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The Scotland Malawi Partnership’s 2022 Annual General Meeting will take place within the wider Annual Gathering on the 26th November, in the Edinburgh City Chambers.  As always, all members of the SMP are welcome to stand for election to the Board, by completing the nomination form and returning this by 9am, 17th November, having first read this information pack to understand the work of the Board and the commitment  this involves.
I.
INTRODUCTION

This handbook is designed to give you an introduction to the role of a Trustee (a Board member), and the working of the Scotland Malawi Partnership SCIO (from here described as the ‘Scotland Malawi Partnership’ or ‘SMP’), to tell you something about its background and history, its vision and values.    It also gives guidelines, which are intended to act as a checklist of responsibilities, as well as to define other duties expected of Trustees.   The information in this booklet should be read in conjunction with Constitution of the SMP and its 2020-21 Strategic Plan.

The Board meets six times a year, currently the first Tuesday of alternating months, 6-8pm in the Edinburgh City Chambers.  Individuals are asked to only stand for the election if they can commit to attending at least 14 of the 18 meetings in their three-year term of office. We encourage in-person attendance wherever possible, but we also have the option of joining by Zoom.

Dates for 2023 are:

· Tuesday 10th January 2023

· Tuesday 7th March 2023

· Tuesday 2nd May 2023

· Tuesday 4th July 2023

· Tuesday 5th September 2023

· Saturday 7th October 2023 AGM (tbc)
· Tuesday 7th November 2023

If you require further information or clarification on any point in this handbook, or in any of the Scotland Malawi Partnership policies and procedures, please discuss this with the Chief Executive (david@scotland-malawipartnership.org).
II. AREAS OF EXPERTISE REQUIRED IN 2022
Every year the Board reviews its current composition prior to the AGM, considering three key questions:

a) Does the Board have the necessary technical skills, experience and expertise to undertake its duties?

b) Is the Board broadly representative of the Membership it represents?

c) Is the Board sufficiently diverse?

View our current Board here.



In 2022, the Board is keen to maintain its gender, age and diversity balance.  
This year the Board has identified several important gaps in its skills and experience which it needs to focus on filling and therefore  would encourage individuals with the following experience to apply: 
· Finance : We are especially keen to recruit a Trustee with finance and accounting experience to join the  Audit and Finance Committee  and consider replacing Claire Martin as Chair.
· Income generation: It is important that we diversify our income and reduce our reliance on the core governmental grant.  We really encourage those with experience in income diversification, including accessing grant funding, to stand for election
· Youth and Schools: school partnerships remain a key part of the SMP so we are keen to encourage nominations from those involved in school links.

· Legal experience including safeguarding: to ensure the SMP remains legally compliant, we welcome nominations from those with legal experience. Safeguarding remains a crucial priority for SMP and we would be pleased to attract  a Trustee with professional safeguarding expertise who could help lead the sector by good example. 
· Smaller NGO/ community links: We hope to continue to have representatives of smaller organisations working with Malawi on the Board.
However, all Boards needs a wide range of skills and if you are interested in joining the Board and feel you have something significant to offer, then please consider putting your name forward. 
The most important thing is that Trustees are engaged and committed to supporting the Partnership and the bilateral relationship.
III. HISTORY
The friendship between Scots and Malawians began in 1859, with the warm welcome extended to David Livingstone and his companions when he entered what is now Malawi for the first time. Over the next 150 years countless individuals, families and institutions have struck up friendships, which have often found expression in the creation of development projects. 

When necessary, the Scotland-Malawi relationship has taken a directly political form. In the late 1880s a massive, popular campaign in Scotland persuaded the British Government to rethink its initial unwillingness to become involved in the area, leading to Britain, rather than Portugal, becoming the colonizing power.

In the 1950s, when the racist Federation of Rhodesia and Nyasaland was imposed on Malawi, Scots stood shoulder to shoulder with Malawians in resisting it, until finally the Federation was dismantled and Malawi became an independent country in 1964. 

More recently, in the 1990s, Scots offered significant solidarity as Malawi threw off the shackles of its one-party system and became a multi-party democracy.

The challenge posed by the United Nations Millennium Development Goals was taken up in Scotland in the late 1990s by David Livingstone’s alma mater Strathclyde University when, in partnership with Bell College (local to Livingstone’s birthplace at Blantyre), they launched their Malawi Millennium Project.


This Millennium Project was the catalyst for a new round of networking among individuals and organisations in Scotland with strong ties to Malawi. Many sensed that significant value could be added by coming together under a single umbrella. The Scotland Malawi Partnership was officially launched in April 2004 with the support of the Lord Provosts of Edinburgh and Glasgow.

The following year, 2005, the G8 met at Gleneagles, with the Make Poverty History campaign drawing public attention to the issue of international development. At the same time the Scottish Government published Scotland’s first international development strategy, with a particular focus on the relationship between Scotland and Malawi.

On the 3rd November 2005, the historic Co-operation Agreement between the governments of Scotland and Malawi was signed, and immediately afterwards the Scotland Malawi Partnership hosted a “Malawi After Gleneagles” conference at the Scottish Parliament. Our patrons, HRH the Princess Royal and His Excellency President Bingu wa Mutharika, and the First Minister, Rt Hon Jack McConnell MSP, looked forward to a new chapter in our strengthened friendship.  

During 2005 the Partnership registered as a Scottish Charity (SCO37048) and as a Company Limited by Guarantee (SC294378). Three-year funding (2005-08) was awarded by the Scottish Executive in 2005 which allowed the Partnership to employ a full-time Coordinator and to rent office space within the Edinburgh City Chambers. 

The three-year core funding grant was renewed in 2008, 2011, 2014, 2017 and 2020 on the basis of specific provision for networking organisations made by the Scottish government within its International Development Programme. While always respecting the distinct identity of the two bodies, the Partnership has enjoyed a collaborative and productive relationship with the Scottish Government’s international development team.

Enthusiastic members, a dynamic Board of Directors and the effective leadership of successive Principal Officers/Chief Executives Leo Williams (2006-08) and David Hope-Jones (2008-) have enabled the Partnership to build up an extensive programme of activity: growing its membership; producing regular bulletins of information; creating a comprehensive website; organising sector-specific forums, stakeholder meetings and training events; responding to enquiries from members of the public and the media; running the Cross-Party Group on Malawi in the Scottish Parliament; organising a programme of academic exchange, relating to Malawian counterparts and hosting their visits to Scotland; and arranging high-profile events when required, both in Scotland and in Malawi.

