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The General Data Protection Regulation (GDPR)

GDPR is a Regulation which replaced the Data Protection Act 1998 (DPA) from 25 May 2018. Like the DPA, it is designed to provide safeguards for how personal data is collected, stored and used, and ensures that we have individuals’ consent where needed.

Many of GDPR’s main concepts and principles are much the same as the DPA,  so organisations who already had policies and procedures in place to comply with the DPA should review these and use them as the basis on which to build compliance with GDPR.

STEP 1

Organisations should start by considering what personal data they hold for what groups of people.

This may include
· Clients who seek advice
· Other service users

· Staff

· Volunteers (including trustees)

· Members (for membership organisations)
· Donors
STEP 2

Taking each group in turn, confirm
a) What personal data is held?

b) Why is the data held?

Under a) make a note of all the data held and under b) ask what function it serves for the organisation.

Example: 

Data Held: Brent Wise Advice Agency has a database for people who come to them for advice.  This includes name and contact details; date of birth and National Insurance Number, and details about the number of people in the household.

Why the data is held: The information is needed for us to check whether they are claiming all the welfare benefits they are entitled to; and to assist them to complete applications forms for benefits they are entitled to but are not yet claiming.
WITHOUT THIS INFORMATION, THE SERVICE COULD NOT BE PROVIDED

Example:

Data Held: Brent Wise Advice Agency employs 3 staff.  The data they keep are names, home addresses, Date of Birth and NI Number.

Why is the data held: The information is needed in order to calculate the salaries and tax and to pay the tax and NI to HMRC
WITHOUT THIS INFORMATION, THE STAFF COULD NOT BE PAID

In the first example, the organisation could not provide the advice service to the people needing the service without this data.

In the second example the organisation would not be able to calculate the tax and national insurance to deduct from their gross pay. 

WHERE AN AGENCY HAS A LEGITIMATE INTEREST IN HOLDING PESONAL DATA, THEY DO NOT NEED THAT PERSON’S CONSENT TO HOLD IT.
However, the data MUST ONLY BE USED FOR THAT LEGITIMATE PURPOSE.

STEP 3 

Now you need to consider how long you should keep data for each group.  The guideline for this, is again.

a) What data is going to be kept?

b) Why is the data being kept?

Under a) it is a good idea to check the data you have collected while you have been helping each individual.  If you have acquired information which was not essential in order to assist them, you should consider discarding it, or returning it to the person concerned. 

Under b) you need to ask why you need to keep the data.
Many agencies keep data for a period of 6 years.  This is because the person whose data is kept could (in theory at least) decide to take legal action against the agency.  This might, for example, be someone who believes they were given incorrect advice by your organisation and were financially disadvantaged as a result.  Perhaps an ex-member of staff may claim that they were dismissed unfairly and wish to seek compensation.
Such claims may be pursued through the Courts up to six years after the event that is the subject of the Claim.  If this happened, the advice agency would need to access the data in order to defend themselves against the Claim.  In most cases, after six years, such Claims can be defended under the Limitation Act 1980, which provides this time limit on Claims being submitted to the Court.
TRANSPARENCY AND FAIRNESS
The key element of GDPR is being transparent and providing accessible information to individuals about how you will use their personal data and how it is kept.  

This is best covered by a Privacy Notice, although other methods may be used to complement this and ensure understanding at all levels. 
A Privacy Notice should set out how data is kept, how it is used, and how people can access their data.
It is good practice to give this to all the people in all the groups when you first collect the data.

OPTIONAL DATA AND OPTIONAL USE

There may be some cases, where an organisation wishes to collect additional data which is not essential in order to provide the service.  This could, for example, be data about a service users’ health and wellbeing, so that they can measure whether the help they have given people makes them feel better.  

You may want to use some of the data you have a legitimate interest in holding in ways that go beyond the legitimate interest use.  For example, you may want to use the data for Case Studies to illustrate to potential funders the type of work you do, or to obtain publicity for your work.

WHERE YOU USE DATA IN THIS WAY OR COLLECT ADDITIONAL DATA IT IS ESSENTIAL THAT YOU OBTAIN THE WRITTEN CONSENT OF EACH INDIVIDUAL. 

