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1. Introduction

2. 2025 Strategy

This handbook provides a summary of Shelter Cymru’s current governance
arrangements and is intended to:

Our strategy to 2025 focuses on our fight for the right to a secure, affordable and good
quality home. We have three strategic priorities:

■ Clarify the complementary roles and responsibilities of the board, Chief Executive
Officer (CEO) and the senior management team (SMT);

1. Help more people to find long term solutions
We want to help more people experiencing or facing homelessness, or living in
unsuitable homes, to find long term solutions to the problems they face; and to
gather quality data to continuously improve, and tackle the root causes that drive
demand for, our services.

■ Support the development and maintenance of an effective interface between the
board, CEO and SMT;
■ Maximise the value of trustees’ individual skills, knowledge and experience, and
their collective contribution to Shelter Cymru’s development and sustainability;
■ Ensure that Shelter Cymru’s board operates in accordance with its memorandum
and articles, with regulatory requirements and in line with good practice.
Although this handbook is primarily intended as a guide for Shelter Cymru’s trustees and
staff, it should also provide an assurance to Shelter Cymru’s service users, funders and
other stakeholders that the organisation has robust systems of governance in place to
ensure its compliance with relevant legislation and to support optimum performance.
The trustee handbook is reviewed and approved by the board in March each year with
the most current date displayed on the title page.
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2. Fight for good homes
A ‘good home’ is secure, affordable and of good quality. We want a society where
people who need support to find and sustain a home, get the help they need, when
they need it. We want an end to homelessness and the fear of homelessness. Our
policy, research, campaigning and lobbying will focus on the drivers of need,
evidenced by our casework, and underpinned by recognition of home, as the
foundation of people’s personal, social and economic lives and their health and
wellbeing.
3. Build our resilience and capacity
We want to build a resilient and sustainable organisation that is continually learning
and adapting to a changing environment; where our staff, and the people we exist
to serve, feel valued and empowered.
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3. Board of Trustees
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Guardianship

• Ensures adherence to the memorandum and articles
• Acts as guardian of the charity’s mission and values and protects its brand and
reputation.

Strategy and policy
• Approves the charity’s strategy, policies and plans, and oversees effective
implementation.
Equality and diversity
• Ensures Shelter Cymru upholds and promotes the principles of equality and
diversity in all aspects of its organisation and work, and complies with all statutory
obligations regarding protected characteristics both on a legal and ethical basis.

3.1

3.2

3.3

3.4

3.5

3

Welsh Housing Aid Ltd, trading as Shelter Cymru, is a registered charity
(registration no. 515902) and a company limited by guarantee (company number
1830262). Shelter Cymru is therefore regulated by Charity and Company law.
Shelter Cymru’s memorandum and articles of association (appendix I) set out its
charitable objectives and the powers and liabilities of its members. They also
cover rules relating to membership; composition and powers of the board;
arrangements for the appointment, retirement, disqualification and removal of
trustees; appointment of the chair and CEO and arrangements for the
organisation of its meetings and other matters.
The board of trustees has overall legal responsibility for the direction,
management and control of Shelter Cymru. It is a non-executive board and its
members are unpaid.
The articles of association differentiate between business meetings of
CEO/trustees and the annual general meeting (AGM) which is a members
meeting. The board has determined that all the rules and procedures which apply
to the AGM, except those concerning the notice of meetings, will also apply to
CEO/trustee meetings.
The board has adopted the Nolan Principles of public life as its guiding set of
collective values (see appendix II) and has the following collective responsibilities:

• The Board has adopted a diversity statement regarding users, staff and the Board
itself. (see appendix III)

Stewardship
Ensures:
•
•
•
•

The protection of Shelter Cymru’s assets;
The effective allocation of resources to deliver the strategy;
The effective identification and management of risks;
The maintenance of financial management and control systems to assure financial
probity and solvency;
• Compliance with relevant law and regulation.
The Board has affirmed the importance of a culture of the sound management of
resources and finances, but also understands that being over cautious and risk
averse can itself be a risk and hinder innovation.

Monitoring and performance management
•
•
•
•
•

Appoints and if necessary dismisses the CEO.
Considers the CEO’s annual review and remuneration.
Monitors the organisation’s performance.
Supports and holds the CEO to account for delivery of the strategy.
Benchmarks itself against other appropriate organisations.
4
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Stakeholder engagement

3.7

The board operates on the principle of collective decision making. All decisions
are made on the basis of the view of the majority of trustees present at a meeting,
subject to the meeting being quorate (or a virtual meeting i.e. via video
conferencing, telephone or email). In the event of a split vote, the chair holds a
second casting vote.

