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AFC       AFC TELFORD UNITED SUPPORTERS LIMITED
(AFC TELFORD UNITED SUPPORTERS’ TRUST)
NEW BUCK’S HEAD STADIUM, WATLING STREET,

WELLINGTON, TELFORD, TF1 2TU

Dear potential candidate

ELECTION OF TRUSTEES
1. In response to your request, I attach:


A. a copy of the formal initial notice of (1) the annual general meeting and (2) the associated election of trustees;


B. a nomination form.  As it refers to two other documents, I am also attaching:



C. the Trust’s Election Policy, and 



D. the Trust’s Board Membership and Conduct Policy.


E. the memorandum of understanding, which describes the roles of the Trust, the Football Club and Forza in working 
together to develop AFC Telford United.  


F. Details of specific roles of trustees.

2. You may find it helpful if I draw your attention to three specific requirements (which is not to say that other requirements can be ignored!):

(a) You are asked to support your nomination with a statement, which you need to prepare in accordance with paragraph 
3.6 and 
section 4 of the Election Policy.


(b) In completing the nomination form, you will certify that you will comply with documents C and D above.  I need to draw 
you attention to paragraph 3.9 of the Election Policy, which contains a list of circumstances that could exclude you from 
membership of the Trust Board.
Yours sincerely
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Derrick Moore

Secretary of the Trust

AFC TELFORD UNITED SUPPORTERS LIMITED

(AFC TELFORD UNITED SUPPORTERS’ TRUST)
ANNUAL GENERAL MEETING
The 2012 annual general meeting will be held at 8.00 pm on 29th November, in the Learning Centre at the New Buck’s Head Stadium, Wellington, Telford.  The business will include the election of trustees (members to the Board of the Trust).  There will be five vacancies.  The roles that the retiring trustees currently perform are (1) chair/co-ordinator of Forza; (2) treasurer of the Trust; (3) strategy and development; (4) financial performance; (5) no specified portfolio.

Candidates are asked to specify which role they would like to fulfil, and - in their manifestoes – to describe their relevant knowledge, skills and experience.  However, they should note that successful candidates cannot be guaranteed to be offered a specific role, and that the allocation of roles will be carried out by the Trust Board after the AGM.
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D H A Moore 

(Secretary)
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    AFC TELFORD UNITED SUPPORTERS LIMITED
(AFC TELFORD UNITED SUPPORTERS’ TRUST)
NEW BUCK’S HEAD STADIUM, WATLING STREET,

WELLINGTON, TELFORD, TF1 2TU
Nomination Form for Candidate to the Trust Board
Candidate’s Full Name:

Postal Address:

Contact Telephone Number:


Trust Membership Number:

Email address:

Declaration
1. I hereby agree to my nomination as a candidate for election to the Board of AFC Telford United Supporters Limited. 

2. I agree to be bound by (a) the Trust’s Rules and Constitution; (b) the Trust’s Election Policy; and (c) the Trust’s Board Membership and Conduct Policy; and to sign a confidentiality agreement.

3. I further consent to a personal check under the Criminal Records Bureau’s procedure.

4.. I hereby certify that I am not excluded from membership of the Board by reason of any of the circumstances described in paragraph 3.9 of the Election procedure.

5. I hereby indemnify the Trust for the cost of meeting any liability that may arise as a result of the contents of my statement (manifesto).

Signed:





Date:
Proposers
Each candidate must be proposed by 2 (two) Trust members to be eligible to stand in Board elections.

	Name (BLOCK CAPITALS)
	Membership number
	Signature
	Date

	
	
	
	

	
	
	
	


· Each Trust member can nominate up to five candidates

· All sections of this form must be completed in order for nominations to be valid

· Copies of the Trust’s rules and the other documents that are mentioned in the above Declaration are available at the Trust’s office or on its website. 
Manifesto
You may write up to 250 words, which will be published as your manifesto and circulated to members.  Please follow the guidance given in paragraph 3.6 and section 4 of the Election Policy.

In addition, please indicate which (if any) specific role on the Trust Board (from those listed in the notice of the meeting) you would like to undertake.  You should, however, note that roles will be allocated by the Trust Board after the election, and successful candidates cannot be guaranteed to be allocated their preferred roles.

- - - - - - -



1. Election control – Election Management Group (EMG)
1.1. In advance of the commencement of the election, the Trust Board will appoint members of the Trust (who, with the exception of the Secretary, shall, unless there are no volunteers to undertake the duty,  not include serving trustees) to form the EMG. Trustees who are candidates in the election in question shall not serve on the EMG.  The Secretary may be a member of this group, unless he/she is a candidate in the election.  

1.2. This group shall, if possible, be chaired by an independent person who is not a member of the Trust.  In the event that it is not possible to agree on the identity of an Independent chair, the Trust Board may invite Supporters Direct to select the independent chair.  If the Trust Board decides that it is necessary or expedient, it may appoint a member who is neither a candidate in the election nor an existing trustee.  However, if it is necessary, the Trust Board may appoint an existing trustee who is not a candidate in the election.  

1.3. No members of the Trust Board whose positions are due to be offered for election shall play any part in determining the composition of the EMG or any aspect regarding the conduct of the elections.

1.4. Members of the EMG (1) shall not be eligible to nominate candidates nor be candidates themselves; (2) shall ensure that they are not associated closely with any candidates; and (3) shall have proper regard to maintaining the integrity of the election process.

1.5. During the Election Period the EMG will ensure that the election is run in accordance with this policy.

1.6. The EMG shall make the final decision as to the eligibility of candidates, nominations and valid votes. They shall conduct the count and the result, as determined by them, is final. Any decisions taken will be by majority vote and shall be recorded. The Chair of the EMG shall have a casting vote in the event of a tie.
2. Timetable
2.1. The AGM shall take place within the period laid down in the Society’s Rules, and the exact date shall, if practicable, be decided by the Trust Board by the end of the preceding financial year.

