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MA Trustee Handbook
January 2021

Introduction
Welcome to the Miscarriage Association Board of Trustees and thank you very much for your interest.  This handbook explains how the Board works and provides an introduction to the M.A., our people and our work.  We hope you find it helpful. Please also have a look at our website www.miscarriageassociation.org.uk. 
Our Handbook is structured in the following way:
1) About the Charity (page 2)
2) About our Board (pages 2 – 6)
3) Legal responsibilities of a Trustee (page 7)
4) MA Board – The role of the Board & individual responsibilities of Board Members (pages 8 - 9)
5) Typical year of a Trustee (page 10)
6) How we recruit and induct Trustees (page 11)
7) Suggested further reading (page 11-12)
8) Glossary (page 12)
Appendices 
a) Trustee skills profile (page 14)
b) Eligibility Criteria for the Miscarriage Association (page 15)
c) Trustee application form (page 16 - 18)

1   About the Charity
The M.A. is based in a small office in Wakefield and was formed in 1982 as a support organisation. It currently employs a National Director, four support workers, a communications manager and a fundraising manager in its Wakefield office and occasional freelance staff. The charity provides direct support and information to anyone affected by pregnancy loss through use of its staffed telephone helpline, email and live chat. It also provides virtual support and information via an online forum and two Facebook groups; and its website contains a wide range of information, support and other linked resources. The M.A. is very well respected in the medical and research world and is regularly involved in clinical trials as well as qualitative research. 
The M.A. has grown considerably in its reach, both geographically and virtually and now has approximately 11,500 Facebook members and 13,700 Twitter followers plus our more traditional support volunteers and fundraisers. 

2   About our Board 
The Trustee Board has up to 15 trustees and normally meets six times a year in London*.  All meetings but one are held on a Saturday, the exception being our annual residential planning weekend which usually takes place in March. Each month between meetings we have a telephone conference on a Sunday evening where we deal with any new issues which arise in between our face-to-face meetings. * N.B. Since the March 2020 lockdown the Trustees have been meeting virtually, once a month, on a Sunday evening.
We do expect that occasionally a trustee may need to miss a meeting, perhaps due to family or work commitments, but we do stress that the time commitment required is as set out above and we ask potential applicants to think carefully about whether they can make this time commitment, before pursuing their application further. 

Our current trustees:

Penny Kerry – Interim Chair and Hon Treasurer
Barbara Hepworth-Jones – Vice-Chair
Amy Braier - Vice-Chair
Sarah Bailey
Jan Birrell 
Beena Lad
Natasha Necati
Ola Obaro

[image: C:\Users\Niki\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\W3674PZ8\532505_10200838042186355_1939938766_n (2).jpg]Penny Kerry (Interim Chair & Hon Treasurer) Penny has been a Trustee since 2006, serving as Chair for a number of years.  She works with her husband in his accountancy practice, as well as at her local veterinary practice, but previously worked in the Land Registry.
Penny believes strongly in the work of the Miscarriage Association and wants to ensure that everyone who needs the M.A. knows about it.  She represents the M.A. in a number of collaborative groups, including the All Party Parliamentary Groups for Babyloss.

[image: C:\Users\Niki\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\W3674PZ8\BHJ photo Feb 2013.jpg]Barbara Hepworth-Jones (Vice-Chair) has been a member of the Miscarriage Association for over 20 years, a trustee for over 15 years and has previously served as vice chair and chair. 
She works in clinical research so has been able to support the M.A.'s research collaborations, and has worked with Ruth Bender Atik to contribute to textbooks and articles on miscarriage.



[image: ]Amy Braier (Vice-Chair) As Director of Pears Foundation, an independent family foundation, Amy oversees the Foundation's grant-making and operations. She has spent the past thirteen years working closely with organisations across the voluntary sector from start-ups to major institutions and is passionate about supporting charities to make an impact.  
Having experienced 3 miscarriages Amy wanted to give something back and help break the silence surrounding these issues and became a Trustee of the Miscarriage Association in November 2019. She lives just outside London with her husband Jason and her two children.

