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This resource has been designed to help you find, recruit, induct and 
keep trustees. It has been developed with small voluntary organisations 
in mind. We recognise that trustee recruitment can be challenging for 
small organisations that have limited resources.  

For the purposes of this resource, 'trustee recruitment' also refers to 
the recruitment of management committee members, members of the 
committee, council members and executive committee members. No 
matter what title your organisation gives them, this resource is 
intended to help you recruit new members of the governing body. 
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Introduction 
How this resource works 
The resource is split into six sections. These sections can be used 
independently but work well as a whole process. 

1. Are you ready to recruit? 

2. Who are you looking for? 

3. Attracting new trustees 

4. Selection and appointment of new trustees 

5. How to welcome your new trustees 

6. What next? 

How to use this resource 
We recommend that you read through the whole resource before 
getting started and tailor it to suit your needs. We have included a 
range of activities to provide practical help. These range from plans to 
model policy documents. They are easy to use and can be adapted for 
your own use. Not all of the activities may be necessary for your 
organisation – pick and choose the approach that best suits you. 

Please note that this document should not be taken as a substitute for 
legal guidance. Professional legal advice should always be sought where 
required. 

Help and support 
At the end of each section we signpost you to other help and support 
related to that topic. 
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Step 1: Are you ready to 
recruit? 
Finding and keeping trustees is a vital but demanding task for voluntary 
organisations. Some of your trustees may have left or are intending to 
leave soon, or perhaps you feel that your board needs reinvigorating.  
This should be seen as an opportunity to bring in new skills, 
experiences and perspectives to your board.  

Are you ready to recruit?  Ask yourselves the following questions. 

• Are we ready and willing to involve new people?  

• Are we working well together? Do we need to deal with any issues or 
tensions before someone new joins the board? 

• Would we be willing to change where and when we meet? 

• Are we open to different ideas and fresh perspectives? 

It can also be worth reviewing the roles of your current trustees, 
especially if one person is taking on a lot of the work and other people 
would like to take on more responsibility. As a trustee of a small 
organisation, it’s likely that you carry out several roles – you may 
volunteer to do things for the organisation in addition to your trustee 
responsibilities. Are the activities best carried out by a new trustee or 

could they be done by a volunteer? Is the amount of work reasonable 
for one person? 

Before you get started there are a few things you need to consider. 

Check the legals 
Your governing document is the rulebook for the way your charity is 
governed. The governing document can be called different things, but 
you’ll usually hear it referred to as the articles of association, rules, trust 
deed or constitution. It should be the first place to look for terms of 
office, eligibility, procedures for election and so on. Consider how your 
trustees must be appointed. Do new trustees have to be members of 
your organisation? Do you have elections? Or are trustees appointed 
or co-opted?  

You should also consider the various checks and safeguards that are 
required for charities working with young people and other vulnerable 
adults, where this applies. 

Planning the process 

It’s a good idea to plan and schedule the whole process from the 
outset, as recruiting a new trustee usually takes several weeks and 
involves a range of people. Think about the steps, timescales and costs 
involved in the whole process. 
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Planning pointers 
• You need to decide which steps you’re going to include (or not). 

Reading through the whole of this resource will help you prioritise 
what is necessary and what you may already have in place.   

• You should be clear about who is responsible for what, and what 
information you will need to have prepared and by when. 

• You may find it helpful to ask one person to oversee and co-ordinate 
the process.  

• It’s useful to have a date in mind for when you want to have 
recruited, and work backwards. For example, if you’ll be electing at 
the annual general meeting (AGM), when do you need to start the 
process? 

Work through Activity 1: Trustee recruitment plan to help your board 
complete a recruitment process action plan. 

Help and support 
• NCVO governance information  

www.ncvo.org.uk/practical-support/governance 

• Charity Commission Guidance CC3 – The Essential Trustee explains 
who is eligible to be a trustee 
www.charitycommission.gov.uk/detailed-guidance/trustees-staff-
and-volunteers/the-essential-trustee-what-you-need-to-know-cc3/  

• Charity Commission Guidance CC30 – Finding new trustees: What 
charities need to know  
www.charitycommission.gov.uk/detailed-guidance/trustees-staff-
and-volunteers/finding-new-trustees-cc30/ 

• NCVO StudyZone course on trustee recruitment and induction 
www.knowhownonprofit.org/studyzone/trustee-recruitment-and-
induction  

http://www.ncvo.org.uk/practical-support/governance
http://www.charitycommission.gov.uk/detailed-guidance/trustees-staff-and-volunteers/the-essential-trustee-what-you-need-to-know-cc3/
http://www.charitycommission.gov.uk/detailed-guidance/trustees-staff-and-volunteers/the-essential-trustee-what-you-need-to-know-cc3/
http://www.charitycommission.gov.uk/detailed-guidance/trustees-staff-and-volunteers/finding-new-trustees-cc30/
http://www.charitycommission.gov.uk/detailed-guidance/trustees-staff-and-volunteers/finding-new-trustees-cc30/
http://www.knowhownonprofit.org/studyzone/trustee-recruitment-and-induction
http://www.knowhownonprofit.org/studyzone/trustee-recruitment-and-induction
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Step 2: Who are you looking 
for? 
You should consider who would make a good trustee for your board. 
Your governing document is the rulebook for the way your 
organisation is governed. This must be the first place to look for terms 
of office, eligibility, procedures for election or appointment, and so on.  
Even if your members elect your new trustees, it’s still worth thinking 
about who would make a good trustee as you can still work to help 
ensure that people with the right skills and experience put themselves 
forward. 

What skills and experience would you like 
to find? 
Ask yourselves what skills and experience you need to make your board 
more effective. It could be that by talking to each other you’re able to 
decide on the skills and experience you would ideally want your new 
trustee to have. If you can’t identify the skills that are needed you may 
want to complete Activity 2: How to identify skills and experience 
(highly recommended). 