2.2. The Trust Board shall agree on the number of vacancies to be elected; if the number to be elected differs from the numbers elected in previous years, or changes the number of places to be elected in total on the Trust Board, then the reasons why the change has been made shall be communicated to members in the form soliciting nominations.

2.3. The Secretary shall circulate (or otherwise make available) a nomination form, with advance notice of the AGM, at least eight weeks before the AGM.  Such advance notice may be given by notices at the New Buck’s Head Stadium, by email, the website, social media, the programme and local newspapers, as the Trust Board shall determine.

2.4. The Trust Board shall ensure that the membership of the EMG has been agreed by the Trust Board before the Secretary circulates nominations forms. 

2.5. During the Election Period, the EMG shall manage the process, with the assistance of the Secretary as required.
3. Nominations and eligibility
3.1. Any person wishing to be a candidate for election to the Trust Board must be a fully paid-up member by the 31st March preceding the AGM of the Trust and must be nominated by at least two fully paid-up members of the Trust.  

3.2. The EMG shall verify that nominations are from members of the Trust. Members of the Trust can nominate as many candidates as they wish.

3.3. A signed letter of nomination from a member, or an email from the address a member has given the Secretary for receiving Trust communications, shall be an acceptable substitute for a signature on the candidate’s nomination form.

3.4. It is the candidates’ responsibility to ensure that their nominations are valid and submitted in accordance with the election timetable. In order to ensure that candidates can confirm the validity of their nominees, the EMG and the Secretary should arrange for candidates to be able to check in advance whether those nominating them are fully paid-up members. 

3.5. Decisions over the validity of nominations shall be a matter for the EMG having due regard for the Secretary’s assessment of the membership status of an individual nominating a candidate. Any decision by the EMG not to accept a nomination as valid should be notified to the candidate as soon as possible in order that the situation may be rectified or an appeal may be heard.

3.6. Each candidate must submit a statement in support of his/her nomination and may include a photograph as part of the statement (see section 4 below for more details).  Such photographs shall be compatible with Microsoft Word format and shall not exceed passport photographs in size.  The candidate shall, if possible, “wrap” the text of the statement around the photograph.  It shall be the responsibility of the candidate, if possible, to “size” the photograph.  The Trust Board/EMG reserves the right to print photographs in monochrome.

3.7. The names of those nominating candidates shall be appended (by the candidates) to each candidate’s statement.

3.8. By submitting nominations, candidates shall be deemed to have accepted this Election Policy, the Trust’s Rules, and any other policies and rules adopted by the Trust Board or the membership, and to have agreed to be bound by them.

3.9. Specifically, candidates shall also self-certify that they comply with the Trust’s Rules and Board Membership and Conduct Policy relating to eligibility to serve on the Board. In particular, no person can be a member of the Trust Board:

· (with the exception of Co-opted Members co-opted onto the Trust Board under Rule 67 of the Rules) who ceases to be a Member of the Trust;

· who is subject to a bankruptcy order or has in place a composition with his/her creditors;

· who is subject to a disqualification order made under the Company Directors Disqualification Act 1986; 

· fails to abide by any rules for the conduct of elections made by the Trust Board.

· who has a conviction for an indictable offence (other than a spent conviction as defined by the Rehabilitation of Offenders Act 1974);  

· in relation to whom a registered medical practitioner who is treating the candidate gives a written opinion to the Trust stating that the candidate has become physically or mentally incapable of acting as a Trustee and may remain so for more than three months;

· in relation to whom, by reason of the candidate’s mental health, a court makes an order which wholly or partly prevents the candidate from personally exercising any powers or rights which that person would otherwise have;

3.10. All candidates shall leave full contact details, including email address, with the EMG.
4. Statements and Campaigning
4.1. Campaigning under the auspices of the Trust shall be restricted to the statements submitted by the candidates and to any hustings organised by the Trust. 

4.2. All candidates’ statements are to be sent by email to the relevant members of the EMG. These will be gathered together and issued with the ballot papers (if there is a postal ballot), and shall include the photographs (if submitted in accordance with paragraph 3.6 above) of the candidates and lists of the members who have nominated them.

4.3. Candidates’ statements shall not exceed 250 words in length. If a candidate’s statement has more 250 words, it shall be truncated and text shall be inserted below stating “The candidate’s statement has exceeded the permitted amount and has therefore been truncated”. Statements shall be split (by the candidates) into sections asking candidates for their experience and ideas in key desirable areas – these sections shall be decided on by the existing elected Trust Board. The number of words counted shall be decided using Microsoft Word.

4.4. Candidates shall not in their statements make threats, insults or derogatory, abusive, racist, sexist or homophobic statements. The EMG shall have the right to edit any statement to ensure that it does not breach these rules. 

4.5. In agreeing to be nominated and so accepting this Policy, candidates shall agree to indemnify the Trust for the cost of meeting any liability of the Trust that may arise as a result of the contents of their statement.

4.6. During the election neither the EMG nor the Trust Board may provide advice to voting members as to the suitability of any candidate nor issue any voting advice to members collectively. Individual Trust Board members who indicate a preference in public must make it clear that they do not speak on behalf of the Trust Board and that they express a purely personal opinion.
5. Appeals
5.1. Candidates or complainants shall raise matters with the EMG, whose decision is final.

5.2. Complaints after voting has closed shall be made to the EMG not later than three working days after the close of poll. Any complaint received after this date shall be ruled out of order.

5.3. If any candidate should contravene the Election Policy, the EMG shall judge whether a disqualification should apply and their decision is final.

