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If you wish to set up a charity, one of the first things you need in place before you register with the Charity Commission, is a governing document.  A governing document is a formal set of rules or agreement for your charity.  As it is a legal document, there are some parts that use very specific language (or legal terms).  
The Charity Commission recommends that a governing document should include:

1. What the charity is set up to do (objects) - including your purpose, vision and aims of your group
2. How the charity will do those things (powers) - including what activities your charity is allowed to undertake by law (such as employ and pay staff, own land or property, borrow or raise money, and take out most insurances)
3. Who will run it (charity trustees) - your charity trustees (also known as your management committee or board) hold overall responsibility for managing your group.  As a group you will need to decide how many charity trustees you will have (usually there is a minimum of three).  Whilst there is no maximum, think about what keeping it manageable. 
4. What happens if changes to the administrative provisions need to be made (amendment provision) - for instance, will the issue be raised at a committee meeting and then voted upon by members through a general or special meeting
5. What happens if the charity wishes to wind up (dissolution provision) - If a charity needs to close, they will often call a specific meeting for members to vote in favour of the decision.  The number (or proportion) of members needed to pass the decision, is called your ‘quorum’ and should be considered carefully when you are drawing up your governing document.  If the notion is passed, the group must pay any outstanding bills and distribute any remaining money to a similar charitable cause in the area.
It should also include:

· How the charity trustees will run the charity and

· Internal arrangements for meetings (such as your Annual General Meeting), voting procedures and financial procedures etc.
A governing document is not just a requirement in order to become a registered charity, it is also the ‘instruction manual’ for your trustees and the charity as a whole.  It is a legal document and trustees should referred to it regularly in order to remind them what the purposes of the charity are and how it should be run.  Each trustee should be given a full copy of the governing document when they are appointed.

Types of governing document
There are four main types of governing document, which include: 

· Constitution or rules 
· Small charity constitution

· Trust deed (for charitable trusts) and

· Articles of association (for charitable companies)
The type of governing document that you chose will determine what type of organisation your charity will be.  You can read more about each type on the Charity Commission website as well as download a model (or template) of the governing documents mentioned above, that will help you to save time having to create your own.
Each of the models (or templates) contain the basic provisions which many charities use and can also be useful for charities looking to update their existing governing document.

If you prepare your own governing document, or choose one from a different provider, then you should take particular care (and if necessary advice) to ensure that its provisions are compatible with charitable status. 
Do I need a governing document?
Many small community groups are a way of bringing people together to share an activity or interest and have no legal entity.  Whilst some groups prefer to remain informal, as they grow and begin to manage small pots of money or staff many will adopt a written constitution.  A written constitution should be considered if you would like:

· To deal with any finances or property (including fundraising, grants, loans etc.)

· To clarify your purpose, aims and objectives as a group

· A formal agreement (as a group) of what you are working toward
· A point of reference to resolve any problems or controversy that may arise

· A clear, democratic and accountable method for decision-making

· To apply for grants, contracts or other funding streams

· To become a registered charity

· To offer a particular public service to the community

· To minimise financial risks for anyone involved (without a separate legal entity, individual members are personally liable for any potential debt or problems that you encounter)
· An effective tool for running an organisation
You will also need to set up a bank account with a minimum of two named people responsible for signing any cheques.  These two people must not be related.  Many community groups tend to visit the co-operative bank due to its ethical policy and understanding of the sector.


Further Sources:�


For further information on ‘Choosing and Preparing a Governing Document’ by the Charity Commission, as well as some other very useful sources, visit - www.charitycommission.gov.uk/publications/cc22.aspx#p14


Simply Legal – All you need to know about legal forms and organisational types for community enterprises by Co-operatives UK, available to download for free from - www.uk.coop/simplylegal


For any further information, guidance and support, please visit www.gmvss.net
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Governing document - a formal set of rules or agreement for your charity





Committee - the people responsible for managing a group





Constitution - a type of governing document





Objects - the aims of your group or charity





Quorum - the minimum number of people (or proportion) required to pass decisions or amendments to your governing document





Governing document �also known as a ‘constitution’





There are three different types of trustees:�


Elected - by and from the membership. Most Committee members will be appointed in this way.


Nominated - by another group.


Co-opted - by the Committee due to their skills/ knowledge





A trustee is someone who is responsible for running a charity�


A charity will have several trustees.  They work as a group to makes sure the charity is run properly


�Trustees are responsible for things like


managing staff and volunteers, money, and making decisions about what the charity will do





The Charity Commission





Based on information from the Charity Commission website











