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Application form 
Board of Trustees 2025
 
We are currently looking to recruit the following position:
· Board Trustee (1 vacancy)
 
The closing date for applications to the Board position is Friday 30th May 2025. Applications to be emailed to diane.cooper@theswi.org.uk or posted to SWI Central Office,1 Carmichael Place, Edinburgh EH6 5PH.
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1 Introduction
Scottish Women’s Institutes SCIO is an incorporated membership organisation. The organisation was first established as the Scottish Women’s Rural Institutes in 1917 and currently has 8,700 members across 460 local institutes in Scotland. The organisation, a registered Scottish charity is governed by a Board of 10 Trustees including the three National Office Bearers: National President, Vice President and Treasurer. The SWI can also co-opt two additional non-members to fill any skills gap that is deemed necessary to allow the Board to function with the proper mix of skills and expertise.
It is the responsibility of the Board (and each individual member) to discharge their duties imposed by the Charity Trustees and Investment (Scotland) Act 2005 including those which impose fiduciary duties on charity trustees for the stewardship of the charity’s charitable assets, ensuring that it acts to support its charitable aims at all times.
It is recommended that prospective candidates understand the full extent of their duties and this can be found within the Office of the Scottish Charity Regulator’s website which has latest guidance for charity trustees. 
Co-opted members cannot be members of the organisation and will not have voting rights on the Board.     
2 Terms and Conditions
2.1 Remuneration
This is a non-salaried position but reasonable travelling and out-of-pocket expenses in accordance with the limits set will be paid on production of receipt(s).
2. 2 Board meeting formats and location 
Board meetings are held online or in person at Scottish Women’s Institutes, 1 Carmichael Place, Edinburgh EH6 5PH.  
 
3 Time commitment
3.1 Board Trustees
All Trustees are required to attend four quarterly Board meetings each year which last for approximately two hours each. There is a mix of hybrid and in-person meetings. 
In addition, you will also be required to attend the following:
· Induction and Trustee training
· Annual AGM
· Board development day 

3.2 Terms of office
Your tenure length will be for a maximum two trienniums (six years) and in exceptional circumstances, if approved by the Board, a member may be permitted to serve for one additional year. 
4 Joining the Board
If your initial application is successful, you will be invited for interview by the National President and the selection panel.
Interviews will take place in June 2025 with appointment to the Board taking effect from August 2025.
The closing date for applications to the Board is Friday 30th May 2025. Applications to be emailed to diane.cooper@theswi.org.uk or posted to SWI Central Office, 1 Carmichael Place, Edinburgh, EH6 5PH.
4.1 Eligibility
To be a member of the Board you must satisfy the conditions of OSCR (Scottish Charity Regulator)
4.2 Dates of interviews    
Dates of Interviews will be decided once successful applications have been selected. It is estimated that interviews will take place in June 2025.
5 Governance
5.1 Board Trustee profile
The Board of Trustees is collectively responsible for ensuring the success of the Scottish Women’s Institutes through:
• Setting, monitoring and evaluating the strategic aims and direction of the SWI
• Ensuring effective risk management assessment and monitoring are in place 
• Scrutinising performance against agreed budgets and targets
• Ensure sufficient resources are in place for the organisation to meet its objectives
• Ensuring that the SWI complies with its charitable aims
• Acting as ambassadors for the charity at events
• Making sure the charity complies with all its constitutional, legal and statutory requirements
• Overseeing financial performance and investments
• Seeking members’ views and, if appropriate, acting upon them to further the charity’s vision.

Day to day management is the responsibility of the CEO.

5.2 Accountability

The Board is accountable to its members for ensuring the charity is properly governed, is fit for purpose, uses its resources effectively and achieves its strategic aims and objectives. It is accountable to OSCR for the proper governance of the charity.

5.3 Personal responsibilities

Board Trustees are required to act in the best interests of the charity as a whole and in accordance with the Charity Trustees and Investment (Scotland) Act 2005  

This includes responsibility to:
• Be in alignment with charity’s vision and values
• Take impartial decisions based on written or oral briefings
• Exercise respect and courtesy towards other Board Trustees and staff
• Commit to attend Board meetings
• Act as an advocate on behalf of the charity and communicate a positive attitude to the workings of the charity
• Act with probity, integrity and honesty in all dealings with the SWI.


6 Board Trustee responsibilities

6.1 Strategic Leadership

Board Trustees will:
· Ensure operational plans and budgets are in place covering the forthcoming 12 months
· Provide overall strategic leadership setting short-term and long-term objectives
· Ensure the SWI vision is understood and communicated across the organisation
· Act on any identifiable risks and mitigate where possible
· Contribute to the effective governance of the charity.

6.2 Performance management
 You will: 
• Ensure the SWI measures its impact and progress towards its strategic objectives and to regularly consider reports on the SWI's performance
• Ensure that there are policies to direct key areas of the charity’s business
• Ensure that the SWI's values are understood and put into practice, by Trustees, staff and members
• Ensure that there are complaint systems in place for members and others
• Ensure that there are processes for Trustees, staff and members to report activity which might compromise the effectiveness of the charity (i.e. whistleblowing). 
• Recruit the Chief Executive and to hold him/her to account for the management and administration of the charity
• Ensure that the Chief Executive receives regular, constructive feedback on his/her performance in managing the charity and in meeting the charity’s strategic aims and objectives
• Ensure that the SWI has effective employment policies and processes in place, to recruit, train and develop staff
• Provide a report to the AGM on the performance of the charity.