3.8

The board comprises a minimum of four and a maximum of sixteen trustees.
Trustee appointments are normally limited to four years at the end of which the
board may agree to a further four-year term depending on the needs of the charity
and the performance of the trustee, which is collectively assessed by the board
towards the end of the first term of office. This provides an opportunity to identify
any development needs but also ultimately, the board can require a member to
stand down and not continue for a second term.

3.9

Following the second term of office, trustees will normally be required to retire
from the board. However longer membership of the board can be granted, based
on the needs of Shelter Cymru by means of special resolutions at general
meetings or the AGM. Former board members can be considered for
re-appointment but only after at least one year has elapsed since their retirement.

Ensures that Shelter Cymru engages with and involves in the development of
strategies:
• Users and people who have experienced homelessness and housing need;
• Staff and volunteers;
• Other key stakeholders.
Ensures that the Board of Shelter Cymru is aware of how the charity is perceived
externally and that it engages and is held accountable to, key stakeholders.
Ensures it is aware of the number, nature and gravity of complaints made against the
Charity and how they have been resolved.

Governance
• Establishes standing sub-committees of the board and/or time-limited task groups
as appropriate, and determines the terms of reference and membership.
• Develops and keeps under review the delegation of authority in the organisation,
setting out decisions and limits of financial authority which are reserved to the board,
or delegated to the chair and officer’s group, or sub-committees or CEO. (See appendix IV financial regulations which includes in section 1.1 delegated powers of
authority).
• Establishes a trustee code of conduct and policies and procedures for the selection,
appointment and assessment of trustees (see section 6).
• Regularly reviews its performance and identifies development requirements.
• Undertakes a regular recruitment and induction exercise to ensure its
membership is appropriately representative and has the skills and knowledge
to ensure the organisation is efficiently governed (see composition statement
appendix V).
• Allocates resources required to support governance and its development, and to
report on and account for Shelter Cymru’s governance arrangements in the annual
report and accounts.
• Annually appoints, or re-affirms, the independent auditors.
3.6
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The board is collectively accountable for compliance with charity law, company
law, fundraising regulation and other relevant legislative and regulatory
requirements. The board also holds itself morally accountable to Shelter Cymru’s
service users, funders and other stakeholders for ensuring the charity uses its
resources effectively in order to maximise its reach and impact.

3.10 The board may appoint individuals to the honorary offices of president and
vice-presidents: these roles carry no governance responsibilities.

4. Officers of Shelter Cymru
4.1

The chair, vice-chair and treasurer are trustees of Shelter Cymru and are
appointed by the board of trustees normally at the annual general meeting. The
company secretary can also be a trustee or a member of the executive.

4.2

Shelter Cymru’s board of trustees appoints the chair, vice-chair, treasurer and
company secretary for an initial term of three years, normally at the AGM. At the
end of the first term, if officers wish to be considered for a second term they will
be assessed by the board and if agreed, appointed for a further period of two
years. After two consecutive terms officers must stand down but can be
re-considered after one year ‘out of office’. The positions are all accountable to
the board. The board has also adopted the practice of appointing shadow officers normally a year before the current officer stands down, and who then will
be
formally approved at the relevant AGM.

4.3

The timetable of the appointment of officers is arranged so that the chair and
vice-chair do not stand down or are elected in the same year. It is the practice
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of the Shelter Cymru board that the vice-chair does not automatically succeed as
chair.

4.4

4.5

If the company secretary is not a trustee then the board may appoint a member
of the executive team who will be accountable to the board. In this case the
company secretary continues in that role unless replaced by the board of
trustees.
The chair has all the normal responsibilities of a trustee but has additional duties
in that role as agreed by the board.

Board leadership
The chair manages the business of the board ensuring that:
•
•
•
•
•

The board agenda focuses on the right issues;
Board papers and reports are appropriate in helping to inform decisions;
The board holds effective discussions and debate;
The board is able to form a collective view/decision;
The board maintains and develops an effective interface with the SMT.

Governance development

Ambassadorial
■ Works in partnership with the CEO to represent the charity externally in
accordance with Shelter Cymru’s aims and objectives.

