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Introduction

Funding from the Lottery for Lived Experience 
Leadership projects enabled Inclusion North to  
develop ‘Bringing change to the Board!’.  The 
aim of this was to:

Build the confidence, skills and knowledge of 
people with lived experience to be Directors or 
Trustees of organisations.

Strengthen organisations through this diversity.

Inspire others to bring this change 

We hope that by sharing information from the 
project that we can support and encourage more 
organisations to see the value of having people 
with lived experience on their Boards.

This is the first of three booklets produced as 
part of the ‘Bringing Change to the Board’ 
course. This ran Nov 2020 -Feb 2021. 

In the workbooks you will find some of the key 
themes, resources and exercises from the 
training course to use for:
• Reflection
• Discussion
• Planning 
• Making the Change! 

We hope you find the workbooks useful.
Becki, Dawn & Kirsty
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Inclusive Governance

An inclusive Board is one that can make decisions 
with the confidence that they are the right decisions, 
because they are based on everyone having their 
say, and no one being left out.

“It’s important for people with learning disabilities to 
be on Boards because we all have a right to be 
equal and to have a voice” 

Lisa Kelly, Director & Co-Chair, Your Voice Counts

“Go for it.  Make sure people are included and 
thought about at every level not just in involvement 
groups. If documents and meetings are accessible 
and people are supported, there is nothing that an 
inclusive Board can’t do.”

Stewart Chappell, Director & Co-Chair, Inclusion 
North

“I have learnt how to become a Director, how 
companies work and what is involved like 
safeguarding and all of the documents needed.

Shaun Ridley, Director, Bridge Creative
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Inclusive Governance 

We have pulled together a list of some of the main 
things you are likely to need if there is to be inclusive 
governance in your organisation. 

Use this checklist as a starting point to see where the 
organisation is at. Help the Board think about what 
they need to do next. Add to the list as you develop 
your practice.

• More than 1 person with lived experience on the 
Board as a Trustee/Director.

• Access audit to check what needs to be in place for 
Trustee/Director to fully participate on the Board.

• Think about what resources might be needed to 
support inclusive governance (e.g., money, staff, 
equipment, time, opportunity to gain experience 
etc). 

• Board meeting dates set for the year and shared in 
good time.

• Accessible agendas, board papers, minutes etc. 
(e.g., easy read, film, audio recording). 

• Governing document (e.g., Memorandum of 
articles, Articles of Association etc.) made more 
accessible.
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• Accessible Trustee/Director role descriptions and 
recruitment documents/process.

• Policies and procedures Trustees/Directors need to 
know about identified and made accessible.

• Profiles of Board Trustees/Directors on 
organisation website.

• Induction process for new Trustees/Directors.

• Training plan for Trustees/Directors and for the 
Board as a whole.

• Handbook for Trustees/Directors explaining more 
about their role and responsibilities. Giving 
important information about the organisation.

• Contact information given to Trustees/Directors for 
key people within the organisation. 

• Support provided as required to 

Trustees/Directors. For example, to prepare for 

Board meetings, prompts/reminders during Board 

meetings, follow up on actions from Board 

meetings.
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Inclusive Governance

• Process for reviewing how well the Board is working 

and how Trustees/Directors are finding their roles 

(e.g., annual appraisal, 1:1 reviews etc.).

• Directors or Trustees have opportunities to:

Relax and take time to get to know one 

another. Make connections informally.

Link up with the wider organisation (staff, 

members, partner organisations etc.)
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Session 1 – Getting Started 

Working Together Agreement:

We thought about what we needed to do to get the 
best out of these sessions for everyone while working 
online.

• Use the mute button 

• Use the hand icon or the traffic light cards if you 
want to say something or ask a question

• Mobile phones off (or on silent)

• Confidentiality

• Respect each other 

• Speak one at a time

Think about how you are going to use the 
workbooks.  What will help you work well if 
using the workbooks with others?
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Session 1 – Getting Started

Traffic Cards:
These can be used to help manage meetings.

These cards are available on Inclusion North’s website.
You could create your own or use the on line computer 

‘reaction’ options 

Red Card Amber Card Green Card

Please stop I need some 
help

I am OK

I do not 
understand

I have a 
question

It is OK to 
continue

I need a break Could you say 
that again 

All good

Jargon Buster:

We created a Jargon Buster to help understand some of the 
words you might come across as a Director or Trustee. You 
can find this on the Inclusion North website.

Think about starting to create your own Jargon Buster as 
you go through the sessions.
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Session 1 – Getting Started

This is what the workbooks will cover…
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Own Training goals: 

As a Director or Trustee

• What are your strengths?