7 Person specification
 
7.1 Essential requirements
Successful applicants will:
• Have a good understanding of the SWI including knowledge of the organisation, its values and vision
• Have previous experience of working with a Board 
• Have the ability to take impartial decisions acting in the best interests of the charity
• Be willing to act as an advocate for the charity and ability to exercise respect to other Board Trustees and staff
• Act with honesty and integrity at all times in any dealings of the charity. 

7.2 Desirable requirements 
Board members will be expected to demonstrate knowledge and experience in a minimum of two skills in each of the following areas: 

Knowledge of the SWI
· Knowledge of charity law operating in Scotland and Trustee duties and responsibilities
· Good understanding of the range and scope of activities offered by the charity
· Good knowledge of the SWI constitution
· Good understanding of the structure of the charity.

Business, finance and governance
· General business, business planning and financial and management skills
· Understanding/experience in budget preparation/management gained in a charity or other commercial environment
· Risk management and mitigation
· Performance management and continuous improvement
· Governance, chairing Board or serving on Committees
· Business strategic policy development and change management
· Communications and marketing
· Technology and social media engagement
· Organisational development, HR and staff management and engagement 


7.3 Guidance notes
It is important that the Board of Trustees reflects the diversity of the charity’s activities and has the correct skills mix and expertise to enable the charity to make decisions which are in the best interests of the charity as a whole ensuring that there is a high standard of governance, decision making and strategic leadership.

When considering whether to apply to be a member of the Board or National Office Bearer draw on the skills that you have learned and developed and how best these fit into the requirements set. As an example, you may have sat on a Committee at the local or regional level of the organisation and gained skills that are relevant to be a member of the Board. You may have gained practical and transferrable skills within your working life that can be incorporated into the decision-making and setting strategic objectives for the organisation.    

8 Skills Matrix
How do you rate your level of skill knowledge and experience in the following key areas 
using the levels set out below? 

Please answer in an honest way and do not overstate the level of knowledge/expertise.
 
	 
8.1 Explanation of terms

	 
Strong knowledge                                                   
 
	 
You have specialist knowledge in this area - you would be considered an expert in it. You will work or have worked in this field as a professional and would hold a qualification where relevant.

	 
Good knowledge                                                   
 
	 
You would know how to explain this subject area to others who have no knowledge of it. You are confident about the principles and practice and would be able to offer informed insight on a Board paper on this subject. You could contribute significantly to Board discussion and decision-making on the subject.

	 
Working knowledge                                                   
 
	You understand the principles on this subject and would understand most of the content of a Board paper on this subject.

	 
Limited knowledge                                                   
 
	You may know little about the subject, or this may be a new subject to you. You would benefit from learning and development to build a stronger understanding of the subject.
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8.2 Knowledge of the SWI   
(Please tick)    
	Strong knowledge                                                   
	 
	Working knowledge                                                   
	 

	Good knowledge                                                   
	 
	Limited knowledge                                                   
	 


 
8.3 Business, finance and governance
 (Please tick)    
	 
	Strong knowledge                                                   
	Good knowledge                                                   
	Working knowledge                                                   
	Limited knowledge                                                   

	General business, business planning and financial management skills
	 
	 
	 
	 

	Budget preparation and management
	 
	 
	 
	 

	Risk management and mitigation
	 
	 
	 
	 

	Performance management and continuous 
improvement
	 
	 
	 
	 


 
8.4 Governance or chairing of a Board or serving on a Committee
(Please tick)    
	 
	Strong knowledge                                                   
	Good knowledge                                                   
	Working knowledge                                                   
	Limited knowledge                                                   

	Policy development
	 
	 
	 
	 

	Change management
	 
	 
	 
	 

	Communications and marketing 
	 
	 
	 
	 

	Technology and social media
	 
	 
	 
	 

	Organisational and staff management
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8.5 Board Trustee skills self-assessment
	 
About you
Please provide a statement demonstrating why you would like to be a Board Trustee of the SWI. Please refer to Board Trustee Responsibilities. (max 300 words)
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8.6 Demonstration of essential & desirable requirements
	 
With reference to Board Trustee Person Specifications please provide a statement demonstrating how you can fulfil the essential & desirable requirements (please see 7.1 and 7.2) and at least two of the desirable requirements from each section. (max 300 words each)
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9 Personal details
	Name
	 

	Address
 
	 

	Postcode
	 

	Phone number
	 

	Email
	 


 
	Institute name
	 

	SWI membership number
	 

	Federation
	 

	Signature  
	 

	 

	 
	Proposer
	Seconder

	Name
	 
	 

	Institute
	 
	 

	Federation
	 
	 

	Signature  
	 
	 




10 Eligibility
 I agree that I am willing to be elected to the Board of the SWI and that I am eligible to act as a Trustee in accordance with the Charity and Trustees Investment (Scotland) Act 2005.
I confirm that I have read and understood the Board Trustee responsibilities and person specification and the information provided is both true and accurate.
 
Signed…………………………………………………………………………………Date………
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                     SWI Central Office, 1 Carmichael Place, Unit 8, Edinburgh, EH6 5PH
Tel: 0131 225 1724 | Email: hello@theswi.org.uk
	                                                                     Scottish Women’s Institutes SCIO is a registered Scottish Charity No. SC053058
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