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1
Welcome from the Chair, CTA UK
Thank you for your interest in joining the Board of Trustees of the CTA.  Trustees are responsible for determining the CTA’s policies, providing leadership and ensuring the CTA meets its charitable objects.
The CTA is a national charity providing leadership, learning and enterprise support to member organisations in the third sector delivering local transport solutions to achieve social change. We have ambitious plans to continue to grow our impact and create an environment in which our 1400 members can prosper, develop and provide much-needed help to those who are most disadvantaged in society.  Therefore, trustees will be making a vital contribution, not only to the work of the CTA, but also to community transport organisations throughout the UK.
As we embark on delivering a new strategic plan, during which we will be celebrating our 25th anniversary in 2011, we are now seeking entrepreneurially minded people to join our Board and help drive forward the organisation.

We have recently completed a review of our governance, including an assessment of the Board’s competencies and the organisation’s needs, and we are now looking for new colleagues with a record of personal achievement and experience of senior management from our member organisations to join the Board.  You must also share our passion for achieving social change; reading our Annual Review & Impact Report on our website will help you assess your understanding and commitment. 
If you want to help us deliver our vision “of a society free from social exclusion and injustice where everyone has mobility and access to the services they require” then please consider applying.

Thanks once again for your interest in this role and I look forward to receiving your completed application.

Dai Powell OBE, Chair, CTA UK
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About the CTA
The CTA:

>
 is a national charity providing leadership, learning and enterprise support to member organisations in the third sector delivering innovative and flexible transport solutions to achieve social change.

>
promotes excellence by providing training, e-based resources, publications, advice, events and project support on voluntary, community and accessible transport.

>
wishes to strengthen the work of our members (encompassing voluntary and community organisations, charities, social enterprises, cooperatives and mutuals) by creating an environment in which they can prosper and provide much-needed help to people who need it.

>
offers a wide range of direct support services to members and is recognised by government as the voice of voluntary and community transport in the UK.

>
is a membership organisation with a members’ programme based on four key values: Influence, Being Informed, Development and Advantage.

Our Vision is of “A fairer society free of social exclusion and injustice where everyone has personal choice, mobility and access to the services they require.”
The CTA works to achieve our Vision by:

· Representing the views of voluntary and community transport in the UK to influence government at all levels, and build support and investment for the sector

· Inspiring and empowering our members across the UK through leadership, learning and enterprise and encouraging participation to bring about change

· Working towards an integrated transport network which embraces accessible, community-based transport services to achieve a fairer society and sustainable communities

Our Values guide the way we behave.  The four values are permanent and unchanging and form the heart of the CTA.  They are: 

Equity:  We ensure equal opportunity for all, and promote social justice and inclusive communities through accessibility and diversity.

Integrity:  Our relationships are based on trust, goodwill and support.  We are responsible and efficient with our resources and transparent in all that we do.

Pioneering:  We support our members, staff and trustees to push the boundaries and develop new ways of working.  This includes assessing opportunities, removing barriers, taking risks and adopting a more entrepreneurial style in our work.

Engaging:  We use teamwork, cooperation and partnerships to connect with people and ensure that every encounter with the CTA is a positive one.  We listening and respond to feedback and promote quality in all that we do.
Our organization:
The CTA currently employs 37 staff across the UK in five main offices: Manchester (Hyde), London, Belfast, Swansea and Galashiels.  The organisation has a budget of £2m pa and further information can be obtained at www.ctauk.org 

3
Governance structure

The CTA (registered as CTA UK) is a company limited by guarantee (registered in Cardiff no 1985361) with registered charity status (registered in England and Wales no 1002222 and in Scotland no SC038518) and has an active trading arm, CTA Trading Limited (registered in Cardiff no 2800636) which covenants all of its profits to the charity. The CTA is governed by a Memorandum & Articles of Association.
Following a review of its governance in 2007/8, a revised Memorandum & Articles of Association was unanimously agreed by the membership in October 2008 and we are now implementing the recommendations of the review, including a smaller Board of Trustees to be established by November 2010, comprising eight members elected by the CTA’s membership and three members co-opted by the Board of Trustees. Terms of Reference for the Board of Trustees is provided in Appendix 2.

