Trustee Induction Procedure
When a person shows an interest in becoming a Trustee the following procedures must be followed. 
Step 1

Send them the following items:

· Business plan

· Memorandum and Articles

· Latest report and accounts

· Latest newsletter

· Membership form

Step 2

Approximately 14 days after sending the information give the individual a call and if they are still interested invite them along as an observer to the next Board Meeting. 

Advise Chair and other Trustees that the individual will be coming along.

Step 3 
If after the Board meeting the individual is still interested give them the following forms.
Trustee Job Description

Responsibility of being a Charity Trustee (Either print off or link to website)

Trustee Code of conduct

Skills Audit Form

Nomination form with Private & Confidential information

Organisation Structure

Step 4
Once they have become a Trustee they should be invited in for a tour of the building and to meet the following key staff. They should also be told how the organisation operates, key projects and answer any questions.
Introduction to existing staff
_____________________


_____________________ Director
_____________________


_____________________Manager

_____________________


_____________________Finance / Admin Officer

_____________________


_____________________
_____________________


_____________________
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