If you think that you may want to collect additional data or to use essential data in other ways, you may want to ask people to consent to this when you collect their data.  If you decide to do this, is it advisable to ask the person again, on any occasion when you would like to share the data with an external person or organisation that does not have a legitimate interest in having it.  This would apply particularly, to the media, or if you want to use a Case Study, for example, in your Annual Report.
Attached to this note is an example of a Privacy Notice used by Advice4Renters for clients and the things that they are invited to give consent for if they wish. 
However, GDPR is new and we cannot guarantee that this Notice is a model.

GDPR has only just been enacted in England and Wales through the Data Protection Act 2018.

Guidance on GDPR and the Data Protection Act 2018 is being compiled on the Information Commissioner’s Office (ICO) website and we recommend that you seek answers to any queries about how your own organisation can comply with GDPR from the comprehensive information available on this site.

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/
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  Privacy notice – about your personal data 

                                                           (Personal data means information that identifies you)

The General Data Protection Regulation (GDPR) – in order to help you we have to store certain information about you. We keep your information on a secure online database, and we may also keep a paper file for you which is also kept securely.  Information is kept for at least six years before it is destroyed. You can ask to see what information we are holding about you at any time and you can ask us to correct anything that you believe is wrong.  Everything you tell us will be treated confidentially.  Sometimes we need to share information with others, for example, to sort out your housing benefit, to get your landlord to do repairs to your home or to ask someone you owe money to, to give you more time to pay.  We will always make sure that you agree to the action we propose to take before we contact anyone.

We may use some of the information to produce statistics, for example about how many people in a certain age band we have helped, but these will never be in a form that could identify you.

Sometimes our files have to be checked by external auditors, to make sure that we are acting properly and providing good advice.  These auditors are also bound by strict rules of confidentiality. 

Permission to act on your behalf

To assist you with your legal problem we may need your authority to act on your behalf in order to progress your case.  Without your written consent many third parties will not talk to us.  Please sign two copies of an authority letter.  We will only use these letters when you have agreed the action we will take to try to resolve your problems.

Evaluation/Media

We receive funding for our services from a range of bodies such as charitable trusts and foundations.  Sometimes they like to find out what you think about the service we provided to you and how this has impacted on your life. The information might be passed to an external organisation to evaluate our work.  We are also approached by the media who like to talk to people we have helped.  Publicising the work we do in this way means that we can help more people like you.

Keeping you informed about other activities
We produce a newsletter which we email to people to tell them about our activities and other things of interest. We sometimes hold events or campaigns and invite people to participate.

	I am willing to talk to the media about my situation (optional)
	(YES    (NO

	I give my permission for my details to be passed to organisations who may contact me for evaluation purposes (optional)
	(YES    (NO

	I would like to be to subscribe to A4R newsletter (optional)
	(YES    (NO

	You may contact me if you think I could benefit from further services that you provide (optional)
	(YES    (NO

	I would like to be invited to events or take part in campaigns (optional)
	(YES    (NO

	Signature


	Print Name
	Date


Difference Between Vision and Mission Statements: 25 Examples
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Britt Skrabanek  |  August 30, 2017     https://www.clearvoice.com/blog/difference-between-mission-vision-statement-examples/

Definition of vision and mission: A vision statement focuses on tomorrow and what an organization wants to ultimately become. A mission statement focuses on today and what an organization does to achieve it. Both are vital in directing goals.
Mission, vision, values. We’ve heard this trio rattled off countless times, rapid-fire like they’re one catchy phrase — when, in fact, they are three very distinct concepts for organizations.

The lines especially get blurred with vision and mission statements. But when it comes to the drive and direction of your company today and tomorrow, you don’t want to have trouble seeing when you’re behind the wheel. And, the same rings true for your content marketing.

So, we’re breaking down the difference between a vision and mission statement — and rounding up stellar examples from top brands — to help you better understand and define your company’s essence with confidence.

What is the difference between a vision and a mission?

The vision statement focuses on tomorrow and what the organization wants to become. The mission statement focuses on today and what the organization does. While companies commonly use mission and vision statements interchangeably, it’s important to have both. One doesn’t work without the other, because having purpose and meaning are critical for any business.

What is a mission statement?

Your mission statement drives the company. It is what you do/the core of the business, and from it come the objectives and finally, what it takes to reach those objectives. It also shapes your company’s culture.

[image: image4.png]


Mission statement questions look like:

· What do we do?
· Whom do we serve?

· How do we serve them?

This trickle-down effect of a mission statement confirms its value at any company. Just by its definition, you can quickly see how a solid mission motivates a team to advance toward a common goal, because they started at the same place and they are working together to reach the same end-goal.

