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28 April 2010
Dear Member,

thank you for your interest in becoming a Trustee of the Bristol Lesbian, Gay and Bisexual Forum, Charity number 1098085.

In this pack you will find:

·  
Welcome letter and Management Committee Information

·  
A Management Committee Member application form

·  
Declaration of Interests Form

· 
Ground Rules for Meetings

· 
A Glossary of the terminology used
Please note that, as a member, you should already have a copy of our Constitution, but this can also be downloaded from the Documents section of the website, under ‘About Us’.  Please read it carefully, it is the governing document of the Forum and what you would be upholding, as a Trustee.

All our policies are also available in the Documents section, and Trustees induction information is available in the ‘Get Involved section > Become a Trustee > Trustee Induction.

We look forward to working with you in the future.

Yours sincerely.
Sarah Louise Minter
Sarah Louise Minter

Development Worker

On behalf of the Bristol Lesbian, Gay and Bisexual Forum
	Management Committee Application Form

	


	Date
	
	/
	/
	

	

	Name
	

	

	Contact details

	Address
	

	
	

	
	

	Postcode
	
	

	
	

	Home tel.
	

	Work tel.
	

	Mobile tel.
	

	
	

	Email
	

	

	1. Please tell us why you want to join the Management Committee?

	

	

	

	

	

	

	

	

	

	

	

	2. What skills or life experience can you bring to the Management Committee?

	

	

	

	

	

	

	

	

	

	

	

	3. What previous Management Committee experience do you have (if any).  It doesn’t matter if you have not been on a management committee before.

	

	

	

	

	

	

	

	

	

	4. Are you employed?  Please give details if you wish. (it doesn’t matter if you are not, but it will give us an idea of your skills)

	

	

	

	

	

	

	

	

	5. Are there any topics or issues that you are particularly interested in? 

	

	

	

	

	

	

	

	

	

	6. Please list any other organisations you are involved in and what your role is - e.g. treasurer, volunteer administrator. 

	

	

	

	

	

	

	

	

	


	Under UK Law, people who have been declared Bankrupt may not serve as Company Directors or Charity Trustees within a certain term.  Please sign the declaration below to certify that you are not in this position; you may need to check with the Office that dealt with your Insolvency case.

	Declaration

 I declare that I am not subject to Insolvency Proceedings (Bankruptcy) and that I am not disqualified from serving as a Company Director or Trustee.

	Signed
	
	date
	

	Print
	

	CONFLICT OF INTERESTS

	The Bristol LGB Forum asks that you declare any potential conflict of interest that you know of, that may affect your work with the Bristol LGB Forum.

This could be a currently known conflict such as:

· a relationship with another member of the Management Committee;

· working for our current funders, Bristol City Council (BCC) or the Equality and Human Rights Commission (EHRC)

Or a future conflict that will only become known during or before a meeting :

· working for an organisation to which Bristol LGB Forum apply to for funding; 

· working for a company that supplies the Bristol LGB Forum with goods or services;

· belonging to another organisation that the Bristol LGB Forum works with;

· any other relevant conflict of interest that could occur.

Future conflicts can be declared before or during a meeting and are recorded in the minutes of that meeting.

Your conflict of interest details will be kept on a register that will be available at each meeting for all MC members to view.

Please remember that you must declare each conflict of interest at individual management committee meetings where such a conflict arises.


	YOUR DECLARATION OF INTERESTS

	

	Please fill in, sign and date this form, ticking Yes or No where appropriate.

	

	Are you in a relationship with or related to another member of the Management Committee?

	

	Yes
	
	No
	
	If yes, please give name of the Trustee:

	

	

	Are you employed by the current funders, Bristol City Council or the Equality and Human Rights Commission?

	

	Yes
	
	No
	
	

	

	If yes, please give name of employer and department :

	

	

	Our current suppliers of goods and services are :

	

	Bristol Community Accountancy Project
	Rainbow Press



	The Create Centre 
	The Green Stationers, Bath

	St Werburgh’s Community Centre
	Virgin Media

	Circle Inter-Active
	The Watershed

	




	Do you work for or have a financial interest in any of the above organisations or companies?

	

	Yes
	
	No
	
	

	

	
If yes, please detail :

	

	

	4
Are there any other conflicts of interest that you can think of?

	

	

	I declare that the above information is true and complete.

	

	Signature
	
	Date
	

	Print Name
	


Management Committee Information

Words in the text in bold are explained on the last page in JARGON.
 1. ELIGIBILITY

You must already be a member of the Forum (for at least 21 days) in order to be eligible to stand for the Management Committee (MC).

 2. CONSTITUTION/RULES

Trustees are legally responsible for the way the Forum is run, its money and making sure that it follows the rules of the Charity Commission and the Forum Constitution.  The Constitution is included in this pack please read it.  
 3. CHANGES TO THE CONSTITUTION

Any Member of the Forum may propose a change to the Constitution so, if you feel there are changes you feel could be useful, you may propose them at an MC meeting.  Your proposal will be discussed, after which it will be put to a vote.  If a majority of the Trustees present vote in favour of the amendment, it is then proposed to the wider Membership, by post and email, 21 days ahead of a vote.  If two-thirds of  those attending a meeting to vote - or of votes received by post, if a postal ballot – vote in favour of the amendment, the Constitution is then changed.

