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Well Women Centre
Welcome to the Board of Trustees at the Well Women Centre.

Originally established in 1985, the Well Women Centre is a registered charity providing mental and physical health support and wellbeing services to the women in the Wakefield District. Our dedicated services bring together a range of effective ways of supporting women with multiple and complex needs. These include IAPT Counselling, EMDR therapy, practical support, advocacy services, Complementary Therapies, groups and courses. We offer specialist services for young women and women from the BAMER communities.
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Mission Statement

To provide a holistic, non-medical approach to women’s health and well -being with an emphasis on supporting and empowering. To provide these services in a safe and women only environment.
Our aims are to work with women to:

· Listen and support
· Help explore feelings
· Work holistically to support the mind, body and spirit
· Build confidence and self-esteem
· Build skills
· Empower
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Funder Information 2018-2019


	Name of funder
	Start date for this agreement
	Finish date for this agreement
	Total amount awarded

	Purpose of funding
	Type of agreement e.g. contract, grant, restricted, unrestricted
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Organisational Structure Index
	Department
	Title 
	Name 

	Board
	Chair
	

	
	Vice-Chair
	

	
	Treasurer
	

	
	Trustee
	

	
	Trustee
	

	
	Trustee
	

	Senior Team
	Centre Manager
	

	
	Head of Clinical Services
	

	
	Clinical & Quality Lead
	

	Line Managers
	Operations Team Leader
	

	
	Counselling Team Leader
	

	
	IAPT Team Leader
	

	
	Casework Team Leader
	

	
	CT Co-ordinator
	

	
	Groups & Courses Co-ordinator
	

	
	L&D Manager
	

	Counselling Team
	IAPT Counsellor
	

	
	IAPT Counsellor
	

	
	IAPT Counsellor
	

	
	IAPT Counsellor
	

	Casework Team
	Caseworker
	

	
	Caseworker
	

	
	Caseworker
	

	
	Caseworker
	

	Operations Team
	Finance Administrator
	

	
	Reception Administrator
	

	
	Premises Cleaner
	





Board of Trustees 
Code of Conduct


Code of Conduct

This code of conduct is guided by the following principles:

· prudence, selflessness, integrity, accountability, openness, honesty, leadership, equality and diversity, and respect

Trustees should:

· sit on the Board as individuals whose responsibility is to work together to further the interests of the Well Women Centre

· be an ambassador externally and a role model internally 

· instil confidence in the strengths and abilities of the team and organisation 

· demonstrate energy and passion to engage others in delivering the ambition of the Charity

· actively seek to promote diversity and challenge inequality


Commitment

Trustees should:

· ensure that they have sufficient time to attend meetings, be punctual and discharge effectively the other duties properly expected of them

· commit themselves to preparing fully for attending meetings of the Board

· seek leave of absence from meetings only when prevented from attending by compelling personal or professional reasons, which they should relay to the chair before the meeting


Standards of conduct and debate

Trustees should:

· uphold high standards of courtesy and respect in the business of the Board

· take responsibility for own actions

· be open, honest and prepared to challenge appropriately

· work collaboratively and contribute purposefully to the team

· not engage on any behaviour towards other trustees or staff which might reasonably be interpreted as discriminatory, bullying or harassment

· ensure an appropriate professional appearance is reflected at all times


Collegiality

Trustees should:

· take pride their work and listen to and value the contribution from others 

· recognise that the Board might make decisions with which they disagree. Trustees may dissent, but should not seek to frustrate the implementation of decisions that are properly reached.


Confidentiality

Trustees should:

· assume that information received through their membership of the Board is not to be communicated other than to members of the Board or staff of the organisation

· take all appropriate steps to safeguard information given to them in confidence


Accountabilities and Communication

Trustees should:

· recognise that Well Women Centre staff are responsible to the Centre Manager and must not be placed in any position where this principle might be compromised.

· before seeking information directly from staff, consider whether it would be more appropriate to route their queries via the Centre Manager.


Professional Development

Trustees should:

· welcome feedback and take responsibility for own professional development
 
· seek to challenge own ways of thinking and be open to new ideas to improve working practices



Preferential Treatment

Trustees should:

· not seek any preferential treatment.

Declaration of Interests

Trustees should: 

· maintain appropriate professional boundaries at all times

· observe the provisions on declaration of interests
 
· declare all relevant interests at the time the matter concerned arise, whether or not those interests have been included in the register of trustee’s interests

· not speak or vote on any matter deemed prejudicial and may need to withdraw from the room





Trustee Agreement
I will respect and uphold the values of the Well Women Centre. I will uphold the following principles, in line with the code of conduct:  prudence, selflessness, integrity, accountability, openness, honesty, leadership, equality and diversity, and respect.