5.4. Any appeal against the decision of the EMG shall be made through and governed by the Trust’s disciplinary policy.
6. Result
6.1. If there are more candidates than places available on the Trust Board
6.1.1 If Hustings are held before the AGM, the following procedure shall be followed;
6.1.1.1 The EMG shall issue postal ballot papers (unless the Trust Board decides otherwise) and copies of candidates’ statements with the notice sent convening the AGM. 

6.1.1.2
Votes may be submitted to arrive by the post up to the day of the AGM, and also deposited at the start of the AGM. The Count shall be made during the AGM, and the result shall be announced before the close of the AGM.
6.1.2 If Hustings are held at the AGM
6.1.2.1 The EMG shall arrange for candidates to address the AGM and field questions from the floor. The EMG shall then issue postal ballot papers and copies of candidates’ statements.  Votes shall then either be deposited at the AGM or posted to the Secretary to be received no later than 7 days after the AGM.

6.1.2.2 The election result shall be announced within 4 weeks of the date of the AGM starting.
6.1.3 If hustings are not held:
6.1.3.1 The EMG shall arrange for candidates’ statements to be distributed with the agenda 

for the AGM

6.1.3.2 The EMG shall arrange for each member who requests a postal vote to be sent a ballot paper by post, provided that the members concerned supply the Trust’s registered office with a self-addressed, stamped envelope.  The EMG shall take steps to ensure that members are unable to submit counterfeit ballot papers.  The list of members that is used at the AGM for recording the issue of ballot papers shall be endorsed to show which members have been sent ballot papers, and no ballot papers shall be issued to those members or their proxies at the meeting.

6.1.3.3 Members who attend at the AGM shall be given an opportunity to hand in 
their ballot papers before the start of the meeting.  The EMG shall thereupon count the votes and shall, at the discretion of the chair of the meeting, announce the result at an appropriate point in the meeting or at its end.  Should it be necessary, the EGM shall cause the result to be announced at a later date within four weeks of the AGM.
6.2 
The highest-placed candidates in terms of total votes as equal to the number of places available for election declared by the Board shall be deemed elected.  If there are separate elections for specific positions on the Trust Board, the highest-placed candidate in each election shall be deemed elected.

6.3 
If there are as many or fewer candidates than there are places, an affirmative ballot or vote shall be held at the AGM.  The name of each successfully-nominated candidate shall be put before the meeting for the approval of members. Any candidate not receiving the support of more than half of those present in person and by proxy shall be deemed to have not been elected. The exception shall be that should the failure to elect any of the validly-nominated candidates leave the Board below the minimum required under the Rules for them to act, all validly-nominated candidates shall be deemed elected by the EMG and this shall be declared at the AGM.

6.4 
The result shall be communicated to members on the Trust’s website and in the Trust’s newsletter (if it has one) and at the AGM or next members’ meeting (if it is possible to complete the count at the 
AGM in question).

6.5 
Successful candidates shall become full members of the Trust Board upon receipt by the Secretary of their signed acceptance of the Board Membership and Conduct Policy.

6.6 
The Trust Secretary shall issue the Board Membership and Conduct Policy to the successful 
candidates upon the result of the election and should any successful candidate not return the Board Membership and Conduct Policy, duly signed by the candidate, in whichever way the Secretary asks for it to be returned within one calendar month, without an acceptable reason for the lateness in returning the document, the election of that candidate shall be declared (by the Trust Board) null and void and a vacant position shall be created.  For the avoidance of doubt, the onus for returning the signed Board Membership and Conduct Policy shall be on the successful candidate, not the Trust Secretary

---------------------------------------------

Constitution document 45 –Election Policy

BOARD MEMBERSHIP AND CONDUCT POLICY

1.0
Introduction
This document is drafted in accordance with the existing rules of AFC Telford United Supporters Limited and sets out its Board Membership and Conduct Policy, adopted pursuant to a resolution of the Trust Board dated 11th July 2012.

The purpose of this policy is to ensure that:

1.1
the Trust Board has the skills and experience that it needs to operate effectively;

1.2 the interests of the community served by the Trust are adequately represented; 

1.3
the level of representation of different groups on the Trust Board strikes an appropriate balance having regard to their legitimate interest in the Trust’s affairs; and

1.4
the Trust Board operates in an effective, efficient and professional manner.

2.0
Definitions

Definitions are contained in the Trust’s rules.
3.0
Election of Trustees
3.1
Elections shall be governed in accordance with the Election Policy.
4.0 Co-opted Trustees
4.1
The Trust Board shall have power to co-opt additional Trustees at its discretion. Co-opted Trustees may be co-opted either to fill a casual vacancy on the Trust Board in accordance with Rule 64 of the Rules or as external trustees in accordance with Rule 66 of the Rules. Co-opted Trustees may have specialist knowledge or specific skills required, or attributes that the elected Trustees feel it would be beneficial to have on the Trust Board. Also, to ensure that the aims and objectives of the Trust are met, trustees may be co-opted on the basis of their ability to fill those roles on the Board that remain vacant at any one time.  In accordance with Rules 64 and 66, the total number of external trustees and co-opted members shall at no time be more than one third of the members of the Trust Board. 

4.2
The co-option of an additional Trustee shall be by resolution at any meeting of the Trust Board at which two thirds of those present vote in favour.

4.3
Co-opted Trustees may not serve on a disciplinary committee
5.0
Principles of Board Membership
5.1
All Trustees, whether elected or otherwise, must be members of the Trust and in exercising their duty must at all times have in mind the aims and objectives of the Trust.

5.2
All Trustees must abide by decisions of the majority of them and must take all such steps as are necessary or desirable to give effect to such decisions. Trustees are expected to adhere to the principles of collective responsibility.

5.3
In particular, it shall be considered a disciplinary offence for a Trustee publicly to criticise or to otherwise undermine any decision or policy of the Trust Board.