• What would you like to be better at?

• What would you like to know more about?

Use the form on the next page to record this 



Session 1 – Getting Started 
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As a Director or Trustee…

What are your 
strengths?

What would you 
like to get better 
at?

What would you 
like to know more 
about?



Session 1 – Getting Started

Support:

If you feel nervous at any point, say these words in your 
head:
This is me
I am here
I am fine

Speak to someone if you need support to work through 
any of the tasks or information.

Human Rights and Equality is the basis for 
all practice:

• Where everyone is treated equally, no discrimination

• Unique skills and ideas are recognised and appreciated

• Support and encouragement is given to succeed

Watch this short film on Human Rights:

https://bit.ly/3y5PxHE

More information can be found at The British Institute of

Human Rights https://www.bihr.org.uk/

Equality Act 2010

http://bit.ly/EqualityActEasyread 13
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Session 1 – Getting Started

Organisation Research:
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Research Information

What date was your 
organisation set up?

What type of organisation are 
you part of? 
E.g. Charity, Community 
Interest Company, Social 
Enterprise etc.

Who set your organisation 
up?

What is the aim of your 
organisation – what does it 
do?

Where does the organisation 
get funding from?

Where or who makes the  
decisions in your 
organisation?

Where would you find out the 
rules about the organisation? 
E.g. Governing document, 
policies & procedures etc.



Elevator Pitch
Image: Saxons Blog 2016, Saxons IT Solutions
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As a Director or Trustee it is important to you can talk about your 
organisation.  What is it you do, why and who benefits?

Using the ‘Elevator Pitch’ approach, your aim is to influence a funder to 
invest in your organisation. You have only 60 seconds to do this!

Things to think about-

• Be friendly 

• Introduce yourself – briefly, no more than 10 seconds

• Say what your organisation does, what the benefits of this are, no 
more than 20 seconds

• Say why you think investment is needed, no more than 20 seconds

• Ask! What do you want your funder to do or agree to before the lift 
‘pings’, no more than 10 seconds

Fact Finder! 

Find out something fun or interesting about your 

organisation.  For example, how many followers it has on 
Twitter, if it has been known by a different name or had 
another Logo etc. 

Session 1 - Getting Started

Promote your organisation



Take a look at the National Council for Voluntary Organisations 
(NCVO) Booklets:

What is a Charity?

What is a Charity Trustee?

What Charity Trustees must do?

How Trustees look after the Charity?

https://www.ncvo.org.uk/accessible-guides
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Session 1 – Getting Started 

Resources:

https://www.ncvo.org.uk/accessible-guides


Session 1 - Introduction
Evaluation:
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It is important to understand how things are going while 
working through the workbooks. You can use the evaluation 
forms at the end of each section to reflect on your learning.

There is a personal learning journey on the next page. 
Please complete this at the start and again at the end of 
your learning. It will help you to know how you feel and 
what you know as a Director or Trustee.  

As a Director or Trustee you are likely to be involved in 
evaluating the work of your organisation at some point too. 
We will look at this more later in the workbooks.



Session 1 – introduction

Personal Learning Journey 

How do you feel about each of the following 
statements…
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I understand what being a   
Director or Trustee in my 
organisation involves?

I understand what my legal 
responsibilities are as a Director or 
Trustee?

I am confident to share my views 
with the Board and make decisions?

I am able to work as part of a team 
and contribute to Board meetings?

I know what the aim of my 
organisation is and the rules we use 
to help us achieve this?

I know where to get the support, 
information or advice I may need as 
a Director or Trustee?



Head – one thing I have learned from 
session 1 

Bin – one thing I did not like about session 1

Carrier bag – one thing I will take away 
from session 1

Heart – one thing I have felt about 
session1 
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What questions do you have?
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Session 2 – Understanding the Board
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What do we mean by ‘Governance’?

1. Organisations have a governing body, usually 
known as The Board. The Board may also be known 
as a Management Committee, Council, Executive 
committee etc.

2. People on The Board can be known as Trustees, 
Directors, Members etc.

3. Together they are legally responsible for the 
organisation's governance – the way an organisation 
makes sure it does what it is meant to be doing. How 
and who has responsibility for overseeing this. 

4. The Board uses a governing document. 
Depending on how the organisation was set up it may 
be known as Memorandum and Articles, Articles of 
Association, Company Rules, Constitution etc. This is a 
legal document; it tells the Board what the 
organisation’s rules are.

