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A. Trustees and the Association

All elected and appointed members of the ASLE-UKI Executive Committee are trustees of the
Association. The Charity Commission sets out the key information for trustees in its guidance
document CC3 The Essential Trustee: what you need to know, what you need to do, which all
trustees should read:

e https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-

know-cc3

The Commission defines trustees as the people who ‘have independent control over, and legal
responsibility for, a charity’s management and administration’. This is an important role that comes
with responsibilities as well as rewards. The Association also has a duty to support trustees in
carrying out their duties.

The processes for electing or appointing trustees are set out in the constitution. In addition, the
Association will exercise its duty of care by not nominating or appointing trustees where there is
potential for undue pressure to be placed on a trustee due to their career stage or professional
situation. For example, the Association will not normally appoint or nominate for election a student
for any role other than Postgraduate Representative. While we recognise that service with a
scholarly association can enhance career prospects, we also recognise that such service can be time-
consuming and potentially stressful, particularly when an individual is in precarious employment,
heavily workloaded, or both. The Association will be mindful of potential pressures when appointing
or nominating trustees and sensitive to such pressures when encountered by a serving trustee.

Trustees agree:

e to be bound by and to uphold the rules of the Association as set out in its constitution and
policies;

e to actin the best interests of the Association;

e to manage the Association’s resources responsibly;

e to act with reasonable care and skill, and to take advice when in doubt;

e to participate in the Association’s meetings and activities, as far as is reasonably possible;

e to undertake any agreed tasks in a timely and professional manner;

e to declare any actual or potential conflicts of interest and to affirm that they are not legally
disqualified from acting as a trustee.


https://www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3
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The Association agrees:

to value and celebrate the voluntary contribution made by trustees;

to be sensitive to trustees’ professional and personal commitments beyond the Association
and to ensure that nominations and appointments are made as far as possible in the best
interests of both the Association and the individuals concerned;

to foster open discussion in meetings and to welcome and respect the views of all trustees;
to support the work of trustees by providing clear role descriptions and by circulating
minutes and action points of meetings in a timely manner;

to recompense trustees for any expenses incurred in the course of their duties;

to ensure that new trustees receive their role description, a copy of the constitution, the
policies of the Association, expenses claim forms, and The Essential Trustee;

to obtain information about actual or potential conflicts of interest and legal qualifications
sensitively and to hold that information securely and confidentially.

B. Conflicts of Interest

The Association has a legal duty to identify and manage any conflicts of interest that may arise. We
recognise that trustees will have broad interests and many personal and professional relationships.
These do not necessarily debar a person from being a trustee of the Association, but they do need to
identified and managed. There are two main forms of conflict of interest:

Financial conflicts. These may occur when a trustee, or person or organisation connected to
them, could get money or something else of value from a trustee decision. For example,
there may be a conflict of interest if a trustee has applied for funding from Association, has
submitted an article to the Association for publication, or who runs a business with which
the Association has a commercial relationship.

Conflicts of loyalty. These may occur when a decision concerns the trustee’s employer,
another charity where they are a trustee, or the trustee’s relatives or friends.

It is important to note that having a potential conflict of interest does not in all cases mean that a
trustee must be excluded from discussion or decision making. It is, however, very important that any
potential conflicts of interest are declared so that the appropriate course of action can be

determined.

The Association:

will keep and update a register of interests;

will ask trustees to identify and declare any conflicts of interest at the start of all meetings as
a standing item on the agenda;

may ask trustees to recuse themselves wholly or in part from meetings or to change roles to
avoid conflicts of interest.

Trustees must

complete and sign the Trustee Declaration of Interests which will be added to the register of
interests;
identify and declare any conflicts of interest at the start of all meetings;



e identify and declare any further conflicts of interest if they arise during the course of
meetings or while undertaking duties;
e be prepared to leave meetings or change roles to avoid any conflict.

C. Risk Management

The Association has a legal duty to identify and manage actual and potential risk. Risks come in many
forms where there is the potential for harm to the Association, its members, or to others. Risks may
be physical, financial, legal, or reputational. To manage risk, the Association will:

e Maintain and review at least annually a risk register that identifies potential and actual risks
to the Association;

e  Where appropriate, undertake risk assessments for specific activities;

e Take appropriate steps to eliminate, minimise, or mitigate any risks identified.

