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INSTRUCTIONS ON HOW TO USE THE INTERACTIVE
APPLICATION FORM

Attached within this PDF, you will find:

What do Trustees do?
The role description - this is attached for your ease of reference
The Trustee application form

Wherever possible, applicants are asked to complete and return their application
form electronically (although hard copy applications of your electronically completed
form can also be returned). Hand-written applications will of course be accepted and
considered, in which case they should be clearly written and without crossings out or
corrections. You will find details below on how and where to return your completed
application form.

Please complete all sections of the application form fully.

Technical tips

To complete the form you will need to have Adobe Reader version 8 or higher
installed on your computer. This is popular and free software that enables you to
open .pdf files which are found on most websites.

To download the latest version, visit . Please
note that whilst you may be able to complete the form using an older version of
Adobe Reader, it will not save your data and your form will be e-mailed blank.

To add text to the application form, click your mouse in the grey box areas and
type the required details. To move on in the form, simply click in the next box. Use
the Tab key on your keyboard if you are not using a mouse.

Please be advised that in the attached interactive PDF application form, the text
will shrink to fit available space, once your text exceeds the size of the box. Please
keep your text to a limit whereby it remains easily readable; font size 10 (as you
would view it in Word) presents the text at a readable level. If you have further
information you wish to supply, but which would significantly reduce the font size
in your form, please submit your CV with your application form.

When you have completed the application form, save it to your computer then
attach to an e-mail (the recipient is specified below). Please note that this whole





PDF file will be saved (including the attachments within) and not just the
application form. Alternatively, complete the form on your computer, print and
post (to the address specified below).

Mac users should open and complete the form using Adobe Reader not Mac
Preview. When you are saving the form to your documents, please check that in
the “save as file type’ box .pdf is selected and not Mac’s version.

Becky Valentine at

OR hard copies to: Army Families Federation, IDL 414, Ramillies Building, Floor 1,
Zone 7, Marlborough Lines, Monxton Road, Andover, Hampshire, SP11 8HJ
Fax: 01264 382327



mailto:directorpersonnel@aff.org.uk




ROLE DESCRIPTION
AFF TRUSTEE

The Army Families Federation (AFF) is a registered charity, formed in 1982 to provide
a two-way communications link between the Army and its families. AFF is the voice of
the Army family. It empowers, acts as an advocate and an expert witness to promote
a quality of life, which reflects the Armed Forces Covenant.

AFF is governed by a Board of Trustees, made up of Core and Branch Trustees, the
latter representing the interests of Cyprus and Germany branches. The Board is
governed by the Chair of Trustees, who oversees and directs the work of the Board.

The Trustees’ Role and Responsibilities

The role and responsibilities of AFF’s Trustees can broadly be grouped under 3 main
headings; to ensure compliance, a duty of prudence and a duty of care.

Ensure compliance
To ensure that the organisation complies with its governing document, charity law,
company law and any other relevant legislation or regulations
To ensure that the organisation pursues its objects as defined in its governing
document
Setting and maintaining vision, mission and values
Setting overall policy and developing strategy
Defining goals, setting targets and evaluating performance against agreed targets

Duty of prudence
To ensure that the charity remains solvent
To ensure that the organisation uses its resources wisely and exclusively in
pursuance of its objects (the charity must not spend money on activities which are
not included in its own objects, no matter how worthwhile or charitable those
activities are)

To protect and manage the property of the charity and to ensure the proper
investment of the charity's funds
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Duty of Care:
To safeguard the good name and values of the organisation
To ensure the effective and efficient administration of the organisation
Sourcing professional external help as necessary
Selecting and supporting the Chief Executive

Individual Trustees should use their personal skills, knowledge and experience to best
effect in helping the Board to achieve these overall role responsibilities and to reach
sound decisions.

In practice, much of the work of Trustees is conducted at the 3-4 meetings held each
year, albeit preparation in advance will be crucial. Between meetings, Trustees might
also be asked to contribute to individual projects.

