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1. Introduction

This Manual is intended primarily as a reference document for Trustees and others involved in the governance and management of Carer Support South Lakes (CSSL).  It should be read alongside “the Articles of Association”, the Charity’s governing document.

This manual was introduced as part of CSSL’s commitment to good governance and management.  It contains information generally relevant to governance and specific information about the operational functions of CSSL.



2. Legal status

CSSL is a private charitable company limited by guarantee under The Companies Act 2006. 

The charitable purposes of the Company are:

(a) The relief of those persons in the area of South Lakeland, Cumbria (the “area of benefit”) who, by reason of caring for disabled, elderly and sick person in the area of benefit, are leading a restricted life; and
(b) The consequential relief of disabled, elderly and sick persons in the area of benefit through such assistance given to their carers.

These are the charitable purposes for the purposes of the 2006 Act.  For as long as the Company is a charity, its purposes may only be altered with the prior permission of the Charity Commission and in accordance with any conditions attached to such consent.

Carer Support South Lakes was incorporated on the 17th March 2011.

Carer Support South Lakes Company Registration Number:	 7567467

Carer Support South Lakes Charity Registration Number:	1142184

Carer Support also has a separate but linked trading arm. This allows CSSL to undertake trading activities that are not deemed to furthering the objects of the charity, but indirectly support the work of the charity.

Carer Support South Lakes (CSSL) Services C.I.C.	Company Number:	12077139
(Incorporated on 1st July 2019) 



3. Registered office address:

Stricklandgate House
92 Stricklandgate
Kendal
LA9 4PU

01539 815970
4. CSSL Vision, Mission, Values and strapline

On the 13th December 2018 the Board of Trustees defined the vision, mission and values as:

Our vision
Improving the lives of Carers of all ages.

Our mission
Carer Support South Lakes identifies the needs of an unpaid Carer of any age and provides quality services, support and advocacy to protect their health and wellbeing.

Our values
Support: 	Practically, emotionally, mentally – provide space and time out from the caring role.
Enable:	Maintain and build a life during and after caring.
Advocate:	Be a voice in the community with and on behalf of carers.

Strapline
Supporting Carers of all ages in South Lakes


5. Responsibilities of Trustees

Trustees have a number of responsibilities.  The requirements of charity law are set out on the Charity Commission website https://www.gov.uk/government/organisations/charity-commission

In particular, Trustees should be aware of the following:
a) Charity Commission’s booklet (CC3) The Essential Trustee – What you need to know, what you need to do.

https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3

b) The updated Charity Commission Code 

https://www.gov.uk/government/organisations/charity-commission/about/publication-scheme

https://www.gov.uk/topic/running-charity/managing-charity

In summary, Trustees must:

Ensure the Charity is carrying out its purposes for the public benefit

All Trustees are responsible for making sure that the charity is carrying out the purposes for which it is set up, and no other purpose. Trustees should:
· Ensure they understand the charity’s purposes as set out in its governing document.
· Plan what the charity will do, and what you want it to achieve.
· Be able to explain how all of the charity’s activities are intended to further or support its purposes.
· Understand how the charity benefits the public by carrying out its purposes.

Comply with the Charity’s governing document and the law

Trustees must:
· Make sure that the charity complies with its governing document.
· Comply with charity law requirements and other laws that apply to your charity.

Act in the Charity’s best interests

Trustees must:
· Do what they decide will best enable the Charity to carry out its purposes.
· Make balanced and adequately informed decisions, thinking about the long term as well as the short term.
· Avoid putting themselves in a position where their duty to the charity conflicts with their personal interests or loyalty to any other person or body.
· Not receive any benefit from the charity unless it is properly authorised and is clearly in the charity’s interests; this also includes anyone who is financially connected to you, such as a partner, dependent child or business partner.

