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11 Key Steps for Trustees, 1 Giant Leap for Your Charity 

Month to Month Guide

Month Questions to ask yourself Where are you now? Where do you want to be 
and how will you get there?

Did you achieve it?

1 Finding New Trustees

• Have we clearly defined our needs?

• Have we developed a strategic plan 
to market the role(s)? 

• Do we have a transparent interview 
process and a comprehensive and 
engaging induction process?

Checklist

We have created a tool for charity trustees which can help you 
improve your knowledge and your organisations’ governance in 
a stepped and measured way. Use the month to month checklist 
to log where you currently are within each area, where you want 
to be and some strategies you will use to get there, set yourself 
some time scales and then at the end of your period, reflect on 
the extent to which you have achieved your goals.

MHA Broomfield 
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Small marginal improvements will have a cumulative 
impact, both for yourself as a trustee and on the 
governance of your organisation and will mean that 
you are not overwhelmed, trying to focus on too many 
areas at once. Don’t worry if you don’t achieve all of 
your actions. Use this checklist tool as an action plan 
and a reminder to implement strategies going forward 
and ensure that the mind-set of small continuous 
improvement continues within your organisation in the 
coming months and years.

Reflect on what has been achieved. Your organisation 
and the third sector world you operate in is constantly 
evolving. At the end of your period once you have 
reassessed yourself, creating an action plan for the next 
12 months would be useful. Trustees, good luck on your 
journey.

MONTH

12
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3 Collaborative Working and Mergers

• Have we considered if there is a 
need for collaborative working or a 
merger?

• Have we identified if there are any 
potential organisations that we 
could work with or merge with?

• Have we assessed the pros and cons 
of potentially working/ merging 
with another organisation?

4 Investments

• Do we have an investment policy 
and am I acting in line with it?

• Is the investment policy regularly 
reviewed and updated?

• Do we have sufficient expertise 
to make informed investment 
decisions or do we seek appropriate 
advice?

Month Questions to ask yourself Where are you now? Where do you want to be 
and how will you get there?

Did you achieve it?

2 Internal Financial Controls

• Do we have controls in place and do 
I take them seriously? 

• Do we change the review pattern 
year on year?

• Do we turn recommendations into 
action plans and do we monitor if 
the change has been effective?



www.mha-uk.co.uk 28

6 Trading and Tax

• Have we made sure that our 
charitable activities are within 
those set out in our governing 
document?

• Have we checked that fundraising 
activities are clear in setting out 
what is a donation and what is a 
payment in exchange for goods or 
services?

• Have we asked a specialist charity 
accountant to commission a charity 
tax review?

Month Questions to ask yourself Where are you now? Where do you want to be 
and how will you get there?

Did you achieve it?

5 Trustees Meetings and Decision-Making

• Am I able to participate in 
discussions with an understanding 
of the issues and impacts?

• Am I proactive in my participation 
and do I raise any issues I have? 

• Are meeting minutes taken and do 
they clearly outline the conclusion 
of decisions and the relevant 
factors in reaching the conclusion?

11 Key Steps for Trustees, 1 Giant Leap for Your Charity 

Month to Month Guide



www.mha-uk.co.uk29

11 Key Steps for Trustees, 1 Giant Leap for Your Charity 

Month to Month Guide

Month Questions to ask yourself Where are you now? Where do you want to be 
and how will you get there?

Did you achieve it?

7 Campaigning, Lobbying and Political Activity

• Have we considered whether we 
should be undertaking campaigning 
or political activities?

• Have we made sure that 
campaigning / political activity is 
in line with our charity’s objects 
and is for the best interests of 
beneficiaries?

• Have we ensured relevant 
safeguards are in place before 
campaigning / political activity is 
undertaken? 

8 Risk Management

• Do we regularly discuss risks and 
do they help us to make informed 
strategic decisions?

• Have we considered everyone in 
the organisations’ thoughts?

• Are we identifying risks through 
discussions with our key 
stakeholders?

9 Expenses

• Do we have an expenses policy?

• Have we made sure it is fit for 
purpose and do we review it 
regularly?

• Have we put procedures in place to 
ensure that the expenses policy is 
adhered to?



www.mha-uk.co.uk 30

Month Questions to ask yourself Where are you now? Where do you want to be 
and how will you get there?

Did you achieve it?

10 Fundraising

• Do I understand the role that 
fundraising plays in the overall 
strategy of our charity?

• Do we have a fundraising policy 
in place and is the policy regularly 
reviewed?

• Do we have adequate controls and 
procedures in place to ensure that 
fundraising is undertaken in line 
with our charity’s objects? 

11 Conflicts of Interest

• Do we check for conflicts at the 
start of each meeting and do we 
ensure that trustees think about 
their wider connections?

• Do we fully record any conflicts 
that arise and the discussions had 
to deal with the conflict? 

• Am I aware of what our charity’s 
governing document says about 
trustee benefit?

Never has knowledge and governance 
been more important in the third sector, 
and as trustees, the responsibility lies with 
yourselves. This tool can help you improve 
both your knowledge of the sector and your 
organisations’ governance in a stepped and 
measured way. However, there are many 
tools, guides and websites you can use to 

help you on your journey. At MHA, our team 
of specialist Not for Profit advisors can also 
help you with bespoke training, assistance 
with strategy and implementation, controls 
and so on. If you have a need and don’t know 
where to start, get in touch with your local 
representative.

This information is up to date as of January 2018
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