5. The Board has to report to either The Charity 
Commission or Companies House each year. More 
information about this on the following pages.



Session 2
Understanding the Board
The Charity Commission

• Regulates and registers charities in England and Wales.

• Gives trustees information and guidance on how they 
should meet their legal duties and responsibilities

• Has an online register of charities. This gives full details 
about the charity, its trustees, finances and any action the 
Commission has taken against the charity.

• Charities send in an annual report, return and accounts. 
Someone else can prepare these but trustees are 
responsible for getting the right information to the 
Commission on time.

• Any serious problems within the Charity should be 
reported to the Commission.  They use this report to make 
sure you are taking the right actions.

• Trustees need to know when they have to ask permission
of the Commission. For example, if changing the 
organisations Governing Document
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Session 2
Understanding The Board
Companies House

• Is where Companies in the United Kingdom are registered

• Offers information and guidance for starting, running 
and closing a company

• Has an online register of Companies with some basic 
information, like when it was set up and its address 

• Companies send in Annual Accounts and a  
Confirmation Statement (previously known as the 
annual return) showing who the Directors are, where the 
registered office is and where records are kept. 

• You need to inform Companies House of changes within 
your organisation. For example changes to directors details, 
office address, governing document
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Session 2  - Understanding the Board

Thinking again about Governance…

We understand Governance to mean - The way an 
organisation makes sure it does what it is meant to be 
doing. How and who has responsibility for overseeing this.  

Board Directors or Trustees are legally responsible for the 
governance of an organisation. 

The Board will use the governing document to help with 
this. It is the legal document used to set up the 
organisation. It tells you what the organisation’s rules are.

The governing document will include things like:

• The organisation’s aims and objectives – what they want 
to do and how.

• Who will benefit from the work of the organisation

• Governance arrangements – who and how the Board will 
work

• Financial information (e.g., rules about reserves, this is 
money an organisation keeps safe)

• How changes can be made to the governing document

• What to do if the organisation was to end/close
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Good Governance involves:

• Being open and honest
Accountable, doing what is expected
Meeting legal requirements 
Building trust with funders, other organisations etc.
Treating staff fairly

• Leadership:
Clear about the organisation’s aims
Reputation of the organisation is upheld and promoted to 
others
All understand the duties of a Director or Trustee
Ready to take action or respond when needed

• Having a Board that works well:
Clear decision-making process
Board meetings well organised
Roles and responsibilities on the Board outlined
Inclusive – everyone able to take part

• Clear plans and procedures:
Budgets, Policies & Procedures, Evaluations in place
Plan for how organisation will do what it has set out to do

Session 2 – Understanding the Board 
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Session 2 – Understanding the Board

The Legal duties of a Charity Trustee, under 

Charity Law, can be found in The National Council for 
Voluntary Organisations (NCVO) easy read guide – The 
Duties of a Charity Trustee
http://bit.ly/NCVOeasyread

or 

Government document – The Essential Trustee
http://bit.ly/Theessentialtrustee

The Legal duties of a Company Director, under 

Companies Act 2006, are:

1. To act within powers
2. Promote the success of the company
3. Exercise independent judgement
4. Exercise reasonable care, skill and diligence
5. Avoid conflicts of interest
6. Not accept benefits from third parties
7. Declare interests in proposed transactions or 

arrangements

We have explained more about these on the next pages.
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Session 2 – Understanding the Board

Legal duties of a Company Director

Act within your powers - only do what you are allowed to 
do as a Director:

• Follow what the law says and the company’s Governing 
Document. These are written rules about running the 
company. 

• The law sets out what powers you have in your role as a 
Director. For example, to make sure your organisation is 
doing the work it says it will do in its governing document.

2. Promote the success of the company - You must act in 
the company’s best interests to make it successful. You need to 
think about:

• Make good choices and do what is best for your organisation

• Make good decisions and always think about the long term 
effects and consequences

• Make sure to have good relationships with suppliers, 
customers and others 

• Think about the impact in the community and on the 
environment

• The company’s reputation, share and celebrate the 
successes.

• The need to act fairly to all members of the company
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Session 2 – Understanding the Board

Legal duties of a Company Director

3. Exercise independent judgement - This means to think 
for yourself and not let other people influence you.

• You must not allow other people to control your powers as a 
director. 

• You can accept advice, but you must use your own 
independent judgement to make final decisions.

4. Exercise reasonable care, skill and diligence - This 
means to always be careful and use your skills and knowledge  
to help in your role as a Director.

• Always do the best you can. 