Are you looking for someone who doesn’t 
exist? 
It can be difficult to balance all the things that you want from a new 
trustee with the reality of the people that you are able to attract. Make 
sure that what you’re asking for is what you really do need. For 
example, do you need someone with a qualification in accountancy if 
your organisation has a very small income? Would someone with 
bookkeeping skills or experience of managing their household budget 
be able to do the job? Communication skills, team working, enthusiasm 
and the time to commit to the organisation may be just as valid as any 
formal qualifications you think you might need. 

Can you tell people about the role? 
Trusteeship is not widely understood by the general public. Most 
people wouldn’t put themselves forward for something they don’t 
understand, so you need to find a way to describe the role.  Although 
role descriptions are often more associated with paid positions, they 
can be an effective tool for communication. 

• If your trustees already have role descriptions, these can be reviewed 
and made available to those who express an interest, or extracts can 
be used in any advertising you do. 
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• If you don’t have role descriptions, you may want to work as a 

group to develop them. Take a look at Activity 3: Create a role 
description (optional). 

Why would anyone put themselves 
forward? 
You should think about how to ‘sell’ the role to someone. To do this 
it’s helpful to understand what might motivate potential trustees to 
join you. 

What motivated you to join your board and what motivates you to 
stay? What might motivate others? What can you offer to potential 
volunteers? A key point to remember is that one reason for 
volunteering to become a trustee is no more valid than any other. 
Activity 4: Trustee motivations can help you do this. 
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Step 3: Attracting New 
Trustees 
Now you have a good understanding of who you’re looking for and 
what might attract people to join your board, you need to get the 
message out there. You will need to consider how and where to 
promote the opportunity and then how you will find out whether 
these people are suitable for the role. 

Advertising the role 
Your promotion ideas will be led by who you want to attract. For 
example, if you have to recruit from your current membership then 
your promotional activity will be focused upon them. If you’re looking 
to recruit someone new to your organisation, then your promotional 
activity will be much more externally focused. Put yourselves in the 
shoes of your ideal person and think about where they’re likely to go, 
what activities they may undertake and where they would get their 
information. For example, would the person you are looking for use the 
local library, attend a local church or use a professional network? 

Your board will need to decide which promotional activities are best 
suited to finding the person they identified in the Finding the Right Fit 
section. Take a look at Activity 5: Promotional ideas to help your board 
decide which promotional techniques are right for you. This includes an 

‘action’ column so you can ensure that tasks are shared fairly between 
trustees. 

If your board has decided that an advert or poster is the best way to 
promote your trustee vacancy, take a look at Activity 6: How to write a 
killer advert, which will give you some idea of what information to 
include. You may also want to refer to the list that you completed in 
Activity 2: Trustee motivations so that you can include the benefits of 
becoming a trustee with your organisation in the advertisement. You 
should focus just as much on ‘selling the role’ to your members (where 
you have them) as to those outside your organisation. 

‘There is a lot of competition for willing volunteers out there. In our area 
there is a playgroup, a nursery and two primary schools each with a parent 
body. So we really have to stand out to get noticed.’ 
South Oxford Community Association 

What if people want to know more? 
It’s difficult to provide everything about the role and your organisation 
in a single advert. Consider adding information to a website so people 
can read more. Potential trustees may want to talk to someone from 
the organisation to find out more about the role, so you might want to 
offer people the opportunity to email or call someone for an informal 
chat. You need to think about who is best placed to respond to 
enquiries. 
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Meeting with potential trustees 
It’s a good idea to meet potential trustees. This will give them the 
opportunity to ask any questions that they might have about your 
organisation or board. It also gives you an opportunity to find out if the 
person is right for the role. 

Being a trustee requires a big commitment from an individual, but a 
formal interview may not be appropriate. It may dissuade potential 
trustees from showing an interest and may also give the wrong 
impression of your board. Try to create a relaxed and welcoming 
atmosphere and explain the purpose of the meeting to the applicants 
in a way that puts them at ease. 

Board meeting observation 
You may find that one of the reasons people are reluctant to become a 
trustee is because they feel that it’s all hard work with no benefit. Why 
not let people attend one of your meetings to observe what happens 
at a typical meeting, meet you all and see what being a trustee is all 
about? Please note: If there are any disputes or conflicts within your 
board, these need to be addressed before you invite new people in to 
observe your meetings. 

Dealing with worries 
One key issue for many people may be worries about personal liability.  
You need to be able to frankly discuss this and let them know about 
the measures, such as insurance or incorporation, that you have taken 
to manage this. 

Help and support 
• NCVO’s Trustee Bank – a free site to promote and search for 

vacancies 
www.ncvo.org.uk/practical-support/governance/trustee-bank    

• The Small Charities Coalition’s Trustee Finder 
www.smallcharities.org.uk/trustee-finder   

• Do-it – an online place where potential volunteers can find 
opportunities in their local area, including trustee vacancies. 
www.do-it.org.uk 

• Trustees Unlimited provides a bespoke trustee recruitment service 
www.trustees-unlimited.co.uk 

  

http://www.ncvo.org.uk/practical-support/governance/trustee-bank
http://www.smallcharities.org.uk/trustee-finder/
http://www.do-it.org.uk/
http://www.trustees-unlimited.co.uk/
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Step 4: Selection and 
appointment of trustees 
By now you should have one or more potential trustees who have 
applied through your advertising process, or who have been nominated 
via your organisation’s rules. Check who makes the final decision on 
appointment or election. Is it a decision by members at the AGM? Can 
the trustee board decide between themselves?  Is the appointment 
made by an outside organisation such as a local authority or church? 

Keep it legal 
Make sure you carefully follow the procedures for appointment or 
election, as set out in your organisation’s governing document. 

Have you checked that the new trustees are eligible? There may be 
something in your governing document that prevents someone from 
being a trustee of your organisation. There may also be legislation that 
disqualifies some people from being a trustee, because they’re too 
young, or because of a particular criminal conviction or bankruptcy, or 
similar financial problems. Make sure you ask trustees to sign a 
declaration that they’re eligible and willing to serve.If you haven’t got a 
suitable declaration you should develop one. Activity 7: Create a trustee 
eligibility form will help you to create one. You may also want to 
consider using this form to confirm agreement on any key issues. 