A Governance Committee has been formed which acts as a nominations committee and has a Board development function. It comprises the Chair Designate of CTA, the Vice Chair of CTA, a trustee, the chief executive of the CTA and two co-opted members. And a Finance & Audit Committee has also been formed comprising the Treasurer and two trustees.
The current trustees are:

Dai Powell OBE (Chair)

Dr Stephen Hickey (Chair Designate)

Yvonne Chappell (Vice Chair)

Gordon Lewis (Treasurer)

Sammy Betson

Fitzroy Dawson
Alistair Howie

Jim McCreath

John McMillan

Peter Maggs CBE
4
Introduction 
As the CTA continues to develop its work across the UK, we are seeking trustees to join our Board in November 2010.  With a new strategic plan to deliver from April 2011, you will play a key role in making it happen.
As a trustee, you will grasp the opportunities and challenges that lie ahead with vision and energy – applying your expertise to make a visible and lasting difference to the CTA. This will mean overseeing our development, ensuring sound governance, as well as promoting our work to key audiences and representing the CTA at events.

Trustees cannot expect to be experts on every subject that comes before the Board, but they can apply their experience gained in different walks of life to assess proposals and determine which will benefit the CTA. We find it useful to have trustees who will hold management to account and we are keen to hear from people with not only knowledge or experience in transport, but also in the work of local authorities, business and finance, legal, marketing and public relations, advocacy and influencing government policy (parliamentary experience), membership development, as a chief executive of a large community transport organisation and significant experience of community transport in very rural areas.
In terms of background, you will be used to operating at a strategic level in a public, private or third sector organisation, with relevant senior management experience. If you have already held a trustee or non-executive director role, so much the better. Committed to the CTA and its vision, you will bring an assertive yet collaborative approach to the role, have a high level or integrity and understand and accept the legal duties of being a trustee and a director. A natural team player, you will also be capable of making the most of your well-developed network to help make our vision for the future a reality. 

Following a planned induction programme, you will be required to attend around six days of meetings and Board work throughout the year, together with reading time for papers. Board meetings are held on a quarterly basis in London and occasionally at other locations in the UK.  Meetings are from 11am to 3pm.  Our AGM is usually held in November.

One of our existing trustees will act as your “buddy” to ensure that you are introduced to colleagues and staff and that you have a colleague to contact in between Board meetings to discuss any matter. We hope this approach will help you to develop your knowledge and understanding of the CTA and specific aspects of our work. 
As an organisation that is an Investor in People, the CTA is also committed to development and support and we extend this commitment to trustees in respect of attendance at relevant training courses on governance.
5
Terms of reference for the Board of Trustees 
See Appendix 1.
6
Trustee role profile
See Appendix 2.
7
Person specification
You should be able to demonstrate and provide evidence of the following criteria within your written application. These will be tested further by the Governance Committee if you are invited for interview:
Essential:
· Record of proven achievement in your own field

· Operation at a strategic level and ability to set a strategic vision and think creatively with a strategic and operational context

· Proven experience at a senior management level
· Willingness to commit the time required – at least six days a year to the CTA for Board meetings and time outside these to read papers
· Empathy with the CTA’s vision, values and mission and a commitment to the organisation

Desirable:

· Previous trustee or non-executive director experience

· Great contacts and networks and a willingness to use them to benefit the CTA

In addition to the above, and as part of our skills audit of the current Board of Trustees, we are particularly looking for trustees who:

· Come from community transport organisations of any type – large or small, rural or urban, charities or social enterprises, independent or from the branch of a larger organisation, such as WRVS or the British Red Cross, or from a local authority
· Have experience of working with local authorities, primary care trusts, regional development agencies, non-governmental organisations or any other form of partnership
· Have a range of personal skills or professional qualifications which would be relevant to a UK-wide charity, such as business and financial, HR, legal, etc.
Selection will be based on the above criteria, but the Governance Committee and Board will also have due regard to achieving a Board of Trustees rich in diversity.

All trustees must be from a member organisation of the CTA and willing to accept the legal duties, responsibilities and liabilities of a director and a trustee as set out by the Charity Commission. The Charities Act disqualifies people from being a trustee if they have unspent convictions for offences involving deception or dishonesty; are un-discharged bankrupts; have been removed from the trusteeship of another charity because of misconduct; or have failed to make payments under court administration orders.  All Trustees are asked to embrace Nolan’s seven principles of public life: selflessness, integrity, objectivity, accountability, openness, honesty and leadership.
8
Terms and conditions of appointment
The role of Trustee is unremunerated although travel and expenditure is reimbursed. Appointment is by the election of members on Governance Committee and Board recommendation. The appointment is for a three year term, subject to satisfactory performance, renewable for a further three years with an annual review. 
9
Timetable and recruitment process
The Board of Trustees has established a Governance Committee which has responsibility for managing the process of recruiting new trustees. It is chaired by the Chair Designate of the CTA, Stephen Hickey.
The Governance Committee will select appropriately qualified candidates for interview and then make recommendations to the Board who, in turn, will recommend candidates to the membership. 
The timetable for the recruitment process is as follows:
	Closing date for applications
	31st August 2010 at 5.00 pm