General
· I will act within the governing document of Well Women Centre and the law, and abide by the policies and procedures of the organisation.  This includes having a knowledge of the contents of the Memorandum and Articles of Association and relevant policies and procedures.
· I will support the objects and mission of Well Women Centre, championing it, using any skills or knowledge I have to further that mission and seeking expert advice where appropriate.
· I will be an active trustee, making my skills, experience and knowledge available to Well Women Centre and seeking to do what additional work I can outside trustee meetings, including sitting on sub-committees.
· I will respect organisational, board and individual confidentiality, while never using confidentiality as an excuse not to disclose matters that should be transparent and open.
· I will develop and maintain a sound and up-to-date knowledge of Well Women Centre and its environment.  This will include an understanding of how the organisation operates, the social, political and economic environment in which it operates and the nature and extent of its work. 
· I will use Well Women Centre’s resources responsibly, and when claiming expenses will do so in line with Well Women Centre Expenses Policy.
· I will seek to be accountable for my actions as a trustee of Well Women Centre, and will submit myself to whatever scrutiny is appropriate.
· I accept my responsibility to ensure that Well Women Centre is run effectively and will raise issues and questions in an appropriate and sensitive way to ensure that this is the case. 
· I will not gain materially or financially from my involvement with Well Women Centre unless specifically authorised to do so.
· I will act in the best interests of Well Women Centre as a whole, and not as a representative of any group – considering what is best for Well Women Centre and its present and future beneficiaries and avoiding bringing Well Women Centre into disrepute.
· Unless authorised, I will not put myself in a position where my personal interests conflict with my duty to act in the interests of the organisation.  Where there is a conflict of interest I will ensure that this is managed effectively in line with Well Women Centre policy. I understand that a failure to declare a conflict of interest may be considered to be a breach of this code. 
Meetings
· I will attend all appropriate meetings and other appointments at Well Women Centre or give apologies. If I cannot regularly attend meetings I will consider whether there are other ways I can engage with Well Women Centre.
· I will prepare fully for all meetings and work for Well Women Centre.  This will include reading papers, querying anything I do not understand, thinking through issues before meetings and completing any tasks assigned to me in the agreed time. 
· I will actively engage in discussion, debate and voting in meetings; contributing in a considered and constructive way, listening carefully, challenging sensitively and avoiding conflict.
· I will participate in collective decision making, accept a majority decision of the board and will not act individually unless specifically authorised to do so.
Governance
· I will actively contribute towards improving the governance of the trustee board, participating induction and training and sharing ideas for improvement with the board.
· I will help to identify good candidates for trusteeship at Well Women Centre and, with my fellow trustees, will appoint new trustees in accordance with agreed selection criteria.
Relations with others
· I will endeavour to work considerately and respectfully with all those I come into contact with at Well Women Centre.  I will respect diversity, different roles and boundaries, and avoid giving offence.
· I recognise that the roles of trustees, volunteers and staff of Well Women Centre are different, and I will seek to understand and respect the difference between these roles. Where I also volunteer with the organisation, I will maintain the separation of my role as a trustee and as a volunteer.
· I will seek to support and encourage all those I come into contact with at Well Women Centre.  In particular I recognise my responsibility to support the chair and the senior staff member. 
· I will not make public comments about the organisation unless authorised to do so.  Any public comments I make about Well Women Centre will be considered and in-line with organisational policy, whether I make them as an individual or a trustee. 
Leaving the board
· I understand that substantial breach of any part of this code could mean that procedures are put in motion that may result in my being asked to resign from the trustee board. 
· Should this happen I will be given the opportunity to be heard. In the event that I am asked to resign from the board I will accept the majority decision of the board in this matter and resign at the earliest opportunity.
· If I wish to cease being a trustee of Well Women Centre at any time, I will inform the chair in advance in writing, stating my reasons for leaving.
· 
Signed……………………………………………………..

Name……………………………………………………….

Date………………………………………………………….



Trustee Automatic Disqualification Declaration

From 1 August 2018, individuals will be automatically disqualified from acting as a trustee of a charity if:

· one or more of the reasons in Annex A apply; and
· they have not obtained a waiver of that disqualification from the Charity Commission.

Completing the declaration

Read the automatic disqualification guidance[footnoteRef:1] to decide if you will be disqualified from 1 August 2018. [1: ] 


Complete and sign this declaration to confirm that you will not be disqualified.

If one of the disqualification reasons does apply, you may be able to apply for a waiver from the Charity Commission[footnoteRef:2], which will allow you to take up or continue to act as a trustee. [2: ] 


Pass a copy of the completed declaration to Well Women Centre for the charity's records (the declaration should not be sent to the Charity Commission).


Declaration

I declare that:
· I am not disqualified from acting as a trustee from 1 August 2018; and
· I will inform the trustees promptly if, after the date of this declaration, one or more of the disqualification reasons applies to me.
Full Name: 	
Signature: 		Date: 	
Charity Name and Number: Well Women Centre, Registered charity no: 1107523


1. www.gov.uk/guidance/automatic-disqualification-rules-for-charity-trustees-and-charity-senior-positions
2. www.gov.uk/guidance/automatic-disqualification-rules-for-charity-trustees-and-charity-senior-positions#apply-waiver







Annex A – Disqualification Reasons

After 1 August 2018, you will be automatically disqualified from acting as a trustee if:

1. You have an unspent conviction for any of the following:
a) an offence involving deception or dishonesty
b) a terrorism offence
a. to which Part 4 of the Counter-Terrorism Act 2008 applies
b. under sections 13 or 19 of the Terrorism Act 2000
c) a money laundering offence within the meaning of section 415 of the Proceeds of Crime Act 2002
d) a bribery offence under sections 1, 2, 6 or 7 of the Bribery Act 2010
e) an offence of contravening a Commission Order or Direction under section 77 of the Charities Act 2011
f) an offence of misconduct in public office, perjury or perverting the course of justice
g) in relation to the above offences, an offence of: attempt, conspiracy, or incitement to commit the offence; aiding, or abetting, counselling or procuring the commission of the offence; or, under Part 2 of the Serious Crime Act 2007(encouraging or assisting)in relation to the offence.
2. You are on the sex offenders register (i.e. subject to notification requirements of Part 2 of the Sexual Offences Act 2003).
3. You have an unspent sanction for contempt of court for making, or causing to be made, a false statement or for making, or causing to be made, a false statement in a document verified by a statement of truth.
4. You have been found guilty of disobedience to an order or direction of the Commission under section 336(1) of the Charities Act 2011.
5. You are a designated person for the purposes of Part 1 of the Terrorist Asset-Freezing etc. Act 2010 or the Al Qaida (Asset Freezing) Regulations 2011.
6. You have previously been removed as an officer, agent or employee of a charity by the Charity Commission, the Scottish charity regulator, or the High Court due to misconduct or mismanagement.
7. You have previously been removed as a trustee of a charity by the Charity Commission, the Scottish charity regulator, or the High Court due to misconduct or mismanagement.
8. You have been removed from management or control of anybody under section s34(5)(e) of the Charities and Trustee Investment (Scotland) Act 2005 (or earlier legislation).
9. You are disqualified from being a company director, or have given a disqualification undertaking, and leave has not been granted (as described in section 180 of the Charities Act) for you to act as director of the charity.
10. You are currently declared bankrupt (or subject to bankruptcy restrictions or an interim order).
11. You have an individual voluntary arrangement (IVA) to pay off debts with creditors.
12. You are subject to a moratorium period under a debt relief order, or a debt relief restrictions order, or an interim order.
13. You are subject to an order made under s.429(2) of the Insolvency Act 1986. (Failure to pay under a County Court Administration Order.)
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Formal Expenses Policy


1.         Introduction of the Expenses Policy

This document outlines the Well Women Centre’s policy and procedures for the reimbursement and authorisation of expenses incurred within the UK and to ensure that, where travel is necessary, the most cost effective, efficient and more environmentally friendly modes of transport are used.