[image: C:\Users\Ruth\AppData\Local\Microsoft\Windows\INetCache\Content.Outlook\UBPKLU7H\Sarah Bailey 004.JPG]Sarah Bailey has extensive clinical experience as a nurse, midwife and heath visitor, working mainly within the arena of women’s health. In her current clinical role, she is a nurse specialist in recurrent miscarriage at University Hospitals Southampton NHS Foundation Trust. 
Sarah completed her PhD in 2018 and her research investigated the development of supportive paradigms of care for women with recurrent miscarriage, focusing on improving psychological wellbeing during the stressful early stages of a new pregnancy. She continues to develop her research within this area. 
Sarah became a Trustee of the Miscarriage Association in May 2019 and feels privileged to be part of this excellent charity. 


[image: ]Jan Birrell started her career in nursing many years ago in Guildford. On qualifying she recognised her interest in Women’s Health and has worked in this area since then. Jan later worked for several years as a Ward Manager and became involved with the Association of Early Pregnancy Units (AEPU). Working with the AEPU gave her greater insight into current practice and new developments that were occurring nationally. It encouraged her to review the care pathway for the women she worked with experiencing problems in early pregnancy. 
Jan then had the opportunity to develop a Nurse Led early pregnancy assessment unit. The aim of the unit was to provide holistic care and a clear management plan with verbal and written information to support women and their carers during a difficult time. Jan says ‘the Miscarriage Association provided me with valuable resources and support within my role as a Clinical Nurse Specialist’. Jan continues to work within Gynaecology and remains passionate about the care provided to women and their carers.

[image: ]Beena Lad joined the Miscarriage Association as a Trustee in September 2017.  After having experienced losses herself, she was interested in the work carried out by the charity and felt she wanted to help by volunteering her time and skills.  The M.A. provided her with support and information during her losses and she wanted to give something back.
Beena currently works as a solicitor for BT plc, carrying out dispute resolution work.  In her spare time she enjoys travelling and after attaining her black belt in the martial art of Choi Kwang Do in 2013 and subsequently qualifying as a trained instructor, she teaches the martial art to both adults and children of all ages on a weekly basis.

[image: ]Natasha Necati runs Crafty Arts, a multi-million pound business, with her husband Jay.  She has a degree in Media Studies and enjoys applying her business knowledge and experience.  One of her strengths is being able to build for the future.  She has a good understanding of the steps that need to be taken to achieve those goals and is always looking to improve herself with personal development and encouragement to the people around her.
Natasha has a passion for what the Miscarriage Association stands for, after having multiple miscarriages herself. She joined as a Trustee in January 2018 as she wanted to help the charity raise awareness. She enjoys crochet while watching a good film, socialising and traveling.
[image: ]Ola Obaro is a strategic marketer with an MBA from Birmingham Business School. His career has spanned marketing roles at Johnson & Johnson and Mars Inc., as well as management positions in the world of sport at Harlequins and IMG. 
Ola Joined the Trustee Board in April 2020.  He is passionate about supporting the continued growth of the Miscarriage Association after the organisation was a great support to him and his wife during their own experience of baby loss.




3   Legal Responsibilities of a Trustee
“Governance is the process whereby a group of Trustees works as a collective to assure the legal and moral health of the organisation”.

The Board of Trustees is individually and collectively responsible for the successful governance of the organisation; becoming a charity trustee therefore involves a high degree of legal and financial responsibility. Our Board of Trustees is the body that carries out the governance process for the M.A.. The Board must also ensure that the charity is solvent and must implement a system of checks and balances to ensure this. 

On being registered as a charity trustee with the Charity Commission, you will also automatically become a Company co-director and will be registered accordingly with Companies House. If you are a member of a professional body, such as ICAEW or the Law Society, a higher degree of financial responsibility may be expected of you and you should ensure you are aware of this before proceeding further with your application.


Basic principles of Board operation:

· The Board is a collective and only has authority as a group. 

· The Board will pay due regard to best practice.

· The Board exists to plan and monitor the M.A.’s strategic direction, to review and discuss the M.A.’s operations, especially service delivery and finance and organisation and to take action where appropriate. 

· The Board consists of individuals with a broad range of skills and experience and with as diverse a set of backgrounds as possible. The Board is actively seeking diversity in its recruitment of Trustees.  

· At least three trustees or one third of the Board, whichever is greater, need to be present at a Board meeting for it to be quorate and for its decisions to be valid. 