On the other hand, a weak mission — or no mission at all — can have the opposite effect. Picture this: silos, miscommunications, flailing, feeling unmotivated. And, imagine what that does to a company. Scary, right?

For content marketers
Your content strategy supports the company’s mission statement — think of it as the HOW of what you do. This helps you stay on track, true to your brand and true to your goals. Every piece of content you create should be rooted in your mission statement, from the tone of voice to the call-to-action.

What is a vision statement?

Your vision statement gives the company direction. It is the future of the business, which then provides the purpose.

The vision statement is about what you want to become. It’s aspirational.

[image: image5.png]


Vision statement questions look like:

· What are our hopes and dreams?

· What problem are we solving for the greater good?

· Who and what are we inspiring to change?

The vision statement promotes growth, both internally and externally. A strong vision helps teams focus on what matters the most for their company. It also invites innovation. A purpose-driven company envisions success as a whole, because they know what success means for their company.

On the flip side, a lack of vision is a road to nowhere for a business. Imagine this: stagnation, outdated processes, moving without purpose, feeling uninspired. Can a company even survive without a clear vision? You know the answer to that one.

For content marketers

The content vision supports the company’s vision statement — this is the WHY of what you do. This helps you stay forward-thinking, true to your beliefs and true to your purpose. Every piece of content you dream up should fly high with your vision statement, from the inception of an ebook to the lofty blog traffic milestone.

Your mission statement focuses on today; your vision statement focuses on tomorrow. @BrittSkrabanekCLICK TO TWEET
Brands that get it: 25 examples of vision and mission statements

So, what do great vision and mission statements look like? Here are 25 companies that get them right. And, they have the customer loyalty to prove it.
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Company: Tesla
Mission: To accelerate the world’s transition to sustainable energy.
Vision: To create the most compelling car company of the 21st century by driving the world’s transition to electric vehicles.
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Company: Amazon
Mission: We strive to offer our customers the lowest possible prices, the best available selection, and the utmost convenience.
Vision: To be Earth’s most customer-centric company, where customers can find and discover anything they might want to buy online.
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Company: Patagonia
Mission: Build the best product, cause no unnecessary harm, use business to inspire and implement solutions to the environmental crisis.
Vision: A love of wild and beautiful places demands participation in the fight to save them, and to help reverse the steep decline in the overall environmental health of our planet.
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Company: TED
Mission: Spread ideas.
Vision: We believe passionately in the power of ideas to change attitudes, lives and, ultimately, the world.
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Company: LinkedIn
Mission: To connect the world’s professionals to make them more productive and successful.
Vision: To create economic opportunity for every member of the global workforce.



[image: image11.png]


Company: Google
Mission:  To organize the world’s information and make it universally accessible and useful.
Vision: To provide access to the world’s information in one click.
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Company: Uber
Mission: Transportation as reliable as running water, everywhere for everyone.
Vision: Smarter transportation with fewer cars and greater access. Transportation that’s safer, cheaper, and more reliable; transportation that creates more job opportunities and higher incomes for drivers.
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Company: AirBnB
Mission: Belong anywhere.
Vision: Tapping into the universal human yearning to belong — the desire to feel welcomed, respected, and appreciated for who you are, no matter where you might be.




Company: Intel
Mission: Utilize the power of Moore’s Law to bring smart, connected devices to every person on earth.
Vision: If it is smart and connected, it is best with Intel.




Company: Ferrari
Mission: We build cars, symbols of Italian excellence the world over, and we do so to win on both road and track. Unique creations that fuel the Prancing Horse legend and generate a “World of Dreams and Emotions”.
Vision: Ferrari, Italian Excellence that makes the world dream.




Company: GoDaddy
Mission: We are here to help our customers kick ass. We do that by living our strategy and ruthlessly prioritizing our work to create simple elegant technology that delights our customers – all while delivering service that is second to none. Every single day, we join forces across teams and groups to break down barriers, build new markets and stare down the impossible until the impossible blinks.
Vision: We will radically shift the global economy toward small business by empowering people to easily start, confidently grow and successfully run their own ventures.
Source (30/07/18):     https://www.clearvoice.com/blog/difference-between-mission-vision-statement-examples/





Our Mission 

To build cohesive communities and transform lives

Our Vision

Social inclusion of all

About Ashford Place

 We are a community charity in Cricklewood supporting vulnerable and isolated people. Founded in 1983, our focus is to improve and sustain a positive lifestyle through the provision of client centred support services as well as supporting local communities to develop as places of inclusion and growth. We are a community organisation passionate about social justice and opportunities for everyone to achieve their potential. We provide services and help to the homeless, elderly, and vulnerable. Our clients may have differing needs but they all share a common trait of feeling and being isolated.