The principles and financial limits outlined here also apply to expenditure incurred on prepaid Fair FX cards.

It is the policy of the Well Women Centre that all employees and volunteers are only reimbursed for the actual cost of expenses, up to the agreed limits incurred wholly, exclusively and necessarily in the performance of the duties of their employment or volunteering.

The Policy and Procedures will be subject to periodic review and are subject to change.

In the event that an expense claim or benefit is in respect of any item not included in this guidance, or an employee/volunteer has a query relating to the payment of expenses, the matter must be referred for advice in the first instance to their line manager who may thereafter refer to the Operations Team Leader or Centre Manager.

Where an external organisation is funding expenses, for example a funder has agreed to cover reasonable expenses, the limits of the external organisation should be adhered to. Where this causes difficulties or uncertainty, the matter must be referred for advice in the first instance to their line manager who may thereafter refer to the Operations Team Leader or Centre Manager.


2.           Responsibilities of Staff and Volunteers Making Claims

Staff and volunteers making expense claims are responsible for the following:

· Complying with all the relevant Well Women Centre Policies and Procedures including this policy.
· Completing the appropriate forms fully and ensuring that all claim totals add up.
· Submitting claims promptly or at regular intervals for on-going expenses. All claims should normally be made within 30 days of the expenditure occurring.
· Ensure that claims do not exceed 3 months. Claims that are more than 3 months old will only be paid in exceptional circumstances.
· Providing valid receipts, travel tickets or invoices to support all claims. Note that a credit card slip is not appropriate evidence. Generally, where receipts are not available, the claim will not be paid. However, in exceptional circumstances, where it is not possible to obtain receipts or they have been lost, payment will be considered when an appropriate and detailed explanation for the expenses and lack of receipt is provided.
· Fully documenting the reason for each expenses claim
· Obtaining approval from the appropriate person (see section 3) prior to incurring the expense.
· Recovering any financial contribution agreed by external organisations towards the expenditure incurred.

Where an expenses claim is materially incorrect or lacks sufficient authorisation it will be returned to the claimant for corrections/amendments. 

Where the limits in this Policy are exceeded and this is not explained adequately, the claim will be returned.

There may be occasions when staff and volunteers incur or intend to incur expenditure for items which are not explicitly covered by this policy. Such expenses should be referred for advice in the first instance to their line manager who may thereafter refer to the Operations Team Leader or Centre Manager.

The submission of fraudulent claims may be treated as gross misconduct and may result in dismissal from employment with the Well Women Centre. 


3.            Responsibilities of Staff and Volunteers Approving Claims 

Expense claims should be approved by the following:

	Position
	Authorised by

	Trustee
	Any x 2 – Treasurer, Chair, Trustee

	Centre Manager
	Any x 2 – Treasurer, Chair, Trustee

	Head of Clinical Services
	Centre Manager

	Operations Team Leader
	Centre Manager

	Casework Team Leader
	Head of Clinical Services

	Counselling Team Leader
	Head of Clinical Services

	IAPT Team Leader
	Head of Clinical Services

	Groups and Courses Co-ordinator
	Head of Clinical Services

	CT Co-ordinator
	Head of Clinical Services

	Caseworker
	Caseworker Team Leader

	Counsellor
	IAPT Team Leader

	Administrator
	Operations Team Leader

	Volunteer Caseworker
	Casework Team Leader

	Volunteer Counsellor
	Counselling Team Leader

	Admin Volunteer
	Operations Team Leader

	CT Volunteer
	CT Co-ordinator

	Groups and Courses Volunteer
	Groups and Courses Co-ordinator





By approving a claim, managers are confirming that:
· The claim has been appropriately completed
· The calculations are accurate
· The claim is for legitimate Well Women Centre business
· The Expenses Policy has been complied with
· All appropriate supporting documentation or explanation has been provided


4.             Submission of Forms

Claims must be submitted using the Well Women Centre Expense claim form.


5.             Travel

Wherever possible, alternative forms of communication should be substituted for travel.  Where a member of staff or volunteer is contemplating business travel, environmental, cost and safety factors should be considered in the decision on the necessity for the journey and how it is best carried out.  These are reflected in the following simple hierarchy, with the first options being preferred:

Avoid Travel:
· Can the purpose of the journey be satisfied without travel?  Use phone / video conferencing or Team Viewer - online meeting & screen sharing www.teamviewer.com

If Travel is Essential:
1. Walk or cycle for short journeys where this is practical. 
1. For longer journeys staff and volunteers should consider using public transport where this is practical.
1. Alternatively, staff and volunteers may consider using their own cars. 

Air Travel:
1. Air travel should not normally be used for travel within mainland UK. The matter must be referred for authorisation to their line manager who may thereafter refer to the Operations Team Leader or Centre Manager.



6.              Travel by Road

Anyone driving on Well Women Centre business must ensure that they are familiar with section six of the Well Women Centre Health & Safety Policy.  

Anyone who wishes to drive on Well Women Centre business must return the following to their Line Manager:
· All parts of their driving licence. Driving licences are to be resubmitted annually. 
· For those wishing to use their own car for business journeys a copy of their car insurance document showing that their car is covered for business travel. The individual member of staff or volunteer must meet any additional costs and this must be provided each time the cover is renewed. 
· Valid MOT certificate if appropriate.

Staff and volunteers who have not submitted the relevant documents will be required to do so before being able to use a hire car or claim mileage payments for use of their own car.


7.            Business Travel

What journeys qualify as business travel? This is defined as any journey that you have to make in the course of doing your Well Women Centre role. 

The most common examples for staff members are travel to external organisations for meetings or travel to outreach venues.

All staff members have a contractual base at 24 Trinity Church Gate, Wakefield, WF1 1TX. The centre will be used in calculating expense claims. 

The most common example for volunteers is their journey from home to 24 Trinity Church Gate to carry out their volunteer work.

What journeys do not qualify as business travel? Journeys that do not count as business travel include:

• Commuting for staff members only - travel between your home and 24 Trinity Church Gate, Wakefield WF1 1TX.
• Private travel - any other travel where the purpose is not for business.