The Partnership draws its strength from strong community roots, personal involvement and a deep history of mutual respect and common cause. This has fostered a new approach to international development, one rooted in people-to-people networks. Vital government support acts as seed funding, which is then multiplied many times over as individuals and organisations offer their expertise and resources to the common effort.  The contribution of a primary school or church group is as important as that of any leading development charity, only the scale differs. 

With growing confidence, the Partnership commends this model as one which represents effective aid as it mobilises the community at large to contribute to the realisation of the Sustainable Development Goals and Malawi’s own Growth and Development Strategy.

The Partnership is now in the final year of its sixth three-year core grant (2020-23) from the Scottish Government. The SMP’s 2021-23 Strategic Plan has an ambitious Theory of Change.

The Scottish Government has already given written commitment for SMP core funding for 2023-24 and the SMP will be in dialogue with government in 2023 about returning to triennial core funding.

Board applicants can learn more about the work of the SMP through our website.

IV. OUR WORK:
The Scotland Malawi Partnership (SMP) is the national civil society network coordinating, representing and supporting the many people-to-people links between our two nations. We represent a community of 109,000 people in Scotland with active links to Malawi.  This is part of a shared history that dates back 160 years to the travels of Dr David Livingstone.

We believe the hundreds of partnerships which unite Scotland and Malawi represent an innovative new approach to international development. This is an approach based not on 'donors' and 'recipients' but on long-standing, mutually-beneficial community-to-community, family-to-family and people-to-people links, each on its own quite modest in scale but, together, a formidable force for progressive change.

We exist to inspire the people and organisations of Scotland to be involved with Malawi in an informed, coordinated and effective way for the benefit of both nations. We do this by providing a forum where ideas, activities and information can be shared on our website, through our online mapping tool, publications and through regular forums, training events and stakeholder meetings.  In this way, we harness experience, expertise and enthusiasm from across Scotland and help inspire each new generation of Scots and Malawians to become involved together, in a variety of innovative new ways.

The SMP is core funded by, but independent of the Scottish Government, as part of its own outstanding Malawi Development Programme.  We are extremely grateful for this far-sighted investment by successive governments.

We are a membership organisation representing more than 1,220 Scottish organisations and key individuals, including half Scotland’s local authorities, every Scottish university and most of its colleges, 230 primary and secondary schools, dozens of different churches and faith-based groups, hospitals and health boards, businesses, charities and NGOs, and a wide range of grass-root community-based organisations.  Our work permeates almost all aspects of Scottish civil society.  Any Scottish organisation or individual with a link to, or interest in, Malawi is welcome to join the Scotland Malawi Partnership.  It is quick and easy to join online.

By creating a single space for all organisations and individuals in Scotland currently engaged with Malawi to come together, we help reduce duplication of effort, add value to Scotland’s historic civil society relationship with Malawi, and contribute towards poverty alleviation in Malawi.

The Partnership continues to be buoyed by the growth in both the quantity and quality of civil society connections between Scotland and Malawi. The difference these links make in terms of combating poverty in Malawi and inspiring greater awareness in Scotland has been widely recognised from the outset as something immensely worthwhile.  

We are an energetic coalition of civil society actors who believe in sustainable development through dignified partnership.  We asked around 200 Scottish and 200 Malawian organisations to identify the principles which underpin such a partnership and were excited to find a great convergence of opinion.  This has been enshrined in our eleven Partnership Principles: we, and all our members, hold ourselves accountable to these published principles.

Our work is not confined by a conventional understanding of charity and international development, with donors on one side and recipients on the other. It is about partnership, joint-working and friendship.  In keeping with this model, we have a sister network in Malawi, the ‘Malawi Scotland Partnership’ (MaSP), that manages all coordination in Malawi and is 100% Malawi-owned and Malawi-led.

The SMP is a values-led network, we are committed to increasing diversity and inclusion in all we do, and living up to our joint Black Lives Matter statement with MaSP.  We look to build a better future by really understanding our past, including Scotland’s role supporting the slave trade, and by challenging the latent and manifest legacies of colonialism today.  We are delighted to have supported fresh Malawi-led reinterpretations of our past, including the display of Prof Samson Kambalu’s excellent statue of John Chilembwe in the Scottish Parliament and on the fourth plinth of Trafalgar Square, literally sizing up to the monuments of imperial power.
The SMP is itself non-governmental and politically neutral. We are, however, active in representing our members’ work in Holyrood (where we provide the secretariat for the Malawi Cross Party Group) and in Westminster (where we provide the secretariat for the Malawi All Party Parliamentary Group).  All 59 Scottish MPs have SMP members in their constituency and all 129 MSPs have SMP members in their region or constituency.  There is unshakeable all-party political support for Scotland’s historic friendship with Malawi amongst Scotland’s elected leaders (see overleaf).

We are led by our members and exist to support them to inspire the people and organisations of Scotland to be involved with Malawi in a way which benefits both nations.  We are active in coordinating, representing and supporting two-way dignified partnerships across a diverse range of areas including: cultural links; diaspora leadership; environment and renewable energy; faith links; further and higher education; gender; governance; health links; local authorities; primary and secondary education; sport; sustainable economic development; tourism; trade and agriculture; water; and youth.

Our project is to build connections and collaboration on a multi-sectoral basis between two small nations in ways that are transformational for both. There is no template for doing this. So far as we know, we are the first to develop this model of partnership. Our work is delivered by a small but highly effective staff team, and governed by a large, experienced and committed Board of Directors, elected from and by our Membership.  

Every month, we deliver an ambitious series of diverse, high impact events and activities, attended by members, partners, civic leaders, policy makers and other key stakeholders. Events such as our Youth Congress are co-designed by the SMP’s Youth Committee.  We share information and updates with our members and partners through the regularly updated news pages of our website, through a dedicated weekly electronic bulletin, and through social media (Twitter, Facebook, Instagram, YouTube).

Through the Covid-19 pandemic our work has been more important than ever.  We hosted 16 Covid Coordination meetings through the height of the pandemic, informing, supporting and coordinating the work of over 670 different organisations and key individuals. 94% of those involved rated this work as ‘excellent’ or ‘very good’ and we received praise from the President of Malawi.  Our Emergency Oxygen Appeal raised £45k and used this to fix well over £1m of oxygen concentrators in Malawi, establishing sustainable, Malawi-led systems for the sustainable maintenance of medical equipment. 

