Hampshire Archives Trust (HAT)
Role description – Trustee
• To ensure that all trustees are eligible 	
• To ensure that the organisation complies with its governing document (i.e. its trust deed, constitution or memorandum and articles of association), charity law and any other relevant legislation or regulations 
• To ensure that HAT is carrying out its purposes for the public benefit and pursues its objectives as defined in its governing document
 • To ensure the organisation applies its resources exclusively in pursuance of its objects i.e. the charity must not commit expenditure on activities that are not included in its own objectives, no matter how worthwhile or charitable those activities are 
• To act in HAT’s best interests and contribute actively to the Board’s role in giving firm strategic direction to the organisation, setting overall policy, defining goals and setting targets and evaluating performance against agreed targets 
• To act with reasonable care and skill and safeguard the good name and values of the organisation and not to let personal interests, views or prejudices affect your conduct as a trustee 
• To ensure the effective and efficient administration of the organisation making decisions in line with good practice and the rules set by HAT’s governing document, including excluding any trustee who has a conflict of interest from discussions or decision-making on the matter 
• To manage HAT’s resources responsibly and ensure the proper and robust financial management of the organisation 
• To assist in the appointment of any voluntary or paid appointments of personnel to the organisation. 
• In addition to the above statutory duties, each trustee should use any specific skills, knowledge or experience they have to help the Board reach sound decisions.  This may involve scrutinising Board papers, leading discussions, focusing on key issues and providing advice and guidance on new initiatives or on other issues in which the trustee has special expertise

Trustees’ responsibilities
Accountability 
· Everything Hampshire Archive Trust does must be able to stand the test of scrutiny by the public, the media, charity regulators, members, stakeholders, funders and other interested bodies. 
· Integrity, transparency and honesty should be evident in dealings with colleagues within the Hampshire Archives Trust and when dealing with individuals and institutions outside it. 
· Trustees safeguard and promote the charity’s reputation. 
Conflicts of interest 
· All Trustees who consider they have a pecuniary interest in any matter to be considered at Board meetings must declare that interest to the Secretary before or at the meeting. 
· All Trustees with a non-pecuniary interest in a matter being considered at the Board meeting should consider whether such interest should be declared
· Any Trustee involved in any HAT project should declare any pecuniary or non-pecuniary  interest to the Chairman or Secretary 
 HAT’s reputation, the media and in public 
· Trustees should seek the prior agreement of the Chairman (or in his absence the deputy chair)  before speaking to the media or in a public forum about HAT
· If it has not been possible to gain prior agreement or if a  question has arisen without warning then Trustees should advise the Chairman as soon as possible afterwards
· When speaking as a Trustee views expressed should be HAT policy, and not personal views if they conflict, and should not disclose any confidential information
· Should a Trustee write on behalf of HAT to the media, prior agreement from the Chair (or in his absence the deputy chair) is needed, and sign off of the text to be sent
Personal gain
· Trustees may not gain financial or materially from their role
· Trustees need prior consent of the Chair before accepting gifts or hospitality

Procedures and practices
· Trustees should attend all Board meeting giving apologies ahead of time to the Secretary or Chair if unable to attend
· Papers for the Board meetings will be sent out about 7 days in advance of Board meeting and trustees should come prepared to debate and vote on agenda items. Majority Board decisions are final.
· What goes on in the Boardroom is confidential unless the Chair or Board direct otherwise
· Trustees should participate in induction, training and development activities
· Trustees should identify good candidates for trusteeship and appoint new trustees on merit
· Trustees standing down should inform the Chair in writing stating reasons for resigning