	Governance Committee interviews in London
	16th – 21st September 2010

	Board of Trustees confirm candidates to stand for election who meet requirements 
	22nd September 2010

	Mailing of election papers to the CTA membership
	19th October 2010

	Closing date for return of ballot papers
	12 November 2010 at 5.00 pm

	Outcome of the election process
	17 November 2010


All successful candidates will be confirmed at the CTA’s AGM on Wednesday 25th November, 2010 in London.
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How to apply
If you think you have the strategic vision, to help drive the CTA forward please complete the on-line application form by following the link below and ensure you provide the following:

· A supporting statement, explaining how you believe your skills, knowledge and experience match the requirements of the role, directly addressing the criteria in the Person Specification.

· A comprehensive CV.

We would also be grateful if you could provide us with the details of two people who may be approached as referees, who know you in a capacity to comment on your suitability for the position for which you have applied. We will only contact referees if your application is being recommended to the membership or to the Board of Trustees and referees will not, of course, be contacted without your prior consent.

In line with good practice we would also ask you to complete the equal opportunities monitoring form, at the end of the on-line application form, to help us ensure that equality of opportunity is being achieved. The information on this form will be treated as confidential and not used as part of your application.
The closing date for applications is Tuesday 31 August 2010 by 5.00 pm.
For copies of the CTA’s Accounts, Memorandum & Articles of Association and other governance documents, including the CTA’s Governance Handbook, please visit www.ctauk.org .
You can find further information about the CTA and its work at www.ctauk.org
For an informal discussion about the role, please call the CTA’s Chief Executive, 
Keith Halstead on 020 7278 2528.
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Attachments:
Appendix 1:  Terms of reference for the CTA Board of Trustees

Appendix 2:  Role profile for Trustee of the CTA.

24th May 2010

Appendix 1:  Terms of Reference for the CTA Board of Trustees
The Community Transport Association UK (CTA) Board of Trustees derives its authority and its responsibilities from two sources:

· Charity law lays a number of specific duties on all charity trustees, which are reflected in these terms of reference. In essence these are:

· A duty of care, to ensure that the charity works in pursuance only of its objects and that it delivers on these;

· A duty of compliance with all relevant legislation and regulation; and

· A duty of prudence in respect of the charity’s assets.

· The CTA’s Articles of Association set out the composition of the Board of Trustees, the ways in which the Trustees are appointed and their powers.

1. Purpose

1.1. The Board of Trustees is ultimately responsible for the overall conduct of the CTA, and will conduct its business to ensure that the CTA is

· financially viable;

· properly governed; and

· properly managed.

1.2. The Board of Trustees will monitor performance of all its functions and will decide the level of resources to meet its financial and other obligations.

2. Membership
2.1. The Board of Trustees, when complete, shall comprise of:

· Up to eight Trustees elected by the members from among candidates nominated by the Governance Committee; and

· Up to three Trustees co-opted by the Board of Trustees (under Article 36(b) of the CTA’s Articles of Association) and who meet such skills, experience and diversity requirements as the Governance Committee may from time to time specify.

3. Quorum
3.1. The quorum necessary for the transaction of the business of the Board of Trustees may be fixed by the Trustees, but shall never be less than three.
4. Essential Responsibilities

4.1. The Board of Trustees has the following essential responsibilities:

4.1.1. Setting and Maintaining the Vision and Mission of the CTA: 

The Board of Trustees is responsible for establishing the essential purpose of the CTA as set out in the Memorandum and Articles of Association. It is also responsible for guarding the ethos and values of the CTA.

4.1.2. Developing Strategy: 

Together, the Board of Trustees and the Chief Executive are responsible for developing a long term strategic plan. The meeting agendas shall reflect and incorporate the key points of the strategic plan in order to provide the necessary strategic direction.

4.1.3. Establishing and Monitoring Policies: 

The Board of Trustees is responsible for creating policies that govern the organisational activity of the CTA. These shall include guidance for staff and/or volunteers, effective systems for reporting and monitoring and an ethical framework for all those connected with the CTA, including a framework that relates to the conduct of the Board of Trustees and the business that it carries out.