Manage the Charity’s resources responsibly

Trustees must act responsibly, reasonably and honestly. Trustees must:
· Make sure the charity’s assets are only used to support or carry out its purposes.
· Avoid exposing the charity’s assets, beneficiaries or reputation to undue risk.
· Not over-commit the charity.
· Take special care when investing or borrowing.
· Comply with any restrictions on spending funds or selling land.

Act with reasonable care and skill

Trustees:
•	Must use reasonable care and skill, making use of their skills and experience and taking appropriate advice when necessary.
•	Should give enough time, thought and energy to the role, for example by preparing for, attending and actively participating in all Trustees’ meetings.


Ensure the Charity is accountable

Trustees must comply with statutory accounting and reporting requirements. Trustees should:
· Be able to demonstrate that the Charity is complying with the law, well run and effective.
· Ensure accountability within the Charity, particularly where Trustees delegate responsibility for particular tasks or decisions to staff or volunteers.

The Charity Commission booklet also mentions some of the general qualities required of Trustees.  For example, it says that in selecting Trustees a Board must ensure that they appoint people:	
· For what they can contribute to the charity and not for their status or position alone.
· Who are able and willing to give time to the efficient administration of the charity and its fulfillment of its objectives.
· On the basis of their relevant experience and skills.

No one under 16 can be appointed as a Trustee and some people are disqualified by the Law from acting as Trustees including anyone who:  
· Has an unspent conviction for an offence involving dishonesty or deception (such as fraud).
· Is bankrupt or has entered into a formal arrangement (eg an individual voluntary arrangement) with a creditor.
· Has been removed as a Trustee of any Charity by the Commission (or the court) because of misconduct or mismanagement.
· Has been removed as a company director or Charity Trustee because of wrongdoing.

Carer Support South Lakes Trustees cannot receive any payment from the Charity other than the re-imbursement of reasonable and necessary out-of-pocket expenses.  Nor can they gain any personal benefit, directly or indirectly, from the Charity.

6. Organisational Structure


Patrons

Carer Support South Lakes will actively consider the appointment of Patrons. A Patron’s role traditionally is to assist with fundraising and influencing government policy.

Liability of members
The liability of each member is limited to £1, being the amount that each member undertakes to contribute to the assets of the Company in the event of it being wound up while she/he is a member or within one year after she/he ceases to be a member, for –

(a) Payment of the Company’s debts and liabilities contracted before she/he ceases to be a member;
(b) Payment of the costs, charges, expenses of winding up; and
(c) Adjustment of the rights of the contributories among themselves.

Members
· There must be a minimum of three members at all times.

· Membership of the Company is not transferable and shall cease on:
(a) Resignation;
(b) Death in the case of an individual;
(c) Completion of winding up or any other dissolution, in the case of a corporate body or other organisation with independent legal identity.

· All members are listed in the Register of Members of the company in accordance with the requirements of the Company Act 2006.

· Carer Support South Lakes shall hold a general meeting for members as its annual general meeting.  This shall be used to:
(a) Receive the minutes of the previous Annual General Meeting;
(b) Receive the annual accounts for the preceding financial year;
(c) Elect new members of the Company (if applicable);
(d) Appoint or reappoint Officers and Trustees;
(e) Appoint the Honorary Auditors and the Honorary Legal Advisor; and
(f) Consider any other business of which proper notice has been given to the members. 

· A quorum of members must be present at the time when the meeting proceeds.  Meetings will be quorate if twenty members or 30% of the membership, whichever is lesser are present.


Trustee Board
The number of Trustees shall be five but not more than ten, and shall comprise of a Chair, Deputy Chair, and Treasurer, and up to seven members of the Company, of whom at least two shall be, or have been, carers.

The trustees can appoint any individual aged 16 years or over, who is not disqualified from directorship, or otherwise disqualified from charity trusteeship to be a trustee.

A trustee shall cease to hold office if she/ he:
(a) Resigns;
(b) Dies;
(c) Is adjudicated bankrupt;
(d) Is disqualified from being a director of a company by virtue of any provision of law or is disqualified from being a trustee of a charity under the Charities Acts;
(e) Is or may be, suffering from mental disorder.

