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Safe + Sound 
Governance Mark

Safe and Sound is an aid to give Reading’s charities 
the confidence they have reached a basic level of 
governance. It can be used to highlight any gaps in your 
group’s composition and procedures. Charities carry 
out essential work in our community, protecting the 
most vulnerable and providing important services for our 
residents. We will highlight key considerations for trustees 
to support you in the great work you do for our voluntary 
sector. 

The aim of Safe and Sound is to see that trustees have 
relevant safeguards in place to protect themselves, the 
charity and its beneficiaries and that it has given due 
consideration to key areas. Whilst it is your duty as a 
trustee to make the final decision as to how to implement 
your work we can provide guidance and support in 
making that decision.

This booklet works as a self-assessment tool to ensure 
you’ve asked those important questions but for more 
scrutiny and to be awarded ‘Safe and Sound’ get in touch 
with RVA’s Advice Service on advice@rva.org.uk. We’ll 
provide a consultation based on this self-assessment tool 
along with additional support to reach that level.

Protecting trustees, 
the charity and 
your beneficiaries
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Having solid foundations
A good constitution and a solid structure are essential for running a strong charity. 
The constitution should identify clear purposes and provide the basis for major 
decision making. Having a suitable constitution in place will also give funders 
confidence in your charity and is usually a pre-requisite to obtaining funding.

Where might 
you look?

Y/N or n/a

Does the charity have a constitution? Constitution

Does the constitution give clear aims? Constitution

Are at least three trustees required by the constitution? Constitution

Are there clear provisions to appoint new trustees? Constitution

Are there clear provisions for trustees to retire  
and/or be removed?

Constitution

Is there a procedure to become a member?  
(membership organisations only)

Constitution

Is there a procedure to terminate membership? 
(membership organisations only)

Constitution

Is there a procedure in place for trustee meetings (giving notice 
of meeting, setting agenda, recording minutes, voting)?

Constitution

Is there a procedure in place for general meetings (giving notice 
of meeting, setting agenda, recording minutes, voting)?

Constitution

Is there a procedure in place to deal with conflicts of interest? Constitution or 
policy

Does the charity have an appropriate legal structure?

Solid foundations 
for governance
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Having confidence in  
how you are governed
The management of your charity will ensure it functions effectively on a day to day 
basis. The rules laid down in your constitution must be kept to and built upon using 
a range of policies, trustee and member decisions. Trustees should be aware of 
their duties and know who is responsible for each decision and how it needs to be 
made. Your trustees are also responsible for long-term planning and reviewing the 
charity’s work. Having the right trustees in place and being clear about their roles 
will facilitate your decision making and help your meetings run smoothly.

Where might 
you look?

Y/N or n/a

Are regular trustee meetings held? Agenda

Is an AGM held to approve the annual report/accounts? 
(membership organisations only)

Agenda

Is a membership list kept up to date? 
(membership organisations only)

Membership list

Do trustees receive an induction?
Induction pack/
plan

Are new trustees provided with the following:
• Your constitution
• Your latest charity accounts
• Your latest annual report
• The Essential Trustee (Charity Commission guidance)

Induction pack/
plan

Are the trustees aware of the distinction between trustees, 
members and beneficiaries?

Is the charity’s policy documentation easily accessible for staff, 
trustees and volunteers?

Documents 
or link

Are your constitution’s rules followed? (refer to Having Solid 
Foundations)

Constitution

Are your organisation’s policies implemented and followed?
Policy 
documentation

Is there a procedure in place for policy review?
Documentation 
of procedure

Are trustees offered training for their roles and responsibilities?
Induction  
pack/plan

Protecting your money
Any money you receive must be used for the benefit of the group or your 
beneficiaries. Where things go wrong there may not only be a financial cost, but you 
risk serious harm to your reputation. It’s important to have procedures in place to 
protect your charity and its trustees from harm.

Where might 
you look?

Y/N or n/a

Are there written procedures in place for handling all types of 
payment?

Finance 
procedures

Do you have at least two authorised signatories?
Finance 
procedures

Is there a procedure in place for counter-signing payments?
Finance 
procedures

Is the organisation aware of its HMRC obligations?
Finance 
procedures

Do you have an appropriate book keeping system?
Finance 
procedures

Do the trustees receive regular financial reports?
Finance 
procedures

Are you up to date with your account filing obligations (Internally/
Charity Commission/Companies House)?

Regulator/
Accounts

Do you prepare an annual budget? Budget

Are there procedures in place to track the budget against 
expenditure?

Budget/
Minutes

Does the group have a bank account in its own name? Bank records

Do you have a reserves policy in place? Reserves policy
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Getting the  
most from your staff
If you employ staff you know that their good performance is essential to achieving 
your aims. Being clear about their roles and your expectations puts you in a 
strong position and saves time you may otherwise have to spend on additional 
management. There will be times when things don’t go to plan and if you already 
have clear procedures for dealing with this you can minimise disputes and avoid 
damaging accusations.

Where might 
you look?

Y/N or n/a

Does each member of staff have written terms and conditions of 
employment?

Written terms

Does each member of staff have a documented role description?
Role 
descriptions

Is there a clear induction process for new employees?
Written 
procedure or 
policy

Do you have the following policies:
• Equal Opportunities
• Disciplinary
• Grievance
• Redundancy
• Recruitment
• Absence

Policy 
documentation

Do staff have a supervision and appraisal procedure? HR records

Has the charity checked that any self-employed contractors are 
not legally considered as employees?