Business mileage will be reimbursed in accordance with the rates below. These rates and caps will be periodically reviewed by the Board of Trustees and Centre Manager.
 

	
	Mileage
	Cap

	Staff Member
	0.36p
	No cap, full costs reimbursed

	Volunteer
	0.36p
	£5.00 per journey including parking costs



Staff members and volunteers who ordinarily drive specially adapted vehicles due to a disability should discuss this with their line manage to ensure a reasonable adjustment to this policy is in place. It is the individual’s own responsibility to ensure that they claim the appropriate rate for their mileage claims. 


8.             Long Distance Journeys

A long journey is one that involves driving over 100 miles (one-way, single) or over 200 miles (total, per day).

Where public transport is available and it is cost-effective, this should always be chosen instead of car travel. If staff wish to make long journeys by car this should be agreed with their line-manager in advance, having considered the safety, environmental and cost implications and consulting with the Well Women Centre Health and Safety Policy. 

Where a claim for mileage is being made, the reasons for this decision must be explained on the claim form.  


9.           Taxis

The Well Women Centre expects staff and volunteers to walk, cycle or use alternative public transport rather than taxis. Taxi journeys of less than five miles are permitted where there is not good alternative public transport and it is not practical to do the journey on foot or cycle. Longer taxi journeys are only permissible in exceptional circumstances and these should be agreed in advance with line-managers and explained on the claim form.


10. Car Parking

Staff Members
Car parking fees incurred during visits to external organisations will be reimbursed subject to the production of proof of expenditure.

Volunteers
Car parking fees incurred during volunteering at the Well Women Centre will be reimbursed subject to the production of proof of expenditure. The cap of £5.00 per session applies and includes both mileage and parking.


11. Penalty Charges

The Well Women Centre will not reimburse any sort of penalty charge, fine, recovery fee or related administration charges incurred while driving on Well Women Centre business.


12. Tolls and Congestion Charges

Road users’ tariffs such as tolls and congestion charges will be reimbursed provided that they had to be incurred as part of the journey and were paid promptly in order to avoid any late penalty charges.

13. How to Calculate Mileage

Mileage should be calculated on standard routes. Staff and volunteers making mileage claims must use google www.google.co.uk or AA route planner website http://www.theaa.com/route-planner/index.jsp for their claim except where external factors (such as poor weather or road closure) affected their route: please state these factors on the expense form if claiming for different mileage.
  
Personal route preference is not relevant to the mileage claimed.

.
14. Travel by Rail

· Rail bookings should be made via the Operations Team Leader and paid for using the prepaid Fair FX card.
· All employees should use standard class rail travel unless proof (for example, a screen print out of standard class ticket price) can be supplied with the claim that the price of a first class ticket was the cheaper option.
· Original rail tickets must be provided with your expenses claim unless you can produce evidence of the journey details e.g. E-tickets, web confirmation, etc.


15. Air Travel

Travel by air should not normally be used within mainland UK unless evidence (screen print out of other travel option) can be provided that it was the cheaper alternative. All bookings should be made via Operations Team Leader and paid for using the prepaid Fair FX card. 


16. Credit Card and Travel Booking Fees

The Well Women Centre will not reimburse for any credit card fees charged whilst making the booking. 


17. Meals and Accommodation

Ordinarily, it is expected that staff and volunteers will commute rather than stay overnight and incur the cost of accommodation and meals. Well Women Centre will not normally pay accommodation costs. The only circumstances where the cost of accommodation or breakfast / evening meals may be reimbursed are:

· where the cost of the accommodation and / or meals can be demonstrated to be less than the cost of the additional travel that would need to take place, or 
· where there is a safety/staff/volunteer welfare issue  or breach of working time directives with regard to the distance the staff member or volunteer would otherwise be travelling.

This should be agreed with their line-manager in writing in advance. This will only be agreed in exceptional circumstances.

Only actual costs of accommodation and meals will be reimbursed by Well Women Centre. Well Women Centre does not operate a per diem allowance or any form of daily allowance where receipts are not required. 

Expenses shall not be paid where accommodation or meals are provided as part of an event (e.g. at a course or conference).

Meals

Well Women Centre will not normally pay meal costs. Expenditure on meals for staff or volunteers will only be reimbursed in exceptional circumstances on production of original receipts, up to the approved limits and these should be agreed in advance in writing with line-managers.

The maximum amounts that can be claimed for meals are as follows:

Breakfast (if not part of a hotel accommodation package) - £5
Lunch - £5
Evening Meal - £15

Alcohol
Claims for alcoholic drinks will not be paid and these items should be excluded from claim forms.

Gratuities
It is Well Women Centre policy not to pay for tips and gratuities and these will be excluded from any claim for reimbursement unless they have been specifically included as a statutory service charge.


18.  IT & Telephone

Telephone Calls
Staff members and volunteers may claim reimbursement of phone calls on mobile or home telephones where the calls are wholly, exclusively and necessary in the performance of the duties of their role. Well Women Centre will not, however reimburse employees for their line rental costs. Claims must be accompanied by a copy of their itemised bill.
 
This should be agreed with their line-manager in writing in advance. This will only be agreed in exceptional circumstances.

Data Usage
Staff members and volunteers are expected to use secure WYFi where possible. The reimbursement of data used on a mobile device may be considered if this is wholly, exclusively and necessary in the performance of the duties of their role. Well Women Centre will not, however reimburse employees for their line rental costs. Claims must be accompanied by a copy of their itemised bill. 

This should be agreed with their line-manager in writing in advance. This will only be agreed in exceptional circumstances.


19. Office Resources

Stationary
Well Women Centre will provide all stationary required to perform your duties. All stationary must be ordered via Operations Team Leader using the normal ordering process.

Printing
Well Women Centre will allow printing if this is wholly, exclusively and necessary to the performance of the duties of their role. This is to be carried out on Well Women Centre premises using the Well Women Centre printer. Claims for ink for home printers will not be considered.


20. Subscriptions

Well Women Centre policy is not to pay for subscriptions to professional bodies on behalf of any individual staff member or volunteer even if it is required for them to perform their role.

An employee is able to claim a tax deduction for annual subscriptions paid to certain approved professional bodies or learned societies from HMRC, where the body’s activities are relevant to the duties of the employment.
 
