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Being A Trustee with Headway Black Country 
 

Thank you for your interest in volunteering to become a Trustee with Headway Black 
Country. 
 
This guide is intended to be an introduction to Headway Black Country and to the 
duties and roles of Trustees so you can decide if we are the sort of charitable 
organisation that you feel able to contribute to.  
 
Headway Black Country 
 
We are a charity providing specialist rehabilitation and support services to adults 
(survivors and carers) affected by “acquired brain injury” – that is an injury sustained 
after birth due to a wide range of causes but including accident, infection, tumour, 
stroke etc.  
 
Our aims are to:  

• Increase awareness and understanding of acquired brain injury and its 
consequences. 
• Provide information and support for people with acquired brain injuries, 
their families and cares, as well as interested professionals. 
• Assist people with acquired brain injuries to return to community living, 
including access to productive life. 

 
Probably the best initial introduction to what we do is by taking some time to 
explore our web site – www.headwayblackcountry.co.uk. Here you will find 
information about our purpose, our history, the services that we offer and the 
support we give to brain injury survivors and their carers. 
 
We are affiliated to Headway UK (www.headway.org.uk) and so we operate within 
their rules of affiliation. We are an independent charitable organisation and so, 
subject to compliance with the rules of affiliation and to charity law, we have 
autonomy about how we seek to meet the needs of people affected by brain injury 
in the Black Country.  
 
Trustees have ultimate responsibility for directing the activities of the charity. 
Primarily this is done through Trustees participation in the Board of Trustees, which 
meets every two months.  
 

http://www.headwayblackcountry.co.uk/
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Responsibility for the day-to-day management of the charity, including all staffing 
matters, and for advising Trustees on strategic direction etc rests with the Chief 
Officer. 
 
General Duties of Trustees 
 

Headway Black Country is subject to charity law and Trustees, in accepting their role, 
take on the duties placed upon them by that law. The Charity Commission provides 
extensive generic information about the duties and roles of Trustees at: 
http://www.charitycommission.gov.uk/ - see Trustee, Staff and Volunteers area. 
 
The following extract from that web site gives a summary of the core duties of 
Trustees:  
 
“Trustees and their responsibilities 
 
Charity trustees are the people who serve on the governing body of a charity. They 
may be known as trustees, directors, board members, governors or committee 
members. The principles and main duties are the same in all cases.  
 

(1) Trustees have and must accept ultimate responsibility for directing the affairs 

of a charity, and ensuring that it is solvent, well-run, and delivering the 

charitable outcomes for the benefit of the public for which it has been set up. 

(2)  Compliance - Trustees must:  

a. Ensure that the charity complies with charity law, and with the 

requirements of the Charity Commission as regulator; in particular 

ensure that the charity prepares reports on what it has achieved and 

Annual Returns and accounts as required by law.  

b. Ensure that the charity does not breach any of the requirements or 

rules set out in its governing document and that it remains true to the 

charitable purpose and objects set out there. 

c. Comply with the requirements of other legislation and other 

regulators (if any) which govern the activities of the charity.  

d. Act with integrity, and avoid any personal conflicts of interest or 

misuse of charity funds or assets. 

(3)  Duty of prudence - Trustees must: 

a. Ensure that the charity is and will remain solvent.  

b. Use charitable funds and assets reasonably, and only in furtherance of 

the charity's objects.  

c. Avoid undertaking activities that might place the charity's 

endowment, funds, assets or reputation at undue risk. 

d. Take special care when investing the funds of the charity, or 

borrowing funds for the charity to use. 

(4)  Duty of care - Trustees must: 

http://www.charitycommission.gov.uk/
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a. Use reasonable care and skill in their work as trustees, using their 

personal skills and experience as needed to ensure that the charity is 

well-run and efficient.  

b. Consider getting external professional advice on all matters where 

there may be material risk to the charity, or where the trustees may 

be in breach of their duties.” 

Governing Documents 
 

The governing documents for Headway Black Country are its Articles of Association 
and Memorandum of Association. Copies of these will be given to you as part of your 
induction into the role of a Trustee. 
 
Roles of Headway Black Country Trustees 

 
To support Trustee’s in their role Headway Black Country has developed a “job 
description and person specification” for Trustees. This incorporates the statutory 
duties mentioned above while including other aspects of the role, which the Board 
of Trustees consider important.  
 
This is supplemented with additional responsibilities for those Trustees appointed to 
the roles of Chair, Treasurer and, where appointed, Secretary. 
 
Trustee Job Description 

 
The roles of Trustees are: 
 

1. to ensure that Headway Black Country complies at all times with its 
governing documents, charity law, company law and any other relevant 
legislation or regulations 

 
2. to ensure that Headway Black Country pursues its objects as defined in its 

governing documents  
 

3. to ensure that Headway Black Country stays financially stable applies its 
resources exclusively in pursuance of its objects i.e. the charity must not 
spend money on activities that are not included in its objects, no matter how 
worthwhile or charitable those activities are 

 
4. to contribute actively to the Board of Trustees role in giving firm strategic 

direction to the organisation, setting overall policy, defining goals and setting 
targets and evaluating performance against agreed targets 

 

5. to safeguard the good name and values of Headway Black Country 
 

6. to act in the best interests of the charity, never in the interests of yourself or 
another organisation, declaring any potential conflict of interest while 
carrying out the duties of a Trustee  



4 
 

 
7. to respect the roles of staff/volunteers and ensure employment procedures 

are appropriate and effective 
 

8. to have an awareness of standard procedures and general health and safety 
matters, being aware of the safety of yourself and others. 

 
9. to uphold confidentiality in relation to all information received as a result of 

contact with the organisation, its staff and partners and service users. 
 

10. to promote and uphold Headway Black Country’s equality and diversity 
policies at all times.  

 
11. to act in a professional manner when greeting and working alongside others. 

 
Person Specification 

 

 A committed individual who is willing to devote the necessary time and 
effort to their trustee duties 

 An understanding of the legal duties, responsibilities and liabilities of the 
trusteeship. 

 An ability to think creatively and strategically, with the courage and 
willingness to speak their mind and share these ideas. 

 An ability to work effectively as both an individual and as an active member 
of a team. 

 Previous trustee / business / health or social care/ ABI experience would be 
advantageous. 

 Knowledge and understanding about acquired brain injury would also be 
helpful but training would be given. 

 
What happens next? 
 

 Please complete the application that has been provided and return that to 
Stephen Phipps, Chief Officer, Headway Black Country, Martin Hill Street, 
Dudley DY2 8RT or e-mail to stephen@headwayblackcountry.co.uk 

 We will then contact you and invite to a meeting with the Chair of the 
Trustees and the Chief Officer to review your application 

 The next stage would be to invite to a Board meeting to meet the other 
Trustees and observe what happens 

 Once your application is accepted there is some paper work to complete and 
there will be an induction process  

 

Please note that appointments to positions as Trustees with Headway Black Country 
are subject to a DBS check and references. Formal appointment to a Trustee position 
will not be confirmed until these have been completed satisfactorily. 

mailto:stephen@headwayblackcountry.co.uk