HR records

Is the charity aware of and adhering to:
• Minimum Wage
• Statutory minimum annual leave
• Statutory minimum for sick leave/pay

Policy 
documentation 
/ Employment 
contracts

Do you have employer’s liability insurance?
Insurance 
policy

Getting the most  
from your volunteers
Volunteers are a major asset to our sector and make a real difference to the work 
we carry out. Since volunteers are giving up their own time to support our causes 
it is essential they know they are valued and part of the team. Keeping volunteers 
engaged and being clear about expectations will improve loyalty and help you get 
the very best from your volunteers.

Where might 
you look?

Y/N or n/a

Do you supply volunteers with a memorandum of understanding 
explaining what is expected of them?

Memorandum 
of 
understanding

Do you have clear recruitment and selection procedures for 
volunteers?

Volunteer policy

Is there an induction process for new volunteers?
Volunteer 
policy or written 
procedure

Do you have someone designated to oversee the work of 
volunteers and provide support?

Role 
description, 
policy or 
memorandum 
of 
understanding

Are there safeguards in place to prevent volunteers from 
acquiring employment rights?

Volunteer policy

Are actions of your volunteers insured where appropriate (e.g. 
through your professional liability insurance)?

Insurance 
policy

Do you have an internal complaints procedure for volunteers? Volunteer policy

Do you have a procedure for dealing with complaints relating to 
volunteers and their removal where necessary?

Volunteer policy
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Monitoring your activities
Effective monitoring will help with your own planning and highlight any areas of 
concern as early as possible. It will keep you informed and is essential for carrying 
out your trustee duties. You may also have separate reporting obligations for 
funders and regulators. Staying on top of these reports will help with future funding 
applications and in some instances is required by law.

Where might 
you look?

Y/N or n/a

Does the charity have an up to date annual report and accounts?
Annual Report 
and accounts

Are trustees kept up to date with the organisation’s work? Internal reports

Are there clear procedures/templates for tracking performance?
Report 
templates

Are you clear on what the reporting deadlines are for your 
regulators?

Internal 
documentation

Are you clear on what the reporting deadlines are for your 
funders?

Internal 
documentation

Are trustees kept up to date with local voluntary sector news? Email 
subscriptions/ 
events attended

Protecting your beneficiaries
It goes without saying that keeping your beneficiaries safe from harm is crucial. 
Slips in the standard of your safeguarding procedures not only put vulnerable 
people at risk but are also likely to cause great damage to your reputation and 
could lead to significant losses in funding. Giving both funders and beneficiaries 
the confidence that you are providing a safe service will contribute to the smooth 
running of your charity.

Where might 
you look?

Y/N or n/a

Do you have a safeguarding policy in place? Safeguarding 
policy

Do you have clear guidelines as to what roles require DBS 
checks?

Safeguarding 
policy

Do you have a procedure to ensure your DBS checks are kept 
up to date?

Safeguarding 
policy

Do you have clear guidelines on who should be sent on 
safeguarding training?

Safeguarding 
policy

Does your safeguarding policy contain rules and procedures to 
mitigate against any safeguarding risks?

Safeguarding 
policy

Does your policy identify what to do in the case of a safeguarding 
disclosure?

Safeguarding 
policy

Are there clear guidelines for reporting safeguarding concerns? Safeguarding 
policy

Are there clear guidelines for how to deal with an accusation 
against a volunteer, staff member or trustee?

Safeguarding 
policy

Have you designated responsibility for protection of children or 
vulnerable adults to a member of staff or trustee?

Safeguarding 
policy
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Staying safe
Whether you employ staff, use volunteers or have the public on site you will need to 
ensure you are providing a safe environment. Falling foul of Health and Safety law 
can be costly and cause serious harm so it is important to guard against any risks.

Where might 
you look?

Y/N or n/a

Do you have a Health and Safety policy in place?
Health and 
Safety policy

Have you carried out an up to date risk assessment?
Risk 
Assessment

Is there a designated person In your organisation responsible for 
Health and Safety?

Health and 
Safety policy

Are your board, staff and volunteers sufficiently trained in Health 
and Safety matters (e.g. fire/first aid/ food hygiene)?

Health and 
Safety policy

Do you have adequate reporting mechanisms for potential 
Health and Safety concerns?

Health and 
Safety policy

Do you have public liability insurance?
Insurance 
documentation

Do you have a Data Protection policy in place?
Data Protection 
policy

Safeguarding 
your charity’s 
reputation
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Reading Voluntary Action is an independent charity that promotes strength within 
Reading’s voluntary and community sector by providing information, access 
to resources, volunteer recruitment and training to people who work in or with 
charities, community groups and voluntary organisations. We support voluntary 
sector representation on cross sector partnership initiatives in Reading.

To stay in the loop with local voluntary sector news and events sign up to our 
regular digests at www.rva.org.uk

Our services include:

• Training and Networking events including regular  
Trustee Training and the Reading Trustee Network

• Advice service to trustees and charity staff  
encompassing your governance, employment, business  
and regulatory requirements

• A comprehensive Health and Safety service

• Volunteer service to find the right volunteers for your charity

If you’d like to know more about what we offer contact us at  
advice@rva.org.uk or call on 0118 937 2273.

Giving Reading’s 
charities confidence 
in governance
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Safe + Sound Governance,  
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Andrew Robarts

tel:  0118 937 2273

email:  advice@rva.org.uk

http://rva.org.uk/safe-and-sound
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