• You should use any relevant knowledge, skills or experience 
you have.  For example, if you have lived experience use this 
to inform the organisations practices.

5. Avoid Conflicts of Interest - This means if something will 
affect your decisions and thinking as a Director you must tell the 
Board and follow any process set out in the company’s 
governing document.

You must avoid situations where your personal interests do not 
match your professional interests. For example, if a member of 
your family was applying to work in the organisation, you should 
not be part of the selection process.
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Session 2 – Understanding the Board

6. Not accept benefits from third parties - This means not 
accepting money, gifts or any other benefits from someone 
because you are a Director.

• You must not accept these as they could cause a conflict of 
interest or make you less able to exercise independent 
judgement.

7. Declare interests in proposed transactions or 
arrangements - This means you must be open and honest if 
you will benefit from something the company does.

• You must tell the other directors and members if you might 
personally benefit from a transaction the company makes.  
For example, if the company plans to enter a contract with a 
business owned by a member of your family.
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Session 2 – Understanding the Board 
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Liability/Liable: means having a legal responsibility for 
something. 

Trustees, Directors or organisations can be held liable if things 
are not done properly. For example, a member of staff may 
make a claim if the terms of their employment contract are 
broken. 

If the organisation is set up as incorporated, it is the 
organisation which is liable, not individual trustees or directors.

If the organisation is set up as unincorporated, it is  
individual directors or trustees who are liable.

It is important to know that if you have acted honestly and 
reasonably, done your best to undertake your duties, the risk of 
being held liable will be low. 

Action:
• Speak with someone in your organisation about the 

duties you have as a Trustee or Director. 
• Find out if your organisation is incorporated or 

unincorporated.



Session 2 – Understanding the Board

Roles on the Board:

Hear from Stewart Chappell, Director and Co-
Chair on the Board at Inclusion North

https://bit.ly/3dnoYpk

Watch Lisa Kelly, Director and Co-Chair at Your 
Voice Counts, promoting their ‘Cooking with 
Confidence’ Campaign.

https://bit.ly/2U4IAIh

Action:

• Why do you want to be a Director or 
Trustee?

• What do you see as the benefits of this role?
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Session 2 – Understanding the Board

The roles on a Board and the responsibilities that 
come with these, will be different in each organisation.  

Below are some examples of what might be involved.

The Chair or Co-Chairs lead the Board. 

• Involved in setting meeting agenda

• Provide support and supervision to the Chief Officer

• Work closely with the Chief Officer outside of 
meetings 

• Represent the organisation externally

• Chair the Board meetings

• Make sure everyone takes part 

Board - Secretary  

• organise Board meetings

• Take minutes 

• Manage communication - updates, background 
information etc.

Board – Treasurer

• Present financial information in an accessible way

• Talk with professional advisers

• Advise on the Boards financial responsibilities

People on the Board are elected or appointed to 
these and other roles. How this happens will be 
written in the Governing Document.
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Session 2 – Understanding the Board 
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People on The Board may also have responsibility for 
things like:

• Safeguarding

• Staff & Volunteers

• Health & Safety

All Boards will be set up differently. 

Action:

What different roles and responsibilities do  
people on your Board have?

What do they do?

What are the rules around how people are 
appointed to these roles?



Head – one thing I have learned from 
session 2

Bin – one thing I did not like about session 2

Carrier bag – one thing I will take away 
from session 2

Heart – one thing I have felt about 
session 2
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What questions do you have?
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Policy - These are the rules that guide an organisation in 
the right direction.  They make sure it does what is needed 
in the correct way. 

Policies and procedures help to make sure things happen in 
a fair, honest and clear way. 

Trustees and Directors do not need to know all the policies 
and procedures in an organisation. There are however some 
that it will be important they know about.  These will help 
them carry out their duties and responsibilities properly. For 
example;

Equality & Diversity
Health & Safety
Finance Rules
Data Protection
Recruitment & Selection
Safeguarding
Whistleblowing
Feedback & Complaints
Volunteer policy
Code of conduct

Action: 
What are the important Policies and Procedures in 
your organisation? 
Are these available in an accessible format? 
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Session 3 - Ways of working

Code of Conduct: 

A set of rules about how the organisation works, 
based on its values and principles. Sets out what is 
right and wrong.
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What might a Code of Conduct say about these 
scenarios, OK or not OK?

Scenario Okay to do Not okay to 
do

Go out for a drink with another 
Director/Trustee

Disagree with staff

Arrive to a meeting on time and stay until 
the end

Ask staff to help you fill in a form

Phone staff when they are not working

Go on training courses

Kiss or hug staff

Go for a meal with Directors/Trustees/staff?