Limit’s on the chair’s authority
■ The chair retains all responsibilities, obligations and liabilities of other trustees and
must abide by and adhere to the governance policies and procedures set out in the
articles of association, the memorandum and in this handbook.
■ In exercising the additional board leadership responsibilities, the chair is expected
to consult with other trustees, the officers group and appropriate sub-committees.
■ The chair is, however, given a degree of latitude to deal with day-to-day
matters where it is not practicable to consult with the board between meetings or to
convene the officers group. This is subject to keeping board members informed and
seeking ratification of any actions at the following board meeting.

Other officers of the board
4.6

The board will appoint a vice-chair who will deputise in the absence of the chair
and exercise the same responsibilities and delegated authority.

4.7

The board will appoint a treasurer who will maintain an overview of the charity’s
financial affairs, ensuring they are managed in a correct and ethical manner and
that proper financial records and procedures are maintained.

4.8

The treasurer is normally the chair of the finance and audit sub-committee, and
has the role of leading its work in overseeing the financial management of the
charity and in reviewing all systems and methods of control including risk,
performance improvement and compliance.

4.9

The company secretary will provide relevant information and reports that will
enable the board to ensure that the charity complies with all legal and regulatory
requirements. The company secretary will keep the board updated with future
changes to legislation and regulation that may impact on the charity and/or their
roles. The company secretary will provide an annual compliance report to the
Board.

The chair ensures:
■ The review, development and implementation of Shelter Cymru’s governance
systems and processes;
■ The review and assessment of individual trustees takes place;
■ That annual reviews of the board’s operation and effectiveness takes place;
■ That appropriate development activities to build the capacity of the board to
function effectively takes place.
The chair is an ex-officio member of all Shelter Cymru sub-committees.
Management of the CEO
■ Works closely with the CEO providing mentoring and support;
■ Works with the CEO in advance of board meetings to ensure the chair is fully briefed
on papers, reports and recommendations;
■ With the vice-chair formally reviews and holds the CEO to account.
■ Makes recommendations regarding the CEO’s remuneration to the Board.
7
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5. 5. Chief Executive Officer (CEO)
and Senior Management Team (SMT)
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■
■
■
■

Managing resources (human, financial, material);
Reporting on the performance of the charity against agreed indicators;
Maintaining and developing relationships with key stakeholders;
Appointing and managing the SMT.

5.4

In managing the SMT the CEO will ensure:

■ That the SMT acts within the levels of authority delegated by the board;
■ Maintains an effective interface with the board;
■ Provides accurate and timely information to enable the board to fulfil its
governance responsibilities effectively;
5.5

The CEO is the chief spokesperson and external representative of Shelter Cymru.

6. Trustees’ individual responsibilities
and code of conduct

6.1
5.1
5.2
■
■
■
■

The CEO is appointed by the board to lead and manage Shelter Cymru in
accordance with the agreed levels of delegated authority (appendix ii).
The CEO is responsible for leading the SMT, which comprises the:

Heads of services in north and south Wales
Head of campaigns
Head of finance
Head of fundraising

and all other staff and volunteers of Shelter Cymru.
5.3

The CEO is responsible for:

■ Advancing the mission and upholding the values of Shelter Cymru;
■ Developing its strategy, policies and plans for board approval;
■ Implementing the strategy, policy and plans in line with targets and performance
indicators agreed with the board;
9

6.2

6.3

Although trustees have collective powers and responsibilities for the effective
direction, supervision and control of Shelter Cymru, they do not have any
individual authority, except in the case of the chair (see 4.5). The position of
trustee does, however, carry individual legal duties and responsibilities; these are
set out in full in Charity Commission guidance: The Essential Trustee CC3.
Being a trustee is a voluntary role which should be undertaken because the
individual is committed to furthering Shelter Cymru’s mission, and has some
of the skills, experience and personal qualities needed for the strategic
management of the charity.
To serve as a trustee an individual must be over the age of 18 and not
disqualified because of bankruptcy, unspent criminal convictions for offences or
deception or dishonesty, or a legal order for removal/disqualification as a
trustee or company director. It is a criminal offence to act as a charity trustee
while disqualified. Trustees are asked to sign a declaration of eligibility if they are
proposed for appointment.

10
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Usually trustees receive no fees, remuneration, salary or other financial or
material benefits in their role as trustees. Unless expressly permitted by Shelter
Cymru’s articles, memorandum or by the permission of the Charity Commission
or applicable legislation, they must not profit or benefit personally, directly or
indirectly, from the charity. If a trustee improperly receives any benefit, they
will have committed a breach of trust and will be liable to make good any
losses to the charity personally. Trustees are, however, allowed to claim any costs
legitimately incurred by undertaking their trustee duties for Shelter Cymru, within
the policy guidelines agreed by the board.
Trustees must act always in the interests of Shelter Cymru and its current and
future beneficiaries. Trustees will find themselves in breach of trust if they
allow their interests (either personal, or as a representative of another person or
organisation) to stand in the way of the charity’s interests, or if they act without
due care.
In some circumstances Trustees may act as a volunteer in an operational
capacity. In these circumstances they should report to and be guided by the
appropriate staff member responsible for the operational activity.

