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Section 1. SWI Triennium process and timeline 
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Section 2. Introduction
[bookmark: _Hlk202182601]Scottish Women’s Institutes SCIO is a membership organisation. The organisation was first established as the Scottish Women’s Rural Institutes (SWRI) in 1917 and currently has 8,700 members across 450 local institutes in Scotland. The organisation, a registered Scottish Charitable Incorporated Organisation (SCIO) is governed by a Board of 10 Trustees including the three National Office Bearers: National President and Honorary 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.
The Board, and each of its members, must follow the rules set out in the Charity Trustees and Investment (Scotland) Act 2005. This includes their duty to act in the best interests of the charity, manage its assets responsibly, and make sure everything the charity does supports its charitable goals.
It is recommended that 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. 
If applying to join the board, you must be a member of the organisation. If more than two people apply for National Office Bearer positions a shortlist may be drawn up for voting on by the members. Please state clearly when applying for National Office Bearer position which position you are applying for and refer to the role profile when submitting your biography, setting out how you meet the additional requirements. 
Co-opted members cannot be members of the organisation and will not have voting rights on the Board.     
2.1 Terms and Conditions
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).
Board meeting formats and location 
In the interest of cost efficiency, most Board meetings are held online. If the meeting takes place in person, it is in the SWI Central office, 4th Floor, 1 Carmichael Place, Edinburgh EH6 5PH. 

2.2 Time commitment
Board Trustees
All Trustees are required to attend six Board meetings each year which last for approximately two hours each. These are mostly online with one in-person. 
In addition, you will also be required to:
· Attend an induction and trustee training session (online)
· Attend the Annual AGM (online)
· Attend the board and staff strategy day (In person) 
· Attend any extra-ordinary meetings (online)
· Join the Board What’s App group 
· Pease allow additional time for report reading and general admin.

2.3 National Honorary Treasurer 
The National Honorary Treasurer chairs the Finance Committee which meets four times per year and attends six Board meetings per year.

2.4 Terms of office
Your tenure length is 3yrs.
2.5 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 March 2026 with appointment to the Board taking effect from May 2026.
The closing date for applications to the Board and National Office Bearer positions is 26th February 2026. 
Applications to be emailed or posted to CEO: diane.cooper@theswi.org.uk (please mark as confidential) 
2.6 Eligibility
To be a member of the Board you must satisfy the conditions of OSCR (Scottish Charity Regulator)
2.7 Dates of interviews    
Dates of Interviews will be decided once successful applications have been selected. It is estimated that Interviews will take place in March 2026.


3. Board of Trustees - Terms of Reference
3.1 Purpose
The Board of Trustees has a duty under the Charity and Trustees Investment (Scotland) Act 2005 to ensure SWI complies with its obligations, including:
· Compliance – adhering to charitable aims, governing documents, and legislation.
· Care – ensuring the charity is well-run, efficient, and risks are managed.
· Prudence – stewarding resources and assets responsibly.
3.2 Membership & Structure
· Trustees serve for three years, renewable once (maximum six years), with a one-year extension possible in exceptional cases.
· The Board comprises 10 members, including the National President and Honorary Treasurer.
· The President chairs meetings, or another Trustee in her absence.
· Up to two non-voting co-opted members may be appointed.
· Five voting members constitute a quorum.
· Trustees rotate to maintain continuity and renewal.
3.3 Selection & Meetings
A selection panel (chaired by the Immediate Past President, or in her absence, another retiring Trustee) includes an independent representative. The CEO may advise (non-voting). The Board meets six times per year, including the AGM. Sub-committees may be formed to report back.
3.4 Responsibilities
The Board is collectively responsible for the success of SWI by:
· Setting and monitoring strategic direction and risk management.
· Overseeing performance against budgets and targets.
· Ensuring compliance with charitable aims, law, and governance standards.
· Safeguarding financial assets, property, and intellectual property.
· Supporting and holding the CEO accountable for operations.
· Acting as ambassadors and seeking member input.
· Upholding good governance, accountability, and transparency.
3.5 Accountability & Conduct
The Board is accountable to:
· Members – for governance, strategy, and sustainability.
· OSCR – for lawful and ethical operations.
· Individually, Trustees must:
· Align with SWI vision and values.
· Make impartial, evidence-based decisions.
· Respect colleagues and staff, attend meetings, and advocate positively.
· Act with honesty, integrity, and professionalism.
3.6 Financial Control
Trustees may claim reasonable, receipted expenses (including travel where necessary).
3.7 Review
These Terms of Reference will be reviewed annually (next review due March 2026).