If your charity works with children or vulnerable adults, make sure your 
organisation seeks Disclosure and Barring Service (DBS) checks on 
behalf of your trustees. See the help and support section below for 
more information. 

Still haven’t found what you’re looking 
for? 
If you’ve been through the process and still have vacancies, you need to 
review what you have done so far. Take a look at your role description 
to see if anything needs adding or removing. You may also want to 
reconsider your promotional activity and think again about how and 
where to promote your trustee opportunity. 

You may also meet people who are not suitable for the trustee role, 
but may have valuable skills and talents to offer that will benefit your 
organisation in other ways. If this is the case, let them know about 
other opportunities at your organisation that they could get involved 
in. They will often be happy to be asked to get involved, and feel 
valued. In return you may get a valuable volunteer for your 
organisation. 

Showing your appreciation 
Everyone who has applied to become a trustee, no matter how 
suitable, should be thanked. This shows that your board appreciates the 
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time and effort they have taken to show an interest in your trustee 
vacancy. 

‘I applied for a trustee position and never heard back from the organisation. 
It really knocked my confidence. It took months before I applied for a similar 
role again.’ 

Use Activity 8: Thank you email template to send to all those who put 
themselves forward. 

Help and support 
• Charity Commission Guidance CC30: Finding New Trustees. The 

‘Can anyone be appointed as a trustee?’ section explains who can 
and cannot be a charity trustee. 
www.charitycommission.gov.uk/detailed-guidance/trustees-staff-
and-volunteers/finding-new-trustees-cc30   

• The Disclosure and Barring Service was created by the government 
to help prevent unsuitable people from working with children and 
vulnerable adults. 
www.gov.uk/government/organisations/disclosure-and-barring-
service/about    

http://www.charitycommission.gov.uk/detailed-guidance/trustees-staff-and-volunteers/finding-new-trustees-cc30/
http://www.charitycommission.gov.uk/detailed-guidance/trustees-staff-and-volunteers/finding-new-trustees-cc30/
http://www.gov.uk/government/organisations/disclosure-and-barring-service/about
http://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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Step 5: How to welcome your 
new trustees 
Welcoming your new trustees is an important part of the recruitment 
process. This is the first time they will experience how your board 
works, and first impressions count. A well-planned welcome process 
(sometimes called an induction) can help a new trustee feel supported, 
informed, valued and able to make a contribution straight away. 

‘We undertake an induction for all new management committee members. 
By doing so, we are saying that we believe in what we are doing, that we 
value the input you will have within that, we will support you in your role and 
we welcome you to the team!’ 

Before the new trustee attends their first board meeting, all existing 
members should be told the name of the new trustee and they should 
try to attend the meeting. All trustees should feel responsible for 
welcoming the new person and putting them at ease. It’s worth bearing 
in mind that existing trustees may feel uneasy about having someone 
new on board. 

What to include in an induction 
Once you have new trustees it’s a good idea to identify what skills and 
experience you now have on your board and what, if any, are missing.  
You may want to complete Activity 2: How to identify skills and 

experience (optional), which you may have used in step one of this 
process. You may also want to ask all trustees the following. 

• Are there any areas in which you have a particular interest or would 
like to become involved? 

• Are there any areas in which you would appreciate support, advice or 
more information? 

You could add these as additional points to the Activity 2 table. 

Other points to consider 
What else can you do to make your trustee feel welcome and well 
informed? Here are some ideas to get you started. 

• Trustee buddying. This involves your new trustee being paired up 
with an existing trustee who will be able to answer any questions, be 
a point of contact and make sure the new trustee is feeling 
comfortable and confident in their role. 

• Ask the current trustees to think back to when they were new and 
suggest ideas about what would have made them settle into the role 
sooner. 

• Imagine how daunting it would be to receive a mountain of 
paperwork at one go. Can you stagger the information that is sent? 
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• If the new trustee is filling the role of a retiring trustee, consider 

asking the retired trustee if they would be willing to spend time with 
the new trustee to pass over paperwork and brief them about the 
role. 

• At initial meetings, make sure any acronyms or technical points are 
explained. It can be very alienating to not understand what’s being 
talked about. Equally, look at your minutes. Do they make sense to an 
outsider? Could you include an acronym sheet if abbreviations are 
used? 

• A common anxiety amongst new trustees is asking ‘stupid’ questions 
at meetings, or questions that everyone else knows the answer to. 
You should reassure your new trustee that asking questions is a 
natural part of learning about your organisation and that it’s often 
useful for everyone to look again at why you work in the way you do. 

‘The first meeting after the AGM is an induction and review meeting, where 
old and new committee members have the opportunity to discuss what being 
a trustee involves and to take a “heads up” look at WOCA - what it does 
well, what it could do better.’ 
West Oxford Community Association 

Help and support 
• The Charity Commission website has useful information about 

documents you should complete if you have new trustees and are a 
registered charity. 
www.charitycommission.org.uk  

• NCVO governance information 
www.ncvo.org.uk/practical-support/governance      

• Good Governance: A code for the voluntary and community sector 
www.governancecode.org  

• Local infrastructure organisations (LIOs) – Your LIO can help you to 
design your induction if you need more in-depth support.  
To find your LIO visit data.navca.org.uk/members/directory   

• Community Matters is the National Federation for community 
organisations. 
www.communitymatters.org.uk  

• ACRE is the national umbrella body of the Rural Community Action 
Network (RCAN), which operates at national, regional and local level 
in support of rural communities across the country, particularly 
Village Halls. 
www.acre.org.uk  

• Find a local Trustee Network contact 
www.smallcharities.org.uk/trustee-networks or your local council for 
voluntary service: data.navca.org.uk/members/directory     

  

http://www.charitycommission.org.uk/
http://www.ncvo.org.uk/practical-support/governance
http://www.governancecode.org/
http://data.navca.org.uk/members/directory
http://www.communitymatters.org.uk/
http://www.acre.org.uk/
http://www.smallcharities.org.uk/trustee-networks
http://data.navca.org.uk/members/directory
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Step 6: What next? 
Recruiting trustees is part of the development of your board and it’s 
important to keep the momentum going. Start by reviewing your 
trustee recruitment process. Now you have successfully recruited new 
trustees, you should record what you’ve learned for next time, and 
think about how you’ll continue to make your board an attractive and 
worthwhile opportunity. 

