[image: image4.png]



FEDERATION TRUSTEE ELECTION PROCESS
The role of the Board of Trustees is to manage the affairs of the federation.  The trustees are the charity trustees of the federation as defined in the Charities Act 2011.
Unless otherwise decided by resolution of the Council the Board of Trustees should consist of at least 8 and not more than 15 trustees.  Additional trustees can be co-opted by the elected trustees (up to one third of their own number).

Any member of a WI within the federation who has paid her subscription for the current year is eligible to be elected or co-opted to the Board of Trustees, provided that she is not a trustee of another federation and not an employee of the federation.

The members of the Federation Board of Trustees are to be elected prior to the Annual Meeting of the federation, to hold office for a period of 2/3* years.  Any members co-opted by the elected members hold office until the next election.

Nomination

Candidates must be nominated for election by a WI in the federation or by a federation trustee, all of whom may submit nominations up to the number of places to be filled.
The Federation Secretary should invite all WIs and trustees of that federation to submit nominations and specify the date by which they must be received by the secretary.  All nominations must be in writing, together with the name of the WI or trustee submitting the nomination.  Following receipt of the nominations the secretary should request written consent from the nominees of their willingness to stand for office.  A sample letter requesting nominations can be found in Appendix 1 and a nomination form in Appendix 2.
Once a member has been nominated it is good practice to send the nominees a brief outline of the responsibilities of charity trustees.  The booklet ‘The Essential Trustee’ is very comprehensive and available to download from the Charity Commission website.  Note should be taken of relevant points which would disqualify a member from becoming a trustee.  A sample letter advising of nomination and requesting written consent can be found in Appendix 3.
It is also good practice for charity trustees to sign the HMRC declaration for ‘fit and proper persons’.   A copy of the HMRC help sheet and model declaration form is attached as Appendix 4.

The NFWI has written a paper, ‘Guidelines for Board of Trustee Candidates’ and a copy of this, which can be adapted to suit federations, is attached as Appendix 5.  
If you receive more nominations than places available on the Board of Trustees an election must take place.

Election of Trustees
Once all the nominations and written consent forms have been received by the secretary a ballot paper should be drawn up.  This should state the name of the candidate (in alphabetical or reverse alphabetical order, alternating each election year) and the name of
her WI, with a space for an ‘X’ on the right hand side of the page (see example in appendix 6).  Each WI has one ballot paper and can vote for one candidate. 
All elections must be by secret ballot and may be by postal vote or otherwise as the Board may determine. 
It is good practice for the federation to appoint independent Tellers to count the votes.  The Tellers can be members of the federation’s staff who are not eligible to vote, members from a neighbouring federation or staff or trustees from another local charity or organisation.  Alternatively they can be from the federation’s accountants or solicitors but this may incur additional costs.  The Tellers should preferably not be WI members from the federation holding the election and certainly not the federation’s trustees.

Once the votes have been counted the Federation Secretary will announce the names of those who have been elected.
Election of Officers
The honorary officers of the federation are the Chairman, Treasurer and one or more Vice Chairmen (up to three) and these are elected from the elected Board of Trustees.  The officers should be elected as soon as possible after the close of the Annual Meeting.
After the close of the Annual Meeting the elected trustees should hold a Special Meeting and elect the officers of the federation.  The elected officers will hold office until the close of the next Annual Meeting.
The Board of Trustees must also appoint an honorary Secretary who is a trustee, or a Secretary who is not a trustee and who may be appointed as an employee of the federation. 
Co-option
Any member of a WI within the federation who has paid her subscription for the current year is eligible to be co-opted to the Board of Trustees provided she is not a trustee of another federation or a salaried officer of the federation.

The Board of Trustees may co-opt one or more additional trustees to hold office until the next election provided that the co-opted members do not exceed one third of the number of elected trustees.

*A federation can chose how often elections should be held.
Updated July 2014
APPENDIX 1
WI Secretary Name & Address

Date

Dear WI Secretary

Nominations – Election of (insert name) Federation Board of Trustees, (April 2015 - April 2017)
Nominations are sought for (insert number) elected members of the ………. Federation Board of Trustees for the period (2015-2017).  Any member from a WI within this federation is eligible to stand for election as a Trustee.

When considering nominations, please bear in mind that when elected, the candidates shall become the Trustees (and Directors*) of the federation.  Therefore, in addition to the constitutional and legal requirements, nominees should possess leadership qualities, have strategic vision, show commitment to the WI, be willing to devote the necessary time and effort, be able to think creatively and speak their mind, understand the requirements of being a trustee and be able to work as a member of a team.

The following people are currently Trustees of the Federation Board:

……….………… Federation Board – (2013-2015):


List all current members in alphabetical order below.
All members of WIs in …………… Federation are eligible to nominate candidates.  Nominations should be sent to the above address, using the enclosed form.  All nomination forms must arrive no later than (insert date).  The full postal address, email address and telephone number of any nominee not currently serving on the Federation Board of Trustees must be completed on the nomination form.