More details on this process can be obtained from:
http://www.hmrc.gov.uk/incometax/how-to-get.htm
For details on the approved bodies or societies see:
http://www.hmrc.gov.uk/list3/index.htm


21. Gifts

Gifts to staff are personal costs and must not be funded by the Well Women Centre. Such a gift would risk conferring a taxable benefit on the recipient. Examples of personal gifts include gifts to mark occasions (birthdays, weddings, exam successes, etc.). These cannot be classified as business costs and must be paid for personally. 

Gifts to volunteers may be considered but should be agreed with their line-manager in writing in advance. The maximum amount to be spent on a volunteer gift is £10.


22. Payment of Advances

Only in exceptional circumstances, staff members and volunteers can apply to receive an advance to cover the costs of expenses they are due to incur. This will only be payable if all other payment forms have been explored fully (e.g. the use of a Fair FX card or internal ordering) and the amount the staff member or volunteer will be out-of-pocket is unduly onerous. 
Where this is necessary, this should be agreed with their line-manager in writing in advance. The application will be reviewed by another senior staff member and the cash must be signed for by all involved using a petty cash slip. Receipts must be provided to support the use of the advance and any balances that cannot be accounted for will be repayable by the staff member or volunteer.


23. Course and Conference Fees

Course and conference fees should be paid for via the Operations Team Leader using the Faix FX card system. All such costs should be agreed with their line-manager in writing in advance.


24.  Entertainment and Hospitality

UK Bribery Act 2010

In order to adhere to the 2010 Bribery Act and to protect both staff, volunteers and the reputation of the Well Women Centre from accusations of bribery or corruption, the Well Women Centre will strictly enforce and monitor adherence to the guidance set out below. At all times, staff and volunteers should remember that it is a disciplinary offence to accept or request gifts or hospitality as an inducement or reward for: 

· Taking or not taking an action.
· Showing favour or disfavour to associated individuals or organisations such as suppliers, partners or students.

Staff and volunteers should also consider how receiving gifts or hospitality might be perceived by others. The actions staff and volunteers should not give the impression that they have been or may have been influenced by a benefit to show favour or disfavour to any person or organisation.
 

25. Meetings & Refreshments

The preferred course of action is for staff and volunteers to conduct meetings within the centre where refreshments can be provided internally. If this is not possible e.g. this does not enable us to keep the centre as a women only space, or due to the location then the next preferred course action is to meet at their premises. Refreshments may then be provided by the host. If this is not possible then meetings should be conducted in appropriate settings. Well Women Centre staff and volunteers can then consider buying refreshments, however, all such costs should be agreed with their line-manager in writing in advance. The Well Women Centre would only consider providing drinks as refreshments and not food.








Acronyms you may come across

Organisations:
WWC: Well Women Centre
CCG: Clinical Commissioning Group
CAMHS:  Child and Adolescence Mental Health Services 
CMHT:  Community Mental Health Team
IAPT: Improving Access to Psychological Therapies
L&D: Liaison and Diversion  
PCC: Police & Crime Commissioner
SPA:  Single Point of Access
SWYPT:  South West Yorkshire Partnership NHS Foundation Trust
TPTT: Turning Point Talking Therapies
TWP: Together Women Project
WDDAS: Wakefield District Domestic Abuse Service
WMDC: Wakefield Metropolitan District Council
WOW:  (Women Only Work) young women’s project
WYFI: West Yorkshire Finding Independence project
Services:
BAMER: Black, Asian, Minority Ethnic, and Refugee
CTs: Complementary Therapies
CFD: Counselling for Depression
DIT: Dynamic Interpersonal Therapy
EMDR: Eye Movement Desensitisation and Reprocessing
FP: Freedom Programme
OH: Open House (weekly wellbeing/social group)
PIP: Positive Impact Project
TOP: Termination of Pregnancy
DHR: Domestic Homicide Review
SCR: Serious Case Review

Presenting Issues:
CSA: Child sexual abuse
CSE: Child sexual exploitation 
DA: Domestic abuse
DV: Domestic violence
OCD: Obsessive compulsive disorder 
PTSD: Post traumatic stress disorder
PND: Post-natal depression

Other:
A/L: Annual Leave
CAN: Could Not/Cannot Attend
DNA: Did Not Attend
IWD: International Women’s Day, 8th March
LGBTQIA+: Lesbian Gay Bisexual Transgender Queer/Questioning Intersex Asexual/Allied + (others) community. In some instances this may be shortened to LGBT / LGBTQ. 
MDS: Median Data Set form, used for IAPT counselling & groups, and measures:
PHQ-9: Patient Health Questionnaire, an outcome measure for depression
GAD-7: Generalised Anxiety Disorder Assessment, an outcome measure for anxiety
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The Companies Acts 1985 & 1989
Memorandum of Association of

WELL WOMEN CENTRE

4 COMPANY LIMITED BY GUARANTEE, No. 5206205

Name

1. “The name of the company is "Well Women Centre", referred to in this documen zs “the
Charity”.

Registered office

2. The registered office of the Charity wil be situated in England and Wales.

Objects

3. The objests of the Charity are to promote and protect the good health, both mental and

physicel, of the women in Wakefield regardless of age, class, culture, race, religion.
sexual orientation, or medico-socal nced.

