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Naphill Village Hall & Playing Fields Council 

TRUSTEE GOVERNANCE HANDBOOK 

1. Purpose of this Handbook 

This Handbook sets out the standards of conduct expected of trustees and the processes to be 
followed when making decisions. It ensures that trustees act lawfully, ethically and 
consistently, and that the Council complies with its Scheme (Constitution) and charity law. 

This Handbook replaces and consolidates: 

 Trustee Code of Conduct (May 2024) 
 Trustee Decision-Making Protocol (May 2024) 

PART 1 — TRUSTEE CODE OF CONDUCT 

2. Principles of Good Governance 

Trustees must uphold the Nolan Seven Principles of Public Life: 

 Selflessness – act solely in the charity’s best interests. 
 Integrity – avoid obligaƟons or influence from outside interests.  
 ObjecƟvity – make decisions based on merit. 
 Accountability – be answerable to the community and stakeholders.  
 Openness – act transparently unless confidenƟality is required.  
 Honesty – declare and manage conflicts of interest.  
 Leadership – lead by example and uphold these principles. 

3. General Conduct 

Trustees will: 

 Work collectively and respect majority decisions. 
 Act only on behalf of the Council when authorised. 
 Follow all Council policies, including Financial Regulations. 
 Behave professionally and courteously at all times. 
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 Maintain the reputation of the Council. 
 Prepare for meetings, attend regularly, and contribute constructively. 
 Raise contentious issues with the Chair in advance so they can be properly scheduled. 

4. Confidentiality 

Trustees must: 

 Handle confidential information with care. 
 Share information only when appropriate and lawful. 
 Recognise that emails relating to Council business may be subject to Freedom of 

Information requests. 

5. Communication Standards 

5.1 Email 

Trustees should avoid prolonged email debates. Where discussion is required, trustees should 
request that the matter be placed on the next agenda. 

5.2 Social Media 

Trustees must not post anything that could damage the reputation of the Council. Only 
official Council business may be shared on Council-managed platforms. 

5.3 Media Contact 

Individual trustees must not make statements to the media. All media enquiries must be 
referred to the Chair, who will respond after consulting trustees. 

6. Equality, Diversity and Respect 

Trustees will: 

 Treat everyone equally regardless of protected characteristics. 
 Recognise that individuals communicate and behave differently and treat all with 

respect. 

7. Conflicts of Interest 

Trustees must: 

 Declare any personal or wider interests that could influence their decision-making. 
 Complete an annual Conflict of Interest declaration. 
 Declare conflicts at the start of meetings or as soon as they arise. 
 Withdraw from voting where a conflict exists. 
 Withdraw from discussion where the conflict is significant or could reasonably be 

perceived to influence judgement. 
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PART 2 — TRUSTEE DECISION-MAKING PROTOCOL 

8. Legal Duties When Making Decisions 

Trustees must: 

 Act within the powers of the Scheme (Constitution). 
 Act in good faith and only in the interests of the charity. 
 Make evidence-based decisions. 
 Consider all relevant factors and disregard irrelevant ones. 
 Manage conflicts of interest. 
 Make decisions within the range of what a reasonable trustee body could decide. 
 Ensure minutes clearly record the issue, the decision, and the reasons for it. 

Failure to follow these principles risks: 

 Loss of Charity Commission support 
 Loss of trustee indemnity insurance 
 Personal liability for losses caused 

9. Evidence-Based Decision Making 

Trustees must ensure they have sufficient information to make informed decisions. This 
includes obtaining professional advice where: 

 Significant cost or value is involved 
 The issue is complex or controversial 
 The decision affects many people 

Trustees should consult the community on major decisions affecting beneficiaries or 
facilities. 

Minutes must record: 

 Information considered 
 Advice received 
 Consultation undertaken 
 Reasons for the final decision 

10. Relevant and Irrelevant Factors 

Trustees must identify what factors are relevant to the decision and disregard those that are 
not. Irrelevant factors include personal preferences, personal relationships, or external 
pressure. 

11. Delegated Authority 

11.1 Financial Delegations 
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Financial Regulations define spending limits for individual trustees and officers. Expenditure 
within these limits does not require a formal vote but must be reported in the Treasurer’s 
monthly report. 

11.2 Emergency Decisions 

 All trustees have delegated authority to spend up to the agreed emergency limit where 
immediate action is required to protect people or premises. 

 The Chair (or Vice Chair) and one other trustee may jointly authorise emergency 
expenditure up to the higher emergency limit. 

 The Treasurer must be informed at the earliest opportunity. 

11.3 Decisions Between Meetings 

Where a decision is required before the next meeting: 

 The Chair or Treasurer must obtain and document a majority view from trustees 
(including declarations of interest). 

 The decision must be presented at the next meeting for ratification. 

11.4 Excluded Matters 

No delegated authority applies to: 

 Entering into contracts 
 Amending the Scheme (Constitution) 

12. Reviewing a Decision 

A trustee may request a review of a decision only where: 

 The correct process was not followed 
 Insufficient information was available at the time 
 New information has since emerged 

Disagreement with the outcome is not a valid reason. 

The Chair will determine whether the review request should be added to the next agenda. The 
same process used for the original decision must be applied to the review. 

PART 3 — APPENDICES 

Appendix A — Decision-Making Checklist 

Trustees should ask: 

 Is the decision in the best interests of the charity and its beneficiaries? 
 Is it consistent with our objects and powers? 
 What are the risks and benefits? 
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 Do we have sufficient information and advice? 
 Have we consulted stakeholders where appropriate? 
 How will this affect our reputation? 
 Can we justify this decision to the community and the Charity Commission? 
 Is it consistent with past decisions, or can differences be explained? 

Appendix B — Delegated Authority Summary Table 

Nominated Trustees may authorise expenditure up to £200 for minor repairs or replacements 
without requiring full Council approval 

IS IT AN EMERGENCY  REQUIRING IMMEDIATE 
ACTION?

No

UNPLANNED ITEM 
£500 LIMIT 

Trustee on F & M committee

UNPLANNED ITEM
£1000 LIMIT

Trustee on F & M committee and one other trustee

PLANNED ITEM 
AGREED LIMIT

The delegated Trustee

YES

£1000 LIMIT
any trusteee

AS REQUIRED 
Chairman and at least one other trustee.

If greater than £2000 the Treasurer must be 
informed
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Appendix C — Conflict of Interest Declaration Form 
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This policy has been approved 
by the Council at its meeƟng on 
1st June 2026 

Date for next review: June 2028 

 