Conflicts of interest
6.7

6.8

There may be times when a board member’s profession, outside interests,
activities or relations with individuals will appear to create a conflict of interest
with their responsibilities as a trustee of Shelter Cymru or potentially damage the
reputation of the organisation. (See also paragraph 45 of the articles of
association.)
The Charity Commission defines conflicts of interest arising where either:

■ There is a potential financial or measurable benefit directly to a trustee, or indirectly
through a connected person;
■ A trustee’s duty to the charity may compete with a duty or a loyalty they owe to another
organisation or person.
The test to be applied is the degree of risk of the conflict in terms of interfering with the
trustee’s ability to decide an issue only in the best interest of the charity.
Shelter Cymru also has identified conflicts with the aims of the charity to prevent and
ultimately end homelessness.

11
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6.9

There are circumstances where a conflict of interest may prevent the appointment
of a person to the board or which may require the resignation of the member from
the board.

6.10 Potential conflicts of interest are considered as part of the trustee recruitment
process and may result in an individual not being appointed. If serious conflicts
arise after appointment the board may remove a trustee (see 6.21).
6.11 In order that such conflicts can be identified and monitored, board
members are required to complete a register of interests annually and update it
when necessary. (See appendix VI)
The register of interests requires trustees to declare:
■ Their current occupation/employment where appropriate;
■ Membership of, or close relationship to a member of, the board of trustees,
management committee etc. of other organisations;
■ Close relationship with an individual assisting an organisation that may have a
conflict of interest with Shelter Cymru;
■ Any financial interest or shareholding in other organisations that are of relevance to
Shelter Cymru;
■ Close relationships with employees or volunteers of Shelter Cymru;
■ Any other interests that might, in the member’s opinion, reasonably be supposed
to influence their judgement, or which might affect their ability to appear impartial.
Conflicts of interest could include:
■ Where a person has a direct role in the possible eviction of a household from
which they cannot withdraw;
■ Roles which mean they may come into conflict with Shelter Cymru services or
campaign positions;
■ Roles which are associated with a funder of Shelter Cymru or a business
competitor;
■ People with a public profile or affiliation which may be considered to potentially
damage the reputation of Shelter Cymru.
This is not an exhaustive guide nor is it meant to fetter decisions made on a
case-by-case basis.
Conflicts of interest may prevent the appointment of a person to the board or if a
conflict is identified or arises which is considered by the board to be significant then
the trustee may be required to resign. Please note the register is available to the
public on request.
12
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6.12 Members are required to declare any interest falling within the range listed above
at the beginning of board meetings or when it is clear there is a conflict with an
agenda item or at the moment it becomes apparent that there may be a conflict
with an item under discussion. The chair may also judge that a declaration may
be appropriate from another board member.

6.18 The board has resolved that a member should not miss more than two
consecutive board meetings. If this occurs and there has been no
communication with the chair or CEO, the chair will normally contact the
member to ascertain future attendance and commitment. It should be noted that
continuous apologies are considered as non-attendance.

6.13 A declaration of interest does not automatically mean a member is required
not to vote or leave the meeting, however in some cases an interest may be
particularly relevant to an issue under discussion; trustees are reminded that the
Charity Commission stipulates that , “ a director must absent himself or herself
from any discussions in which it is possible that a conflict of interest will arise
between his or her duty to act solely in the interest of the charity and any personal
interest (including, but not limited to, any personal financial interests).” See ‘The
Essential Trustee’ Charity Commission guidance CC3.6.13. In all cases,
declarations of interest will be recorded in the minutes.

6.19 Trustees are encouraged to discuss with the chair situations where they may
need to request a sabbatical from board meetings for a period of time. Where this
is agreed it will not change the end of the original term of office. The chair will
share the agreed arrangements with the board.

Confidentiality

6.21 The CEO and SMT attend all board meetings although they may be asked to withdraw from certain closed items at the request of the chair. This may either be all
the SMT, or all except the CEO. The board may also ask non-executive staff to
attend meetings for particular purposes.