Powers

4. In furtherance of the above objects but not otherwise, the Charity shall have the following
powers:

(a) To take over the actvities, assets and liabilities of the unincorporated charlty Well
Women Centre Wakefield (charity number 1067464);

“To liaisc and co-operate with statutory and non-statutory bodies;

(&) To amange and provide for, either alone or with others, the holding of exhibitions,
mectings, lectures, classes, seminars and training courses and all forms of
recreational and other leisure-time activities;

To collect and disseminate information on all matters relating 10 its objcets, and to.
hange such information with other bodics having similar objects whether in the

United Kingdom or elsewhere;
To publish books, pamphlets, reports, leaflets, journals, films and instructional
matter;
To receive donations, cndowments, sponsorship fees, subscriptions and legacies from
persons desiring to promote the Charity's objects or any of them and to hold funds in
trust for same;
Subject to such consents as may be required by law (if any) to borrow or raise money
for the Charity on such terms and on such security as may be thought it

) To trade in direct furtherance of its objects, o sell donated goods, and otherwise o
carry on trade which is temporary or ancillary (o the objects of the Charity, but
otherwise the Charity shall not undertake any substantial permanent trading activities
in raising funds for the objects of the Charity;

To establish and support or aid in the establishment and support of any other
charitable institutions or associations and 1o subscribe or guarantec moncy for
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[3 export POF
charitable purposes in any way connected with the purposes of the Charity or
calculated to further its objects;

To undertake and excute any charitable truss which may be lawfully undertaken by Adobe Export PDF

the Charity and may be necessary 1o it objects; S —

To purchase, take on lease or in exchange, hirc or otherwise acquire any real o or Excel Online
personal property and any rights or privileges which the Charity may think necessary
for the promotion of ts objects, and to construct, maintain and alter any buildings or

PDF File
ercctions which the Charity may think necessary for the promotion of its objecis;

To sell, improve, develop, exchange, let on rent, royalty or otherwise and in any WWC memor..ation.pdf X
manner deal with or dispose of all or any of property and assets for the Gme being of
the Charity subject to such consents a5 may be required by law and subject also to the

provisions of this Memorandum of Association; Convertto

(m) To open and operate bank accounts and other fcilties for banking in the name of the Microsoft Word (~docg ¥
Charity;

X () To cngage or employ such personnel (not being Trustees of the Charity), whether as Document Langua
el mployees, consultants, advises or however,as may b fequired for the promorion of
“imend the objects of the Charity and on such terms and conditions as the Charity may think
T/2/ 201 i and to make all reasonable and necessary provision for the payment of pensions
see aﬁm«ﬂx ‘and superannuation to or on behalf of employees and their dependants;

(0) To invest the moneys of the Charity not immediately required for its own purposes in

or upon such investments, securities or property as may be thought fit, subject ——
nevertheless o such conditions (if any) and such consents (if any) as for the time

English (US) Change

being may be imposed or required by law and subject also to the provisions of this
Memorandum of Associatio

() To apply monies in insuring any buildings, cquipment and other property being the N Create PDF
property of the Chasity at thir full val

(@ o insure and arrange insurance cover for and to indemnify the officers, servants and B9 L poF
voluntary workers of the Charity and its Members from and against all such risks o 4
incurred in the course of the performance of thir duties as may be thought fit

() To obiain, acquire and purchase all necessary permits, licences or trade marks and B comment
other intellectual property rights required for the purpose of enabling the Charity to
carry on its objects upon such terms and conditions as it may think fi

(5) To make any charitable doation cither in cash or assets for the furtherance of the TR Combine Files

abjects or any of them;

(© To do all such other lawul things s may be necessary for the attainment of the Organize Pages
above objects or any of them.
PROVIDED THA' 2 Red
() Tn case the Chariy shall ake or hold any property which may be subject to any trusts, % Redact
the Charity shall oly deal with or invest the same in such manner as allowed bylaw,
having regard t0 such trusts. O Protect
Equality of opportunity
5. In carrying out its objects, the Charity shall seek to ensure equality of opportunity for all B optimize POF
sections of the community in i and in society generally. =
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Not-for-profit status

6. The income and property of the Charity shall be applied solely towards the promosion of
its objects set out in this Memorandum of Association, and o portion shall be transferred Adobe Export FOF
directly o indirectly by way of dividend, bonus, or otherwise whatsaever by way of profit
o the Members of the Charity and no Trustee shall be appointed 1o any office of the onvert PDF Files to Word
Charity paid by salary or fees or receive any remuneration or other bencfit in money or or Excel Online
money's worth from the Charity, PROVIDED THAT nothing shall prevent any peyment
in good faith by the Charity —

(@) Of the usual professional charges for business done by any Trustee who is a solictor,
accountant, or other person engaged in 2 profession, or by any partner of hers, when WWC memor..ation.pdf X
instructed by the Chariy to act in & professional capaci behalf; PROVIDED
THAT at no time shall 2 majority of the Trustces benefit under this provision and that
a Trustee shall withdraw from any meeting at which her appointment or
remuneration. or that of her partner, is under discussion, and provided also that
nothing shall authorise a Trustee or her firm to act as auditor to the Charity;

OF interest on money lent by any Member or Trustee of the Charity at a rate per
annum not exceeding 2 per cent less than the base lending rate of the Charity's
bankers or 3 per cent, whichever i the greater; English (US) Change

OF reasonable and proper rent for premises demised or let by any Member or Trustee
of the Chari

Of fees, remuneraton or other benefits in money or money's worth to a company of

which a Trustee may be @ member holding not more than 1/100th part of the issued Convert
capital of such company

Of the payment of any premium in respect of any indemnity insurance to cover the
liability of the Trastees (or any of them) which by virtue of any rule of law would

otherwise attach to them in respect of any negligence, default, breach of trust or Create PDF
breach of duty of which the may be guilt in relation to the Charity; provided that

any such insurance shall not extend to any claim arising from any act or omission

which the Trustees (or any of them) knew (0 be a breach of trust or brcach of duty or Edit PDF
which was committed by the Trustees (or any of them) in reckless disrcgard of

whether it wes a breach of trust or breach of duty or not;

Convertto

Document Langua

() To any Trustee in respect of reasonable out-of-pocket expenses incurred by them in Comment

autending and retuming from meetings of the Boand of Trustees or General Meetings
¥ ofthe Charity or in connection with the business of the Charity.

7. 18 upon the winding up or dissolution of the Chariy there remains—afer the satsfaction
of its debts and labilities—any property whatsoever, the same shall be given or
transferred to some other charitable institution or institutions having objects similar 1o the Organize Pages
objects of the Charlty (which may include local groups and organisations which arc
Members of the Charit) and which shall prohibit the disteibution of ts or their income to
an cxtent as least as great as is imposed on the Charity under or by virtue of clause 6 Redact
above, such insitution or institutions to be determined by the Members of the Charity at
or before the time of dissolution. If for any reason this cannot be achicved, then any
residual assets shall be transferred to some other charitable object with the approval of the O Protect

a
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Charity Commissioners or other authority having jurisdiction under the Charities Act
1993 or other relevant legislation. P
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Members’ limited fiability
“The liability of the Members is imited.