4. Office Bearer Role - Trustee 
	
Trustee of the Scottish Women’s Institutes


	Remuneration and time commitment
	The role is unpaid; reasonable expenses are reimbursed.
Trustees attend six Board meetings per year and may serve on committees depending on skills and interests.

	Reporting to
	The National President and the Board of Trustees.


	Objective
	· Trustees share collective responsibility for ensuring the charity is well-run, compliant, and aligned with its vision and values. Specifically, Trustees are expected to:
· Understand SWI’s vision, values, and structure.
· Contribute experience from previous governance or committee involvement.
· Make impartial decisions in the charity’s best interests.
· Act with integrity, honesty, and transparency.
· Represent and advocate for SWI when appropriate.


Person Description & Qualities
In addition to Board-level qualities, Trustees should demonstrate:
· Understanding – of charity structures and governance.
· Experience – previous Board/Committee or equivalent decision-making roles.
· Communication – ability to contribute constructively and represent SWI externally.
· Integrity – commitment to impartial and ethical decision-making.
Desirable Skills
Experience in two or more of the following areas is highly valued:
· Knowledge of SWI – charity law, constitution, and activities.
· Business, Finance & Governance – budgeting, financial management, risk, policy, communications, HR, and strategy.
Guidance for Applicants
Applicants should draw on experience from any level of SWI (local, regional, national) or from their professional careers, highlighting transferable skills in strategy, leadership, and community engagement.
Benefits of Becoming a Trustee
· Shape the future of a historic and impactful organisation.
· Contribute skills to empower women and communities across Scotland.
· Gain governance and leadership experience.
· Expand professional networks.
· Access training, mentorship, and development opportunities.
· Enhance your CV with demonstrable charitable leadership.
· Enjoy the satisfaction of supporting an organisation that reflects your values.



5. Office Bearer Role - Honorary Treasurer Role Profile 
	Honorary Treasurer of Scottish Women’s Institutes


	Remuneration
	The role of the Honorary Treasurer does not attract any remuneration but reasonable expenses will be paid in accordance with limits set and on production of receipts.

	Time commitment     
	You will attend a minimum of four Finance meetings each year together with six Board meetings per year. The Treasurer, along with the other National office holders, will have regular meetings with the CEO. The Honorary Treasurer may attend all National Committee meetings.

	Reporting to                
	The National President and the Board of Trustees.

	
Objective        

	The Honorary Treasurer will chair the Finance Committee ensuring the Finance Committee adheres to the policies and procedures of the charity. The Finance Committee is responsible for setting a budget and short- and long-term financial objectives and approved by the Board. The Treasurer will oversee all financial activity within the delegated authority given to the Finance Committee by the Board. In the absence of the Treasurer, the appointed Vice Convenor will chair the meeting. It is imperative that the Honorary Treasurer has a relevant and recent financial background to enable the role to be performed effectively.  