By recording how you’ve decided to recruit trustees now, the process 
will be much easier the next time you need to recruit, and you can 
make sure you repeat what worked. Why not adapt our model policy 
template for your own policy? See Activity 10: Trustee recruitment 
policy. 

Developing your board 
The successful recruitment of a new trustee is not the end of the 
process. Your board should be committed to developing your trustees, 
whether they’re new or have been involved with the board for a while. 
Development can be achieved in a number of ways, and does not need 
to cost a lot of money. You should also consider whether you can 
allocate any money or resources to trustee development – it doesn’t 
have to be much. Options for development include the following. 

• Training courses – these can either be run externally, or one of your 
trustees, staff or volunteers with a particular skill could be responsible 
for running a training session. 

• Letting trustees shadow honorary officers, volunteers or staff to find 
out more about the role of project. 

• Long-standing trustees mentoring new trustees. 

• Taking part in forums or networks to meet other volunteers and 
trustees. Your local Volunteer Centre may host these forums or 
know of forums in existence. See the help and support section below 
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for details on where to find the address of your local Volunteer 
Centre. 

How you develop your board is dependent on the skills of your current 
trustees and what your budget will allow. If funding for training is an 
issue, your local infrastructure organisation may be able to support you 
to find funding for development. See the help and support section 
below for details on where to find your local infrastructure 
organisation. 

And finally… 
Remember that good trustee recruitment is at the heart of an effective 
board. You might want to put trustee recruitment on your board’s 
agenda as a rolling agenda item. If you take time to select the right 
people with the right skills and knowledge and invest in their 
development, you’ll have a strong and successful board that will be 
committed and passionate about their work and the work of your 
organisation. 

Help and support 
• Local infrastructure organisations (LIO) for the voluntary sector can 

help you to find funding for development or point you to workshops 
and training opportunities. 
To find your LIO visit data.navca.org.uk/members/directory   

• Volunteer Centres provide support and expertise within the local 
community to potential volunteers, existing volunteers and 
organisations that involve volunteers.  
To find your local Volunteer Centre visit www.volunteering.org.uk  

• NCVO governance information 
www.ncvo.org.uk/practical-support/governance    

• Trustees Unlimited provides a bespoke trustee recruitment service 
www.trustees-unlimited.co.uk 

  

http://data.navca.org.uk/members/directory
http://www.volunteering.org.uk/
http://www.ncvo.org.uk/practical-support/governance
http://www.trustees-unlimited.co.uk/
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Activity 1: Trustee recruitment plan 
What? 
The planning template is designed to get your board thinking about the recruitment process and the work involved. 

Why? 
There’s a lot of work to do in any recruitment process. Spending time at the start planning out the process can save time later on and ensure you 
don’t miss any key steps. 

How? 
The board should consider working together to decide timescales and who is responsible for each part of the process. Some parts of the process may 
only take a small amount of time to complete; others may need more time or may need to be delegated to a small group of trustees from the board. 

 
Remember that you don’t have to complete all of the activities, but make sure the plan you have is appropriate for your organisation. 
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Activity Who When Resource/Activity Notes 

1. Read through all the 
pages of Trustee 
Recruitment for Small 
Organisations 

 

   Decide on priorities for 
your organisation and use 
this to develop the trustee 
recruitment plan 

2. Review current roles 

 

  Change checklist under Are 
you ready to recruit? 

Eg discussion at trustee 
meeting 

3. Check governing 
document 

 

 

  Governing document  
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Activity Who When Resource/Activity Notes 

4. Check who can and can’t 
be a trustee 

  Check Charity Commission 
– see Are you ready to 
recruit? section 

 

5. Check background 
checks 

  Check ISA website – see 
Are you ready to recruit? 
section 

 

6. Identify skills and 
experience 

 

  Conversation at board 
meeting or Activity 2: Skills 
and experience table 
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Activity Who When Resource/Activity Notes 

7. Review role descriptions   Activity 3: Create a trustee 
role description 

 

8. Identity what might 
motivate someone to join 
your board/committee 

  Activity 4: Trustee 
motivations 

 

9. Decide where to 
advertise your role 

  Activity 5: Promotional 
ideas 
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Activity Who When Resource/Activity Notes 

10. Prepare a trustee advert   Activity 6: How to write  a 
killer advert 

 

11. Put information about 
the role on your website (if 
you have one) 

    

12. Meet with potential 
trustees/invite them to a 
trustee meeting as observer 
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Activity Who When Resource/Activity Notes 

13. Select your trustees – 
by election process, 
interview or as appropriate 

    

14. Check eligibility   Activity 7: Create a trustee 
eligibility form 

 

15. Disclosure and Barring 
Service (DBS) if applicable 
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Activity Who When Resource/Activity Notes 

16. Thank everyone   Activity 8: Thank you email 
template 

 

17. Announce appointment     

18. Decide how to 
welcome your new trustee 

  Activity 9: How to welcome  
your new trustee 
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Activity Who When Resource/Activity Notes 

19. Review trustee 
recruitment process 

  Activity 10: Trustee 
recruitment policy 

 

20. Write a trustee 
recruitment policy 

  Activity 10: Trustee 
recruitment policy  
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Activity 2: Skill and experience table (optional) 
What? 
This activity can help you identify what skills and experience you already have on your board and what (if any) are missing. This can be used when 
recruiting new trustees. The list of skills and experience is based on the National Occupational Standards (NOS) for trustees. 

Why? 
Giving consideration to the skills and experience your board needs, what it currently has and identifying any gaps can help you focus on what you 
need for the board. When trustees are planning to stand down you should consider what skills and experience you will lose. 