5.4
It is expected that, once a decision has been made by the Trust Board, members in disagreement with the decision accept it as the settled view of the Trust Board, with items already determined being reconsidered only in the light of new information or significantly-changed circumstances.

5.5
The Trust Board may by majority vote determine that Trustees are not bound by collective responsibility in respect of any particular matter, in which case the above shall not apply.

5.6
Trustees shall not act in any way calculated to bring the Trust into disrepute.

5.7
The Trust shall maintain in force bank mandates which require that any cheque issued by the Trust must bear the signature of two Trustees.

5.8
The Trust’s Election Policy sets out the circumstances in which a person cannot be a member of the Trust Board.

5.9
Any member of the Trust Board who:

5.9.1
ceases to comply with the criteria set out in this Board Membership and Conduct Policy; or

5.9.2
(with the exception of Co-opted Members co-opted onto the Society Board under Rule 66 of the Rules) ceases to be a Member; or


5.9.3
resigns

is to vacate the office of Trustee

5.10
Any Trustee who


5.10.1
fails without good cause to attend 3 consecutive Trust Board meetings; or


5.10.2
fails without good cause to participate in board training

is to vacate the office of Trustee if required to do so by a majority of the other Trustees.

6.0
Disciplinary Process
6.1
Where any Trustee is deemed by a majority of the Trust Board to have committed a Disciplinary Offence as defined in this document or has otherwise acted in a way which a majority of the Trust Board believe is in contrast to the spirit of this document or the Rules, the Trust Board shall be at liberty to constitute a Disciplinary Committee ("the Disciplinary Committee") to determine the facts and take such measures as the committee sees fit. If the Trust Board decides to constitute a Disciplinary Committee, the Trustee(s) concerned will be suspended until the Disciplinary Committee meets and shall not be entitled to vote at, or attend, Trust Board meetings for the period of suspension

6.2
The remaining provisions relating to the disciplinary process are contained in the Trust’s Discipline Policy.

7.0
Trust Board Procedure
7.1
The newly-elected Trust Board (after each AGM) shall meet to select from amongst themselves a Chair, a Vice-Chair, a Treasurer and Chairs for such committees as the Trust Board shall determine from time to time, having due regard to the roles and responsibilities prescribed for each of the positions and the skills and abilities of the members of the newly-elected Trust Board. The Trust Board shall determine the procedure by which a secretary of the Trust shall be elected or appointed. As soon as practicable the names and roles of the new Trust Board should be posted on the Trust’s website and shall be sent out to members or otherwise made known to them, for example by placing the information on the website.

7.2
As per rule 61, Trustees will normally serve for periods of 3 years, after which time they may stand for re-election. Co-opted Trustees may be re-appointed for a further period subject to the Rules and this Board Membership and Conduct Policy.

7.3
In accordance with, and subject to, rules 64-67, vacancies arising amongst the Trustees elected by the members will be dealt with as follows.

7.3.1
If a vacancy caused by retirement or removal is not filled at the general meeting at which the Trustee retires or is removed, the vacancy may be filled by the Trust Board


7.3.2
A vacancy occurring by death or resignation may be filled by the Trust Board.

7.3.3
In each case the member appointed to fill the vacancy is to retire at the next annual general meeting and the Trust Board will make provision for an election to be held.  For the avoidance of doubt the retiring member may stand for re-election at the meeting at which they retire.

7.4
With the exception of trustees co-opted onto the Trust Board under the Rules, Trustees will not receive any payment, other than the payment of expenses incurred in carrying out their duties, for serving on the Trust Board.

7.5
All information held by the Trust is subject to the confidentiality principles set out below. Any Trustee collecting details of new members must supply all the correct information and monies to the secretary or a nominated person.

7.6
Trustees are expected to pay for home and away match tickets and hospitality at a level agreed by the Trust Board and commensurate with their ability to pay. At the discretion of the Trust Board, members may make a contribution to a supporters’ club or Trust in lieu of their match ticket and / or hospitality. 

7.7
The Secretary will maintain a register of all Trustees who receive match tickets and hospitality as part of their duties and of contributions paid both for home and away fixtures. The register will be made available for viewing on the Trust’s website. A breach of this rule by a trustee is a Disciplinary Offence.  

8.0 Declaration of Interest
A Trustee shall declare an interest in any contract or matter in which s/he has a personal, material or financial interest, whether directly or indirectly, and shall not vote in respect of such contract or matter, provided that nothing shall prevent a Trustee voting in respect of her/his terms and conditions of employment or any associated matter.  A breach of this rule will result in a disciplinary procedure.

9.0
Confidentiality and Collective Responsibility
9.1
Members of the Trust Board acknowledge that discussions at Trust Board meetings are strictly confidential save where expressly stated not to be, and save for official reports of meetings, such as publication of approved minutes. With the exception of those circumstances set out below, all Trustees shall keep all such discussions or information strictly private and confidential.

9.2
The confidentiality provisions shall not apply where a Trustee is asked to co-operate with any statutory or regulatory body and should not stifle due and proper debate on issues within the confines of Trust Board meetings or discussions between Trustees conducted in confidence.


For the avoidance of doubt, the confidentiality provisions above remain in force even after a Trustee is no longer serving on the Trust Board.  Breach of the confidentiality provisions is a Disciplinary Offence.

9.3
Only persons authorised by the Trust Board may act as spokespersons for the Trust. Trustees who are not authorised as spokespersons have a duty to ensure that their public statements (including those on electronic media) do not conflict with the policy agreed by the Trust Board.

9.4
Where a Trustee is also a director or officer of a separate company or corporate entity in which the Trust has an interest (“the other company”), that Trustee shall be bound by the duty of confidentiality to the Trust and to the other company.  It shall be the duty of the Trust Board to put in place:


9.4.1
arrangements for the transmission of information between the Trust and the other company; and


9.4.2
a statement of the duties of the Trustee within those arrangements.