Specific tasks for Trustees (individually or collectively) might therefore include:

Scrutinising board papers

Leading discussions

Focusing on key issues

Providing guidance on new initiatives

Other issues in which the trustee has special expertise

Person Specification
Trustees are obliged to:

Act in the best interests of the charity's beneficiaries

Act together as a group rather than as individuals

Set aside their personal interests

Take legal responsibility for the organisation

Exercise the duty of care that a prudent person of business would in looking after
the affairs of someone for whom they had responsibility

As such, what we seek for the Board is someone with:

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 and acceptance of the legal duties, responsibilities and liabilities of
trusteeship

Ability to work effectively as a member of a team

Nolan's seven principles of public life: selflessness, integrity, objectivity,
accountability, openness, honesty and leadership
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Terms and Conditions of the Post

Post: Cyprus Branch Trustee

Location: Home-based in Cyprus, with travel to meetings as
required (3-4 times a year, including some overnight
stays)

Reporting to: Chair of Trustees

Further Information

AFF Trustees are unpaid. However, accommodation and travel expenses will be paid;
there is a subsistence allowance for expenses incurred in the course of fulfilling the
duties of the post. Mileage claims will only be reimbursed where you have ticked the
expenses claim form to indicate that the vehicle you use is covered for business use
on your insurance policy.

The successful applicant must be prepared to travel to meetings as required (3-4
meetings per year), and wherever possible, be available to attend annual AFF
conferences and training events, usually held in London. This will involve overnight
stays.

AFF - Background Information for Applicants

History

The Army Families Federation (AFF) is the unique two-way communications link
between the British Army and its families. It was founded in the UK in 1982 as the
Federation of Army Wives Clubs, which later became the Federation of Army Wives
(FAW), and evolved Branches in Northern Ireland, Germany and Cyprus. In May 1996 it
was renamed the Army Families Federation, and became a worldwide organisation run
from Central Office in Upavon (now moved to Andover).

AFF is a registered charity and operates under a charter approved by the Charities
Commission. It is funded by a combination of public and non-public funding as well as
outside sponsorship raised for one-off events and projects. AFF represents all
members of a soldier’s family.

Purpose

AFF exists to voice the views of Army families to policy makers and also to aid the
communication of information from policy makers to families
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AFF has a remit to lobby for changes in policy where families’ views suggest that
improvements are appropriate

AFF monitors implementation of policy and highlights areas where systems might
need adjustment as well as aiming to advertise and spread best practice

AFF acts as a sign-posting organisation for families who need advice and
particularly those who prefer to seek help from a body independent of the chain of
command, as well as providing useful information for Army families through its
website and magazine, the Journal

Structure

AFF has Branches in Great Britain, Northern Ireland (founded in 1984), Germany (1989)
and Cyprus (1994). Each Branch has its own Director as well as administrative staff
working in the Branch Office. Great Britain, Northern Ireland, Germany and Cyprus
have a network of part-time staff (Co-ordinators) managed by the Deputy Director,
Team Leader or Regional Manager. Co-ordinators are a direct link to Army families in
the main garrison areas, representing the AFF at local level as well as directing issues,
concerns and views to the rest of AFF.

AFF employs six Specialists who cover key issues of concern to Army families:

Education and Childcare
Employment and Training
Foreign and Commonwealth
Health and Additional Needs
Housing

TA and Reserve Forces
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Army Families Federation, IDL 414,
Ramillies Building, Floor 1, Zone 7,
Marlborough Lines, Monxton Road, Andover,
Hampshire, SP11 8HJ

Tel: 01264 382324

Fax: 01264 382327

TRUSTEE APPLICATION FORM

Post applied for:

Name:
Address:

Email:
Daytime contact number: Mobile:

When could you start work for AFF as a Trustee?