This exercise is intended to identify what, if any, gaps exist on the board, not in individual trustees. Any information gathered should be treated 
sensitively. Check that everyone is happy with the approach before going ahead. 

When? 
This activity works best as part a board meeting. Alternatively, trustees could complete this exercise individually. Someone should be appointed to pull 
together the responses and present this information to the board. The board could then discuss the findings and what it means for the role. 

How? 
1. The board should work together (or in small groups), or trustees could complete individually. For each skill or experience, decide whether we have 
experience in this area/we know about this/we would like to know about this. Tick the relevant column. 

2. Where an item is not applicable to your organisation, you should cross it out or note in the box 'not applicable'. 
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3. Add any skills or experience that you feel is missing from the list. Maybe members of the board have a hobby or an interest that you feel would be 
of use to the board or the organisation? Blank rows have been left for you to fill in. 

4. Review the third column. What, if any, key skills are missing? Make a note of them – there is space for this below the table. This will allow you to see 
what additional skills and experience you would like to recruit. 

5. You can use this list in adverts or when talking to potential trustees. You could add it to the role description (see Activity 3). 

 
Optional: You could make this a living document. Instead of placing ticks in the columns, add the names of trustees who feel that they have 
that particular skill or experience. This way, when new trustees arrive or others leave, you can add or remove names. Review regularly so 
existing trustees can add any new skills they have developed. In this way you will always have an up to date skills list. 
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Skills and experience table for [name of organisation] 

Date completed [insert date] Experience 
We have experience of this 

Understanding 
We know about this 

Development need 
We would like to learn more 
about this 

Administration 
Getting things in order 

   

Campaigning 
Telling people about issues to bring about 
change 

   

Change management  
Helping people to adjust to a new way of 
working or circumstance 
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 Experience 
We have experience of this 

Understanding 
We know about this 

Development need 
We would like to learn more 
about this 

Diversity and inclusion 
Promoting equality of opportunity, diversity 
and inclusion 

   

Financial 
Like managing a budget or your own money 

   

Fundraising 
Looking for opportunities to raise money 

   

General strategic planning 
Thinking about the big picture 
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 Experience 
We have experience of this 

Understanding 
We know about this 

Development need 
We would like to learn more 
about this 

Governance 
The systems and processes to ensure 
the organisation is run effectively 

   

Knowledge of the sector 
Experience or knowledge gained of other 
voluntary and community organisations 

   

Human resources/training 
Making sure that everyone meets their 
potential and sharing your skills with others. 

   

Information technology 
Using computers, web sites, new media 
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 Experience 
We have experience of this 

Understanding 
We know about this 

Development need 
We would like to learn more 
about this 

Knowledge of the community 
Knowing what goes on in the area you live or 
work 

   

Legal 
Interpreting the rules and making sure they 
are applied 

   

Management 
Getting things and people organised 

   

Marketing 
Telling people what you’re doing 
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 Experience 
We have experience of this 

Understanding 
We know about this 

Development need 
We would like to learn more 
about this 

Media/PR 
Using the media to ensure people view you 
positively 

   

Neighbourhood renewal 
Revitalising a local area 

   

Networks/alliances 
Talking to and working with your neighbours, 
local groups and contacts 

   

Policy implementation 
Ensuring that things run smoothly and 
practical solutions are in place 
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 Experience 
We have experience of this 

Understanding 
We know about this 

Development need 
We would like to learn more 
about this 

Property 
Looking after what you own 

   

Research 
Finding out more about your 
neighbourhood, cause or community 

   

Systems 
Procedures and rules to ensure that things 
are done 

   

Add your own 
What other experience, knowledge or skills 
do you feel you offer? 
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 Experience 
We have experience of this 

Understanding 
We know about this 

Development need 
We would like to learn more 
about this 

    

    

    

    

 
 



Trustee Recruitment for Small Organisations 
 
 

 

 

Activity 3: Create a trustee role description 
What? 
A role description describes the roles, responsibilities and tasks that a trustee is expected to carry out. There are many sample role descriptions you 
can adapt for your organisation. The following example is taken from the National Occupational Standards tor trustees (NOS). These are based on 
agreed good practice and enable the individuals and organisations using them to work towards a clear picture of what it means to be a trustee. 

Why? 
Most people do not understand what it means to be a trustee and this can be a barrier to attracting trustees. 

How? 
• This could be done by one trustee and then shared with the board, or as a group at a meeting. 

• Read through part A, which describes the role of a trustee for any organisation. Does it make sense for your organisation? Remember that it’s 
based on good practice. 

• Complete part B with information specific to your organisation. 
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Name of organisation 
[What is the exact role title] 

Part A 
In order to carry out your responsibilities as a trustee, you should: 

• be committed to the purpose, objects and values of the organisation 

• be constructive about other trustees’ opinions in discussions (and in response to staff members’ contributions at meetings) (delete if not 
applicable) 

• be able to act reasonably and responsibly when undertaking such duties and performing tasks 

• be able to maintain confidentiality on sensitive and confidential information 

• be supportive of the values (and ethics) of the organisation 

• understand the importance and purpose of meetings, and be committed to preparing for them adequately and attending them regularly 

• be able to analyse information and, when necessary, challenge constructively 

• be able to make collective decisions and stand by them 

• be able to respect boundaries between executive and governance functions. 
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Other useful information 

• Insert when your board meets: day, time, place and how long the meetings take. 

• Any sub-committees your new trustee is expected to attend. 

• Insert any duties you expect your new trustee to take on. If your new trustee is going to take on the role of either chair, vice chair, secretary or 
treasurer, then there may be extra duties that go with the role. 

• Things that your trustee must do, for example, if your board has an annual event that all trustees must attend. 

• Note that only out-of-pocket expenses are payable to trustees. 

• How are board members elected and for how long do they serve? How do board members leave the board? 

• When will this role description be reviewed? When was it last approved by the board? 

• Add your own points. 
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Activity 4: Trustee motivations 
What? 
This exercise should get you thinking about different ways you can 'sell' the opportunity to be part of your board/ committee. 