Governance strengthening remains a strong priority for the SMP. We sponsored the new book ‘Beyond Impunity: New Directions for Governance in Malawi’, written by 25 leading academics in Malawi, and hosted an eight-part governance seminar series to serialize the publication.

The SMP had an active role through the COP26 climate conference in 2021: amplifying youth voices, supporting and live linking to the Malawi-led COP26 youth hub in Lilongwe, addressing the New York Times Climate Hub, sponsoring a Malawian feature film, and hosting the ‘Malawi’s Homecoming’ with the President of Malawi, our Co-Patron.

More information on the Scotland Malawi Partnership and our work can be found on our website (www.scotland-malawipartnership.org).  We also recommend Rev Prof Kenneth Ross’ excellent book ‘Friendship with a Purpose: Malawi and Scotland for Sustainable Development’ (2018) which sets out the historical and contemporary context of the SMP, and the Official Report from the September 2018 High Level Conference in Malawi, which articulates Malawi’s vision for the next chapter in the bilateral friendship, and updates the 2005 ‘Malawi After Gleneagles’ conference in the Scottish Parliament.

V. 2022 ALL-PARTY SUPPORT:
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All-party messages of support for the Scotland Malawi Partnership
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"The links between Scotland and Malawi are strong and enduring. Even in this past year, which has presented us with difficulties we could scarcely have imagined, our friendship continues to grow. The work that the Scotland Malawi Partnership and the many organisations the length and breadth of Scotland do to support and nurture these links is extremely welcome and I am proud that the Scottish Government can continue to fund these efforts. I hope this report inspires many more communities to take an interest in the relationship between Scotland and Malawi, so we can sustain it for many years to come."  Nicola Sturgeon MSP, First Minister of Scotland and Leader of the Scottish National Party 
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“I am delighted to welcome the publication of this report. The links between Scotland and Malawi are deep, and it’s right we celebrate them. This report stands as a testimony to that – highlighting the civic partnerships which exist across each Holyrood constituency and region. At heart, this is about friendship. Not just between governments, but between two peoples. Each year thousands of Scots and Malawians stand side-by-side and work together to achieve common goals. We should be proud of these bonds and I congratulate the Scotland Malawi Partnership for everything they do to further this cause. The Scottish Conservatives are deeply committed to strengthening Scotland’s partnership with Malawi for the benefit of both our countries.”  Douglas Ross MP, Leader, Scottish Conservative Party
 “Our links with Malawi continue to thrive and flourish, and are a testament to the efforts of those who have worked hard to maintain this enduring friendship. The community of over 300,000 Scots and Malawians has helped deliver benefits and real change where it’s needed - across communities, in trade, business, medicine, education and tourism. We should be proud of our work together and continue to build on the unity between our two nations.”

       Anas Sarwar MSP, Leader, Scottish Labour Party
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"It is truly impressive that over one thousand Scottish organisations and key individuals have active links with Malawi.
Through education, communication and engagement we are forging a lasting relationship with this fascinatin g and creative country at the heart of Africa. 

Together Scotland and Malawi can grow and prosper together. I am particularly pleased to see the deep links between Malawi and my constituency, where there are memberships from groups as wide ranging as the RZSS Edinburgh Zoo and several local primary schools.”                  Alex Cole-Hamilton MSP, Leader, Scottish Liberal Democrats

“I am delighted to see Scotland’s long-standing friendship with Malawi continue to grow from strength to strength. More and more communities the length and breadth of Scotland are now involved in the people-to-people partnerships. This represents the best of Scottish internationalism, which will contribute to sustainable development and to global challenges such as equality and human rights. I congratulate the Scotland Malawi Partnership for its work coordinating these many civic links and look forward to continuing to work closely with the network.”                     Patrick Harvie MSP, Co-Convenor, Scottish Green Party

VI. STRATEGIC PLAN & THEORY OF CHANGE:

In 2021-23, the Scotland Malawi Partnership will:

· Strengthen and coordinate its members’ links, through information, advice, events and forums

· Inform and inspire the public about the people-to-people model of dignified partnership

· Celebrate and support the next generation of young people leading the relationship

· Influence others & represent members’ interests, ensuring continued public & political support

· Develop its own organisation, increasing our impact, efficiency, governance and effectiveness.

For each of the above five objectives the 2021-23 Strategy outlines:

· what the Partnership will continue to do,

· what it will consolidate,

· and where it will adapt, to ensure it can succeed through these changing and challenging time.

In 2021-23, Scotland Malawi Partnership activities will coordinate, represent, support and develop the many dignified, two-way people-to-people links that unite Scotland and Malawi, and in so doing will help reduce poverty, improve wellbeing and increase social justice in both our nations, through our members’ work. We aim to foster links, consistent with our Partnership Principles, between our two nations, and encourage the advance of sustainable development in both our nations.
Read our full 2021-23 Strategic Plan.
For a quick overview of our work and strategy, we recommend our Theory of Change.  This online interactive document shows on a single webpage what the SMP is, how it is governed and managed, and how it relates with its sister network the Malawi Scotland Partnership (MaSP).

From the Theory of Change, by clicking the green ‘Play Presentation’ button in the bottom left-hand corner, and then the ‘next slide’ (right pointing arrow) button at the base of the screen, you can explore the different sections of the Theory of Change in greater detail. Many of the boxes of the Theory of Change have icons on the right-hand side of them, clicking these brings up the relevant webpage for further information.

Most significantly, the Theory of Change tracks:

Inputs > Strategic Goals > Activities > Outcomes > Impact

Each of the five strands has its own outcomes and, together, all these outcomes contribute to the overarching impact:

1) Increased NUMBER of Scotland-Malawi links

2) Increased EFFECTIVENESS of Scotland-Malawi links

3) Increased IMPACT of Scotland-Malawi links

…Leading to…

Improved lives, well-being and happiness of the people of Malawi and Scotland.
VII. VISION, MISSION, VALUES AND PRINCIPLES
VISION STATEMENT

The SMP exists to inspire the people and organisations of Scotland to be involved with Malawi in an informed, coordinated and effective way to the benefit of both nations.   