Committees
The trustees may delegate any functions to committees provided that:
(a) The terms of reference are set by the Board;
(b) There are two trustees on each committee at all times;
(c) A committee is chaired by a trustee; and
(d) A Committee adheres to any budget, which must be set by the Board.

Quorum
The quorum shall for Trustees’ meetings shall be two or such higher figure as the Trustees may decide.

Conflicts of interest
The Trustees shall declare matters of material personal interest of which they are aware that are relevant to the business of any Trustee’s meeting at or before the start of the meeting.  Any interested Trustee shall be counted in the quorum and may vote unless the interest gives rise to a conflict between their personal interest and the interests of the Company, in which case they must withdraw from the discussion and any decision.  In the event of any doubt as to whether a Trustee should withdraw they must do so and the Chair of the meeting shall require that they do so. 

Records, returns accounting and reporting
The Company shall make a company annual return to the Registrar of Companies each year as required by the Companies Act 2006 and applicable associated regulations.

The Company shall make a charity annual return to the Charity Commission each year as required by the Charities Act and applicable associated regulations.

Chief Executive Officer and Staff 

The Trustee Board appoints a Chief Executive Officer to whom all staff are responsible.  An organisational chart is attached in the Appendix.



7. Appointment of Trustees

The Members will appoint Trustees. Trustees are appointed annually at the AGM.

An annual discussion between the Chair and each Trustee will take place to allow feedback and discussion about the benefit of each Trustee’s contribution to CSSL as a whole. Any decision about a further appointment will depend on the skill requirement of the CSSL Trustee Board at the time. 

It is intended that, wherever possible, the collective skills and experience of the Trustee Board should be as indicated in the following table:

	
	Must have
	Nice to have
	Comments

	Commitment to CSSL’s ethos

	
	
	Experience of caring


	Appropriate level of financial literacy

	
	
	

	Ability to contribute to future strategy and policy development

	
	
	Knows the difference between being governance and operational.


	An understanding and acceptance of the legal duties, responsibilities and liabilities of Trustees
	
	
	

	Previous governance 
experience

	
	
	

	Social care experience

	
	
	A proportion of Trustees need this.


	Interest and willingness to actively lead/ support the fundraising activity

	
	
	

	Ability to influence other stakeholders and key decision makers

	
	
	

	Financial expertise / investment knowledge

	
	
	A proportion of Trustees need this.

	Marketing and PR expertise

	
	
	

	Human resources experience

	
	
	

	I.T. experience

	
	
	



It is intended that in addition to the functions listed above, the Trustee Board should reflect the age, ethnicity and gender differences in society and be able to influence and network on behalf of CSSL.

The appointment process for all Trustees and Trustee Officers will be as transparent as possible and based on clear role descriptions and person specifications.  Assistance may be sought from organisations holding lists of potential Trustees and public advertisements will be used if necessary.  Appointment through personal contact channels is not ruled out and can be helpful.  In all cases role descriptions will be drawn up and Board of Trustees will follow a procedure to ensure applicants fit the role description and are prepared to abide by its contents.  The person specification is drawn up to assist the recruitment process. 

Appointment of Officers

Trustee Officers are appointed by the CSSL Members.


8	Roles and Relationships - Trustees
__________________________________________________________________

Trustee – Role description

The principal task of Trustees is to ensure that CSSL operates in a manner that enables it to fulfill its objectives as effectively and efficiently as possible.  

The main duties of Trustees are to:

· Ensure that CSSL complies with its governing documents, charity law and all other relevant law and regulations.

· Ensure that CSSL pursues its charitable objectives as defined by the Companies Act 2006.

· Ensure that CSSL applies its resources exclusively in pursuance of its objectives.

· Accept the general and specific responsibilities of Trustees.

· Ensure the confidentiality of personal and other sensitive information concerning individuals and restricted information.

· Demonstrate a commitment to CSSL’s objects and activities.