Why? 

This is the foundation for advertising your trustee vacancies and can be used for any promotional work. A useful starting point is to think back to what 
motivated you. This exercise also helps remind existing trustees what motivated them to become a trustee. 

When? 
This activity is best done by the board as part of a meeting. 

How? 
I. Each of you should spend a few minutes remembering your initial motivations for joining the board, and what motivates you now (if different). You 
can do this on your own or, if you prefer, in pairs. If anyone is stuck, use the motivations list for inspiration. 

2. Take it in turns to share your list with the rest of the board. 

3. Someone should take responsibility for writing the motivations on the motivations grid. Group similar motivations together. 

4. Reflect how joining your board might fulfil each personal motivation and write it in the right hand column. Be honest with yourselves. If you feel like 
being on your board/committee has not and cannot fulfil some of the motivations, it’s important to recognise this. 
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5. Keep the list. It may be useful to review it in the same way whenever recruiting a new trustee is proposed or needed. 

6. Think about how these motivations can be used to promote the role. Where would someone with these motivations or interests be found? How 
can you reach them? 
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Motivations grid 

What might motivate someone How you could describe this to others 

Example: I wanted to make a difference to people’s lives Example: You will be able to shape the services our organisation 
provides to local people. 

  

  

  

  



Trustee Recruitment for Small Organisations 
 
 

 

 

Motivations list 
• To demonstrate commitment to a 

cause/belief 

• Because of personal experience 

• To gain leadership skills 

• To feel needed 

• For religious reasons 

• To learn something new 

• To get to know a community 

• I want the group to be well run 

• To keep skills alive 

• To do your civic duty 

• Because my child/partner is involved 

• Because of pressure from a friend 

• To do something different from your job 

• Satisfaction from accomplishment 

• For fun 

• To keep busy 

• Because the group is geographically close 

• For recognition 

• To have an excuse to do what you love 

• To test yourself 

• To donate your professional skills 

• Because there is no one else to do it 

• To be part of a team 

• To make a difference 

• To gain status 

• Because you are asked 

• For escape 

• Guilt 

• To be challenged 

• To feel proud 

• To make new friends 

• To explore a career 

• To help someone 

• I am interested in the topic area of the 
board/committee 
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Activity 5: Promotional ideas 
What? 
The purpose of this activity is for the board to consider what promotional activities would be most effective to raise awareness of the trustee vacancy 
and to encourage those with the required skills and abilities to apply. It should help you to focus on the most effective methods for your 
circumstances, to make the most of the time, energy, resources and people you have to do the tasks. 

How? 
• This exercise is suited to a small group of two or three people. 

• Remind yourselves of the role description (if applicable) and list of skills you want from potential trustees. Using the list of promotional ideas in the 
table, the group should consider whether they think each one would attract this person and note this in the applicable/not applicable. 

• Add in any other ideas you have, no matter how unusual. Be creative. Put yourself in the shoes of the person you are trying to attract. Where 
would you go? What activities or interests would you have? What contacts would you have? 

 
Once this has been completed you should be able to assess which promotional ideas are most suitable. The more techniques you choose, 
the more people will know about your opportunity, and the more likely you are to attract the right people. Remember, by advertising to 
new audiences, you are promoting equal opportunities in your organisation. 
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Promotional ideas list 
Key things to think about: time, money, energy, number of people needed to complete the task. 

Promotional ideas Useful/not useful Action 

Tell your current trustees, membership and supporters – this is a good 
place to start recruiting new trustees. Depending on your governing 
document this may be your only method of recruitment. Make sure you 
clearly explain about the trustee opportunity and what it involves. Think 
about how you can reach out to your membership. Be creative! You will 
probably want to explore different ways of getting the message out to them, 
including some of the ideas below. 

  

Word of mouth – encourage your current trustees and members to tell 
other people about your opportunity. Ask them to think about anyone they 
know who would be appropriate and approach them directly. 

  

Recruitment poster – this can be distributed in places such as local GP 
surgeries, places of worship, community notice boards in supermarkets, shop 
windows, schools or nurseries and the place where you hold your meetings 
as well. You may want to think about your ideal trustee when you’re 
distributing your poster: one or two posters put in strategic places can be 
more effective than many posters distributed in places where the right 
people are unlikely to see them. 
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Promotional ideas Useful/not useful Action 

Advertising via your local Volunteer Centre – many Volunteer Centres 
will have events or newsletters for you to promote your opportunity, or offer 
a matching service. Potential volunteers that enquire at the centre are 
matched to suitable volunteering opportunities in their local area. For 
information about where to find your local Volunteer Centre see the help 
and support section. 

  

Advertisement in a newspaper or magazine – your local newspaper or 
community magazine may be willing to advertise your vacancy for free. 

  

Using websites – such as NCVO’s Trustee Bank, Small Charities Coalition’s 
Trustee Finder and Do-it. 

  

Social networking – internet sites such as Twitter and Facebook allow you 
to get your message out to a wide number of people very quickly. These sites 
also give you the chance to advertise to groups of people who may not be 
represented on your board. 

  

  

http://www.ncvo.org.uk/practical-support/governance/trustee-bank
http://www.smallcharities.org.uk/trustee-finder/
http://www.smallcharities.org.uk/trustee-finder/
http://www.do-it.org.uk/
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Promotional ideas Useful/not useful Action 

Press releases – these can be sent to local newspapers, magazines, local 
radio stations and television studios. 

  

Open days – your board could hold an open day for potential trustees to 
find out more about the organisation. You could build this into a more 
general community day, or as a way of attracting interest in the work your 
organisation carries out. 

  

Being topic specific – this can be a useful way of targeting a particular group 
of people that you’d like to become a trustee. For example, if you’re a local 
organisation that grows organic vegetables it may be worthwhile seeing if 
there is a topic-specific publication or an organisation that would allow you 
to send information to their members. 

  

Events – attending local events is another way of promoting both your 
organisation and your trustee vacancy. 
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Add your own ideas 
Key things to think about: time, money, energy, number of people needed to complete the task. 