9.5
A person who ceases to be a Trustee shall, as soon as reasonably possible, return to the Trust Board all documents and electronic records held by that Trustee in conjunction with that person’s duties as a Trustee. Should those effects be not returned, the Trust is authorised to involve outside agencies to secure their recovery, up to and including considering the failure to return such effects as unlawful possession of the Trust’s property. 

10.0
Officers
10.1
The Trust Board shall elect from among their own number a chair (see rule 77), a treasurer and such other officers as they may from time to time decide. These officers shall have such duties and rights as may be bestowed on them by the Trust Board or by statute, and any election or appointment may be rescinded by the Trust Board. A serving officer who is not re-elected to the Trust Board at an annual general meeting shall nevertheless continue to perform interim duties solely to ensure that normal administrative functions are undertaken to maintain the Trust’s operations until the first Trust Board meeting following the annual general meeting, when a successor can be appointed.  For the avoidance of doubt, they should have no role in any substantive actions, and all parties with whom they deal in this period should be advised as to this situation.

11.0
Treasurer
11.1
All money collected by Trustees on behalf of the Trust must be either forwarded by the trustee(s) concerned to the Treasurer for entry into the Trust's bank account; or, with the consent of the Treasurer, the trustee(s) concerned shall deposit them into the Trust’s bank account and must provided the Treasurer with a receipt as soon as reasonably practicable. There will be no exception to this rule.

11.2
The Trust may pay any reasonable expenses that Trustees properly incur in connection with their attendance at meetings or otherwise in connection with the exercise of their powers and the discharge of their responsibilities in relation to the Trust.

11.3
The Treasurer has the authority to pay any reasonable expenses to Trustees for phone calls, stationery, etc., without the consent of a full Trust Board, but he/she must inform the Trust Board of the amounts paid out. 

11.4
An item “Declaration of Expenses" will form part of the Treasurer’s report for each Trust Board meeting. Subject to paragraph 11.3, the Treasurer may only authorise the payment of expenses that have been declared in a Trust Board meeting.
11.5
All cash donations received and payments taken must be recorded on a form approved by the Treasurer and as advised by the Trust’s auditor/independent examiner. At least two Trustees must sign the completed form. A failure to complete the form to the requirements of the Treasurer may be a Disciplinary Offence.
12.0 Trust Board Members appointed to the Board of AFC Telford United.
12.1
Trustees appointed to serve on the Club Board should ensure that a written record from any Club Board meeting is presented to the next Trust Board meeting which includes or is accompanied by a written account on the financial position of the Club, with the level of detail dictated by the Trust Board.
12.2
As soon as is reasonably possible, if a Trustee appointed to the Club Board cannot attend a Club Board meeting, he/she should notify the secretary and the Chair of the Trust.

---------------------------------------------

Constitution document 42 – Board membership and conduct Policy

AFC TELFORD UNITED GOVERNANCE STRUCTURE.

Memorandum of Understanding - Roles, Responsibilities and Relationships

In addition to the Football Club Manager and First Team Squad the new Club Governance arrangements will have three main ‘’off the pitch’’ components. They are quite different but all are important and necessary. They need to work together in appropriate ways to ensure effectiveness.
· STRATEGIC:- Trust Board - responsible for Overall Governance

· OPERATIONAL:- Club Board - responsible for delivering Required Outcomes

· TACTICAL:- Forza Committee/Task and Finish Groups - responsible for Developmental Initiatives.
Each will require people with different skills, experience and personal attributes. None are more important than others. All are necessary, important and vital for long term success.



TRUST BOARD 

Principal Purpose – OVERALL GOVERNANCE

Focus – STRATEGIC

Key Arrangements:-
· Accountable to Trustee Shareholders through the Annual Report and Accounts, AGM and Special General Meetings.

· Trust Board Members are appointed in accordance with Rules 60, 63, 64 & 66 of the Trust Rules. 

· Frequency of meeting – monthly but needs to be kept under review.

The Board of Trustees represents the owners of the football club and as such has overall responsibility for the strategic leadership, governance and appropriate overall control of any subsidiary organisation in which it retains a majority shareholding.

The Trust Board should
· Take a strategic view of issues and plans including aspirations for league football and the creation of a Community Sports Trust for young and disabled people including those with special needs.

· Determine the Club’s mission and strategy and ensure all parts of the Club stay focussed  on these;

· Ensure the ‘Ten Key Principles’ are honoured and fully  observed in all aspects of the Clubs business 

· Provide support and constructive challenge to the Club Board in particular to the Managing Director (MD).
Establish vision, mission and values
· Establish the company's vision, mission and values

· Agree long term goals and short term objectives

· In doing so receive and consider advice and recommendations from the Club Board
Strategy and Structure
· Consider and evaluate strategic options, decide which are to be pursued.

· Determine the business strategies and plans that underpin the corporate strategy.

· Periodically review the Club’s organisational structure and capability to ensure fitness for purpose.
Financial Management
· Formally  approve the Clubs annual budget and contingency provisions

· Receive regular reports from the Club board to monitor the  financial position of the club

· Make key decisions on major capital investment with advice from the Club Board
Operational Delegation
· Ensure all necessary company policies are in place to ensure effective day to day operations.

· Delegate operational authority to management, and monitor and evaluate performance.

· Determine monitoring criteria to be used by the board.

· Ensure that all necessary internal controls are in place and effective.

· Establish regular and open two way dialogue with the Club Board and senior management.

· Through the Trust Board Chair support and review the performance of the Managing Director.
Stakeholder Relationships
· Ensure effective communications and dialogue with all relevant stakeholders.

· Understand and take into account the interests of stakeholders.

· Monitor relations with relevant stakeholders.