6.14 Closed items on board agendas indicate that the item is a sensitive and
confidential matter. It will normally mean at the discretion of board members that
some or all staff members present will be asked to absent themselves from the
meeting. Most closed items are brought to meetings by the CEO who advises
which staff members should absent themselves from the meeting.
6.15 If the chair of the board (or chair of a sub-committee) declares a meeting or
particular item as closed and confidential then they must also indicate at that
point who is to leave the meeting.
6.16 Closed item discussion papers, and the subsequent minutes, must be kept
confidential by board members. This means that board members will not enter
into any discussion, or disclose or divulge any information about the issue with
any person other than those agreed at the closed session.
Attendance and conduct at board meetings
6.17 In order for board members to be able to properly exercise their
responsibilities as trustees, and to engage in informed debate and decision
making, regular attendance at board meetings is vital. Moreover, low attendance
at board meetings can undermine the legitimacy and accountability of the board’s
role.

13

6.20 The board has adopted a set of collective values in order to work effectively and
positively together. This requires members to come to meetings having read
necessary papers, to act responsibly, constructively and politely at meetings and
to respect the confidential nature of certain debates.

Removing a trustee
6.22 The charity’s articles of association (see appendix I) allow the board to refuse
applications or remove a trustee, before the end of a normal term, though a
resolution passed by the board. The articles require that a member facing
removal is given 21 days’ notice of the meeting at which the resolution will
be proposed and will be allowed to make representations at the meeting. The
decision to refuse an application for continued membership must be sent in
writing within 21 days and the board must consider any written representations
from the applicant about the decision.
6.23 The articles do not stipulate specific grounds for the removal of a trustee, other
than noting that trustees should at all times act in the best interest of the charity.
The board may consider, among other reasons, any actions that could bring the
charity into disrepute, or serious and unexplained non-attendance, or significant
conflicts of interest that may arise.
6.24 It is expected that the chair will have an initial discussion with the trustee
concerned before a resolution is considered. In the case where the removal may
involve the chair, then the vice-chair will initiate the discussion.

14
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Relations with members of staff

• Failure by the CEO to properly respond to a disclosure under the whistle
blowing policy or where the disclosure involves the Director or where it is felt there
is a cover up by or with the knowledge and acquiescence of the Director.
• Inappropriate behaviour by the Director, for example towards the member of staff
or is witnessed by another member of staff as covered by the harassment or
safeguarding policy.

6.25 The relationship of the board with staff should be supportive but should not
undermine management and communication systems.
6.26 The CEO is responsible for reporting to the board any relevant major issues
affecting staff and staff views. As such, any individual or collective members
of staff who directly lobbies a member of the board should be referred to this
section of the handbook and to 7.5 and 7.6 below.
6.27 Trustees and staff are encouraged to meet whenever possible. Trustees are
expected on occasions to meet with staff to discuss their work and sometimes,
when possible, to shadow them in a work situation as part of their ongoing
induction and to helped them gain a familiarity with the operational aspects of the
organisation.
6.28 Staff views on Shelter Cymru policy, practice, developments, engagement with the
organisation, terms and conditions etc. are normally communicated to the board
by the CEO who has a responsibility to ensure the board get a rounded and contextualised view of opinion and morale.
6.29 The exception to the above are when the board request a member or members of
staff to attend a board meeting for a specific purpose or when, as part of an internal
process, an appeal is required to be heard by a trustee or when an issue falls
under the ‘Named Trustee’ policy (see below).
Named trustees
6.30 The purpose of the named trustee policy is to provide staff with a contact, outside
of the normal line management and reporting structure, who can be approached
in confidence over very serious matters concerning the Director (or any person
acting in the CEO’s place) in circumstances where the staff member believes:
The internal process has not been properly adhered to
Or
Is fearful of using the internal process because of concerns about victimisation.
This contact will be a named trustee who is not an officer of the board.
It is expected that the serious matters will be concerned with:
15

