charity.  Therefore a trustee must not allow a 
situation to arise where their duty as a trustee conflicts 
with their own personal interest.  Examples of a conflict 
of interest include a trustee who buys, sells or rents 
something to or from a charity (e.g. goods, land or a 
building).  There would also be a conflict of interest if any 
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close family members or business associates of a trustee 
were affected by such transactions.

Trustees must meet regularly enough to ensure they 
retain control over the running of their organisation.  
Decisions are taken by a simple majority vote of those 
trustees present and voting at the meeting, unless the 
governing document makes some provision such as 
a casting vote for the Chair, or a greater majority for 
decisions on certain issues. It may be practical for the 
governing document to specify a quorum for trustee 

meetings; otherwise meetings will not be valid unless all 
trustees are in attendance.

Trustees no longer need permission from the Charity 
Commission or their governing document before buying 
indemnity insurance. This can be purchased where the 
governing document simply states a general prohibition 
against personal benefit. Trustees indemnity is not 
necessarily included as part of your insurance, you may 
need to take out a separate policy – please ensure you 
check with your insurance company.

C14: Charity Reserves (L)
Reserves are that part of a Link Scheme’s income that 
is freely available to be spent on any of the Scheme’s 
charitable purposes. Wiltshire Link Schemes are advised 
to hold reserves of approximately six months running 
costs.

Trustees have a duty to apply charity funds within a 
reasonable time of receiving them. They also have an 
implied power to retain income in reserves where it is 
in the best interests of the charity. If income is held 
in reserves without justification then this may amount 
to a breach of trust. Therefore it is important that an 
appropriate policy is formulated to justify the retention of 
such reserves based on the charity’s needs. (L)

As a minimum the policy should cover the following.

Reasons for reserves.

• Level of reserves required by the charity.

• Steps to be taken to reach and maintain that level.

• Arrangements for monitoring and reviewing the 
policy.

The policy should be based on a review of the 
following.

• Forecast income.

• Forecasts of expenditure against planned activity.

• Analysis and contingencies.
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