Every Member of the Charity undertakes to contribute 1o the assets of the Chari
event of the same being wound up during the time they are a Member, or within one year
afterwards, for the payments of the debis and liabilites of the Charity contracted before
the time at which they ceased {o be a Member and of the costs, charges and expenses of
winding up the same, and for the adjustments of the rights of the contributors among
themselves, such amount as may be required not exceeding one pound stering.
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The Companies Acts 1985 & 1989
Articles of Association of

WELL WOMEN CENTRE

A COMPANY LIMITED BY GUARANTEE.

Definitions

1. Words and expressions used in these artcles shall have the meanings ascribed to them in
article 69.

Members

2. The Trustees may, at their discretion, admit to Membership women aged 18 years or over
who have expressed or demonsirated their commitment to the objects of the Charity in such
manner as may be requited from time to time by the Trustees. The Trustees reserve the right
0 reject any application for Membership for good and suffiient reason, and any person
whose application s rejected shall have the right 1o make representation to the Trustees.

Register of Members

3. The Charity shall maiotain a Register of Mernbers in which shall be recorded the name and
address of every Member, and the dates on which she became 2 Member and on which she
ceased to be & Member, Every Member shall cither sign a written consent to become a
Mentber or sign the Register of Members on becoming a Member.

Cessation of Membership

4. The rights and privileges of a Member shall not be transferable nor transmissible, end all
such rights and privileges shal cease upon the Member ceasing to be such.
A Member shall cease 10 be a Member if she:
(@) resigns in writing to the Secretary; or
(b) fails o renew her Membership three months after being notified that it was due for
renewal; o

(©) s expelled by the Trustees for conduct prejudicial to the Charity, provided that any
Mernber whose expulsion is proposcd shall have the right to make representation to the
mecting at which the decision is to be made.

General Mectings

6. The Charity shall in cach calendar year hold a General Meeing as its Annual General
Meeting and shall specify the meeting as such in the nofices calling it. Every Annual
General Meting shall be held not more than fiflen months after the holding of the last
preceding Annual General Meeting. Provided the first Annual General Meeting shall be held
‘within eighteen months of incorporation, it need not be held in the year of incorporation'nor
inthe following year.

“The business of an Annul General Mecting shall compris

(8) the consideration of the Report and Accounts presented by the Trustees;
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(®)  the election of Honorary Offcers of the Charity in accordance with artcle 35;
i Adobe Export PDF
(@) the election of not less than two and not more than nine other Members to erve as
Trustees, who shall hold office from the conclusion of the meeting; L EI ]
(d) the appointment and the fixing of the remuneration of the auditor or auditors or Excel Online
(©) such other business as may have been specified in the notices calling the meeting.

Al General Meetings other than the Annual General Meeting shail be called Extraordiary.

General Mectings.

“The Trustees may whenever they think fit convene an Extraordinary General Mecting, ard

an Extraordinary General Meeting shell be convened on the request of 10 per cent of th @

Members of the Chariy, s provided by section 368 of the Act. -
Proceedings at General Meetings

10 No business shall be transacted at a General Meeting unless a quorum is presént, Unless and
unil otherwise decided by a General Meeting, ten Members or one-enth of the total Document Languat
Membership, whichever is the greater, shall be a quorum,

ct PDF File

WWC memor..ationpdf X

English (US) Change
If within half an bour from the time appointed for the meeting a quorum s not present, the
meeting, if convened upon the requisition of Members, shall be dissolved. In any other case:
it shall stand adjoured until such time and place as the Trustees may decide, and all
Members shall be given such notice as is practicable of the time, date and place of such an

e el e b
quorum for that meeting only.

. At every General Meeting the Chair of the Charity shall preside, but if she is not present 20
‘minutes after the time appointed for the commencement of the meeting then the Members
present shall choose one of their number 1 be Chair of that mecting, whose function shall Create PDF
beto conduct the business of the meeting in an orderly manner.

“The Chair may wih the consent of any meeting at which a guorum s present, and shall if so Edit PDF
directed by the mecting, adjourn the meeting from time to time and from plac to place, but

no_business shall be transacted at an adjoumed meeting other than the business left

unfinished at the mecting from which the adjoumment took place. Where a meeting is Comment
adjouned for 30 days or more, notice of the adjourned meeting shall be given as i the case

of the original meeting. Othervise it shall not be necessary to give any notice of an
adjournment or of the business (o be transacted at an adjoumed meeting.

Voting at General Mectings
14, Decisions at General Meetings shall be made by passing resolutions:

(=) Decisions involving an altcration (© the memorandum or articles of the Charity, or 1o
wind up the Charity, and other decisions so requited from time (o time by starute shall
be made by a Special Resolution. A Special Resolution is one passed by a majority of Redact
ot less than three-fourths of votes cast.

Combine Files

Organize Pages

(©) Al other decisions shall be made by Ordinary Resolution requiring a simple major
vote of votes cast *

15. Only Members present i person at a General Meeting shall be entiled to cast a vote. Proxy
voting is not permitted.

16, Only one vote may be cast by each Member on any particular resolution.
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‘At any General Meeting a resolution put t the vole of the meeting shall be decided on a Adobe Export PDF @
show of hands unless a secret ballot s, before or on the declaration of the result of the show.
of hands, demanded by the Chalr or by at least two Members present. Unless a secre ballot onvert PDF Files to Word
be so demanded, 2 declaration by the Chair that a resolution has on 4 show of hands been or Excel Online
carried or lost, and an entry to that effect in the minutes of the meeting, shall be conclusive
evidence of the fact without proof of the number or proportions of the votes cast in favour or t PDF File
against such resolution.
IF a secret ballot is duly demanded it shall be taken in such a manner as the Chair directs, WWC memor..ationpdf X
provided that each Member shall have only one vote, and the result of the ballot shall be
deemed to be the resolution of the mesting at which the ballot was demanded. The demand
fora secret ballot may be withdrawn.

. No secret ballot shall be demanded on the election of a Chair for the meeting or on any
question of adjoumment.
“The demand for a secret ballot shall not prevent the continuance of & meeting for the Document Langua
transaction of any business other than the question upon which a ballot has been demanded. English (US) Change
In the case of an equality of votes, whether on a show of hands or on a ballo, the Chair of
the meeting shall have a second or casting vote.