Ballot papers for this election will be sent on (insert date).
Yours sincerely

(insert name)
Federation Secretary
 *In the case of incorporated federations the Trustees also become Directors
APPENDIX 2
……………………………….. Federation of Women’s Institutes

                                            NOMINATION FORM

                            FEDERATION BOARD OF TRUSTEES (2015-2017)
Nominated by:  .................................................................. WI/Federation Board Member 

                                                                                     (Delete as required)
Please complete in BLOCK CAPITALS
	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS
If not currently serving on Federation Board of Trustees
	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS
If not currently serving on Federation Board of Trustees
	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS 
If not currently serving on Federation Board of Trustees
	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS 
If not currently serving on Federation Board of Trustees
	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees
	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees
	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees
	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees

	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees

	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees

	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees

	

	WI 
	


	FULL NAME OF NOMINEE (including title)
	

	ADDRESS, TELEPHONE NO.  

AND EMAIL ADDRESS

If not currently serving on Federation Board of Trustees

	

	WI 
	


NB:
All nominations must be marked Private & Confidential and returned to (insert name), Federation Secretary, (insert address), no later than (insert date).

NB.   The nomination form should only contain up to the number of places on the federation board. 
APPENDIX 3
«Title» «FirstName» «LastName»
«Address1»
«Address2»
«City»  «PostalCode»
Insert date
Dear «Title» «LastName»
Re:  Candidate’s Details for (insert federation name) Federation Board of Trustee Elections (April 2015 - April 2017)
I am writing to inform you that you have been nominated to stand for election to the …………. Federation Board of Trustees for the above period.

I should be grateful if you would complete the slip below indicating whether you accept your nomination and stand for election or whether you do not wish to stand.  Please bear in mind when considering your decision that, if elected, you would become a Trustee (and Director*) of the ……… Federation. Therefore, in addition to the constitutional and legal requirements set out below, nominees should possess leadership qualities, have strategic vision, show commitment to the WI, be willing to devote the necessary time and effort, be able to think creatively and speak their mind, understand the requirements of being a trustee and be able to work as a member of a team.

The election ballot papers will go out to all WIs on (insert date). Results will be announced at the Annual Meeting on (insert date and venue of meeting).  
For your information, the Board of Trustees is (insert number) members in total, of whom up to ….. shall be elected by postal vote and up to ….  may be co-opted by the elected Trustees.  
To assist you with making your decision whether to stand as a Federation Trustee, I have enclosed the following:

· Responsibilities of Charity Trustees ‘The Essential Trustee’ (Charity Commission document, please note section on disqualification of charity trustees in section E3)
· Guidelines for Federation Board of Trustee Candidates

The following is a list of people who are disqualified from acting as a charity trustee:

· Anyone who has been convicted of an offence involving deception or dishonesty, unless the conviction is spent. 

· Anyone who is an undischarged bankrupt. 

· Anyone who has previously been removed from trusteeship of a charity by the Court or the Commissioners for misconduct or mismanagement.

· Anyone who is under a disqualification order under the Company Directors Disqualification Act 1986

· Anyone under 18 years old
Should you have any queries, please do not hesitate to call the undersigned.
Yours sincerely

(Insert Name)
Federation Secretary
*In the case of incorporated federations the Trustees also become Directors


Name: ………………………………………………………………………………

WI: ………………………………………………………………………

Tel. No: …………………………………………………….... (incl. std code)

Email address: …………………………………………………………………

Please delete as necessary*

I should/should not* like to stand as a candidate for election to the (insert name) Federation Board of Trustees (2015/2017).
Please tick the boxes to confirm that you are eligible to stand as a Trustee and fulfil the following requirements:

I, the undersigned, declare that:

I am a member of a WI in ………………………………………….. Federation

I am aged 18 years or over at the date of this election 
I am capable of managing and administering my own affairs
I do not have an unspent conviction relating to any office involving deception or dishonesty.

I am not an undischarged bankrupt nor have I made a composition or arrangement with, or granted a trust deed for, my creditors (ignore if discharged from such an arrangement).

I am not subject to a disqualification order under the Company Directors Disqualification Act 1986 or to an order made under section 429(b) of the Insolvency Act 1986.

I have not been removed from the office of charity trustee or trustee for a charity by Order made by the Charity Commissioners or the High Court on the grounds of any misconduct or mismanagement nor am I subject to an order under section 7 of the Law Reform (Miscellaneous Provisions) (Scotland) Act 1990, preventing me from being concerned in the management or control of any relevant organisation or body.

If appointed, I will be able to sign the Model Declaration for ‘Fit and Proper Persons’.

Signed…………………………………………………………  Date ………………………………….