Promotional ideas Useful/not useful Action 
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Activity 6: How to write a killer advert 
What? 
This activity will help you to produce a great advert for your trustee position. The guidance below is for an advert or poster that can be lengthened or 
shortened depending on where you are going to advertise. It can be used and adapted for future trustee recruitment or to recruit volunteers and 
supporters. 

Why? 
In order to attract the best people onto your board, you may need to promote the role. A well thought out advert may help you to attract the right 
people onto your board. 

How? 
1. Read through the top tips to writing a killer advert. 
2. Make sure you have the basic information about the role such as: 

• a list of skills or experience that you would like your new trustee to have 
• information about the role (when and where meetings are held etc). 

3. Complete your advert using the top tips and guidance below. 

 
With thanks to Richmond CVS for many of the ideas in this tool. 
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Top tips for a killer advert 
A good advert should really grab people’s attention. But it needn’t be highly designed or expensive. All you need is a computer, and you can design 
your own advert using basic packages like Microsoft Word or Publisher. If you know someone creative they could also draw this without using a 
computer. 

Top tips 

• First impressions count. How do you want to present your group or 
organisation? Use friendly, simple and informal language 
throughout the advert to help tell your ‘story’. Don’t assume 
people know about your organisation or what you do. 

• Cut out unnecessary words and don’t talk in jargon or use 
acronyms. You have a limited time to get someone interested. 
Once you have their attention you can always refer them to where 
they can get further information on a website. 

• Stress the benefits, but be honest. Don’t disguise the commitment 
involved. 

• Think about where you’ll use this advert. You may want to tailor the 
information depending on where it will be displayed. 

• Many of the activities recommended so far can help you with your 
advert, such as the skills and experience table, role description and 
what motivates you. 

• If you have space, think about using a quote from an existing trustee 
about what they like about their role. This personal touch can really 
make the role come alive. 

• When writing for the web, remember that web users are active –  
you must grab their attention quickly as you only have a few 
seconds before they will move on. Make sure your information 
catches the eye, has a clear title and uses paragraphs to capture the 
information concisely. 
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Structuring your advert 
Headline 

This needs to be clear, punchy and eye-catching. Keep it short and simple, for example: 

• Trustee required 

• Join us! 

• Make a difference – become a trustee 

Image or logo 

Include one to help people identify with your organistaion. 

About you 
Who are you? What are you trying to achieve?  
Why do you exist? Where do you operate? 

This is your chance to sell your organisation. It should leave the reader enthused about your organisation and what you do. Use positive and energetic 
words to describe your work such as ‘happy’, ‘vibrant’, ‘enthusiastic’. You can also include turnover and size of the organisation.  

The hook 
What’s in it for them? Why should they become a trustee of your organisation? 

Think about what motivated you to become a trustee. People have different motivations, such as making a difference or developing new skills. This 
should be tailored depending on who your ideal candidate is. For a young person, you may want to emphasise that they can gain new skills; for 
someone more experienced, you may want to emphasise that this is a great way to contribute to the community. 
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The role 
How much time do they need to commit?  
How many meetings do they need to attend and for how long? When and where are they held?  
Do they need to attend sub committees?  
Describe who you’re looking for. Do you require specific skills or experience?  
Do they need to live in a specific area? 

This should describe the trustee role, including non-trustee duties expected. You should be open and inclusive in the language you use. Be realistic 
about what is absolutely essential. 

Time to act 
How should they get in touch?  
Add a closing date for interest where you can.  
Add telephone details, email address, postal address etc.  
Remember to put a call to action eg ‘Interested? Get in touch at …’ 

Make it easy to get in touch. Ensure that someone is responsible for responding to people’s enquiries. Give as many methods of contact as possible as 
some people may prefer one method over another or have accessibility needs. Respond to everyone: remember how frustrating it is when people 
don’t get back to you. 

Company/Charity number 

Your official details help gain people’s trust. They can also research your organisation further. 
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Activity 7: Create a trustee eligibility form 
What? 
The purpose of this activity is to ensure that your potential trustee declares themselves as being eligible to serve as a trustee. You might also want to 
use it to get the candidate to confirm anything else that is key for you. 

Why? 

The law sets out who can't be a trustee. It’s important to follow the rules that are required by the law and your governing document. 

How? 

Read through the information in the sample declaration. Is there anything else you think should be added? You may want to consider adding some of 
your own elements. 
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[Name of your organisation] 
Trustee declaration form 

I declare that I am not disqualified from acting as a charity trustee and that: 

I declare that: 

• I am over age 18 

• I am not an undischarged bankrupt 

• I have not entered into a composition or arrangement with creditors which includes an individual voluntary arrangement (IVA), and am not currently on the 
Insolvency Service Register 

• I have not previously been removed from trusteeship of a charity by a Court or the Charity Commission 

• I am not under a disqualification order under the Company Directors' Disqualification Act 1986 

• I have not been convicted of an offence involving deception or dishonesty (unless the conviction is spent) 

• I am, in the light of the above, not disqualified by the Charities Act 2011 (sections 178 to 180) from acting as a charity trustee 

• I undertake to fulfill my responsibilities and duties as a trustee of [name of organisation] in good faith and in accordance with the law and within [name of 
organisation]'s objectives/mission 

• I do not have any financial interests in conflict with those of [name of organisation] (either in person or through family or business connections) except those 
which I have formally notified in a conflict of interest statement. I will specifically notify any such. 
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For charities that work with children: 

• I am not subject to a disqualification Order under the Criminal Justice and Court Services Act 2000. 

For charities that work with vulnerable adults: 

• I am not disqualified under the Protection of Vulnerable Adults List. 

For charities that have other requirements: 

I agree to be bound by the charities (confidentiality policy) (code of conduct) (                    ). 

Signed: 

Dated: 

This declaration is an extract from the Charity Commission’s Declaration of Eligibility for Newly appointed Trustees 

  

http://www.charitycommission.gov.uk/media/95481/sampledeccc30.pdf


Trustee Recruitment for Small Organisations 
 
 

 

 

Activity 8: Thank you email template 
What? 
The purpose of this activity is to ensure that everyone who applies to become a trustee of your organisation is thanked. 

