
Role Description 
Trustee/Board Member 

Borders Independent Advocacy Service 
 

Organisational Details 
 
Borders Independent Advocacy Service (BIAS) exists to deliver, develop and 
promote independent advocacy.  It is both a Charity Registered in Scotland 
(SC024967) and a Company Limited by Guarantee (281185). Our objectives are: 
 

1. the relief of those in need by reason of age, ill-health, disability, financial 
hardship or other disadvantage 

2. the promotion of equality and diversity 
3. the advancement of human rights, conflict resolution and reconciliation 
4. the advancement of citizenship and community development 
5. the advancement of health 
6. the advancement of education 

 
BIAS is a member of the Scottish Independent Advocacy Alliance and is bound by 
their Principles & Standards and Code of Practice.   
 
We are currently jointly funded by Scottish Borders Council and NHS Borders to 
provide independent advocacy to individuals in Scottish Borders who by reason of 
mental disorder have a statutory right of access to advocacy.  This includes 
individuals who are receiving care and treatment under the Mental Health (Scotland) 
Act 2005, people with learning disabilities and dementia.   We also provide advocacy 
for older people in residential care, parents, people affected by alcohol or drug 
addiction, vulnerable adults (Adult Support & Protection (Scotland) Act) and for 
people using hospital services.   We receive additional funding from Scottish 
Executive to promote the use of Self Directed Support.   
 
BIAS operates Borders-wide and, on average, works with around 300 individuals per 
year, for varying lengths of time, across a broad range of health and social care 
issues.  We currently employ seven members of staff and have a further eight active 
volunteers supporting our work.  
 
Trustee Person Specification 
 
It is important that a Trustee: 
 

• Has a commitment to the organisation 

• Willingness to devote the necessary time and effort 

• Strategic vision 

• Good, independent judgement 

• Ability to think creatively 

• Willingness to speak their mind 

• Understanding of Nolan's seven principles of public life - selflessness, 
integrity, objectivity, accountability, openness, honesty and leadership. 

 



The time commitment required of a Trustee is variable but BIAS Board generally 
meets bi-monthly and meetings tend to last two hours.  In addition to Board 
meetings, Trustees may be asked to sit on one of two sub-Committees - Personnel 
and Finance or any other short-life steering group which may exist from time to time.  
Again, these Committees generally meet bi-monthly for around two hours.  Time will 
also need to be set aside to read Board papers prior to meetings.  
 
General Duties of a Trustee 
 
Good governance is essential for the success of any organisation.  Board members 
play a vital role by bringing commitment, skills and experience to the organisations 
they lead.  They should set the long term vision and values of the organisation and 
are legally accountable and responsible for decision-making.   Trustees are there to 
lead, control and supervise the organisation's activities.  The Board is the part of the 
organisation holding formal power and responsibility, as detailed in the organisation's 
governing document, and backed up by law.  If things go wrong, it is the Board of 
Trustees which will be called to account.  Trustees and potential Trustees need to be 
aware of this and act in the best interests of the organisation and its beneficiaries, 
following all requirements of law and regulation, exercising due diligence at all times.  
 
To enable the organisation to meet its aims, Trustees should perform the following 
functions: 
 

• Set and maintain the vision, mission and values of the organisation 

• Develop direction, strategy and planning 

• Ensure the organisation has the structure and resources for its work 

• Establish policies and procedures to govern organisational activity, including 
guidance for the Board, volunteers and staff 

• Establish systems for reporting and monitoring 

• Manage risk and ensure compliance and accountability with the governing 
document, external regulators and the law.  
 

There are core skills relevant to every governing body.  A Trustee should be able to: 
 

• think and act strategically 

• analyse financial information, establish and oversee financial policies and 
procedures 

• monitor use and allocation of funding sources  

• evaluate effectiveness of services delivered 

• identify and draw upon a broad range of knowledge and skills as required e.g. 
marketing, project management, employment law. 
 

There are five key elements that describe the core remit for individual trustees: 
 

• Knowing and understanding the duties and activities required to fulfil the role, 
including the legal obligations that underpin them. 

• Actively contributing to the work of the Board, preparing for and participating 
fully in meetings, training, planning sessions and reviews. 



• Giving each other support and help and doing whatever possible to manage 
differences constructively. 

• Seeking to have constructive and respectful communication and coordination 
with staff and volunteers and, when necessary, use the appropriate 
procedures for managing concerns about performance and for responding to 
grievances and complaints. 

• Acting with integrity, avoiding conflicts of interest and being worthy of the trust 
invested in the role by ensuring that all decisions are made solely in the 
interests of the organisation. 

 
Specific Roles within the Board 
 
Whilst each Trustee has equal legal and financial responsibility, there are usually 
specific office bearer roles such as Chair, Vice Chair, Treasurer and Company 
Secretary.  
 
The Chair (who is referred to as Convener within BIAS) has a leadership role and is 
usually delegated with the line management of the most senior member of staff, has 
responsibility for preparing agendas for meetings in consultation with staff and other 
Board members, and ensuring that meetings are run efficiently and that discussion 
and decision-making is democratic and fully participative.  The Convener generally 
holds the casting vote in the event of a split decision.  The Vice Chair (or Vice 
Convener) would normally deputise for the Chair in their absence.  At BIAS, where 
the Convener is unable/willing to fulfil their duties, then the other Trustees would 
elect from themselves someone to fulfil the immediate task.  
 
It is important that all trustees collectively play their part in financial monitoring and 
decision making.  However, the Treasurer's role is primarily to assist and advise the 
Board in overseeing finances even where paid staff deal with much of the day-to-day 
financial business.  This role is not currently in use within BIAS as first line financial 
decisions are discussed and debated via a Finance Committee who make 
recommendations to the full Board.  
 
The Company Secretary Is generally responsible for convening meetings and taking 
minutes of meetings and ensuring back-up information is available when required.  
They also have responsibility for overseeing the correct procedures for the operation 
of the Board (e.g. AGMs) and providing the OSCR and Companies House with the 
required information e.g. financial returns, changes in directors and notification of 
where the organisation's records are kept.  The Company Secretary does not 
necessarily have to be a Board member although the current Company Secretary of 
BIAS is a full Board member.  
 
Further information on Governance and the Role of Trustees can be obtained from: 
 
OSCR(Office of Scottish Charities Register) - "Guidance for Charity Trustees" - 
www.oscr.org.uk 
 
SCVO  (Scottish Council for Voluntary Services) - www.scvo.org.uk/running-your-
organisation/good-governance 
 