· Openly declare any conflict of interest and step aside from further decision-making on issues affected.

· Make every possible effort to attend meetings of the Trustee Board and any relevant Committee or other such task group.

· Contribute actively to the Trustee Board’s role in giving clear strategic directions to CSSL’s setting overall policy, defining goals and evaluating performance against agreed targets.

· Ensure the effective and efficient management of CSSL.

· Ensure CSSL’s financial stability.

· Assist the Trustee Board to appoint and monitor the performance of the Chief Executive Officer.

· Protect CSSL’s property and ensure the proper investment of CSSL funds.

· Use their personal knowledge and experience to help the Trustee Board to make sound decisions.

· Maintain good working relationships with the Chief Executive Officer and the staff within the defined governance and management roles.

· Attend CSSL’s training days, Trustees’ development meetings and other similar events.

· Make all reasonable effort to attend CSSL’s fundraising or other publicity events, receptions and other public functions.



Person Specification

When appointing Trustees, the following criteria should be considered, but no one person is expected to satisfy them all:

· Commitment to CSSL’s ethos, objectives and activities.

· A knowledge / understanding of Caring and its impact.

· A willingness to devote sufficient time and effort to CSSL.

· Integrity.

· Strategic vision.

· Good, independent judgment.

· An ability to think creatively.

· A willingness to offer opinions on matters relevant to CSSL and to accept contrary decisions.

· An understanding and acceptance of the legal duties, responsibilities and liabilities of Trusteeship.

· Appropriate level of financial literacy.

· An ability to work effectively as a member of a team.

· A willingness to allow the Chief Executive Officer and staff to make reasonable decisions and act within the limits prescribed by the Trustee Board.

· Other skills or experience from which the Trustee Board would benefit.






















9 	The Chair

Role description

The Chair acts on behalf of the Trustee Board as the line manager of the Chief Executive Officer and will, in practice, work in partnership with the Chief Executive Officer.  This will involve informal and formal contact to allow both the Chief Executive Officer and the Chair to raise matters with each other as appropriate.  Some of the issues for discussion will need to remain confidential.  The Chair is an ex-officio member of all Committees / working groups but is not expected to attend all of these meetings.

The prime task of the Chair is to ensure that the Trustee Board fulfills its responsibilities in governing CSSL, to manage the boundary between governance and management and, in collaboration with Trustee colleagues, to ensure that CSSL operates in a manner that enables it to fulfill its objectives as effectively and efficiently as possible.

Main duties

· Chair meetings of the Trustee Board.

· Lead the Trustee Board in the setting of the overall strategy.

· Ensure that the Trustee Board: 
· functions effectively
· oversees the management of CSSL’s income and expenditure
· takes professional advice when necessary.

· Facilitate and encourage discussion at Trustee Board meetings and ensure that the appropriate decisions are made and implemented.

· Ensure clear delegation to and reports from committees / working groups.

· Give guidance to the Trustee Board on what is for decision by the Trustee Board and what is for information.

· Take decisions between meetings of the Trustee Board, as the Trustee Board may have delegated.

· Support and maintain appropriate contact with the Chief Executive Officer, and ensure appropriate and effective appraisal mechanisms are in place.

· Act as channel of communication between the Trustee Board and the Chief Executive Officer.

· Lead matters concerning the appointment and remuneration and dismissal of a Chief Executive Officer.

· Ensure that effective procedures exist to identify and appoint successors for Trustee Officers.

· Act as signatory for legal documents, cheques and other payment orders for amounts in excess of the delegated powers of staff. 



Person specification

When selecting the Chair, the following criteria, in addition to those for Trustees, will be taken into account:

Leadership: Ability to facilitate a good dynamic within the Trustee Board to allow for challenging but supportive and unifying debates that reach consensus. Ensure agendas are focused on strategy and the needs of beneficiaries.

Strategic acumen:  Ability to help Trustees, the Chief Executive Officer and the Management Team evaluate strategic options, demonstrating strong analytical skills, balanced with a practical approach to governance.