Through targeted programmes, we help our clients, stakeholders, and communities to identify and channel their potential to achieve their ambitions. Ashford Place operates a communitycentred approach to ending social isolation and homelessness. By acting as a catalyst between community stakeholders, and by making use ot the collective capacity and capability within our community, we achieve lasting change with long-term benefits to the individual, community, and society at large.

Source:

https://www.ashfordplace.org.uk/sites/default/files/uploads/Annual_Report_A4_preview3.pdf  

Introduction to the Citizens Advice service

We help people find a way forward

Citizens Advice provides free, confidential and independent advice to help people overcome their problems.

We are a voice for our clients and consumers on the issues that matter to them.

We value diversity, champion equality and challenge discrimination.

We're here for everyone.

Source:  https://www.citizensadvice.org
BCAN Meeting   EXAMPLE

7pm Monday 30th July 2018

Board Room Advice Centre

	Present:
	

	Mary Carter (Consultant)
	Valeria Martucci (Volunteer)

	Denise Dodd (BAM digi)
	Katherine Wilkinson (Coordinator & notetaker)

	Jacky Peacock (Chair, project lead)
	


	1.
	Welcome & apologies
	Actions

	1.1
	Chair welcomed everyone to the meeting, apologies were received from  Tiziana Falco.
	-

	
	
	

	2.
	Notes from the previous BCAN meeting.
	

	2.1
	The notes from previous meeting held 30th June were confirmed as accurate.
	-

	
	
	

	3.
	Any matters arising from the previous meeting?
	

	3.1
	Quote for venue, needs to be chased again.
	KW

	
	
	

	4.
	Report from Chair
	

	4.1
	The Chair circulated the report in advance of the meeting. Everyone congratulated her for her detailed report.
	-

	
	
	

	5.
	Report from Consultant
	

	5.1
	The consultant circulated the report in advance of the meeting and provided some additional feedback received that day. Everyone congratulated her on the progress made so far with development plans.
	-

	
	
	

	6.
	Report from Coordinator
	

	6.1
	The coordinator circulated the report in advance and then provided some additional information at the meeting.

Everyone congratulated her for recruiting more members than last month.
	-

	
	
	

	7.
	Report from BAM Digi Trainer
	

	7.1
	In addition to the report, there were some good pictures taken at training and should be used for the website.  Please forward to KW & VM.
	DD

	
	
	

	8.
	Budget & Planning
	

	
	Budget & Planning documents were tabled. The Chair explained the figures and took questions.

It was suggested that more information is provided at next meeting on publicity costs to include printing & postage.
	JP

	
	
	

	9.
	Any other business?
	

	
	None, meeting closed at 8pm
	

	
	
	

	10.
	Date of next meeting?   30th September 2018 at 7pm
	


Our Mission
is to support the resettlement and reintegration of offenders back into the community, thereby improving their life chances and future prospects. Through information, advice and guidance, PLIAS Resettlement provides the tools needed to succeed after a criminal conviction.

Our Objectives
· Reducing the risks of re-offending

· Supporting ex-offender community resettlement

· Increasing opportunities for employment

· Education and training for unemployed ex-prisoners

· Diverting young people from offending behaviour

Source:  https://www.pliasresettlement.co.uk/
Extract from Charity Commission guidance on Charities and Meetings 
https://www.gov.uk/government/publications/charities-and-meetings-cc48/charities-and-meetings
Although the guidance is written for registered charities, it is important for all not-for-profit organisations to keep a record of important meetings of the Management Committee and other meetings where decisions are made that must be followed through.