Please give details of two referees who are able and willing to comment on your
suitability for the role. We will only approach your referees if you are shortlisted for the
Trustee position.

Referee 1 Referee 2

Name

Address

Phone number

Position/occupation

Relationship to yourself
(e.g. current employer,
course tutor)

Declaration: The information that | have given in this application form is correct to the best of my
knowledge.

Signed: Date:

Data protection: All information on this form will be treated in strictest confidence and used to process your
application for a Trustee position. If you are appointed, this application will form the basis of your personal file
and information on this form may be held on computer. If your application is unsuccessful, your details will be
kept for a period of one year and will then be destroyed.





Which of the following skills/experience could you bring to the Board?

Please indicate your experience in the following areas, with a tick in the relevant column.

Skills/experience

A lot of
experience

Some
experience

Minimal or no
experience

Human Resources

Financial/accounting

The Armed Forces

Legal

Business Management

Marketing/PR

Welfare support

Employment experience

fit available space.)

Please give brief details of any previous employment experience (full time, part time or
unpaid work) which you feel would help you in being an AFF Trustee. (Text will shrink to

Education, qualifications and training

Please give brief details of any education, qualifications and training which might assist
you in being an AFF Trustee. If you are a member of any professional bodies, please list
these too. (Text will shrink to fit available space.)






Person specification
The role description outlines some of the key skills we seek in a potential Trustee of AFF.

Please indicate against each of the following broad categories how you think your own skills
and experience (work and/or personal) would enable you to fulfill the role of a Trustee as
described in the role description. You may also want to enclose a CV with this application.
(Text will shrink to fit available space.)

Key skills Narrative

Commitment to the
principles of AFF

Communication

Teamwork

Professionalism

Strategic
perspective

Independent
judgement

Why do you wish to be a Trustee for AFF?

Please use this space to explain why you would like to become an AFF Trustee and, if
recruited, what you think you could add to the Board and what you hope to gain from it.
(Text will shrink to fit available space.)

When you have completed this application form, please see the bottom of the 'User
Instructions' (included within this PDF) for details on how and where to send it.
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WHAT DO TRUSTEES DO?

A note from the Chair of Trustees

Thank you for your interest in the Branch Trustee role. Included in this document is an outline
of ‘What Trustees Do’ taken from the NCVO website (National Council for Voluntary
Organisations), which | hope you will find useful.

In being a Branch Trustee, we don’t expect you to know a great deal about AFF in your area,
but rather to know about current Army life there, to believe in what AFF does and stands for
and to be generous with your time and support. We look to recruit onto the Board a range of
people who can bring specific skills and/or an awareness of issues affecting Army families.

The most important thing to realise is that the Trustees are the bosses; their responsibility is
to ensure that the charity is acting in accordance with its objectives and mission, that the
financial situation is secure and well-managed and that employees are properly managed and
meeting their targets. Being a Trustee is ‘eyes on and hands off’; in other words you have
oversight of the organisation but no involvement in the management or day-to-day running.

Being a Trustee is a voluntary role; it’s unpaid but all expenses (e.g. flights and
accommodation) are met by the charity. Trustees are required to attend 3-4 meetings a year
(most often at AFF Central Office or London) with (very) occasional reading and telephone
calls in-between times.

The Trustee role carries considerable responsibilities and liability. The responsibility is offset
through appropriate and timely reporting and information, ensuring that we are professional
and clear about our mission and objectives. The liability sounds scary but we are confident
that AFF’s policies and practices are sufficient to mitigate any risk and | can assure you that
we are (and are considered to be by others) a well-run, professional charity.

The advantages of being a Trustee are firstly supporting a charity that you believe in; it’s a
role that comes not only with responsibility but also with respect and status. Being a Trustee
is also good on your CV as it demonstrates high-level involvement in and commitment to an
organisation.

I will speak with shortlisted candidates to discuss the specific requirements of the Branch
Trustee post and to conduct an informal interview to determine your suitability for the role. In
the meantime, if you have any further questions please don’t hesitate to contact the Chief
Executive on 0044 (0)1264 382318.