4.1.4. Ensuring Compliance with the Governing Document: 

The Board of Trustees is responsible for ensuring that the Memorandum and Articles of Association are adhered to, that it maintains familiarity with the rules and that the Memorandum and Articles of Association are reviewed on a regular basis. In particular, the activities of the CTA must comply with the charitable objects as outlined in clause 3 of the Memorandum of Association. 

4.1.5. Ensuring Accountability:
The Board of Trustees is responsible for ensuring that the CTA fulfils its accountability (as required by law or any other regulatory regime) to, and including: The Charity Commission, HM Revenue and Customs and the Registrar of Companies. This includes publishing annual reports and accounts. The CTA shall also be accountable to other stakeholders: e.g. donors, beneficiaries, staff, volunteers and the general public.

4.1.6. Ensuring Compliance with the Law:

The Board of Trustees is responsible for ensuring that, with the assistance of the Chief Executive and appropriate professional advisors, the CTA complies with all legal, regulatory and statutory requirements. 

4.1.7. Maintaining Proper Fiscal Oversight: 

The Trustees are the guardians of all the assets of the CTA, both tangible and intangible, and therefore must take all due care over their security, deployment and proper application. The Board of Trustees is responsible for effectively managing the CTA’s resources and funding in order that the CTA may meet its charitable objects. The Board of Trustees is responsible for (i) securing sufficient resources to fulfil the mission, (ii) monitoring spending in order that it is in the best interests of the CTA, (iii) approving the annual financial statement and budget, (iv) protecting the CTA against liability by providing insurance and (v) seeking to manage risk for the CTA and ensuring compliance with the law.

4.1.8. Respecting the Role of Staff/Volunteers: 

The Board of Trustees is responsible for recognising and respecting the roles, duties and functions of the staff and/or volunteers. It is also responsible for the effective delegation to staff and/or volunteers through the Chief Executive and for creating policies to guide the activities of staff and/or volunteers and to safeguard the interests of the CTA at all times.

4.1.9. Maintaining Effective Board Performance:
The Board of Trustees is responsible for engaging in effective deliberation and decision making, delegating to effective committees with adequate resources, and regularly reviewing its role. The Board of Trustees shall invest in its own development through activities such as induction programmes, board away days and pre-board meeting activities which are all aimed at enhancing its performance. The Board of Trustees is also responsible for overseeing the recruitment and ongoing support of the Trustees.

4.1.10. Promoting the CTA: 

Through the behaviour of the Trustees, their governance oversight and the activities carried out by them on behalf of the CTA, the Board of Trustees is responsible for enhancing and protecting the reputation of the CTA. 

4.1.11. Setting up Employment Procedures: 

The Board of Trustees is responsible for creating comprehensive, fair and legally compliant personnel policies in order to protect the CTA and those who work for the CTA. The policies shall cover such topics as: recruitment, support, appraisal, remuneration and disciplinary matters.

4.1.12. Selecting and Supporting the Chief Executive: 

Where necessary, the Board of Trustees shall create, adopt and implement policies, procedures and practices that relate to the employment of the Chief Executive. It is also responsible for selecting and supporting the Chief Executive and reviewing their performance

4.2. In order to assist it in carrying out its responsibilities, the Board of Trustees has created the following committees:

Committees
· Finance and Audit Committee

· Governance Committee

As required and where necessary, the Board of Trustees shall set up committees, working groups and advisory groups to carry out its governance function. 

To streamline its workload, the Board of Trustees has, in a number of areas, delegated full authority for decision making to the relevant Committee.

5.  Proceedings

The Board of Trustees shall appoint from among the trustees three honorary officers: a Chair, Vice Chair and Treasurer.

The proceedings of the Board of Trustees will be conducted in accordance with the Memorandum & Articles of Association.
6.  Review

The Board of Trustees will review these terms of reference every three years.
Date of Implementation: 2nd December 2008

Date of Review: 1st December 2011.

Appendix 2: Role Profile for Trustee of CTA
Accountable to:
The Chair of CTA UK and the Board of Trustees, CTA’s members and key stakeholders for the Board’s decisions, the performance of the Board and the performance of the CTA.
Overall purpose:
The Board of Trustees are jointly and severally responsible for the overall governance and strategic direction of the charity, and the financial health, probity of its activities, developing the organisation’s aims, objectives and goals in accordance with the governing documents, legal and regulatory guidance.