The Scotland Malawi Partnership promotes a people-to-people model of development, rooted in the shared history between our two countries. It focuses on active relationships between people to foster a shared understanding of the development challenges facing Malawi and to support the development of practical, sustainable solutions.   It is through this deeper understanding and shared human experience that the people of Scotland and Malawi will be able to effect real and lasting change, both through their own activity and by influencing the policies and actions of governments and institutions.

MISSION STATEMENT

We aim to foster links, consistent with our values, between the two nations, and encourage development of sustainable projects in Malawi by:

· informing and inspiring civil society in Scotland about the work of the Partnership, the unique shared history between Scotland and Malawi, and the development challenges facing Malawi, in order to increase public support for extending and enriching the relationship between the two nations

· seeking to employ an alternative model of international development, based on mutually beneficial civil society partnerships and links, and advocating its wider employment elsewhere
· acting as a forum for encouraging best practice amongst member organisations through the provision of training and the sharing of ideas, processes and  information

· encouraging a reduction in the duplication of effort in Malawi by facilitating networking, promoting shared learning and raising awareness of existing initiatives

· developing support mechanisms which can lead to an exchange of people and/or advance cultural, political or economic understanding between Scotland and Malawi

· informing our members of activities, opportunities or items of significance arising in either Scotland or Malawi
· demonstrating the relevance of Scotland’s civil society contribution to the attainment of the Government of Malawi’s Growth and Development Strategy and the Millennium Development Goals.

VALUES

Our Values describe our approach, and our Vision and Mission can only be achieved if staff, Trustees, member organisations and associate members hold these values:

· Mutual respect – we recognise that the historic bilateral civil society relationship between Scotland and Malawi is built on trust and mutual respect and we celebrate its inherent reciprocity

· Cooperation - We foster a spirit of cooperation, building partnerships and alliances in pursuit of our objectives, avoiding duplication and forging creative ways to work together

· Internationalism - We stand in the tradition of Scottish internationalism, resisting isolationism and xenophobia, believing that Scotland's strength lies in building strong relationships with nations elsewhere in the world

· Service - Paramount in all our work is provision of the highest possible quality of service to our members. We strive to meet their expressed needs by offering relevant information, advice, training and resources
· Continuous improvement – we continuously strive to improve the quality of our service, as perceived by our members, to encourage viable, ethical development activity between our members and their Malawian counterparts

· Sector understanding – we understand the sector(s) in which our members are operating, both in Scotland and Malawi, and respond positively to situations which can advance developmental aspects of the Partnership

· Development – staff, Trustees and members are committed to encouraging links between Scotland and Malawi, to reduce poverty, promote justice and relieve suffering in Malawi.  To achieve that, we all have a role to play in managing our own development and in being supportive of others

PARTNERSHIP PRINCIPLES:

After consulting more than 200 members in Scotland and Malawi, we have settled on 11 key principles that we think, together, underpin true partnership:

Planning and implementing together: 
Whose idea is this?
Appropriateness:


How does it fit within local and governmental priorities?

Respect, trust and mutual understanding: How would you feel if you were at the other side?

Transparency and Accountability:
How are challenges, issues and concerns listened to?

No one left behind: 


Who is excluded from your partnership?
Effectiveness: 



How do you know if your partnership is working?
Reciprocity: 



What does each side contribute in the partnership?
Sustainability: 



How long is your partnership for and what happens

when it ends?

Do no Harm: 

Could anyone be worse off as a result of your

Partnership?

Interconnectivity: 


How do you connect with what others are doing? 

Parity (equality): 


Who ‘owns’ the partnership?  Who has the power?

These 11 partnership principles underpin all of our work but also all the advice, support and information we offer our members and partners.
VIII. GOVERNANCE

Governance is the key to the Organisational Structure.  Governance has been defined as “…the overall guidance, direction and supervision of an organisation.” (NCVO 1992)  

For the Scotland Malawi Partnership to be effectively governed it requires Trustees to:

· have a clear understanding of their roles

· have an understanding as to how governance might break down

· be professional about recruitment of new Trustees

· be properly informed

· regularly review management performance

The role of a Trustee is to:

· Give direction and leadership to the company - Shape and review the vision, mission and values; agree long-term objectives and strategic plans; establish broad policies for the way the company should work (e.g. finance, human resources etc.)

· Oversee finances - establish effective financial management control systems; ensure financial security of the company; develop a basic understanding of finance

· Ensure legal compliance and observance of statutory provisions – keep track of legislation affecting company and its operations; ensure law is observed (e.g. Charity law, employment law, health and safety, equal opportunities, data protection, human rights, public liability etc.) and statutory returns are filed.

· Determine the values and ethical position of the company

· Be responsible for the company’s administration 

· Oversee people - appoint, support, supervise and monitor the performance of its senior staff

· Oversee resources - influence the overall allocation of resources (property and equipment); ensure sufficient funds available to run company

· Manage itself – hold regular meetings; ensure sufficient information available to make good, informed decisions

· Be accountable – to stakeholders; establish performance measures for the company and monitor against these measures

The key roles of the Board in determining its own work should include:

· Defining the ideal size and composition of the Board

· 
Structuring sub-committees and working groups to anticipate the future needs of the company

· Recruiting and inducting new members to meet present and future requirements of the organisation

· Ensuring Trustees are clear about their responsibilities

· Procuring training and support to meet Trustees’ development needs

· Determining its own agenda and priorities; setting projects and goals

· Monitoring its own performance and that of its committees

Governance is not management.  Management activities are carried out by the staff and Trustees should not be involved in day-to-day matters that are the responsibility of staff.  Trustees should provide leadership and may become involved in operational tasks, but only under the guidance of the Chief Executive.  Staff should implement the strategy as agreed by the Board, turn committees’ intentions into action, manage systems and procedures and, possibly, become involved in developmental/research work for strategy.

It is also worth noting the reasons why governance breaks down:

· Ignorance – non-executive Trustees are unaware of their legal responsibilities or the part they play in decision-making

· Over-reliance – on the paid staff to direct the organisation

· Complacency – tradition decrees that everything is satisfactory and Trustees need pay little attention to the business

· Lack of expertise – Trustees are volunteers and not necessarily chosen for their skills and experience in governing companies

· Dominant or weak chairman – fails to provide effective leadership

· Cliques – may undermine collective approach of management

IX. TRUSTEE CODE OF CONDUCT

The Code of Conduct sets out the standards of behaviour expected of Trustees of the Scotland Malawi Partnership (SMP) Board. It aims to ensure that all Trustees observe the highest standards of propriety and act in the best interests of the SMP at all times, respecting and upholding the values of the SMP. All Trustees will be required to sign the Code of Conduct and a Conflict of Interest statement at the start of their term of office. 