The Honorary Treasurer will ensure the Board is provided with accurate and appropriate financial information for it to function efficiently and effectively. You will:
· Ensure that the Finance Committee adheres to the spending limits delegated to it by the Board
· Ensure the National Committees’ budget allocation is monitored and is appropriate to meet their objectives
· Ensure there are robust risk management procedures in place and that these are monitored. Where a risk is identified, address the risk as far as is reasonably practicable and ensure the risk register is updated as and when appropriate
· Ensure the Finance Committee members are aware of their obligations to declare any actual or potential conflict of interest at every meeting
· Ensure the Finance Committee monitors the investments of the charity with regular review meetings with Investment managers
· Monitor the organisation’s financial performance regularly against the budget set
· Interview and recommend to the Board the appointment of the charity’s auditors and investment managers as and when required in accordance with good governance
· Provide a report at the charity’s AGM on the charity’s financial performance
· Review the charity’s Investment Policy and where necessary make recommendations to the Board
· Provide the Board with a medium-term financial strategy which fits with the overall objectives set by the Board
· Consider any reports by the CEO and recommendations
· Meet with the auditors as and when required
· Ensure the Committee approves the auditor’s audit plan and once the audit is complete, sign the consolidated accounts.
Governance
· Investigate any financial irregularity on behalf of the Board and where appropriate make recommendations. 
Staff remuneration
· Consider recommendations by the CEO on staff remuneration and/or grading, taking account of employees’ contract of employment.
· Along with the other National Office Bearers, consider the remuneration of the CEO and make any necessary recommendation to the Committee.
Conflict resolution
· In the unlikely event that a member of staff who has been disciplined by the CEO appeals any disciplinary action, the President shall chair an appeal panel consisting of President, Vice President and Honorary Treasurer. 
Person description and qualities
In addition to the qualities required to be a member of the Board, the Honorary Treasurer must also meet the following requirements:
· Understanding - You will have the ability to understand complex financial information and data, and to understand risk and how to mitigate it.
· Experience - You will have had relevant experience in finance and have some understanding of investments.
[image: ]
· Communication - You will be a good communicator with the ability to explain complex financial information
7. APPLICATION FORM (Closing date for applications is 27th February 2026)
Please complete the following sections: 
· Personal details
· Skills matrix
· Letter of application  

Personal Details 
	Name
	
	

	Role you are applying for
	
	

	Address

	
	

	Postcode
	
	

	Phone number
	
	

	Email
	
	



	Institute name
	

	SWI membership number
	

	Federation
	

	Signature  
	

	

	
	Proposer
	Seconder

	Name
	
	

	Institute
	
	

	Federation
	
	

	Signature  
	
	





Skills Matrix (Please complete) 

	Explanation of terms
Strong knowledge – Expert in this area; professional experience and relevant qualifications.
Good knowledge – Confident in principles and practice; can explain to others and contribute to discussions/decisions.
Working knowledge – Understands key principles; can follow most Board papers on the subject.
Limited knowledge – Little familiarity; would benefit from further learning.



What is your knowledge of the SWI? (Please tick) 
Strong Knowledge ☐ Good Knowledge ☐ Working Knowledge ☐ Limited Knowledge ☐
How do you rate your level of skill knowledge and experience in the following key areas using the levels set out below? Please refer to the Skills Matrix and answer in an honest way and do not overstate level of knowledge/expertise.
What if your business, finance and governance knowledge? (Please tick)    
	
	Strong                                                  
	Good                                                  
	Working                                                  
	Limited                                                   

	General business, business planning and financial management skills
	☐
	☐
	☐
	☐

	Budget preparation and management
	☐
	☐
	☐
	☐

	Risk management and mitigation
	☐
	☐
	☐
	☐

	Performance management and continuous improvement
	☐
	☐
	☐
	☐



What is your governance/chairing/committee knowledge? (Please tick)    
	
	Strong                                                
	Good                                                   
	Working                                                   
	Limited                                                   

	Policy development
	☐
	☐
	☐
	☐

	Change management
	☐
	☐
	☐
	☐

	Communications and marketing 
	☐
	☐
	☐
	☐

	Technology and social media
	☐
	☐
	☐
	☐

	Organisational and staff management
	☐
	☐
	☐
	☐


   
	Letter of Application (please complete as appropriate)
Please indicate the role you are applying for (Board Trustee or National Treasurer). Your letter should explain why you wish to take on this role and reference the relevant responsibilities, demonstrating how you meet the essential requirements.
Please note, you can apply for more than one role. 
(Maximum 300 words)

























Eligibility (Please sign) 
I agree that I am willing to be elected to the Board of 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………………
Thank you.
The closing date for applications to the Board is 27th February 2026
Complete, sign and mark your application as private and confidential. Please email to diane.cooper@theswi.org.uk or posted to SWI Central office, 1 Carmichael Place, Edinburgh EH6 5PH.
For any other enquiries, please email hello@theswi.org.uk
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