· Promote the goodwill and support of shareholders and relevant stakeholders.
Strategic Roles 
· Chair of Trust Board  

· Vice Chair of Trust Board

· Strategy and Development

· Fans and Community Engagement

· AFCTU Volunteer Support

· Community Football Development

· Financial  Performance and Monitoring

· Operational Performance Monitoring

· Commercial Development Performance 

· Communications and Media Strategy

· PLUS the power to co-opt a maximum of two Non Executive places who may lead on other projects and provide internal non-executive challenge.

In addition the MD/Chair of the Club Board and a Club Board Director will attend Trust Board meetings as non-voting participants with advisory and Trust Board liaison responsibilities.
CLUB BOARD – (Executive Board) 

Principal Purpose – DELIVERING REQUIRED OUTCOMES

Focus – OPERATIONAL

Key arrangements are designed to provide or support day to day management of the club and its business, at all times undertaking to conduct all aspects of the business guided by the ten principles of good governance and company law. In addition:- 

· There will be clear accountability to the Trust Board. 

· Directors appointments will be in accordance with Rule 27.3 of the Trust Rules.

· Business will be conducted through fortnightly meetings.
Vision, mission and values
· Provide advice and recommendations to the Trust board as appropriate.

· Use the vision and mission to guide and set the pace for operational and developmental activity.

· Promote the club’s values throughout the company.

· Review and monitor progress against company goals set out in the five year business plan.

· Make recommendations to the Trust Board on company operational policies
Financial
· Ensuring the availability of adequate financial resources and recommending and reporting performance on annual operating budgets to the Trust Board.;

· Maximising income and cost management.

· Establish and manage a sinking fund(s) for management and maintenance of the stadium and key assets.

· Ensure effective cash-flow management.
· Provide advice and recommendations to the Trust Board on capital project funding options.
Strategy and Structure
· Manage the organization by establishing operational policies and objectives in accordance with the five year Business Plan and through discussions with the Trust Board; 

· Ensure the Trust Board is regularly advised about opportunities, threats and risks in the external environment and current strengths, weaknesses and capacity risks in relation to the club/company.

· Through regular dialogue with, and advice to, the Trust Board identify strategic options to be pursued and the resources required for implementation and support.

· With the Trust Board agree the operational strategies and plans that underpin the Club’s Corporate Strategy.

· Advise the Trust Board of issues in relation to the fitness for purpose of the company's organisational structure and operational capability.
Operational Responsibilities
· Football matters inc. performance, manager and squad liaison.

· FA and Conference Liaison.

· Day to day financial management (see above).

· Commercial matters including Club Shop.

· Stadium management including Health and Safety.

· Facility management including Learning Centre, Goalzone and Catering and Bars.

· Partner liaison inc Sponsors, T&W Council, Shropshire FA etc.

· PR, Communications, Website, Social Media.

· Office, IT, Administration.
Delegation 
· Delegate day to day operational authority to management.

· Monitor and evaluate the implementation of policies, strategies and business plans.

· Determine monitoring criteria to be used by the Club Board.

· Ensure that internal controls are effective.

· Communicate with senior management/staff
Accountability to stakeholders
· Ensure that communications to stakeholders are effective by understanding and taking into account their interests; promoting goodwill and support; and by monitoring relations with them.

· In return the Club Board will account publicly to the stakeholders for the clubs performance.
Roles 
· MD/Chair – responsible for all football matters and performance including manager and squad liaison, day to day business performance and partner/stakeholder liaison

· Company Secretary

· Director of Marketing, Communications, Technology

· Director of Finance and Business Development

· Director of Match Operations and Safety

· Director of Facilities Management

· Director of Supporter and Community Liaison

· PLUS the power to co-opt a maximum of two Non Executive Directors who may lead other projects and bring their experience and challenge to Board decision-making.

In addition the Chair of the Trust Board and a Nominee of the Trust Board will attend Club Board meetings as non-voting participants but with (exceptionally) the power of ‘call in’ to the next or specially convened Trust Board meeting.

FOOTBALL SQUAD MANAGEMENT

Principal Purpose – QUALITY OF FOOTBALL PERFORMANCE

Focus – SUCCESS AND PROMOTION!
All first team management and performance matters are the responsibility of the First Team Manager who will be appointed or dismissed by the Club Board. The Manager will be responsible to the Club Board but on a day to day basis will be responsible to the Managing Director/Chairman.

Realistic but stretching expectations about performance, results and league position at key stages in the football season to be agreed between the Manager and the MD/Chairman on behalf of the Club Board. To be agreed ??weeks prior to the start of each football season.

The Club Board will set annual budgets for all first team related areas of expenditure on an annual basis and will be responsible, along with the Manager, for monitoring expenditure against budget on a monthly basis.

The Manager will have full responsibility for recommending coaching and support team recruits and will conduct opening negotiations within budgetary and other contractual parameters agreed in advance with the MD/Chairman and/or the Club Board. 

The Manager will be responsible for making recommendations to the Club Board re:-

· Loaning, purchase and signing of new players

· Sale or release of players employed by the Club

· Extension or renegotiation of contracts of employment with players.

Whilst reporting and accountability is to the Club Board the Manager may occasionally be requested to advise and assist the Trust Board in the development of it’s strategic plans in relation to, for example League Football aspirations and development of community football opportunities.

FORZA OR VOLUNTEER COMMITTEE 

Principal Purpose – FANS AND FUNDRAISING DEVELOPMENT INITIATIVES

Focus – TACTICAL
The purpose of the Forza or Volunteer Committee is to provide an opportunity as part of the Football Club’s formal structure for fans and volunteers to work on a range of developmental projects for the benefit of the club on Fan Engagement and Fund Raising Initiatives. It will operate as an ‘Ideas Forum’ as the ‘Grit in the Oyster’ and as a ‘Deliverer’ of its own initiatives subject only to Trust Board approval.