General

• Trustees will act within the governing document of the SMP and the law, and abide by the policies and procedures of the organisation. This includes having a sound knowledge of the contents of the SMP’s SCIO Constitution and relevant policies and procedures.

• Trustees will support the vision, mission and values of the SMP, championing it, using any skills or knowledge Trustees have to further that mission and seeking expert advice where appropriate.

• Trustees will be an active in making their skills, experience and knowledge available to the SMP and seeking to do what additional work they can outside trustee meetings, including sitting

on committees.

• Trustees will respect organisational, board and individual confidentiality, while never using confidentiality as an excuse not to disclose matters that should be transparent and open.

• Trustees will develop and maintain a sound and up-to-date knowledge of the SMP.

• Trustees will use the SMP’s resources responsibly, and when claiming expenses will do so in line with the SMP procedures.

• Trustees will seek to be accountable for their actions as a trustee of the SMP and will submit themselves to whatever scrutiny is appropriate.

• Trustees accept their responsibility to ensure that the SMP is well run and will raise issues and questions in an appropriate and sensitive way to ensure that this is the case.

• Trustees will comply with any policies agreed by the Board, including those relating to the acceptance of hospitality and gifts.

• Trustees will take cognisance of the Seven Principles of Public Life and behave in a manner which embraces selflessness, integrity, objectivity, accountability, openness, honesty and leadership.

Managing Interests

• Trustees will not gain materially or financially from their involvement with the SMP unless specifically authorised to do so.

• Trustees will act in the best interests of the SMP as a whole, and not as a representative of any group – considering what is best for the SMP and its present and future beneficiaries and avoiding bringing the SMP into disrepute.

• Unless authorised, Trustees will not put themselves in a position where their personal interests conflict with their duty to act in the interests of the organisation. Where there is a conflict of interest, Trustees will ensure that this is managed effectively in line with SMP policy.

• Trustees understand that failure to declare a conflict of interest may be considered a breach of this code.

Meetings

• Trustees will attend all appropriate meetings and other appointments at the SMP or give apologies. If Trustees cannot regularly attend meetings, Trustees will consider whether there are other ways Trustees can engage with the SMP.

• Trustees will prepare fully for all meetings and work for the organisation. This will include reading papers, querying anything Trustees do not understand, thinking through issues before meetings and completing any tasks assigned to me in the agreed time.

• Trustees will actively engage in discussion, debate and voting in meetings; contributing in a considered and constructive way, listening carefully, challenging sensitively and avoiding conflict.

• Trustees will participate in collective decision making, accept a collective responsibility and the majority decision of the board.  Trustees will not act individually unless specifically authorised to do so.

Governance

• Trustees will actively contribute towards improving the governance of the trustee board, participating in induction and training and sharing ideas for improvement with the board.

• Trustees will help to identify good candidates for trusteeship at the SMP and, with their fellow trustees, help ensure the SMP Board has the necessary skills, expertise and diversity to succeed.

Relations with others:

• Trustees will endeavour to work considerately and respectfully with all those they come into contact with at the SMP. Trustees will respect diversity, different roles and boundaries, and avoid giving offence.

• Trustees recognise that the roles of trustees, volunteers and staff of the SMP are different, and will seek to understand and respect the difference between these roles.

• Trustees will seek to support and encourage all those they come into contact with at the SMP. In particular, Trustees recognise their responsibility to support the Chair and the Chief Executive.

• Trustees will not make public comments about the organisation unless authorised to do so. Any public comments Trustees make about the SMP will be considered and in line with organisational policy, whether Trustees make them as an individual or as a trustee.

Leaving the Board

• Trustees understand that substantial breach of any part of this code may result in procedures being put in motion that may result in them being asked to resign from the Board of Trustees.

• Should this happen Trustees will be given the opportunity to be heard. In the event that Trustees are asked to resign from the board, Trustees will accept the majority decision of the board in this matter and resign at the earliest opportunity.

• If Trustees wish to cease being a trustee of the SMP at any time, they will inform the Chair in advance in writing, stating their reasons for leaving.

X. BOARD’S TERMS OF REFERENCE
Purpose of Board: to govern the Scotland Malawi Partnership and ensure that the Scotland Malawi Partnership meets its stated objects; take responsibility for giving direction to the company; ensuring that there is a framework for accountability; adopting and reviewing all systems and methods of control, financial and otherwise; monitoring people, resources and performance and for ensuring that the Scotland Malawi Partnership is complying with all aspects of the law, relevant regulations and good practice.
Composition 

The board will consist of no fewer than 3 Trustees, and no more than 16, appointed by the board itself, with appropriate skills and expertise.

· The chair of the board will be elected by the Trustees and will serve for a maximum of a three-year term.  The chair may be re-appointed for further terms.

· Trustees will be elected by the membership and will serve for a three-year term.  

· One third of the trustee will retire by rotation every year.  Trustees may stand for re-election if they wish.

· The board will consist of a chair, one or more vice chairs and other Trustees (as appropriate). 

· The Chief Executive shall be in attendance at meetings, but shall not be a Trustee.

· Trustees are expected to attend all Board meetings and other SMP meetings of particular relevance to the Scotland Malawi Partnership e.g. Annual General Meeting; non-attendance at three, or more, consecutive Board meetings may result in a Trustee being asked to step down.

· Until otherwise determined by the board a quorum shall consist of three Trustees.

· For voting purposes each Trustee will have one vote.  In the case of an equal number of votes cast for/against the motion the Chair of the Board will have a casting vote

· The board will report regularly and at least every 12 months to its supporters and donors, partner organisations, staff and volunteers, through its Annual report.

· The board is authorised to obtain appropriate external legal and other professional advice in order to fulfil its responsibility. 

Trustees

· Trustees will be required to sign a declaration that they are not disqualified, in law, from acting as a trustee.

· Trustees will not be remunerated for services given to the Scotland Malawi Partnership, but they will be entitled to claim scale expenses for attending to Scotland Malawi Partnership business.

A Trustee is expected to:

· Be committed to the development of Malawi.