D. Serious Incident Reporting

The Charity Commission requires charities to report serious incidents. The Commission offers
guidance online as to which incidents are considered serious enough that they would need to be
reported to the Commission:

e https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity

The Commission defines a serious incident as an adverse event, whether actual or alleged, which
results in or risks significant:

e harm to your charity’s beneficiaries, staff, volunteers or others who come into contact with
your charity through its work;

e |oss of your charity’s money or assets;

e damage to your charity’s property;

o harm to your charity’s work or reputation.

If such an incident takes place, the President, working with the Executive Committee or an
appropriate subcommittee, must report the incident to the Charity Commission at the earliest
possible opportunity. If the incident concerns the President, then the Vice-President, or another
officer, should report the incident.

In addition, the Independent Examiner has a legal duty to report to the Commission any matters
they consider to be of material significance. Further guidance on the duties of Independent
Examiners can be found at:

e https://www.gov.uk/government/publications/guidance-for-auditors-and-independent-

examiners-of-charities
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E. Privacy and Data

Personal information is always held securely. ASLE-UKI never has, and never will, rent or sell
personal information to third parties.

Members can unsubscribe from being contacted by ASLE-UKI by contacting the current membership
secretary.

Members have the right to request ASLE-UKI to change or remove their personal information by
contacting our current membership secretary. Information about our current membership secretary
and other officers can be found on our website at http://asle.org.uk/about/

We will use members’ data for the following purposes:

1. to email news bulletins and newsletters with details of conferences, publications, job
opportunities, opportunities to review for or contribute to the Associations publications,
or other similar material that we judge may be of interest to members of ASLE UKI;

2. to send member details to Taylor and Francis, publishers of our journal Green Letters, so
they can post copies of the journal to members;

3. to contact members about membership, any changes to fees, etc.

Any member data given to Taylor and Francis is held on a SharePoint accessible only by their
societies team for the purposes of fulfilment of orders/checking claim entitlements and invoicing
processing /queries purposes, as applicable.

F. Social media

ASLE-UKI may use social media to promote and discuss its work. Social media platforms can be
powerful and effective means of reaching current and potential members but must be used
responsibly to avoid misrepresentation, misinformation, or abuse.

Roles and Responsibilities

ASLE-UKI maintains clear lines of responsibility for the use of social media. The Executive Committee
has the final say on matters of policy and practice relating to social media use, but it delegates day-
to-day decision-making and operational matters to two or more named individuals responsible for
each social media platform, normally the Secretary and the Web Manager. The individuals are
responsible for:

e posting material on our social media channels and responding to those who interact with
our postings

e removing any material that could be considered offensive or contrary to the aims of the
Association and reporting any such incidents to the Executive Committee

e reporting to the Executive Committee on social media activity

Guidelines for using social media

Anyone using the Association’s social media platforms should follow these guidelines:


http://asle.org.uk/about/

All social media content must have a purpose and a benefit for ASLE-UKI

ASLE-UKI does not have any affiliation to political parties — views can be expressed where
policies may impact on our aims, but posts must be neutral in respect of party politics
Material from third party organisations and individuals may be shared where appropriate to
the aims and values of ASLE-UKI

Social media users should not assume that material that’s shared or included in any post is
accurate — information and data can be incorrect, photos can be manipulated - where
possible, try to seek verification

Social media users should respect individual or group identities and use appropriate
terminology and pronouns

Any material published on our social media channels which subsequently proves to be
problematic, will be removed promptly

Social media users agree to keep the Officers and/or Executive Committee informed about
any posts or discussions that are generating adverse publicity or that have been flagged as
problematic, as well as any other matters that may risk bringing the Association into
disrepute.

Any member using social media in relation to the group activities should not

Breach copyright, data protection or other relevant legislation, share material such as
images or videos that could infringe the rights of others, or share material without
appropriate permissions or acknowledgements

Post sensitive or confidential material

Post, share, like, or link to content that could be considered derogatory, defamatory,
harassing, or discriminatory in nature

Present personal views as being those of the Association

Make contributions that could bring ASLE-UKI into disrepute

Use social media in a manner contrary to the overall aims of the Association

Security and Safety on-line

ASLE-UKI will do everything it reasonably can to ensure that any online forums we use will be safe

for anyone participating in them. All named members responsible for managing an online platform
on behalf of ASLE-UKI will:

Keep passwords secure
Be familiar with privacy settings and use them appropriately
Change passwords if someone else takes on the responsibility for a particular forum