Minutes 
The taking and keeping of minutes of some types of meeting can be required by either company law or the governing document of the charity. It is important to check whether any requirements about minute taking apply to your charity. Whatever may be the legal requirements, the commission recommend that accurate minutes are kept of all meetings. The minutes do not need to be a word-for-word record, but need to record information that is important to the charity. It recommends that each set of minutes gives:

· the name of the charity

· the type of meeting

· the date and time the meeting was held

· apologies for absence, and

· the names of those present, including:

· in what capacity they attended eg trustee, adviser, etc, and

· for what items on the agenda

Ideally, the minutes of any meeting should be taken by someone not directly involved in the meeting, for example the secretary to the trustees rather than one of the trustees themselves. This is because it is usually difficult to take adequate notes and actively participate at the same time. However, sometimes the secretary will not be able to take the minutes, due to absence or some other reason. Equally, many smaller charities do not have staff or willing volunteers to take on this task. Where one of the trustees is to take the minutes, this person should be clearly nominated before the meeting starts (in some cases one of the trustees will also have the role of honorary secretary, in which case the task should fall naturally to them). Where a trustee is taking the minutes that person should ensure that they are able also to contribute actively to any discussion.

It should be noted that the formal minutes, once approved and signed as an accurate record by the chairman, form the only legal record of the business of the meeting. Clearly trustees can take notes of meeting for their own purposes; these should not however be used as an afterthought to the official minutes. It is important that, if a trustee is unable to agree that the draft minutes are an accurate record of the meeting, then he or she should draw the matter to the attention of the chairman before they are approved and signed. It is for this reason that copies of the draft minutes should be sent to every trustee that attended the meeting to ensure they have the opportunity to comment. If after discussion the trustee is still unable to agree then his or her dissension should be formally noted and recorded as a postcript to the minutes before they are signed.

It is normal practice to record the name of the Chair.

The approval of, and any changes made to, minutes of a previous meeting must be recorded, together with matters arising from the previous minutes which are not dealt with as a separate item of business.

The minutes usually record:

· the precise wording of any resolution together with the name of the proposer and (optionally) the seconder of the motion,

· a summary of the discussion on each item of business,

· information upon which the decision was based,

· details of the decision, ie who voted and how and, in the event of an equality of votes, if the Chair used a casting vote,

· the action required,

· the names of the people who are responsible for implementing the decision, and

· the date, time and venue of the next meeting

It is usual for the names of people attending a general meeting to be recorded by their signing a register at the door which is then attached to the minutes as a record of those present.

The commission advise that minutes are drafted as soon as possible after the meeting and circulated promptly. This is particularly important for the minutes of trustees’ meetings in order to avoid delays in implementing decisions.

As the minutes are the charity’s record of decisions it is important that they are accurate and stored properly. They may need to be used to support decisions approved at meetings and to show approval and adoption of the audited accounts. The minutes of all meetings, particularly trustees’ meetings, need to be kept during the existence of the charity.

Retention of documents after dissolution will depend upon differing circumstances. There is no central body which keeps the records of dissolved charities. A local library or the County or other local Records Office may be willing to store them. The last Secretary to the charity trustees may keep them. The charity’s solicitor or accountant might keep the records after dissolution, or another charity working in a similar field may agree to the safekeeping of the remaining documents. The accounting records of the charity must be retained for a minimum of six years unless the commission consent to their disposal (s.131 of the 2011 Act); it recommends that other important records of the charity are retained for a similar period. Charitable companies will also have to comply with the relevant requirements of the Companies Act.

A minute book needs to be used to keep a copy of all the original minutes as signed by the Chair of the meeting. Minute books are usually bound volumes, or loose leaf, as established by the charity’s tradition. The minutes and any supporting documentation should be numbered to ensure that any lost or missing pages can be identified. The Secretary or person responsible for minute taking is advised to keep the minute book in a safe and secure place. The commission recommend that if a loose-leaf format is used, the pages are consecutively numbered and individually signed by the Chair to aid in the identification of missing pages. The final copy of the minutes is the signed set of minutes held in the charity’s minute book.

A charitable company is permitted to retain its statutory books on computer. Copies of minutes can be stored on a computer.

The minutes of trustees’ meetings must be made available to all charity trustees and where necessary, to appropriate professional advisers (eg auditors). Minutes of trustees’ meetings are not open documents and do not have to be made available for public inspection, unless the charity’s governing document requires this. The minutes of a general meeting are usually made available to members (in the case of a charitable company they have to be) but do not have to be made available for public inspection unless the charity’s governing document requires this.

Extract from Charity Commission guidance on Charities and Meetings 
https://www.gov.uk/government/publications/charities-and-meetings-cc48/charities-and-meetings
Although the guidance is written for registered charities, it is important for all not-for-profit organisations to keep a record of important meetings of the Management Committee and other meetings where decisions are made that must be followed through.