· Have an enthusiasm for the work of the Scotland Malawi Partnership and a commitment to carry out the duties of a board member.

· Have the ability to work as a member of a team and a willingness to state personal convictions, and equally, to accept a majority decision and be tolerant of the views of others.

· Have a willingness to deal openly with staff and colleague board members when pleased or displeased about an issue.

· Be a respected member of the community.

· Be prepared to offer personal and business skills and experience to support the work of the staff, if required.

Main duties

General

· Provide direction and purpose for the Scotland Malawi Partnership.

· Ensure a framework of effective policies and procedures is in place.

· Ensure that the Scotland Malawi Partnership complies with all aspects of the law, relevant regulations and good practice and meets the objects as defined in the Memorandum and Articles of Association.

· Ensure financial viability for both funding and operations.

· Ensure prudent financial management, with effective control, auditing and reporting mechanisms.

· Approve annual accounts and report.

· Determine allocation of resources, funds, people and programmes.
· Analyse and assess risk in all sectors of operation.

· Monitor the performance of the Scotland Malawi Partnership, against plans and agreed targets.

· Ensure all Scotland Malawi Partnership assets and property are well-managed and maintained.

· Be accountable to supporters and donors, partner organisations, staff and volunteers.

· Recruit, appoint and appraise/review the Chief Executive.

· Ensure a framework of effective communication and reporting is in place.

· Provide minutes of all board meetings for review and subsequent archival retention.

· Accept reports and minutes from sub-committees and determine/homologate actions.

· Ensure agreed decisions are implemented.

· Establish a system of communications and delegated decision-making so that urgent decisions can be made and acted upon between board meetings.

· Approve working groups or ad-hoc committees to deal with specific items.

· To investigate any financial, legal or other matter which may put the Scotland Malawi Partnership at risk.

· Form the final appeal panel in grievance and disciplinary cases affecting members of staff.

· Promote and maintain the good name of the Scotland Malawi Partnership.

· Encourage a culture within the Scotland Malawi Partnership whereby each individual feels he or she has a part to play in promoting the Scotland Malawi Partnership and guarding its probity.

· Co-opt additional Trustees if necessary, and retain advisers with specialist knowledge and skills as required.

XI. COMPETENCIES 

The Board requires a broad range of competencies, with particular strengths in some of the following areas:

· Knowledge & experience of Malawi

· Organisational / sector awareness

· Handling change

· Inter-personal effectiveness

· Judgment and decision-making

· Leadership

· Managing relationships

· Personal motivation

· Planning and organising

· Self-confidence and resilience

· Strategic thinking and vision

· Team working

· Technical/professional knowledge

XII. TIMETABLE OF BOARD ACTIVITIES
The precise agenda for Board meetings is agreed by the Chair and Chief Executive at least a week before the meeting and Trustees are invited to propose items for the agenda by emailing the Chair and CEO, at least two weeks before a meeting date. 

As well as major issues for discussion and agreement, each meeting has a number of standing items, many of which are for information but all of which allow questioning from Board members. Standing items include:

· A short operational update from the Chief Executive

· A financial review from the Treasurer/Chair of the Audit and Finance Committee

· Review of new membership applications and membership levels

· Update from HR Committee (if required)

· Update from Safeguarding Committee (if required)

· Board input to major upcoming engagements
The below gives an indicative (but not exhaustive) list of other standing items which the Board considers through a typical year.

January meeting:

· Review of SMP policies

· Review Scottish Government feedback from Mid-Year Report 

· Agree Scottish Government underspend declaration

· Quick review of Risk Register

[31st January – deadline for reporting underspends to Scottish Government]
March meeting:

· Agree budget for the following financial year

· Review progress against Strategic Plan

· Review Reserves Policy

[31st March – end of the financial year]

[30th April – deadline for Scottish Government core funding End of Year Report (EYR)]

May meeting:

· First review of financial accounts from previous financial year

· Review Scottish Government End of Year Report submission

July meeting:

· Updating of Risk Register

· Agree financial accounts from previous year

· AGM planning

· Skills audit of Board to decide what skills to advertise for in advance of the AGM

· Review Scottish Government feedback from End of Year Report 

September meeting:

· Signing off all paperwork and agreeing actions for the AGM

· Review progress against Strategic Plan

[First Saturday in October (typically) – AGM]

[31st October – deadline for Scottish Government core funding Mid-Year Report (MYR)]
November meeting:

· AGM debrief and learning

· Induction of new Trustees

· Register of interests

· Election of Position Holders

· Review Committee structures and memberships

· Review Scottish Government End of Year Report submission

[December - Christmas social gathering with staff]

XIII. POLICY AND PLANNING
The Board has responsibility for governing the SCIO and also has the power to decide how it should be done.

All Scotland Malawi Partnership policies and the strategies to implement them are discussed and decided by the Board.  In most cases the policy documents will have been prepared by the Chief Executive, discussed by the Policy and Strategy Committee and recommended to the Board for approval.  This will include policies on equal opportunities, employment, marketing and public relations.  All official strategic documents such as Strategic Plans, annual Business or marketing plans should be read, discussed and approved by the Board.

It is the job of the Chief Executive and staff, to implement these policies and undertake the day-to-day management of the Company.  The expertise of the staff should be respected at all times, provided that management decisions are consistent with Board policies.  All aspects of service delivery and policy implementation should be monitored and evaluated by the Board on a regular basis and policy revised as appropriate.

Financial Management

Board members must be fully aware of the financial position of the Company at all times.  To satisfy the requirement for sound financial management they should ensure Financial Regulations are complied with. This would normally be designated to the Audit and Finance Committee.  The following should be undertaken and the numbers and explanations understood:

Annual approval of budget for the coming year

This will contain details of projected income and expenditure consistent with the Strategic Plan.  It should only be approved if it is realistic (an unrealistic budget is one in which the proposed levels of income and expenditure are unattainable).  Actual financial figures from previous years can provide a good guideline.

Any capital expenditure should be clearly indicated and, when appropriate, cost benefit or feasibility information provided.

Regular financial reports

Budgets require constant monitoring and revision. The Board should receive regular statements, quarterly is usually ideal.  A quarterly statement should show the cash flow position of the organisation on the date and a statement of income and expenditure prepared on an accrual basis (i.e. the accounting convention where income and expenditure is recognised as it is earned or incurred rather than when received or paid).