Wear smart clothes

Invite people to join the board

Loose your temper at a meeting



Session 3 – Ways of working 
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The Ladder of Participation

How involved you are in an organisation can be thought about using this 
‘Ladder of Participation’. 

As a director or trustee you should feel you are at the top of this ladder. 
You have a greater share of the power. This does not mean you are 
better than others, just that you have:
• a bigger say in decisions; what is done and how
• more responsibility for the outcome 

This is called co-production.

Action:
Where on this ladder of participation do you see yourself, 
staff and the people who benefit from the work of your 
organisation?

When might an organisation use some of the other ways 
of working?

S. Arnstein – Ladder of 
Citizen Participation (1969)



More information about Co-production can be found in the 
‘Top Tips for co-production’ Webinar by Disability Rights UK 
and Get Yourself Active:

http://bit.ly/TopTipsCoproduction
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Session 3 – Ways of Working 

Inclusive Boards  are a great example of what can be 

achieved through co-production.

What is needed for this is:

1. Equality – belief that everyone has something to give, 
skills, knowledge, experience, ideas etc. Nobody is more 
important than anyone else, all are equal members of the 
Board

2. Diversity – organisation’s make sure everyone can 
take part. Promoting Board opportunities in the right way.

3. Access – there is nothing that makes it difficult for 
anyone to be part of the Board. Accessible information, 
pace of meeting, support arrangements etc. are all in 
place. 

4. Rewarded – everyone gets something out of what 
they do on the Board. This is often feeling good about 
what you achieve together as a Board to benefit others

http://bit.ly/TopTipsCoproduction


Session 3 – Ways of Working 

Leadership
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What is Leadership?

• To motivate, inspire and influence people
• Be hard working and passionate about something 

e.g. inclusion
• Set the direction, get things done in the right way

Action:

Who do you see as a good Leader?

What makes them a good leader?



41

Session 3 – Ways of working 

Leadership Skills and qualities:
Honest
Reliable
Self aware
Good communication
Wants to make positive change
Positive influences
Assertive 
Courage
Stands up for what they believe in

Who can be a Leader?
Anyone can be a leader if they have or develop the 
right skills and qualities. You just have to believe in 
your cause and your self. Some examples…

The Northeast Stop People with a Learning Disability Dying Too
Young Group received an Advocacy Policy and Media award at the
Learning Disability and Autism Leaders List 2019.

The group continue to work hard to make sure people with a learning
disability stop dying too young.
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Becki Parker – Coronavirus Learning Disability and 
Autism Leader 2020

“Becki is a dancer. She is a teacher. She is a leadership coach. 
She is a designer. She is a speaker. She is an educator. She is a 
role model. She is a vlogger. She is a mum. She also has 
autism.” 

The first thing Becki thought about when lockdown gripped the 
nation was other people. She used her own feelings to put 
herself in other people’s shoes and used this empathy to come 
up with two priorities:

1. Autistic people who might be confused by the changing 
lockdown rules and guidance.
2. People locked down with an abusive partner.

Through a series of videos she reached out to those feeling 
vulnerable and offered support, guidance and a friend.
She recorded videos, talking about how she was feeling and 
coping. She wanted to show that it is ok to be confused and 
scared and that you aren’t the only person feeling that way.

Action:
What do you think of this Leadership 
quote?

On your own or with others, try to create 
another leadership quote.



Session 3 – Ways of working

Leadership Skills – self assessment
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Your skills

Motivate people

Being positive

Sharing the jobs 
out

Being able to 
change the plan

Communication

Team work

Setting goals

Not giving up

Problem solving

Confidence



Session 3 – Ways of Working 
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Summary - We have covered a lot in this knowledge workbook. 

Please see the checklist below to review what we have looked at.  

Think about how you feel about each of these things.  

Are there things you may need to go over again or get more 

information about? 

Knowledge

What my strengths are?

What I need to get better at?

The importance of Human Rights and 
Equality in the work we do?

The purpose of my organisation?

What the organisations ‘Governing’ 
document is about?

What different roles are on my 
organisations Board?

What legal responsibility/duties I have 
as a Director or Trustee?

What organisation policies and 
procedures I need to understand?

Co-production, as a way of working 
together?

What Leadership skills I have?



Head – one thing I have learned from 
session 3

Bin – one thing I did not like about session 3 

Carrier bag – one thing I will take away 
from session 3

Heart – one thing I felt about session 3
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What questions do you have?
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Notes 
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