In all other matters where the person involved is not the Director staff are expected to
exhaust internal processes as set out in the whistleblowing policy and harassment and
safeguarding policies. Please note that the whistle blowing policy acknowledges that
where a member of staff fears victimisation or a cover up they are able to contact an
external party.
The Board will appoint two trustees (if possible one resident in north and one in south
Wales) who are not officers of the Board to undertake the role of Named
Trustees. They will continue in these roles for a full term unless they wish to step
down. Their names and contact details will be circulated to all staff and volunteers by
HR. The named trustee should only be contacted for the purposes of this policy (see
Trustee/Staff relations in the Code of Conduct).
The Trustee will treat the matter in confidence and provide support to the complainant
and undertake an investigation in line with accepted internal procedures.
See appendix VII for the process and role description.
Representing Shelter Cymru
6.31 Trustees have an important role as ambassadors for Shelter Cymru,
supporting fundraising, campaigns, events and other initiatives. Trustees are
requested, however, to seek the guidance of the relevant member of staff when
volunteering.
6.32 The board has a responsibility in upholding the organisation’s diversity and Welsh
language policy and practice when acting as a representative of Shelter Cymru
and in the working relationships between board members and staff.
Effective communications and feedback
6.33 Board members have a central role in informing the organisation of any external
views or comments expressed to them, or of which they have become aware,
about any aspect of Shelter Cymru or the conduct of its staff or other board
members. In order for such information to be useful and effective, it should be
communicated to the chair and CEO as soon as possible.
16
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6.34 Board members are also invited to comment on the effectiveness of board
meetings. This can be done collectively at a closed session at the end of the
board and/or on the feedback sheet provided with board meeting papers, or at
any time to the chair and/or CEO.

■ Seek early engagement in debating key strategic, planning and policy issues to
obtain contributions, views and agreement over direction from the board.

7. The board, director and SMT
7.1

An effective interface between the board, CEO and the SMT is crucial to
good governance. It depends on a shared understanding about how their
complementary roles and responsibilities are exercised in practice. This section
sets out the agreed principles and behaviours underpinning that relationship.

The board, CEO and the SMT will work together in a way that:

Ensure the board is informed about any issues which may require review, debate or
decisions, including in particular any:
■
■
■
■

Significant reputational or financial risks;
Material variances from Shelter Cymru’s policies, plans or budgets;
Material impact on Shelter Cymru’s finance, operations or development;
Exceptional circumstances which present a particular opportunity or challenge to
the organisation;
■ Changes to regulations that affect the charity and any failures of compliance with
legal or regulatory requirements;
■ Need for additional specialist advice or opinion which may be required to inform
effective decision making.

■ Respects the boundaries between governance and management roles and
responsibilities;
■ Draws on their respective skills, knowledge, experiences and perspectives;
■ Shows mutual trust and respect;
■ Enables an open and honest dialogue.

The CEO and SMT will also ensure the effective organisation of board meetings and
support for governance review and development, and provide feedback on the
effectiveness and added value of the board to Shelter Cymru’s work.

7.2

7.4

The following principles underpin decision making in Shelter Cymru:
That unless plenary powers are delegated by the board or are agreed as part of
the terms of reference, all sub-committee decisions must be endorsed by the full
board. In certain circumstances and when agreed by the board, decisions can be
agreed electronically.

7.5

That all items requiring decisions by the board, unless they are originated by
the board itself, are progressed through the CEO, unless the CEO delegates
items to other members of the SMT or other staff. Exceptions to this process will be where procedures, such as the whistle-blowing policy, or where a
disciplinary or grievance has progressed through the stages, allow direct
communications between staff and the board.

7.6

Normally, the CEO makes recommendations to the board following
discussion and agreement with the SMT and, when appropriate, consultation
with the staff. Where recommendations are made without one or both of these
provisos, the CEO will inform the board.

In exercising its governance responsibilities the board will:

■ Engage positively with the organisation and develop a sufficient understanding of
it and how it works;
■ Provide a clear framework of delegated authority which empowers the CEO and
SMT to manage the organisation;
■ Respect the skills and expertise of the CEO and SMT and be willing to share their
individual expertise and advice including becoming a ‘champion’ of a specific area
of work;
■ Provide an appropriate level of scrutiny, constructive debate and challenge and
provide positive feedback and support;
■ Review and reflect on its own performance in supporting and effective interface
with the CEO and SMT.
7.3

In exercising its management responsibilities the director and SMT will:

■ Respect the legitimacy and overall responsibility of the board;
■ Work within the agreed limits of delegated authority;
■ Provide a frank account of the organisation’s performance, providing timely, high
quality information appropriate to support effective board decisions;
17
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8. The officers’ group

9

8.1

The officers’ group comprises the chair, vice-chair, treasurer and CEO.

8.2

The officers’ group meets as and when necessary to consider approval of urgent
actions which cannot wait for board meetings. All such approvals must be ratified
by the following board meeting.

The FASc is responsible for ensuring the charity’s financial affairs are managed in a
proper and ethical manner. It is also responsible for monitoring and reviewing
other key infrastructure activities and policies such as the business risk register,
human resources reports and health and safety reporting. The FASc meets quarterly and
reports to the board.