It will be accountable to the Trust Board but will also report to the Club Board for any projects initiated by that Board. It will be jointly convened by the Trust Board Member and the Club Board Director responsible for Fan and Community Engagement. The frequency of meetings will be determined by Forza in the light of their work programme.
The Forza or Volunteer Committee is responsible for:-

· Fan engagement

· Supporter’s events

· Fund raising.  -  In the ongoing difficult financial climate this has to remain a very high priority.

· Growing the fan base through a number of means including the Network of Fans Forums

· Engaging under-represented groups 

· Campaigns to promote the club in the community
Composition and Appointment
The committee will be made up of Trust members, volunteers and representatives from the wider club community and will have a focus on action and ideas as a mechanism to drive change and delivery. The twin convenors responsible for Fans and Community Engagement will each include an income/expenditure and performance reports on the work of Forza  as part of their general reports to their respective Boards. 

It is not envisaged that there will be a formal election process to join the Forza Committee, rather the Joint Convenors will, in consultation with the Chairs of the Trust and Club Boards, seek to identify and recruit people, from the wider club community who have the necessary skills and enthusiasm to make a difference. The Forza Committee will have a maximum of fifteen members plus the two convenors. Specialist advisors who are not Members of the Society will be limited to a maximum of three at any one time in addition to the fifteen members and will be no-voting advisors.

Appointment of committee members will normally be limited to three years with one further three year period subject to agreement in the absence of other suitable members coming forward. Specialist advisors may be appointed for variable periods from the whole or part of a particular project to ongoing advice on a key strand of the committee’s work.

Work Programme 
· Establish time limited task groups to organise events

· Organise at least five major fund raising activities each year to match or exceed recent levels of fundraising by the Trust

·  Organise at least five significant supporter engagement initiatives each year.

· Review its activity at the end of each season and prepare a brief report which will form part of the clubs annual report presented to the Clubs AGM.

· Utilise a variety of means of gathering views and information, communicating it’s proposals and publicising events including the match programme, email, social media and the web site. 
Reporting and Review 
A full report of the Committees’ activities will be included in the report to the Annual General Meeting. The operation of the Forza Committee will be reviewed annually by the Trust Board as part of that Board’s Governance and Review responsibilities.

TASK AND FINISH GROUPS

Principal Purpose – OTHER PROJECT DEVELOPMENT INITIATIVES

Focus - TACTICAL 
Committees have a tendency to perpetuate themselves and become part of the institutional landscape. This doesn’t fit easily with a number of the Governance Principles adopted by both Boards. With the Forza Committee it is the deliberate intention that it is part of the formal governance structure because it’s role is an ongoing one that is crucial to the Clubs future and success. 

However, there will be times when a project requires a dedicated group of suitably skilled and experienced people to ensure detailed attention and rigour are given to the task. This is unlikely to be achieved by either the Trust or Club Boards either because the amount of work on the project would not fit easily with the workload of the Board or because the Board may not have the required range of skills.

In these circumstances Task and Finish Groups should be established. Depending on the nature of the project they may be established by the Trust Board, the Club Board or jointly by the two Boards and they would be led by either a Trust Board member or a Club Director. Their membership may be drawn from either or both Boards, the wider Trust Membership or from outside the Club in order to secure specific expertise.

The Group would be given:- a start date; a projected end date; specific objectives and success measures. In addition, issues such as frequency of meetings, the manner of reporting back to the commissioning board (including progress reports) and the identification of costs and how they would be funded will need to be settled as part of the set up arrangements. A Task and Finish set up pro-forma will be held by the Trust Secretary. 

NOTE:- In the event of a difference of interpretation between Trust Rules and the Memorandum of Understanding the Trust Rules will take precedence.

Memorandum of Understanding on Roles, Responsibilities and Relationships adopted by AFC Telford United Trust and Club Boards

	Operational (Match Day) Performance Monitoring
Responsible for building Trust Membership and monitoring the Match Day experience from the fans and family perspective.
Commercial  Development Performance
Responsible for  strategic oversight and monitoring of the Club’s 

commercial strategy and performance

	· Responsible for building Trust Membership

· Monitoring all aspects of the Match Day experience

· Liaison with Fans/Families in all parts of stadium

· Liaison with Directors of Operations, Facilities  and Fans and Community.

· Admission/Ticketing;  Stewarding/Policing;  Bars/Catering; Programme/PA System 

· Monitoring sponsorship income

· Advice on  business networking

· Making/evaluating events and hospitality proposals

· Proposing conferencing /banqueting initiatives

· Oversight of income from the Club Shop
	1. Good record keeping skills (Trust Membership records).

2.Highly developed interpersonal /communication/listening skills

3. Commitment to enhancing fan experience

4. Good promotional skills 

5. Empathy with needs of disabled fans

6. Committed to equal opportunities and the Club’s values.

1. Experience in generating commercial income and sponsorship.

2. Knowledge of building networks with large and small businesses.

3. Capable of monitoring commercial income and trends. 

4. Familiar with issues of generating commercial income in the charitable and/or third sector.

5. Aware of differences in cultures of the business and third sectors.

6. Committed to equal opportunities and the Club’s values.

	Community Football Development
Responsible for strategic oversight of a new strategy for Youth and Community Football Development

(Currently being developed)


	· Promoting and monitoring the strategy

· Liaison with local leagues

· Liaison with Telford & Wrekin Council

· Liaison with local schools

· Liaison with the Shropshire FA

· Liaison with other interested bodies – eg local NHS bodies, TCAT, 
	1. Experience of Sports Development.

2. Commitment to interests of young people

3. Knowledge of local arrangements for youth/community football

4. Experience/knowledge of working with football authorities

5. Ability to develop networks of interested bodies/individuals

6. Committed to equal opportunities and the Club’s values



	Communications and Media Strategy. 