Please return to (insert name) no later than 5pm on (insert date) in the enclosed pre-addressed envelope. 
APPENDIX 4
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APPENDIX 5
N.B. This is the form used by the NFWI and should be adapted to suit your federation.
NATIONAL FEDERATION OF WOMEN’S INSTITUTES
GUIDELINES FOR BOARD OF TRUSTEE CANDIDATES

· As a member of the Board of Trustees you will be a charity trustee of the NFWI.  You should be aware of the responsibilities of being a charity trustee which are described in the Charity Commission document “The Essential Trustee”, a copy of which is enclosed.  Your primary duty is to carry out the objects of the organisation in a financially responsible way.


· In some circumstances, an individual is disqualified by charity law from acting as a Trustee.  The information on disqualification is in section E3 of the ‘The Essential Trustee’ document.

· The board meets for two days at least five times a year.  The meetings are usually from 11.00am to 4:30pm or 5:00pm on the first day, and from 9:30am to the end of business (this can range from lunch time to 4:00pm depending on circumstances) on the second day.


· You will probably be appointed to serve on one or more committees/working group(s).  Most meet three times a year.

· You will be required to attend each year:

- NFWI Annual Meeting 

-  Autumn National Council Meeting (three day residential with two nights)

- Other meetings as may be required

· You will be required to read reports as background information to board discussions.  There will be a great deal of general reading as well as more detailed reading of your committee/working group work.


· You will need to spend some weekends on WI commitments.


· You may be asked to represent or be a delegate for the NFWI at meetings, conferences or seminars held by outside bodies/other organisations, and on occasions write a report on the event for the committee/board.


· You may be asked to attend events and conferences organised by your committee/working group(s) and possibly asked to help with Denman courses.

· Being an NFWI Board member is a challenging, yet rewarding job.  It takes up a considerable amount of time and effort, so it is always useful to discuss this aspect with your family.  Their support is essential.

· All appropriate travel expenses will be paid and accommodation expenses are paid when it is impossible (or more expensive) for the board member to return home for the night.  It is usually helpful to discuss these with the Chair or an Officer when in doubt.

· It is important to remember that as a board member you are a team player.  Although within the confines of a board meeting individuals should feel free to express their own opinions, once a decision is agreed by the majority of members, it must be supported by all board members outside the meeting.


· As a board member a problem of ‘divided loyalties’ may arise, but board members will be expected to put NFWI activities and events above their commitments to their federation, although, of course, it is important that they are still involved in their federation and own WI.


· The role of an NFWI board member is in many ways similar to that of a federation board member, but you will have to make a quantum leap from the day to day detail of federation activities to the broader picture and strategic vision of the NFWI.


· (this has been described as the ‘helicopter’ effect.  The NFWI Board hovers above the ground looking at the wood in the wider landscape, whereas the Federation Board member is on the ground among the trees)


· By becoming an NFWI board member you will also become a trustee and Company Director and your details will be recorded and registered with the Registrar of Companies at Companies House.  Each year the Charity Commission requires the NFWI to complete an Annual Return, for up-dating its database and also to clarify your details as a trustee of the NFWI.  Accordingly, if you cease to continue as a trustee, the Company Secretary is required to complete a resignation of director form and return it to Companies House.

APPENDIX 6
…………………………………..  FEDERATION
WI Secret Ballot Paper
Election of the …………………. Federation Board of Trustees (2015-2017)
X = 1 vote

· Put X in the box to the right of the name of the candidate for whom your WI decides to vote.  Do not sign or put the name of your WI on this ballot paper, or mark it in any other way.
· Each WI can vote for one candidate.  Any paper with more than one trustee marked with X will be spoilt and considered void.

· This ballot paper should be sent in the attached addressed envelope, you are required to provide postage.  The ballot paper must reach the returning officers by first post, no later than (insert date).
· Please post in good time.  Any ballot papers received after the closing date will not be accepted by the returning officers.

	Candidate Name
	WI
	Vote (X) 

Here

	ANDREWS, Jane
	Yelvertoft
	

	BROWN, Susan
	Bainbridge
	

	COLLINS, Diane
	The Beck
	

	DAVIES, Elizabeth
	Wishaw
	

	EVANS, Sophie
	Frithelstock
	

	FORD, Christine
	Earith
	

	GRIFFITHS, Anne
	Longwell Green
	

	HARRIS, Janet
	Nailsea
	

	HOWES, Lucy
	Adlington
	

	JONES, Ruth
	Tregaron
	

	McINTOSH, Elizabeth
	Barrow
	

	MORRIS, Julia
	Delamere
	

	NORTON, Carole
	Harwell
	

	PRICE, Margaret
	Steeple Aston
	

	ROBERTS, Lynne
	Kingskerswell
	

	SAMUELS, Barbara
	Stockland
	

	SMITH, Helen
	Wembury
	

	THOMAS, Jill
	Talybont
	

	WATSON, Mary
	Blofield Heath
	

	WILLIAMS, Patricia
	Pennington
	

	
	
	