Minutes 
The taking and keeping of minutes of some types of meeting can be required by either company law or the governing document of the charity. It is important to check whether any requirements about minute taking apply to your charity. Whatever may be the legal requirements, the commission recommend that accurate minutes are kept of all meetings. The minutes do not need to be a word-for-word record, but need to record information that is important to the charity. It recommends that each set of minutes gives:

· the name of the charity

· the type of meeting

· the date and time the meeting was held

· apologies for absence, and

· the names of those present, including:

· in what capacity they attended eg trustee, adviser, etc, and

· for what items on the agenda

Ideally, the minutes of any meeting should be taken by someone not directly involved in the meeting, for example the secretary to the trustees rather than one of the trustees themselves. This is because it is usually difficult to take adequate notes and actively participate at the same time. However, sometimes the secretary will not be able to take the minutes, due to absence or some other reason. Equally, many smaller charities do not have staff or willing volunteers to take on this task. Where one of the trustees is to take the minutes, this person should be clearly nominated before the meeting starts (in some cases one of the trustees will also have the role of honorary secretary, in which case the task should fall naturally to them). Where a trustee is taking the minutes that person should ensure that they are able also to contribute actively to any discussion.

It should be noted that the formal minutes, once approved and signed as an accurate record by the chairman, form the only legal record of the business of the meeting. Clearly trustees can take notes of meeting for their own purposes; these should not however be used as an afterthought to the official minutes. It is important that, if a trustee is unable to agree that the draft minutes are an accurate record of the meeting, then he or she should draw the matter to the attention of the chairman before they are approved and signed. It is for this reason that copies of the draft minutes should be sent to every trustee that attended the meeting to ensure they have the opportunity to comment. If after discussion the trustee is still unable to agree then his or her dissension should be formally noted and recorded as a postcript to the minutes before they are signed.

It is normal practice to record the name of the Chair.

The approval of, and any changes made to, minutes of a previous meeting must be recorded, together with matters arising from the previous minutes which are not dealt with as a separate item of business.

The minutes usually record:

· the precise wording of any resolution together with the name of the proposer and (optionally) the seconder of the motion,

· a summary of the discussion on each item of business,

· information upon which the decision was based,

· details of the decision, ie who voted and how and, in the event of an equality of votes, if the Chair used a casting vote,

· the action required,

· the names of the people who are responsible for implementing the decision, and

· the date, time and venue of the next meeting

It is usual for the names of people attending a general meeting to be recorded by their signing a register at the door which is then attached to the minutes as a record of those present.

The commission advise that minutes are drafted as soon as possible after the meeting and circulated promptly. This is particularly important for the minutes of trustees’ meetings in order to avoid delays in implementing decisions.

As the minutes are the charity’s record of decisions it is important that they are accurate and stored properly. They may need to be used to support decisions approved at meetings and to show approval and adoption of the audited accounts. The minutes of all meetings, particularly trustees’ meetings, need to be kept during the existence of the charity.

Retention of documents after dissolution will depend upon differing circumstances. There is no central body which keeps the records of dissolved charities. A local library or the County or other local Records Office may be willing to store them. The last Secretary to the charity trustees may keep them. The charity’s solicitor or accountant might keep the records after dissolution, or another charity working in a similar field may agree to the safekeeping of the remaining documents. The accounting records of the charity must be retained for a minimum of six years unless the commission consent to their disposal (s.131 of the 2011 Act); it recommends that other important records of the charity are retained for a similar period. Charitable companies will also have to comply with the relevant requirements of the Companies Act.

A minute book needs to be used to keep a copy of all the original minutes as signed by the Chair of the meeting. Minute books are usually bound volumes, or loose leaf, as established by the charity’s tradition. The minutes and any supporting documentation should be numbered to ensure that any lost or missing pages can be identified. The Secretary or person responsible for minute taking is advised to keep the minute book in a safe and secure place. The commission recommend that if a loose-leaf format is used, the pages are consecutively numbered and individually signed by the Chair to aid in the identification of missing pages. The final copy of the minutes is the signed set of minutes held in the charity’s minute book.

A charitable company is permitted to retain its statutory books on computer. Copies of minutes can be stored on a computer.

The minutes of trustees’ meetings must be made available to all charity trustees and where necessary, to appropriate professional advisers (eg auditors). Minutes of trustees’ meetings are not open documents and do not have to be made available for public inspection, unless the charity’s governing document requires this. The minutes of a general meeting are usually made available to members (in the case of a charitable company they have to be) but do not have to be made available for public inspection unless the charity’s governing document requires this.
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