Why? 

As supporters of your organisation, it’s important to thank everyone who showed an interest in being a trustee. It may be that the person could 
provide support to your organisation in different ways. 

How? 

Copy and paste the text below into an email. Fill in the blanks and delete one of the statements. It can be adapted into a regular letter if required. 
  



Trustee Recruitment for Small Organisations 
 
 

 

 

Email text 
Subject: Your application to be a trustee of [organisation name] 

Dear [Name], 

Thank you for taking the time to put yourself forward to be a trustee of [organisation name]. 

Unfortunately you were not successful on this occasion. However, 

• we would like to keep you informed of other trustee vacancies that we may have. If you would not like your details to be kept on record, please let 
us know. 

OR 

• we would like to offer you an alternative volunteering opportunity. [Insert details] 

If you are interested in this role or would like to know more, please contact us. 

Thank you once again for your time and your interest 

With best wishes 

[Your name] 

Charity registration number XXXXXX 
And (where appropriate) company or Cooperative or Community Benefit Society (formally known as Industrial and Provident Societies (IPS)) details. 
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Activity 9: How to welcome your new trustee 
What? 
The purpose of this activity is to decide how to welcome your new trustee, what information to provide and how. 

Why? 
With some planning, there are a few relatively easy things you can put in place to make sure your new trustee feels welcome so they settle into the 
role quickly. 

How? 
Someone (it could be the whole board or just one trustee) should take a look at the welcome process checklist. The left hand column provides 
information about what you would want to tell your new trustees so that they settle into the role quickly. 

The right hand column is for you to think about how to provide that information. We have given you some ideas as a starting point but you should 
add your own. 

 
(Optional) At a board meeting, have a discussion about what it was like to join the board. What would have made it easier to feel settled 
and get to grips with the role? This could be things to read, or people you would have liked to meet or activities you would have liked to 
have seen. Someone should take responsibility for making a note of these to feed into the next stage.  
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Welcome process checklist 

What should they know? How will we provide this? 

About the role of a trustee Role description 
Information from the Charity Commission 
eg CC3 The Essential Trustee, CC60 Hallmarks of an Effective Charity. 
Copy of the Code of Good Governance 
A copy of the expenses claim form and information on what can and cannot be claimed 

Who the trustees and honorary officers (if applicable) are and what they do 
(Not just governance roles, but others such as social roles, who books the 
venue, who to send apologies to, etc) 

 

 

 

How long can trustees serve?  
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What should they know? How will we provide this? 

Frequency, dates and length of meetings and sub-committee meetings List of meetings 

Date of next AGM (and other events they have to attend)  

 

 

A brief background to the organisation eg history, funders, volunteers, 
achievements etc. 

Set up meeting with chair 
List of all policies 
A copy of the accounts 
A tour of the venue, including where to get refreshments, toilets etc. 
Set up meeting with key staff or volunteers (where appropriate) 
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What should they know? How will we provide this? 

Contact details Details of how to get in touch with key staff members and other trustees 

The board’s current priorities Minutes of recent meetings, including recent AGM 

 

 

Add your own…  
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What should they know? How will we provide this? 
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Activity 10: Trustee recruitment policy 
What? 
This activity will help you to develop a trustee recruitment policy for your organisation, setting out when you plan to recruit, and how you will find and 
select trustees. 

Why? 
Putting in place a trustee recruitment policy and using the knowledge you have gained from what works (and what doesn’t) can help make the 
process easier for the next time you need to recruit. 

How? 
• You should start by reading through your governing document, the rulebook for the way your charity is governed. This should be the first place to 

look for terms of office, eligibility, procedures for election and so on. 

• One person may want to take responsibility for completing the template. It this is the case it should then be agreed by the board. 
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[Name of your organisation] 
Trustee Recruitment Policy 

[Date the policy was agreed by your board/committee] 

[Review date – enter a date approximately one month after your next AGM.] 

Introduction 

[Write down why it is important to take time to recruit new trustees] 

Planning the recruitment 

Every year, X months before the AGM, the board will decide whether they need to actively recruit new trustees. In addition, if during the course of 
the year, any trustees announce their intention to leave, the board will decide whether they need to recruit new trustees. 

The board will refer to their governing documents to determine whether new trustees should be elected or co-opted, and recruit in line with the 
appropriate process. 

The board will agree on one trustee to lead the recruitment process. This trustee will make sure the recruitment is kept on the board’s agenda, that 
progress is made, and that this policy is reviewed after the recruitment. Actions and responsibilities may be delegated to other board members. 
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What is the role and who we are looking for? 

[Describe how your board will determine the trustee role that you need to fill, and the skills that you want the new trustee to have. Refer to the 
appropriate sections and exercises in this resource, exercises and/or your existing trustee role descriptions.] 

Advertising the roles 

[Describe the methods of advertising for trustees that work well for you.] 

If you use a written advert, put a copy of an advertisement that you have used as an appendix to this policy, and mention it here. 

You could also make a list of what information your advertisement should always contain. 

If appropriate, make a list of where you would want to place your written advertisement next time, and say whether this is free or if there is a change.] 

We advertise trustee vacancies for a minimum of X weeks/days before our deadline. 
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Selecting the best people 

[In this section, describe the process for selecting the best people.] 

• We ask candidates to submit an expression of interest via the telephone and submit a supporting email. 

• One trustee is given the task of responding to expressions of interest and managing the email account.  

• The person who is leading the recruitment process writes thank you letters to everyone who has expressed an interest in the vacancy, whether or 
not they are successful (see Activity 8). 

Review and development 

The board will review the trustee recruitment process after each trustee is successfully recruited. The new trustees should be encouraged to feed in 
what went well and what could be improved in their view. 

If any changes to this policy are needed, the changes shall be made and a revised policy put to the board/committee for adoption. This policy shall be 
reviewed after each trustee is successfully appointed. 
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