· As an effective Board, we monitor our collective performance in governance and ensure that individual Board member performance is evaluated annually (see Appendix A). 

· A trustee may serve on the Board for up to three terms (a term being three years) making nine years in total. The Board may extend this in special circumstances so as not to lose vital expertise due to a technicality of tenure.

For a more detailed explanation of these matters and a list of legal reasons where you might not be permitted to become a trustee please see www.gov.uk/charity-trustee-disqualification.


4   M.A. Board – The Role of the Board 

	Purpose

	To be collectively legally and morally accountable for the health and effectiveness of the M.A., ensuring that the M.A. achieves its mission in an ethical, transparent, accountable, and prudent manner. 

	Accountabilities

	Ensure that the M.A. is relevant to the community it serves through processes that monitor the external environment and define the vision, direction, and strategy. 

	Define and monitor key areas of performance, assess results, and ensure that steps are taken to continuously improve, develop and evolve, hence ensuring the long term viability of the organisation. 

	Ensure the short and long term financial sustainability and solvency of the M.A.. 

	Ensure compliance of the M.A. with relevant charity and financial laws and regulations and with its own governing rules.

	Ensure that adequate risk management strategies are in place, e.g., safety and security, insurance, data backup, Director succession, Trustee succession, prudent fund management etc. so that the M.A. does not face undue risk. 

	Define criteria for Board membership, ensure proper recruitment of candidates, provide a mentor system for new trustees, elect Trustees and ensure the proper orientation and development of Board members.

	Define and assess Board effectiveness including the effectiveness of individual Board members on a yearly basis.

	Define the role and recruit the National Director, appraising and rewarding performance. 

	Ensure effectiveness of the M.A.’s leadership and management without intruding in management’s role and authority. 


	Act with integrity and avoid any personal conflicts of interest or misuse of charity funds or assets.



NB: These accountabilities are in line with those recommended by the Charities Commission.


Individual Responsibilities of Board Members

	Purpose of the role

	To be legally and morally accountable for the health and effectiveness of the M.A., ensuring that the M.A. achieves its mission in an ethical, transparent, accountable, and prudent manner.

	Responsibilities

	Attend monthly meetings (currently six conference calls on a Sunday evening and six face to face meetings in London on a Saturday), conducting preparation beforehand and thereby assisting with the planning and monitoring of activities within the M.A.’s Operational Plan.

	Attend the yearly planning meeting (currently held over a weekend in March), thus contributing to the M.A.’s Strategy and long term development.

	Assist with specific areas of expertise outside of board meetings where required, working on and contributing to sub committees and / or project teams.

	Assist with the recruitment and mentoring of new Trustees and key members of staff where required.

	Represent the M.A. at key events where appropriate – e.g. charity fund raising events, conferences, training events.

	Commit to continual development, undertaking appropriate development activities where required.

	General knowledge & experience required

	· Knowledge of governance laws, requirements and duties.
· Knowledge / experience of how a Board operates.
· Understanding of Company accounts. 
· Numerate.

	Competencies & behaviours 

	· Ability to operate as part of a team, providing appropriate input without dominating - sensitive to team dynamics.
· Communication skills – able to present an idea effectively & establish rapport and to challenge in a constructive manner.
· Long term planning / strategic thinking skills and ability to think creatively.
· Critical thinking skills – able to accurately simulate and analyse information.
· Enthusiasm &full commitment to attend regular meetings and to prepare for each beforehand.
· Ability to represent the M.A. externally with professionalism.
· Sound judgement and common sense.
· Integrity – high ethical standards.

	Specific areas of required knowledge & expertise for the Board (usually one or two of these will apply to a particular board member):

	Miscarriage, Fundraising, Communications / PR / Media, Campaigning, Marketing, IT, Social media & Digital, Finance, Legal, NHS – policy & practice, Research / Clinical trials, HR, OD / Change management, Editing / Writing, Volunteer management, Governance, Research.






