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	Tiers of service 
Do you know which tier of inTRUSTed service?  
Ask intrusted@involve.community for explanation
	Free: ONLY charities based in Bracknell Forest & Wokingham Borough – if unsure, ask intrusted@involve.community 
	Subsidised
	Enhanced


 All your answers are confidential and never shared outside of 
involve Community Services.

	Please include as much information as you are able, or contact intrusted@involve.community to discuss

	Date of your Application
	

	Name of your organisation
(any abbreviations?)
	

	Postal Address

	

	Postcode
	

	Email to be used for your recruitment adverts 
(*free service only)
	
	Not required for the subsidised or enhanced service

	Website
	

	Main contact name & role within organisation
	

	Your direct telephone 
(not for public use)
	

	Your direct email 
(not for public use)
	

	We ask for an additional contact, in case your main contact is unavailable.
The 2nd person can be a trustee, an employee or volunteer.

	Second contact name & role in your organisation
	

	Second contact direct phone & email
	
	

	Please give your permission for inTRUSTed to use your logo in advertising for your trustee vacancy. Please send your logo alongside this form.  
	I agree and have sent my logo ()

	Briefly, what services does your group provide and to whom?
	



	[bookmark: _GoBack]Where is your group based?
	
	Where do you provide these services?
	

	For our FREE tier, this MUST be Bracknell Forest or Wokingham Borough; if not BF or WB, charges apply

	Charity Registration Number (if applicable)
	
	Company Registration Number (if applicable)
	

	Type of organisation or legal structure
	
	Organisation’s current annual income, or last known?
	

	Approx. year your organisation started
	
	Is your organisation part of a larger group?
	

	Number of employees 
(if any)?
	
	Typical number of volunteers?
	

	Current number of Board members
	
	Estimated number of trustee hours per month?
	

	Address where your Board usually meets?
	
	Can trustees come from out of your immediate area? Would you limit that distance?
	

	Are Board meetings online?
	
	Are meetings ‘hybrid’?
	
	If online/hybrid meetings, what platform is used?
	Teams/Zoom/other

	How often does your Board usually meet?
	
	What day and time does your Board meet? BE SPECIFIC
	

	Typically, how long are your Board meetings?
	
	Can a potential new trustee ‘observe’ a Board meeting?
	

	Will you use a formal interview to appoint?
	
	Will trustees be appointed immediately, or at an AGM?
	

	Please tell us a little about your current trustees




	
	

	Why are you looking for a new trustee?






	

	Do you want someone with prior trustee experience? () Noting that most applicants won’t have much or any…
	No
	Yes,
if possible
	Yes, substantial

	When did you last analyse the skills of your Board?
	
	Would you like a free copy of the inTRUSTed skills matrix for trustees? ()
	

	What particular skills and/or areas of experience are you looking for from your new trustee?
(see inTRUSTed skills matrix for more details). It would be helpful to number these in order of your priority.

	Business planning
	
	Campaigning
	

	Digital and IT
	
	Facilities & property
	

	Finances
	
	Governance
	

	Income
	
	Legal & regulatory
	

	Marketing & communications
	
	People & HR
	

	Personal or Professional Networks
	
	Other __________________________
	

	Have you considered the diversity of your Board, especially in age, gender, ethnicity/race, LGBTQ+, dis/ability, neurodiversity, lived experience, level of qualifications, social class, etc. and how you can be more inclusive of a range of trustees with wider experiences to benefit your group? ()
	

	inTRUSTed expects charities to reimburse trustees’ expenses, as per Charity Commission guidance.
Please confirm that you will reimburse potential trustees’ legitimate agreed expenses. ()
	

	
CONTINUES OVER






	It will help us to have answers about your parts of the process to recruit for your trustee role, in order to help us find you the most-appropriate candidates. If you don’t yet know these answers, you can book a meeting (Teams/Zoom) to discuss: https://calendly.com/trustee_recruitment/discussion 
We cannot start recruiting until we know these points. Please clearly indicate your options 

	Do you want candidates to provide additional documents as well as their CV: a Cover Letter, or a presentation outlining WHY they are interested & WHAT they bring to your Board?
	Yes
	No

	In what format would you prefer any additional documents?
	No preference
	Supporting statement
	Presentation 
(slide deck)
	Video or multi-media artefact
	Other format:

	Do you want to wait for several candidates before you set up interviews as a block (maybe on one day); or do you want to interview individual candidates sequentially as they come to you?
	A block of several interviews
	As they come to us

	Will you undertake an initial contact (phone or email) with all candidates before a more-formal interview with each one? We strongly recommend this!
	Yes
	No

	In what format are you intending to hold each interview?

	Telephone
	Online video platform (Zoom? Teams? Other?)
	Face-to-face

	Approx., how long would you expect each interview to last, per candidate?
	Up to thirty minutes
	Up to one hour
	More than one hour

	Will you give feedback to any unsuccessful candidates? We prefer you to do this.
	Yes, we will
	No, we want inTRUSTed to do this


	As well as at least two references, what else will YOU arrange for the successful applicants to undertake?
	Enhanced DBS check
	Safeguarding course
	Registration with Accredited body
	Other requirements?

	Are there any other steps to your trustee recruitment or requirements you need from candidates?

	




	If you’ve not completed all pertinent boxes, it may delay the start of the work we can do for you, although we will always have a conversation with you about your trustee needs before we start.

	Any questions about completing this form, intrusted@involve.community 




	inVOLve Community Services USE ONLY

	Received by inTRUSTed
	
	Initial discussion date
	

	Confirmation of service sent
	
	Total quote, if charged-for
	

	Detailed service offer sent
	
	Agreement sent
	

	Agreement received
	
	All-signed Agreement returned
	

	Invoice requested
	
	Invoice paid
	

	RD & SS sent (1st role)
	
	RD & SS agreed
	

	RD & SS sent (2nd role)
	
	RD & SS agreed
	

	RD & SS sent (3rd Role)
	
	RD & SS agreed
	

	Advert sent
	
	Advert agreed
	

	Adverts placed
	
	First candidates responded
	

	Service review if needed
	
	Service closed
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