Mentor:  Ability to empower the Chief Executive Officer and be reflective and challenging but supportive as appropriate.

Influencer and Collaborator:  Ability to communicate clearly, with diplomacy and sensitivity to influence a wide range of stakeholders.

Knowledge:  An interest and experience in charities and other non-executive Boards.

Experience: Previous experience of Governance roles and Chairing Boards. 

Time commitment: Able to devote an appropriate amount of time to the role.



























10 	Deputy Chair - Role description
The principal task of a Deputy Chair is carried out when the Chair is unable to perform her / his duties for any reason.  

Main duties 

· To deputise as necessary for, and to carry out the duties of, the Chair on request.

· To sign cheques and other payment orders for amounts in excess of the limit of signature by staff, if required.

· To lead on such tasks as agreed with, and delegated by, the Chair.

Person specification

When appointing a Deputy Chair the following criteria, in addition to those for Trustees, are taken into account:

· Ability and readiness to support the Chair.

· An understanding of subjects being discussed and to summarise discussions succinctly to enable the Trustee Board to reach a decision.

· Ability to manage time so as to ensure that Trustees complete their business appropriately.

· Previous experience of Chairing Committees.

· Knowledge of charity and other non-executive boards.



11	 Trustee Board – Terms of Reference 

Main duties
· To ensure that CSSL acts strictly in accordance with The Company Act 2006, charity law and all other relevant law and regulations.
· To manage CSSL’s affairs prudently, taking a long-term as well as a short-term view.
· To develop the strategy of CSSL with Management Team and give final approval.
· To ensure that CSSL applies its resources exclusively in pursuance of the objects of The Company Act 2006.
· To manage CSSL’s finances and to ensure CSSL’s financial stability.
· To ensure the proper management of CSSL’s investments.
· To safeguard the good name and values of CSSL.
· To ensure the effective and efficient management of all of CSSL’s activities and to delegate appropriate tasks to Committees and the Chief Executive Officer.
· To monitor and control tasks delegated to Committees and the Chief Executive Officer.
· To appoint and manage the Chief Executive Officer. 
· To maintain good working relationships with the Chief Executive Officer and staff within the defined governance and management roles.
· To take professional advice on matters on which the Trustee Board is not competent.
· To ensure the confidentiality of sensitive information concerning individuals, and restricted information.

Fundraising

· To set and agree fundraising targets in accordance with the Strategic Plan.
· To review fundraising plans prepared by the Chief Executive Officer.
· To offer advice and guidance in formulation and implementation of such plans and to recommend them for approval by the Board.
· To review and monitor results of fundraising initiatives.

Accountability
	
The Trustee Board is accountable to Companies House and the Charity Commissioners and other public and regulatory bodies and will prepare reports and accounts in accordance with legislative and regulatory requirements.


The Chief Executive Officer will attend all meetings of the Trustee Board except when matters concerning the employment of the Chief Executive Officer are being discussed.

The Chief Executive Officer and the Management Team will normally attend all meetings of the Trustee Board. 




Roles and Relationships  


12	Chief Executive Officer

Appointment of the Chief Executive Officer

The Chief Executive Officer is appointed by the Trustee Board.  When a new Chief Executive Officer is required, the Trustee Board will normally decide the criteria to apply to the appointment and will manage the recruitment process.

Chief Executive Officer:  Management

One of the Trustee Board’s most important responsibilities is to ensure effective management of CSSL by the Chief Executive Officer.  The Trustee Board decides the tasks, duties and responsibilities of the Chief Executive Officer and the constraints that limit the ways in which the Chief Executive Officer can act without reference to the Trustee Board.

This involves giving the Chief Executive Officer clear boundaries within which to work and providing the support necessary to allow the Chief Executive Officer to make all appropriate decisions and to manage the organisation.  All tasks to be carried out by staff are delegated by the Trustee Board, or by the Chair between meetings, to the Chief Executive Officer who is then responsible for the proper delegation of decisions and management within the staff.