5   Typical year of a Trustee:
N.B. During the pandemic Trustees are meeting monthly, via Zoom, on a Sunday evening.
January: London meeting. Begin planning for our planning weekend. Our annual formal appointment of continuing and new trustees.
February: Sunday evening teleconference.
March: our annual planning weekend which usually takes place at the Royal Foundation of St Katharine in east London. This takes place over a weekend, typically from late Friday afternoon to late Sunday morning. It is a unique opportunity for us to build on our skills as a team and to discuss strategic matters in more detail than we usually have in our bi-monthly meetings. It is crucial to our governance planning for the forthcoming financial year. The new financial year budget is finalised and the strategy of the M.A. tested and re-set together with the operational plan. We also aim to carry out a yearly Board audit at this time.
April: Sunday evening teleconference. London Marathon. First month of new financial year.
May: Sunday evening teleconference.
June: London meeting.
July: Sunday evening teleconference.
August: Sunday evening teleconference if required.
September: London meeting. 
October: Sunday evening teleconference. Babyloss Awareness week.
November: London meeting.
December: Sunday evening teleconference if required.
We currently use a meeting room near the British Library as our main London meeting venue, though we may need to use an alternative venue from time to time. With the exception of our annual planning weekend all our meetings will take place here on a Saturday usually from 11.30 – 4.00.
Our dress code for our meetings is smart casual. 
Our Trustees are not paid but travel, subsistence and other pre-approved costs are reimbursed. 
To ensure that we utilise the time we spend in our physical meetings to its full potential, we ask that reports and other documents are read in advance of meetings. 
The Board will, from time to time, seek volunteers for various sub-committees as and when they are needed. This is purely optional and will very much depend on the workload of the trustee. There is absolutely no obligation to join a sub-committee though, of course, offers of extra support are always gratefully received. 

6   How we recruit and induct trustees
The Board will periodically review its Trustee make-up and decide when it needs to recruit. If potential Trustees approach the Board in between times, the Board will decide if the applicant has an appropriate skillset (see Appendix A) and may invite them to apply (Appendix C). 
From that point, the following outline applies to all applicants, whether directly recruited or in response to speculative enquiries:
Following an informal discussion with the Chair of the Board and the National Director, the applicant will be allocated a mentor (one of our current trustees) and will be invited to attend three Board meetings (this will include one of the teleconferences) as an observer. The mentor will make contact with the applicant prior to their first meeting and will support them during meetings and at other times as necessary. The applicant will have access to their mentor for as long as they wish and should feel absolutely comfortable in raising any queries with them. We have all been new trustees ourselves and remember how overwhelming it can sometimes to be to get to grips with a new organisation and its practices. We aim to make the induction process as comprehensive and friendly as we can, whilst ensuring applicants understand what will be expected of them should they decide to become a Trustee.  
We expect that from time to time an applicant may feel that becoming a trustee of the M.A. is not right for them and they may withdraw from the recruitment and induction process.
If both parties feel after three meetings that they would like to proceed, an informal competency based interview will be arranged. We will take up references at this point.
After a successful interview and on receipt of satisfactory references, the Trustee is formally voted onto the Board of Directors. At this point, we also ask the Trustee to become a Member of the Miscarriage Association, if they have not already joined. This is in line with our Articles of Association which we have to file at Companies House and with the Charity Commission. 

7   Suggested further reading:
Our mission statement:  www.miscarriageassociation.org.uk/about-us/the-charity/mission-statement/
Our annual report and accounts:  http://www.miscarriageassociation.org.uk/about-us/the-charity/annual-reports-and-accounts/
Our governing document:  http://www.miscarriageassociation.org.uk/wp/wp-content/uploads/2015/11/Articles-of-Association-15-May-2010.pdf
Useful information from the Charity Commission: https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3
The Office of the Scottish Charity Regulator:  www.oscr.org.uk

Companies House:  https://www.gov.uk/government/organisations/companies-house

8   Glossary:
AEPU: Association of Early Pregnancy Units
RCOG: Royal College of Gynaecologists and Obstetricians
NMC: Nursing and Midwifery Council, the professional body and 'union' of all registered nurses and midwives in the UK
CAF: Charities Aid Foundation, a facilitator of online charitable giving
DH: Department of Health
NICE: National Institute for Clinical Excellence
VLM: the Virgin London Marathon, a major source of our charitable income
Mazars, our current independent examiners







APPENDICES

Appendix A
M.A. Trustee Skills Audit 


	Skill Area
	Low
	Mid
	High

	Technical skill
	
	
	

	NHS – policy & practice
	
	
	