____________________________________________________________________________________

Key responsibilities:
1. Formulate and review regularly the CTA’s vision, values and long-term strategy as well as policies for its fulfilment

2. Set and agree targets and evaluate performance against them

3. Ensure the effective administration of the charity and its assets in the interest of current, potential and future beneficiaries and the proper investment of the CTA’s funds.

4. Ensure a fully effective and appropriate system for the recruitment, appointment and evaluation of the work and activities of the Chief Executive and, where applicable, other members of the Senior Management Team and to support the Chair in their line management of the Chief Executive.

5. Understand and accept the legal duties, responsibilities and liabilities of trusteeship whilst ensuring that the CTA complies with all regulatory and statutory requirements

6. Ensure an effective and appropriate system of risk management

7. Maintain sound financial management and control of the charity’s resources to ensure the financial stability of the CTA

8. Be familiar and ensure compliance with, and keep under regular review the governing documents of the CTA, ensuring an effective and transparent system of governance and that the charity pursues its objects as defined in its governing documents

9. To promote the reputation and values of the organisation and ensure the charity is delivering public benefit as defined in its charitable objects.
10. Ensure that the CTA manages and continues to develop its external relations, raising its profile, and supporting the growth of its impact accordingly.

11. Attend the majority of Board meetings, scrutinise the board papers, challenge management on their content, contribute to the board discussion, focus on key issues and accept collegiate decisions.

12.
Be familiar with the CTA’s Governance Handbook and the Terms of Reference for the Board of Trustees.

Other duties:

In addition to the above responsibilities, each trustee should use any specific skills, knowledge and experience which they have to help the Board of Trustees. This may involve:

· Liaising with the Chief Executive and members of the Senior Management Team as appropriate

· Acting as an ambassador for the CTA, using and developing contacts and personal networks

· Providing guidance on new initiatives

· Other issues in which the trustee has special expertise.
Further information on the role of a trustee is provided in the CTA’s Terms of Reference for the Board of Trustees; the CTA’s Memorandum & Articles of Association; and the Charity Commission’s “Guidance for Trustees.”

The Governance Committee will review this role profile every three years.
Date of Implementation:  17 March 2009

Date of Review:  16 March 2012

CONFIDENTIAL

Community Transport Association UK

TRUSTEE APPLICATION FORM
	Name:
	

	Address:


	

	Tel:
	

	e-mail:
	

	Name of Nominating CTA Member 
	

	Nominating Member’s CTA Membership Number 
	


Please give the name and contact details of two referees (referees will not be contacted without your prior consent):

Referee 1

Name:
Address:
Tel:
e-mail:
In what capacity, and for what period of time, has this individual known you?

Referee 2

Name:
Address:
Tel:
e-mail:
In what capacity, and for what period of time, has this individual known you?


Please tick if your CV is attached

 FORMCHECKBOX 

SUPPORTING STATEMENT

Please explain how you believe your skills, knowledge and experience match the requirements of the role, directly addressing the criteria in the Person Specification in the recruitment pack.
	


Supporting statement cont’d

	


I declare that the information given on this application is complete and correct to the best of my knowledge.  I have also read the information pack and can confirm that I am eligible to be considered for appointment to this body.  I also certify that I will immediately disclose any changes in circumstances that affect the answers I have given.
Signed: ………………………………………..   Date: …………………………….

Closing Date for Applications is 5.00 pm on Tuesday 31 August 2010.  All applications to be returned to:

Sara Whitby, Executive Secretary, CTA UK, 5 Gardeners Walk, Boston, Lincolnshire, PE21 7LB

e-mail:  sara@ctauk.org
Fax:  01205 352407

Community Transport Association

EQUAL OPPORTUNITIES MONITORING FORM

Post:  TRUSTEE

This page will be detached before applications are seen by the selection panel.

This information is requested to enable us to monitor the effectiveness of equal opportunities procedures in our recruitment process.  If you do not wish to answer any question(s) on this form, it will not affect your application

	How did you hear about this vacancy/where did you see this post advertised?:



	Your Nationality:



	Your Ethnic Origin:

Black - Afro-Caribbean Origin  
          White European (including UK)


Black - African Origin             
          Asian Origin                                 

Other             
                      

(Please specify) …………………………………………………………………………



	Disability:

Do you consider yourself to have a disability?    Yes  
      

No  



    

	Gender:                                                               








Male 
            
Female



	I would describe my sexuality as:

Heterosexual  
          
Gay   

           
        
Lesbian

Bisexual          
      
 
Other   



	Age:

Under 25       
                   25 - 34    



35 - 44   
   

45 - 54           
              
55 - 64   



65 +     
  
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