9. Board sub-committees

The Governance and Development Sub-committee (GDSc)

9.1

The board may establish sub-committees to provide any additional scrutiny or
focus identified. Sub-committees can be established on a ‘task and finish’ basis.

9.2

The GDSc is responsible for all aspects of trustee recruitment, induction and
development and undertakes periodic reviews of governance policy and practice. It
also scrutinises the annual company secretary compliance report. The GDSc meets as
required and reports to the board.

The board may also give delegated authority to a sub-committee to
enable it to make certain decisions identified by the board. However, members of
sub-committees do not have any authority to bind Shelter Cymru to any
obligation or liability, or to act as Shelter Cymru’s agent, or be deemed to have
power of attorney in respect of Shelter Cymru, without express written authority
from the board in the table of delegated authority and its terms of reference, or
by an ad hoc resolution.

10. Recruitment and
assessment of trustees

9.3

The board will establish clear terms of reference for each sub-committee
specifying:

■
■
■
■
■
■

Its name;
Its overall purpose;
Specific responsibilities (including any delegated authority for decision making);
Its membership and attendees;
The number of members required to make a quorum;
The frequency of meetings, unless it has delegated authority to the chair of the
sub-committee;
■ Reporting arrangements.
9.4

9.5

Where the board identifies an issue that needs additional focussed attention
on a short-term or time-limited basis, the board may refer such issues to an
existing sub-committee and may request additional meetings to consider urgent or
priority issues, or establish a task group for a time-limited period for this purpose.
The board will also establish clear terms of reference for any task groups and
appoint its members.
The board has constituted two sub-committees:-

The Finance and Audit Sub-committee (FASc)
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10.1 The board undertakes regular assessments of skills, knowledge and
diversity. This helps to identify possible development needs and helps map the
recruitment requirements of the board when trustees stand down, or when there
is a need for organisation change.
10.2 When necessary an open recruitment exercise takes place and applications are
shortlisted against the agreed requirements. Shortlisted applicants are invited to
an information and assessment event undertaken by a panel of at least two
trustees and the CEO.
10.3 Following the assessment interview the panel will consider whether or not the
candidate is a good fit for the board. If not, other suggested ways of supporting
the charity will be considered.
10.4 Provisional trustees attend two board meetings before being considered for
appointment. This also provides them with an opportunity of considering
whether they wish to continue as a member of the board.
10.5 There will be a presumption of full appointment unless a trustee or the CEO has a
strong objection which they will need to evidence.
10.6 Provisional trustees will be informed at the outset that they are able to take part
in discussions but will not be able to vote.
20
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10.7 Provisional trustees will be informed of their appointment within five working days
of the second board meeting they attend.
10.8 All provisional trustees have a named mentor from among the existing board and
a comprehensive induction programme which includes visiting front line services
and attending meetings such as the Policy and Campaigns forum. In addition, all
board members are encouraged to maintain an ongoing induction and familiarity
programme which includes visits to services, conferences etc.

Shelter Cymru’s Strategic Planning
Framework to 2025
An overview of Shelter Cymru’s strategic planning framework to 2025 is set out in the
table below.

Overarching
vision

11. Developing the
organisational strategy

Mission and
values

11.1 Shelter Cymru is committed to ensuring the development of the organisational
strategy is an open and participative as possible. The process of developing and
reviewing the organisation’s strategy includes staff input, where possible user
input and feedback from other stakeholders.
Strategic vision
2025

11.2 The strategic vison sets a direction of travel for the organisation but is flexible
allowing adjustments and changes as a result of new developments, changes to
the external environment, new opportunities and challenges etc.
11.3 Shelter Cymru’s financial year runs from 1st October to 30th September.

Strategic goals and
objectives 2025

Board level KPIs

Functional Strategies
- Campaigns,
Services, Fundraising
& Finance

Annual Operating
Plan

Team & Project Plans
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11

11

Components

Strategic goals and objectives This is a list of the main goals and underlying
objectives that have to be achieved to take the
organisation from where it is now to the desired state,
bringing about the strategic vision 2025. Subject to
annual review, these goals and objectives stand until
the strategic vision 2025 is achieved.

A description of each planning component is set out below:
Planning component

Details

Overarching Vision

The charity’s overarching vision is a statement of the
ultimate change that the charity seeks to bring about.
It is a very long term and aspirational vision.