The Chair of the Audit and Finance Committee will present reports at Board meetings and answer detailed questions about the financial report.

Budget revision

If income and expenditure to date differ widely from the approved annual budget the Board should request and approve revisions of the budget.  Hard financial decisions should be made when necessary.

Budgets are often drawn up at a point when definite information about funding is unavailable.  The budget should be confirmed or revised as firm information becomes known.

Financial regulations

It is good practice to have clear, agreed financial regulations for the organisation.  These should cover at least the following:

· Cheque signing rules

· Spending authority – with whom it lies and any limits

· The power of the Board Chair, the Audit and Finance Committee, the Chief Executive to take financial decision between meetings and any limits

· Tendering requirements for large purchases

Statutory and regulatory requirements

The Board is also responsible for ensuring correct accounting records are kept and that the statutory returns are made.  While the Administrator / Company Secretary is charged with ensuring this happens, overall responsibility lies with the Board and not with the individual member of staff.

Other areas of financial responsibility

· To oversee the investment of funds

· Tax mitigation (ensuring that all eligible allowances against tax are claimed)

· Insolvency considerations

· Non-charitable trading

· Appointing bankers and auditors

Note: as a Trustee, you should ensure that at all times, the Scotland Malawi Partnership is run within the limits of its financial resources. If not, and the Board is not seen to have acted with due Care, Diligence and Skill, you could be held personally liable and prohibited from being a Board trustee of any company at any time in the future.
Advocacy and Fund-raising

To carry out its work the Board requires a mix of people with different skills and also with a high standing in the community or within their field of work.  The Board has a crucial role to play in terms of public relations, fund-raising and advocacy for the organisation to all sectors of the public but particularly to those who may themselves support the Scotland Malawi Partnership or who can ‘open doors’ for the Scotland Malawi Partnership.

Board members are ambassadors for the Scotland Malawi Partnership and should strive to promote the Company, its activities and its needs to as many useful individuals and bodies as possible, so as to enhance its profile.  Trustees should also keep their eyes and ears open for information or opportunities which may be of interest or assistance to the Scotland Malawi Partnership.

Trustees also have a responsibility for working actively on behalf of the Scotland Malawi Partnership to raise funds.  This includes lobbying for public grants and donations, helping to raise sponsorship from the private sector and maximising earned income.

Employment and Personnel responsibilities

The Board is responsible for defining and reviewing Scotland Malawi Partnership policies on employment and personnel procedures, including:

Equal opportunities, contracts, staffing structure, safeguarding, dismissal, grievance and disciplinary, sickness, holidays, maternity/paternity/compassionate leave, salaries, appraisal, pensions, expenses payments and training.

The Board is responsible for the recruitment of the Chief Executive, with Trustees serving on the interview panel and agreeing the job description, person specification and terms of employment.  When the new person takes up his post the Board must ensure that they are fully briefed about the aims and objectives of the organisation and its policies.  It is also the Board’s responsibility to ensure that the incoming Chief Executive fully understands his/her job description.  The Chief Executive reports to the Board, through the Chair.  
The Chair, or another Trustee appointed by the Board, is responsible for conducting the performance appraisal of the Chief Executive. This Trustee should be involved with all staff who report to the Chief Executive.

Health and Safety is another important area for which the Board has responsibility and it should ensure that the staff manage any premises in a way that is safe and efficient for both employees and visitors and that it complies with all aspects of current legislation.  The Board should review the health and safety procedures on an at least annual basis.

XIV. GUIDELINES FOR TRUSTEES
Title:

Trustee

Purpose:
To be responsible for:

· determining strategic direction and policies for the good governance of the Scotland Malawi Partnership

· ensuring the company operates within the law and observes its statutory and regulatory obligations;

· monitoring the performance of senior staff

· communicating the aims and objectives of the company to potentially useful people and organisations;

· ensuring appropriate remuneration packages are in place for Trustees and staff;

· appointing new Trustees

Term:
Trustees are elected for a three-year term after which point they must stand-down but are welcome to stand for re-election if they wish.

Responsible:
To the Chair of the Board

Personal Attributes

1. An enthusiasm for the work of the Scotland Malawi Partnership, a commitment to carry out the duties of a Board member.

2. The ability to work as a member of a team and a willingness to state personal convictions, and equally, to accept a majority decision and be tolerant of the views of others.

3. The willingness to deal openly with staff and colleague Board members when pleased or displeased about an issue.

4. A respected member of the community.

5. A preparedness to offer personal and professional business skills and experience to support the work of the staff, if required.

Trustees “should bring an independent judgment to bear on issues of strategy, performance, resources including key appointments and standards of conduct.” Cadbury Report 1992

Legal and Financial Duties

1. To ensure that the organisation operates in accordance with appropriate legislation, including the filing of statutory returns and keeping of company registers.

2. To ensure the prudent financial management of the company by:

· Exercising diligent financial control
· Scrutinising quarterly statements of the financial position

· Discussing and deciding on annual budgets and revisions

3. To ensure the Scotland Malawi Partnership keeps proper accounts and that audited accounts are produced annually and submitted to the appropriate authorities.

4. To ensure that all Scotland Malawi Partnership assets and property are well-managed and maintained.

5. To appoint bankers and cheque signatories and to make clear decisions about staff spending powers.

6. To appoint auditors and ensure annual audits are conducted

7. To ensure the Scotland Malawi Partnership is adequately insured.

Employment and Personnel Duties

1. To define and review annually Scotland Malawi Partnership employment policies and procedures, including:

· Equal opportunities, salaries, contracts and appraisal, dismissal, grievance and disciplinary procedures, sickness, holidays, maternity/paternity/compassionate leave, pensions, expenses payments, training

2. To make decisions relating to the employment of staff:

· To approve the staffing structure

· To take part in the recruitment procedure for senior staff

· To form the final appeal panel in grievance and disciplinary cases

3. To agree job descriptions, person specifications and terms of employment of senior management and, in outline only, for other members of staff.

Policy and Planning Responsibilities

1. To determine all policies and strategies, review all areas of policy implementation, including this document, at least annually and make appropriate revisions

2. To review the annual business plan

Advocacy Responsibilities

1. To act as an ambassador for the Scotland Malawi Partnership.

2. To promote the Scotland Malawi Partnership, its activities and its needs to the private, public and voluntary sectors, as appropriate, so as to enhance its profile 

3. Assist with the company’s fund-raising.

4. To act as a listening post in order to provide any information regarding significant events which may be of assistance to the Scotland Malawi Partnership.