Responsible for strategic oversight and monitoring of the Club’s communications and reputation management strategies.
Strategy and Development

Responsible for supporting the Chair and the Trust Board, in consultation with the Club Board, in the development and annual review of the Trust Boards strategy.
	Media / Public Relations
· Monitoring Press and media coverage of AFCTU

· Monitoring use of Website and Social Networking

· CRM / Newsletter / Database / Ticketing 

· Supporting promotional and other key events
Reputation Management
· Fans / Supporters / Volunteers

· FA / Supporters Direct

· Media / Press 

· Partners / Business Leaders / Sponsors
(Illustrative indication of coverage of Trust Board Strategy)

Football
· League Football target date

· Community Football and Youth Development
 Training Facilities
· Links with TCAT etc.
Financial Development
· Sustainable income generation

· Significant growth of fan base

· Commercial development
Club Facilities
· Stadium Development / West Stand/Bars/Catering

· Learning Centre / Five a side pitches/Club Shop
Community Development
· Community Sports Trust

· Other community projects

Equal opportunities initiatives
	1. Knowledge of marketing and communications.

2. Familiar with CRM systems and the use of traditional media as well as social media to promote an organisation.

3. Experience of organising promotional  campaigns.

4. Awareness of the importance of managing reputation, promoting  values and growing the fan base 

5. Good working knowledge and experience of social media.

6. Committed to equal opportunities and the values of the Club.

1. Comfortable with and able to manage ambiguity/uncertainty

2. Experienced with issues of strategy and policy development.

3. Familiarity with the requirements of football governance

4. Experience of visioning and business planning

5. Able to present complex ideas in a clear and accessible way.  

6. Committed to equal opportunities and the Clubs values.



	Vice Chair of Trust Board 
Responsible for  Supporting the Chair in leading the Trust Board, overall governance & strategy and holding the Club Board to account. 

Lead for developing effective programme of mentoring and development for Trust and Club Board

	- Supporting the Chair in Leadership and mentoring  of the Trust Board. 

- Ensuring sound, effective governance. 

- Strategy and Development 

- Partnership/Networking 

- Business Development 

- Managing Resources 

- Helping to set the culture/modelling behaviour. 

	1. Experienced in requirements of good governance and organisational change and development. 

2. Strategic and developmental style. 

3. Experienced in business and organisational leadership. 

4. Experienced in performance and financial accountability. 

5. Familiar with leadership issues in the charitable / third sector. 

6. Good ambassadorial, networking and communication skills. 

7. Able to operate with mutual respect for and support to the MD and Directors of AFCTU

8. Encouraging and developing  a collegiate and inclusive style with the Trust Board. 

9. Experienced in development, motivation  and mentoring of Board members. 

10. Committed to equal opportunities and the Club’s values.
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Role�
Key tasks �
Person spec�
�
�



Chair of Trust Board





Responsible for leading the Trust Board, overall governance & strategy and holding the Club Board to account.





Elected by other Board Members  �



Leadership of the Trust Board. 


Ensuring sound, effective governance.


Strategy and Development


Partnership/Networking


Business Development


Managing Resources 


Setting the culture/modelling behaviour.�



1. Experienced in requirements of good governance and organisational change and development.


2. Strategic and developmental style.


3. Experienced in business and organisational leadership.


4. Experienced in performance and financial accountability.


5. Familiar with leadership issues in the charitable / third sector.


6. Good ambassadorial, networking and communication skills.  


7.  Able to operate with mutual respect for and support to the MD.  


8. Operating in a collegiate and inclusive style with the Trust Board.


9. Experienced in development and motivation of Board members.


10. Committed to equal opportunities and the Club’s values.


�
�



Fans and Community Engagement  





Responsible for fan liaison, the development of community projects and


building partnerships�



Joint Convenor of Forza Committee 


Fans


Development of supporter networks.


Ensure response to Fan feedback (on/off the pitch)


Social events / Fundraising (through Forza)


Relationship with Supporters Direct


Links to other Fan owned Clubs


Community


Development of Community Sports Trust


Community Engagement (Schools, Sports Clubs etc)


Liaison with communities around the stadium.


Promotion of Equalities and Diversity





�



1. Experienced in issues related to  community development and engagement.


2. Knowledgeable about the local community and it’s issues.


3. Awareness of the different elements of the clubs fan base


4. Aware of and committed to Supporters Direct ethos, aims and objectives.


5. Committed to better involve under-represented community groups.


6. Committed to equal opportunities and the Club’s values.











�
�



Volunteer Support





Responsible for strategic oversight of volunteer engagement and activities.�



Promote the role of volunteers in the Club


Develop plans to increase volunteer involvement


Organise events to listen to volunteer ideas and acknowledge volunteer contribution.


Liaison with Director of Match Operations


Engage with or member of Forza Committee.�



1. Able to demonstrate understanding and empathy with the motivations and needs of volunteers.


2. Good organisational skills.


3. Experience of working in or with 3rd /Not for profit sector


4. Experience of volunteering for AFCTU


5. Committed to equal opportunities and the Club’s values


�
�



Financial Performance





Responsible for strategic oversight and monitoring the Club’s financial performance and Treasurer for the Trust’s own financial affairs.











�



Business Plan


Monitoring and roll forward


Financial Management


Annual budget monitoring including cash-flow and income from sponsorship.


Investment 


Fundraising by Forza and the Trust 


Exploring alternative funding opportunities for football and community work. �



1. Possesses an accounting or suitable financial qualification.           2. Experienced with issues of financial management and business planning.


3. Capable of providing challenge and direction to the Clubs financial plans.


4. Able to present complex financial information in a form that is understandable to the wider club community 


5. Experience of preparing and submitting bids for external funding 


6. Committed to equal opportunities and the Club’s values.�
�
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