Mission

Values

Strategic Vision 2025

Functional strategies

This describes the broad areas of activities that the
charity undertakes to help individuals, both directly
and indirectly.
This describes the values that are critical to the
charity as it undertakes its charitable activities.
These are timeless in that they are not dependent on
any particular set of strategic goals.
This is a medium term (five-year) vision, developed
with reference to the SWOT, PESTLE and competitor
analysis, which is both aspirational and stretching but
also achievable within that timeframe. This vision sets
out the ‘desired state’ that Shelter Cymru seeks to
attain by 2025.
This vision is produced in three forms:

Annual operating plan
and board level KPIs

i) Vision Statements:
For daily reference, a number of simple but powerful
and memorable statements that quickly communicate
the key elements of the vision.
ii) Short Version:
For public/external use, a short description of the
vision that expands upon the simple statements to
increase understanding.

Functional strategies, which are reviewed annually,
set out how the strategic goals and objectives will be
pursued in each main function area. Specifically, these
are the:
Strategy

SMT Leads

Fundraising

Head of fundraising

Campaigns

Head of campaigns

Housing Services

Head of services (N&S)

Financial

Head of finance

The annual operating plan sets out which of the main
strategic goal objectives are being taken forward over
the next 12 months and exactly how they are being
taken forward.
Board level KPIs are provided to help the board
maintain an overview of progress.

Team and project plans

Team & project plans bring the goal objectives and
activities contained in the annual operating plan and
any applicable functional strategies down to team and
project level for implementation.

iii) Full version:
For internal use, a full description of the vision to
ensure a full understanding among existing and new
staff and trustees.
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12. Fundraising

13

12.1 Fundraising is a crucial activity for Shelter Cymru and is key to our ambition of
growing more independent sources of income in the face of reducing statutory
funding. Board members should be supportive of fundraising activities but also
be aware of the regulatory framework in which it operates.

13.3 Trustees have a responsibility to ensure that Shelter Cymru is run in accordance
with its constitution and other laws, including data protection. Shelter Cymru has
an internal data protection officer who chairs the data protection review group.
The group looks at all aspects of GDPR, including policy and practices, and
identifies improvements to processes across the organisation and ongoing
training needs. The data protection officer is responsible for reporting any
internal or external GDPR breaches to the CEO and chair and the Information
Commissioner’s Office, and subsequently to the FASC where compliance with
GDPR is reviewed/ discussed.

12.2 Fundraising is subject to a self-regulatory system which sets and enforces
clear standards of conduct. The standards have been developed to ensure that
fundraising is open, honest and respectful, and are set out in the Code of
Fundraising Practice. The Fundraising Regulator also clearly outlines trustee
duties in advancing the purpose of their charity.
12.3 Charity trustees have overall responsibility and accountability for their charity,
and this includes fundraising. The Charity Commission for England and Wales
recognises the commitment required of trustees and the challenges they can face
in getting fundraising right. Updated guidance is available in supporting trustees
in knowing their role and discharging their responsibilities.
12.3 The policy and practice approach that Shelter Cymru has adopted follows the key
principles of:
■ Respect – being mindful to donors needs and respecting the wishes of the donor;
■ Fairness – not discriminating against any group or individual;
■ Responsiveness – ensuring we adapt communications and language to suit the
needs of donors;
■ Accountability – ensuring actions are in line with the Code of Practice, monitoring
fundraising activities in terms of impacts on people, responding to and acting on
complaints, ensuring the board of trustees understands and approves fundraising
strategies and methods and that implementation is regularly reported to them.

14. Shelter Cymru and Shelter
14.1 Shelter Cymru has been independent from Shelter since 1985 but maintains a
crucial relationship with its sister organisation. This focusses on sharing ideas,
identifying possible joint service, campaigning or fundraising opportunities and of
course protecting and enhancing the joint brand name.
14.2 In 2014 a partnership agreement was approved by the two boards which
outlined how the organisations would work together to maximise fundraising
opportunities. In the same year a brand agreement was also approved.
14.3 The CEO and SMT maintain regular contact with the CEO and other senior staff in
Shelter. In addition, once a year the two boards organise a joint meeting.

13. Data protection
13.1 Data protection policies and practice aim to protect people from the misuse of
their personal information. Handling personal data includes recording, storing or
filing (either electronically or manually) such information and any conversations
that may include reference to personal information. It also includes restrictions
on how that data can be used.
13.2 The protection of this data is a legal duty imposed by the Data Protection Act
1998 (DPA) and the General Data Protection Regulation (GDPR) and breaches
can lead to the imposition of very heavy fines and significant reputational
damage.
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