Sincerely,

Rich Stephens
Chair of Trustees
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Taken from NCVO website -

What do Trustees do?
At its simplest, the role of a charity Trustee is to:

Receive assets from donors
Safeguard them
Apply them for a charitable purpose according to the wishes of the donor

A serious responsibility
In practice, trusteeship is a serious responsibility requiring you to take an active role
in the governance of the organisation.

Trustees:

Take the big decisions about the future

Ensure everything is legal and safe

Support the head of staff

Ensure the work of the charity is carried out
Ensure the Trustee Board is up-to-date and skilled

Fulfilling the role
Trustees are obliged to:

Act in the best interests of the charity's beneficiaries

Act together as a group rather than as individuals

Set aside their personal interests

Take legal responsibility for the organisation

Exercise the duty of care that a prudent person of business would in looking after
the affairs of someone for whom they had responsibility

The AFF Trustee job description will help to further clarify the role, and successful
applicants will be given a full induction once accepted onto the Board.

Keeping up-to-date
You will also need to keep up-to-date with regulation, charity law and, where
appropriate, company law and best practice recommendations.

The Statement of Recommended Practice (SORP) for accounting by charities is a
requirement.
Don't worry, though! The Board is not expected to be expert on everything. If it's

unsure about what to do, it should take appropriate professional advice. The
organisation should also have a programme of training and Board development.
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What is governance?

Governance is about leadership and ensuring that an organisation is effectively and
properly run. It is distinct from day-to-day management and operations delegated to
staff and volunteers.

Governance includes:

Creating a clear, shared vision

Formulating plans and policies to bring about the organisation's objectives
Maintaining a sense of urgency about the vision

Recruiting and supervising the Chief Executive

Ensuring compliance with policy and the law

Keeping within budget

Governance and delegation
Governance is not necessarily about doing; it is about ensuring things are done.

In a small organisation, it is almost inevitable that Board members will be involved not
only in making decisions and monitoring work, but in doing some or all of that work.
But as an organisation grows, the Board becomes less involved in its day-to-day
activities, delegating to staff responsibility for most tasks. Decision-making may also
be delegated to staff, on condition that all decisions are within policy frameworks
agreed by the Board.

In many organisations, this process of delegation can cause confusion. Where are the
boundaries between the responsibilities of Board members and those of the Chief
Executive and senior managers? Whose job is it to draw up the strategic plan and
budgets, decide what to say to the media when someone makes public allegations
against the organisation, and decide whether to dismiss an employee?

In fact, because each organisation is different, each organisation must decide for
itself.

Trustee liability: overview

This section takes you through risks and liabilities attached to being a Trustee. It
details the main legal and regulatory responsibilities. It also provides advice on how to
control and reduce risks from liabilities.

Very few Trustees who have acted honestly suffer financial loss as a result

The personal liabilities of a Trustee depend on the structure of the charity:

- There are some liabilities incurred by all charity Trustees

- There are some liabilities for Trustees in unincorporated associations or trusts
- There are some liabilities for Trustees in companies limited by guarantee

You should always seek advice before giving personal guarantees

You can take practical steps to reduce the risks of Trustee liability

Trustee personal liability insurance is available

The personal liability of Trustees does not start and finish with their term of office
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If you are worried about your liability for a particular decision, you can take steps
to lessen, but not completely remove, your liability

12 essential Trustee Board roles
This is a list of the twelve key Trustee Board roles and responsibilities.

Set and maintain vision, mission and values
Develop strategy

Establish and monitor policies

Set up employment procedures

Ensure compliance with governing document
Ensure accountability

Ensure compliance with the law

Maintain proper fiscal oversight

Select and support the Chief Executive

10 Respect the role of staff

11. Maintain effective Board performance

12. Promote the organisation

©CONoOAELNE
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