	Research / Clinical trials
	
	
	

	Finance
	
	
	

	Marketing
	
	
	

	Communications / PR / Media
	
	
	

	Campaigning
	
	
	

	IT 
	
	
	

	Social media & digital
	
	
	

	Fundraising
	
	
	

	Legal
	
	
	

	HR (including disability & equality & diversity))
	
	
	

	OD / change management
	
	
	

	Editing / writing
	
	
	

	Volunteer management
	
	
	

	Governance (including H&S & risk management)
	
	
	

	Other (please state)
	
	
	

	Personal skill
	
	
	

	Team working
	
	
	

	Communication
	
	
	

	Planning & strategic thinking
	
	
	

	Critical thinking / analysis 
	
	
	

	Other (please state)
	
	
	

	Experience
	
	
	

	Pregnancy loss: professional
	
	
	

	Pregnancy loss: personal
	
	
	

	Previous Board experience
	
	
	

	Other (please state)
	
	
	





Appendix B
Trustee Eligibility Criteria for the Miscarriage Association*

· You must be at least 16 years of age

· You must be properly appointed in accordance with the charity’s governing document

· You understand and agree to abide by the rules set out in the charity’s governing document

· You may not be a trustee if you are disqualified under the Charities Act, i.e. if you have one of the following convictions:
-an unspent conviction for a corruption or dishonesty offence
-are bankrupt or have entered into a formal arrangement with a creditor(s)
-have been removed as a company director or charity trustee because of wrongdoing







*This is not an exhaustive list. We have only included eligibility criteria specific to our charity; for more general eligibility criteria please seek further information via the Charity Commission or Companies House.










									Appendix CTrustee Application Form



	Name:



	Address:







	Title:



	

	Daytime telephone:


	Evening telephone:

	Mobile:

	e-mail address:



	All volunteers must be members of the MA.  Are you a member already?



	Please tell us a little about your experience or knowledge of pregnancy loss.













	Please tell us why you’re interested in becoming a Trustee and give details of any work, voluntary or life experiences that you think may be relevant.





















	Please tell us about any previous relevant experience (e.g. training, qualifications, volunteer or paid work etc.) 





















	Do you have any special needs that require special provision?    Yes / No
If yes, please provide details





	Please provide the names and addresses of two referees who are not related to you and whom we may contact for a reference

	

Name & Position:
	Referee 1
	Referee 2

	
	

	

	How you know this person:
	

	

	e-mail address:
	
	

	Address & post code:
	






	

	I confirm that the information given on this form is correct: 


Signed: _____________________________________________

	Date:



Please send your completed form to:
The Miscarriage Association
17 Wentworth Terrace
Wakefield WF1 3QW
Or email it to: ruth@miscarriageassociation.org.uk






Volunteer Recruitment Monitoring Form 

The MA is an equal opportunities organisation and we monitor our applications for employment and for volunteering. Whilst completing this form is not essential, it does help us to ensure that we adhere to our equal opportunities policy. This sheet does not form part of our recruitment process. It will be retained purely for monitoring purposes.
	
Please choose one section from A to E and then tick the appropriate box 
	
	
Please complete the four additional monitoring  sections below.

	A – White
	
	Gender
	

	British

Irish

Any other White background

	❏

❏

❏

	
	Male

Female
	❏

❏


	B – Mixed
	
	Disability
	

	White and Black Caribbean

White and Black African

White and Asian

Any other Mixed background,
please write in .................

	
❏

❏

❏

	
	Do you consider yourself disabled?


If yes, please give details.

	C – Asian or Asian British
	
	Age group
	

	
Indian

Pakistani

Bangladeshi

Any other Asian background,
please write in .................

	
❏

❏

❏


	
	
16-25  …………………………….

26-35  …………………………….

36-45  …………………………….

46-55  …………………………….

56-65  …………………………….

66-70  …………………………….

Over 65  ………………………….
	
❏

❏

❏

❏

❏




	D – Black or Black British
	
	
	

	Caribbean

African

Any other Black background,
please write in .................................

	❏

❏

❏

	
	
	

	E – Chinese or other ethnic group
	
	Media
	

	Chinese

Any other,
please write in ................................

	❏

❏

	
	
Please state where you saw this post advertised.



Thank you for your time
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