 4. MANAGEMENT COMMITTEE (MC)

The MC can consist of up to 10 full members, known as Trustees, and 3 Co-optees.  For a Management Committee to be quorate’ at least 3 Trustees must be present, else the meeting is declared ‘inquorate’ and cannot go ahead; a new meeting must then be convened.
 5. OFFICERS

Officers are those Trustees who hold ‘Office’, in one of the following roles:

· Co-Chair

Female
· Co-Chair

Male

· Vice Co-Chair 
Female

· Vice Co-Chair
Male

· Treasurer

· Secretary

Officers are responsible for examining, correcting and signing official documents published by the Forum, some of which are required by law:
· The Annual Report

· The Annual Accounts

 6. MEETINGS 

Please tell us if the time, day or place of the meeting is difficult for you, or if you need help in getting to the meeting.

Venue

Flamingos or the Fire HQ at Templeback
Day


2nd Wednesday evening of the month
Time


6:30 pm to 8:30 pm 

Duration

2 hours

Refreshments
Tea/coffee and biscuits are provided

Frequency
The Forum meets once a month, except in August and December 

 7. ANNUAL GENERAL MEETING (AGM)
The AGM is held once a year in November at the Council House and is attended by Members of the Forum; there the Annual Report is presented, the previous AGM’s minutes passed a anew Management Committee elected.  Any important discussions about major changes to the way the Forum operates are also conducted at this meeting.
 8. DEVELOPMENT DAY
A Development Day is held on a Saturday in January and is attended by all members and co-optees on the Management Committee.

 9. MEETING PAPERS

 10. Agenda

An agenda is a list of points that will be discussed in an MC meeting; it is prepared in advance for each meeting and sent out to Trustees a week before the meeting.  You can email or telephone the office to add any items you would like included.

 11. Minutes

Minutes are emailed to Trustees who are asked to check them for accuracy and report any mistakes to the Administrator or Development worker.  At each meeting the previous minutes are passed and any corrections recorded.
 12. MEETING CONDUCT

Members are asked to treat each other with respect as equal partners in a discussion and not to interrupt.  Attached is a list of Ground Rules that have been agreed by the current Management Committee.  If you would like to add anything or change the content please bring it up at an MC meeting.

 13. APOLOGIES

Trustees should send their apologies as soon as they know they will be absent, else  a meeting may be inquorate (see 4, above).
 14. EXPENSES

The Forum will reimburse MC members for :

·  
the cost of travel to Forum meetings and meetings attended on 

behalf of the Forum;

·  
the cost of postage, printing and phone calls on Forum business;

·  
refreshments at meetings (if not provided by the host);

·      lunch or diner where the MC member has been on Forum 



business for 4 hours or more;

·  
child/animal care while the MC member attends Forum meetings 


and meetings on behalf of the Forum;

·  
full cost where an MC member has purchased something for the 

Forum.

Receipts or invoices must be kept and attached to the claim form provided.  It is the responsibility of the MC member to prove that he/she has spent money that needs reimbursing.

The Forum pays travel expenses at :



20p per mile 
for bicycle, motorbike and motability scooter;



40p per mile 
for cars;



05p per mile 
per passenger.

 15. MEETINGS ATTENDED ON BEHALF OF THE FORUM

Trustees who represent the Forum at meetings must report back to the next MC meeting.   They should write a report about the meeting and email it to the Development Worker so that it can be included with the Minutes.  The report will also be sent to all MC members. 

 16. INSURANCE

All MC Members are covered by a Trustee Indemnity Insurance Policy that is renewed annually.

The Forum also has a Charity Assured Employers Liability Insurance Policy, which includes contents, also renewed annually.

JARGON EXPLAINED

	AGENDA

	The list of items to be discussed at a meeting.

	ANNUAL GENERAL MEETING (AGM) 

	A meeting held once a year to elect the management committee, the independent examiner and to agree the Accounts.

	CHARITY ASSURED EMPLOYERS LIABILITY INSURANCE

	This insurance covers the Forum (the Charity) for the employees and the volunteers while on charity business.  It also covers the contents of the office.

	CONSTITUTION

	The legal document setting out the charity’s purposes and, usually, how it is to be administered. 

	CO-OPTEE

	A member of the Management Committee who has not yet been voted-in at  the Annual General Meeting and therefore do not count towards quorum.

	MANAGEMENT COMMITTEE (MC) 

	This is the governing body that runs the Forum.  The management committee is made up of volunteers, who are the employers of any paid staff.

	MANAGEMENT COMMITTEE MEMBER (also known as TRUSTEE)

	The person (volunteer) who serves on the governing body of the Forum.

	MC/TRUSTEE RESPONSIBILITIES 

	It is imperative that Trustees read the Charity Commission’s paper @The Essential Trustee – both, Introduction and main paper, included in their Induction Pack, but also available either from the website or from the office.

	MINUTES

	The record of what is said and agreed at a meeting, which also includes any action to be taken, by whom and by what date.

	QUORUM


	The minimum number of Trustees who must be present for the meeting to be properly constituted.  This is specified in the constitution as 3 MC members, Co-optees do not count towards the quorum.

	TRUSTEE

	A member of the Management Committee; effectively Trustees are the Directors of the Charity, and so responsible in law for its proper conduct.

	TRUSTEE INDEMNITY INSURANCE

	Trustee indemnity insurance covers trustees from having to personally pay out should claims be made against them, such as Health and Safety breaches which cause an employee injury, as long as the mistake was honestly made and not the result of willful misconduct. 
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