The Chief Executive Officer will normally attend all meetings of the Trustee Board and will be aware of decisions made by the Trustee Board.  The Chief Executive Officer may, on occasion, seek advice from individual Trustees or Committees about matters of which they have special knowledge or experience.

If an urgent decision is necessary and it is not possible to defer this to a formal meeting of the Trustee Board, the Chair will make the necessary decision after talking to such other Trustees as she/he thinks fit.  The Chair will then tell all Trustees what has been decided, either immediately or at the next meeting (depending on the Chair’s judgement of urgency).

The Trustee Board must also review the Chief Executive Officer’s performance.  In addition, to normal day-to-day feedback, the Trustee Board should carry out an annual appraisal of the Chief Executive Officer.  The Chair is responsible for leading this process. This appraisal should measure performance against standards and criteria that have been previously agreed, and should agree performance measurement standards and criteria for the following year.

Chief Executive Officer:  Responsibilities

In carrying out the duties outlined in the job description, the Chief Executive Officer is required to adhere to certain standards. Requirements are as follows:

· To ensure that CSSL acts at all times within the law and appropriate regulations and endeavours to maintain best practice in all activities.

· To ensure that all activities are within policies agreed by the Trustee Board.

· To ensure that CSSL’s beneficiaries are never endangered by the actions of the Charity.

· To take all reasonable precautions to ensure that CSSL is not brought into disrepute or unwelcome controversy.

· To ensure that CSSL’s funds and assets are not endangered or put at risk.

· To ensure that CSSL does not take a specific party political or religious stance on any issue.

· To ensure that the Trustee Board receives timely and succinct reports about the Charity’s operations, its financial position and any other matters that the Trustee Board may, from time to time, define.

· To ensure that proper Minutes of Trustee Board meetings and other appropriate records are kept.

· To work with other Committees and task groups that support and advise the Trustee Board.

· To ensure the confidentiality of personal and other sensitive information concerning individuals and restricted information.

· To keep up to date with actual and possible changes in the fields in which CSSL operates and to make reports and recommendations to the Trustee Board when appropriate.

· To exercise reasonable judgment within the requirements of the job description; deciding what can be agreed without reference to the Trustee Board and what should be referred to the Trustee Board for advice or approval.

· To manage, encourage and motivate staff ensuring the proper communication of all appropriate information.

Chief Executive Officer: Limitations

In carrying out the duties and responsibilities of the role, the Chief Executive Officer may, within the policies and financial limits laid down by the Trustee Board, exercise reasonable decision making except in the following circumstances:

· No commitment may be made to a new partnership, alliance or merger with another organisation without the approval of the Trustee Board. 

· No activities that are not within the Charity’s charitable objectives.

· No major projects that are outside the Strategic Plan may be started without the Trustee Board’s approval.

· No appropriate and reasonable opportunity to raise the profile should be missed but attention needs to be given to media campaigns that may bring CSSL into disrepute.

· No member of staff may be dismissed or suspended without prior consultation with the Chair or Deputy.

· No payments that exceed the limit set by the Trustee Board may be made without approval of the Chair.

· No significant changes to the conditions of employment of staff may be made without the Trustee Board’s approval.










13	Running a charitable company

Companies House – responsibilities

As Directors of a limited company, you must:
· Follow the company’s rules, shown in its articles of association (see intranet);
· Keep company records (minutes of all meetings to be kept for 10 years);
· Report changes (these can be done online – see below); and
· File your accounts and annual return, (the accountant does this).

Changes that must be reported within 14 days to companies house include:
· Changing the company’s registered office address;
· Directors or their personal details, like their address;
· People with significant control (PSC), or their personal details like a new address; and
· Company secretaries (appointing a new one or ending an existing one’s appointment).

This can be done using the Companies House online service or complete and send paper forms.  
https://www.gov.uk/running-a-limited-company/company-changes-you-must-report

Changes requiring the agreement of the Board of Directors
· Change the company name;
· Removal of a director; and
· Change the ‘Articles of Association’.