Management Responsibilities

1. To agree a cycle of meetings with appropriate papers to service the Board efficiently

2. To establish a system of communications and delegated decision-making so that urgent decisions can be made and acted upon between Board meetings

3. To co-opt additional Trustees or advisers with specialist knowledge and skills as required.

4. To establish fixed-term working parties on specific issues, if required.

In order to carry out these duties and responsibilities the Trustee must:

1. Know the history, and background, of the Scotland Malawi Partnership and be able to give a clear description of its work.

2. Give proper time and attention to his/her duties as a Trustee and be present at an annual minimum of two thirds of all appropriate meetings to keep abreast of developments

3. Act strictly according to the Memorandum and Articles of Association of the Scotland Malawi Partnership.

4. Act only to the advantage of the Scotland Malawi Partnership, without regard to his/her private interests, or those of others.

5. Not derive any personal benefit or gain, including payment for services as a Trustee, and not be an employee of the Scotland Malawi Partnership.

6. Read all papers prior to meetings and all material distributed by the Scotland Malawi Partnership. 

7. Attend Scotland Malawi Partnership organised events, where appropriate

If a Board member is unable to devote the necessary time to carry out his/her duties and responsibilities it is incumbent on the member to resign in writing to the Chairman, so as to allow an active replacement to join.

Trustees do not receive any remuneration from the Company but are entitled to claim expenses for work carried out on behalf of the Company (including attendance at Board meetings).  Such expenses should be agreed in advance with the Chief Executive and submitted on a Trustees’ Expenses Form, along with appropriate receipts, to the Chief Executive.

Appendix 1. WHAT IS EXPECTED OF A TRUSTEE?
	Act in the interest of the charity

	Responsibilities
	Examples of Good Practice

	Put interests of charity first.

Declare any conflict of interest and do not take part in any discussion or decision if there is an irreconcilable conflict of interest between the charity trustee and any person responsible for their appointment.

Manage conflict of interest of fellow charity trustees and take steps to remove charity trustees in serious or persistent breach of their duties.

Ensure any remuneration of charity trustees complies with the conditions se out in the Act.

Individual charity trustees must ensure they are not disqualified from being a charity trustee.
	Charity trustees declare any conflict of interest and do not take part in any discussion or decision on the matter.

Adopt a charity trustee 'Code of Conduct' which includes commitment to upholding aims of the charity and guidelines on conflicts of interest.

Potential charity trustees to confirm they are not disqualified.

New charity trustees to declare any interest that may give rise to conflicts of interest.

Maintain up-to-date register of charity trustee's interest.

Charity trustee misconduct procedures formulated and applied.

Review the constitution to ensure the power to remove charity trustees who are in serious or persistent breach of the Act is available.

Adopt a charity trustee remuneration policy and procedures which ensure any remuneration complies with the conditions set out in the Act.


	Operate in a manner consistent with charity's purpose

	Responsibilities
	Examples of Good Practice

	Ensure that all activities of the charity fall within the charity's purposes.

Ensure charity adheres to its constitution or governing document.

Ensure assets are not applied to non-charitable purposes
	All charity trustees have a copy of and be familiar with the charity's constitution or governing document.

Induction pack given to all new charity trustees which includes the constitution or governing document, up to date information about the activities of the charity and any statement of the values of the charity.

Refer to the charity's purposes when developing and agreeing strategic plans.

	Act with Care and Diligence

	Responsibilities
	Examples of Good Practice

	Ensure charity is run properly, responsibly and lawfully.

Act as guardians of the charity's assets.

Ensure the charity is solvent.

Ensure Board of Trustees is 'fit for the purpose' and the charity trustees are working together.

Apply duty of care to paid staff and volunteers
	Agree and regularly review the strategy and policies of the charity.

Agree financial delegation and budgets, and monitor financial performance.

Agree framework for support and management of paid staff and volunteers.

Ensure procedures are in place to keep up-to-date with legal responsibilities e.g. employment legislation.

Agree expectations of charity trustee attendance at meetings and what to do if these are not met.

Annually review progress/effectiveness of the charity and agree priorities for improving performance.

Include in charity trustee's induction pack the role, responsibilities and liabilities, and the remit of any sub-committees.

Agree and implement programme for charity trustee training, board building and renewal.

Agree and apply process for managing serious differences between charity trustees, and between charity trustees and staff.

Consider any constitutional change that may be appropriate, e.g. permitting remuneration of trustees/delegation of investment decisions/change in accounting reference date/change in selection and rotation of trustees.

Delegate, by the Board, a specific area of oversight (e.g. investment, trustee training) to each trustee.

Regularly review board procedures for: 

receiving reports, confidentiality, managing risks, tackling issues of poor performance and overseeing compliance with regulations.

Take professional legal or financial advice if required.


	Ensure charity complies with the provisions of the Act and any other relevant regulation

	Responsibilities
	Examples of Good Practice

	Ensure details of the Charity on the Scottish Charity Register are accurate.

Submit to OSCR an Annual Return, Monitoring Return (if appropriate) along with a copy of the charity's accounts signed by a charity trustee.

Obtain consent if changing the charity's name or purposes, or if amalgamating or winding up the charity.

Notify OSCR of changes to the constitution within 3 months of them being made.

Keep financial records, prepare an annual statement of accounts and subject these to external scrutiny as required by the Accounting Regulations.

Accounting records must be kept for at least 6 years.

Establish a formal agreement between the charity and any professional fundraiser or commercial organisation carrying out fundraising for the charity, and adhere to forthcoming Fundraising Regulations.

Provide a copy of the charity's constitution or governing document, or annual accounts to members of the public if requested to.

Adhere to the regulations on how charities should refer to themselves in their documents and on publicity materials.

Adhere to other relevant legislation and regulation (e.g. employment law, health and safety, data protection etc).
	Establish board meeting cycle to allow for consideration of the accounts.

Establish board meeting cycle to allow for reporting to OSCR.

Adopt Institute of Fundraising codes of practice.

Consider joining the self regulation scheme developed by the Fundraising Standards Board.

Ensure procedures are in place to keep up-to-date with legal responsibilities e.g. employment legislation.

Regularly review board procedures for overseeing compliance to regulation.
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