These changes will require a special resolution, which should be signed and posted to Companies House.

Charity Commission – responsibilities
Carer Support South Lakes has an annual income between £250,000 and £1m (with assets worth less than £3.26m) and must therefore keep accrual accounts[endnoteRef:1], which must be independently examined by an individual who is a member of a body approved by the Charity Commission.  These form part of the annual return, which must be submitted to the Charity Commission no later the 31st December, along with a simplified trustees’ annual report. [1:  Accruals Accounts
When the financial structure of the charity becomes more complicated, it may be better to adopt accruals accounting. You may need to get professional advice if you move over to accruals accounting in order to ensure that you make the change smoothly and keep the right sort of records during the year to enable your charity to complete the annual accounts required.
All charitable companies must prepare accruals accounts. Unincorporated charities and CIOs must prepare accruals accounts if their annual income is over £250,000.
Accruals accounts present a clearer picture of the charity’s finances during the year. They show income and expenditure as these relate to the year in question, rather than simply recording money received and paid out. The balance sheet gives a ‘snapshot’ of the charity’s financial position at the end of the year.
Accruals accounts adjust for debtors (anyone who owes you money), creditors (those you owe money to) and accruals (money you owe for services such as electricity, gas and telephone but which you have not yet been invoiced for).
Accruals accounts also show the value of assets (equipment, land and buildings) in a different way. For example, the full cost of equipment above a certain price is not shown as expenditure. It is an asset to the charity as it has a resale value, although this declines over time. This equipment (known as capital equipment) is therefore depreciated over a period of, say, 4 years and the annual charge for depreciation is shown as expenditure. The current value of the equipment is shown on the balance sheet as an asset, together with the value of all the other resources of the charity.
A charity preparing accruals accounts must follow the Statement of Recommended Practice (Charities SORP). The report and accounts must consist of: a balance sheet; a statement of financial activities showing incoming resources and how they were used; and explanatory notes.

] 




14	Professional Advisers

Trustees are expected to take professional advice when necessary.  CSSL is supported by a number of professional advisers who are appointed by the Trustee Board as follows:

Accountants

Accountants are appointed by the Trustee Board.  They are responsible for managing payroll, preparing monthly financial reports and preparing the annual accounts required by Companies House and the Charity Commission.  The auditors may also provide advice on general financial matters, including tax and VAT.

Accountants are usually appointed for a period of 5 years at which time their contract should be reviewed. Their contracts can be terminated earlier if they fall short of the Trustee Board’s expectations.
Lawyers

Different firms of lawyers may be asked for advice on different aspects of CSSL’s work.  

Insurers

The Trustee Board is responsible for deciding, in broad terms, what should be insured.  The Trustee Board should undertake regular reviews of CSSL’s insurance and make amendments as required.

Within the policy set by the Trustee Board, decisions about the particular form of insurance and the risks or values to be insured are made by the Chief Executive in consultation with the Chair.

Insurance policies are reviewed annually.

Bankers

Banks are appointed by the Trustee Board to manage the Charity’s cash. Decisions about which banks should be appointed are made by the Trustee Board having taken advice from the Chief Executive Officer and the Office Manager.

The tenure of a specific banking relationship should be reviewed by the Trustee Board every five years to ensure the Charity is receiving the best possible service and at an effective cost. The contract can be terminated earlier if the bank is found to fall short of the Trustee Board’s expectations.


Names of Professional Advisers can be found in the Appendix.


15	Finance

The financial year for the organisation runs from 1st April to 31st March.
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15	Staff structure
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16	Suppliers

	Company
	Main contact
	Area of responsibility
	Address
	Telephone
	Email

	Cumbria Employment Solicitors
	Michael Bauer
	Employment law
	Suite 1B, Cumbria House, Gilwilly Road, Penrith, 
CA11 9FF.
	016974 78222
	michael@cumbriaemploymentsolicitors.co.uk

	People Junction
	Cath Dutton
	HR Advice/ policy
	Suite 2, The Mint Works, 
124 Highgate, Kendal,
LA9 4HE
	015395 92153
	cath@peoplejunction.co.uk


	Stream Computers
	Rob Best
	ICT support
	C/o The Multimedia shop,
High Street, 
Burton-in-Lonsdale,
Carnforth, Lancs,
LA6 3JU
	07795 258156
Shop 
015242 62735
	Rob.best@streamcomputers.co.uk


	Stable, Thompson and Briscoe Chartered Accountants
	Helen Holmes
	Annual accounts
	Lowther House,
Lowther Street, Kendal,
LA9 4DX

	01539 720465
	Helen@stb-accountants.co.uk


	
	Lynne Olding
	Payroll
	
	
	Lynne@stb-accountants.co.uk

	
	James Mason
	Monthly accounts/ quickbooks
	
	
	

	Charity Aid Foundation Bank
	
	Current/ Gold account
	25 Kings Hill Avenue,
Kings Hill,
West Malling,
ME19 4JQ
	0300 0123456
	James@stb-accountants.co.uk


	Stricklandgate House
	John Gallagher
	Premises
	92 Stricklandgate,
Kendal, LA9 4PU
	01539 742600
	jgallagher@stricklandgate-house.org.uk

	Cumberland Building Society
	
	90 Day Deposit Account, Business Account
	16 Finkle Street,
Kendal,
LA9 4AB
	01539 720460
	

	Barclays Bank
	Richard Wood
	CSC – 
Account Manager
	Barclays House,
Oxenholme Road,
Kendal,
LA9 7RL
	07775551409
	Richard.wood4@barclays.com


	Watson Laurie Insurance
	Wendy McCann
	Insurance policy – CSSL and CSC
	232 – 236 St Georges Road,
Bolton
BL1 2PH
	01204 547925

	wmcmann@watsonlaurie.co.uk


	Carers Trust
	
	
	
	
	

	Lil’creative studio
	Claire Steele
	Website & design
	
	01229 889688
07760 471443
	Claire@Lilcreativestudio.co.uk
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Roger Jackson Chair

Paul Johnston Chair designate

Fran Stokes CSC Rep

Lucy Moore HR

Peter Raven Counselling

Emma Edwards LPA

Sharron Russell Fundraising

Management Team

Chief Executive Officer

Mike Seaton (37)

Service Manager Office Manager LPA Service Manager

Debi Marsden (29.6) Marian Graveson (26) Julie Balshaw (22.2)

Carers Lead Communication Co LPA Coordinators

Gavin Shore (25.9) Melissa Carr (14.8) Christine Palmer (14.8)

Ada Newell (18.5

Carer Support Workers Administrator

Gavin Shore (11.1) Emma Bennie (11.1)

Diane Barker (31.5)

Rebecca Jones (16.9)

Melissa Carr (22.2)

Contract Support

Emma Bennie (20.4)

Sitting Service

Nicky Woods (14.8)

Sharron Lewis (14.8)

YC Support Workers

Holly Carr (31.5)

Nicola Nelson (25.9)

Company Secretary for CSSL

Director and Company Secretary of 

CSC

Notes

Ensure that CSSL pursues its objectives as set out in the governing document

Act at all times in the interests of the benficaries

Ensure that CSSL acts within the law; as an employer, in respect of equal opportunities, health & safety, as a charity…

Ensure that all monies and assets are prudently managed and used in pursuit of the objectives of CSSL

Ensure that CSSL accounts for its activities to its funders, the Charity Commission, Companies House

Work with the CEO and Management team to determine the strategic direction of CSSL

Board of Trustees

Works with the Board to develop the strategic strategy and supporting business 

plans

Implements the Board's decsions

Responsible for the day-to-day running of the charity, financial management and HR

Number of hours is based on 37 hours/ week and pay sacles are in line with NJC
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Improving the lives of Carers of all ages