. A resolution in writing, signed by all the Members for the time being entitled (0 attend and

Convertto

‘vote at a General Meeting, shall be valid and effective as if it had been passed at a General
oy oy il Ll ot
signed by one or more Members.

Notices.

23, An Annual General Meeting and any General Meeing which is o consider a Special Create PDF
Resolution or a fesolution to remove the auditor or a Trustee shall be called by at least 21
clear days® notice. Any other General Meeting shall be called by at least 14 clear days’
notice. However, a General Meeting may be called with shorter notice if it is agroed as Edit PDF
Tollows:

(a) i the case of an Annual General Meeting, by all those entitled to attend and vote;

(b) in the case of any other General Meeting, by at least 95 per cent of those enitled to
attend and vote.

Comment

. Notice of every General Meeting shall be givern in witing to every Member of the Charity Combine Files

and to the auditors and to such other persons who are entitled to receive notice, end shall be
given personally or by electronic transmission or sent by post o cach Member at the address
recorded in the Register of Members and to other persons a their Registered Office.

Notice of all meetings shall be given exclusive of the day on which i is served and shall
specify the exact time and place of the meeting, In the case of a General Mesting which s to Redact
consider a Special Resoluton or a resolution 10 remove & Trustee or the auditor, such

resolution shall be specficd i the notices calling that meefing and in the case of all ther

General Meetings the general nature of the business to be raised shall be specified. O Protect

a

Organize Pages

Noice of all mectings shall be given exclusive of the day on which it is served and shall
specily the exac tme and place of the meeting. Notice shall be deemed to have been served:

(a) immediately on being handed to the Member personally;

(b). twenty-four hours afier being sent by electronic means or delivered by hand to the
relevant address; Convert and edit PDFs
‘with Acrobat Pro DC
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(@) two clear days aflr being sent by post 1o that address; or Adobe Export PDF 'S
(@) immediately the Member acknowledges receipt f this is sooner than is required by the
above.
27. The accidental omission to give notice of a mecting 10 or non-receipt of notice of a meeting
by any person eniled o receive notice shall not invalidate proceedings at that mesting.

onvert PDF Files to Word
or Excel Online

ct PDF File
Board of Trustees

28. The Charity shall have a Board of at least four Trustees comprising: WWC memor..ationpdf X
(@) the Honorary Officers elected at the Annual General Meeting;
(b) up to nine Members of the Charity elected at the Annual General Meeting;
(€) persons appointed in accordance with aricle 31.

Convertto

. For the avoidance of doubt, Trustees arc compeny directors within the meaning of company
Jaw and charity trustees within the meaning of chariy law. Document Languat

. “The election of Trustees shl be conducted in accordance with such procedures as may be. English (US) Change
established and amended from time {0 time by the Trusiees.

. The Trustees may fill any casual vacancy occurting amongst their number by appointing
another Member 10 the vacant place. A casual vacancy shall exist when there are fewer

elected Trustees than there were at the end of the preceding Annual General Meeting. At no

e e e e G
Atevery Annual General Meeting, all Officers and Trustees shall retire from office. Retiring

Trustees shall be eligible for re-election or further co-option or appointment.

. Under no circumstances shall any of the following serve as Trustees: Create PDF
() employees of the Charit

(6) persons who are bankrupt or who are otherise disqualified by law from serving as Edit PDF
company directors;

(€) persons who have an unspent conviction involving dishonesty or deception or who are
otherwise disqualified by law from serving as charity trustees. Comment

Disqualification and removal of Trustees
34. The office of a Trustee shall be immediately vacated if she: Combine Files

(2) resigns her office in writing o the Charty, provided that at least four Trustees shall

remain in office when th resignation taes effect; or Organize Pages

fals o attend all Trustees’ meetings within a period of six months without good
reson, and the remalning Trustees decide that she shall vacate office by reason of such
absence; or Redact

is removed from office by resolution of the Charity in General Mecting in accordance

with Section 303 of the Act; or O Protect
becomes bankrupt or is in breach of any county court administration orders or

s otherwise disqualified by law from serving as a director of a company or as a charity
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Honorary Officers

“The Charity shall have a Chair and Treasurer and such other officers as the Charity may see
it Honorary officers shall be clected by and from the Membership at the Annual General
Mesting. .

I the event of a casual vacaney ceurring in any offcer pos,the Trustees may appoint one.
of their number t fll such vacaney until the next Annual General Meeting.

Powers and Duties of the Board of Trustees

37

The business of the Charity shall be managed by the Trustees who may exercise all such
‘powwers of the Charity as may be exercised and done by the Charity and as ace not by statute
or by these arcles required o be exercised or done by the Charity in General Mecting,
including the powwer 0 fix annual subscriptions.

. No regalation made by the Charity in General Meeting shall invalidate any prior act of the

Trustees which would have been valid had that rcgulation not been made.

. All cheques, promissory notes, drafis, bills of exchange and other negotiable instruments,

and all receipts for moneys peid to the Charity shall be signed, drawn, accepted, endorsed, or
otherwise executed in such manner as the Trustees shall from time to time direct, provided
that all instruments of expenditure above a certain limit specified by the Trustees must be.
signed by at least two Trustess.

. Without prejudice to their general powers, the Trustces may exercise al the povers of the

Charity to borrow money and to mortgage or charge its undertaking and property or any part
of them and to issue debentures and other securities whether outright or as sccurity for any
debt, liability or obligation of the Chariy, subject to such consents as may be required by
law.

. The Trustees may act regardiess of any vacancy in their body but, i and 5o long as their

‘number s less than the minimum specified in these articles, the remaining Trustees may act
for the purposes of increasing their number, or of summoning a General Mesting of the
Charity, but for no other purpose.

Sub-Committees

42

The Trusiees may delegate any of their powers to Sub-Commitices consisting of such
“Trustees and others as they think fit. Any Sub-Committee 5o formed shall i the exercise of
the powers so delegated conform to eny regulations imposed on it by the Trustces, vhich
regulations shall always include provision for regular and prompt. reports to the Board of
Trustees.

Proceedings of the Board of Trustees

a3

“The Trustees may meet together for the espatch of business and may adjourn and otherwise:
regulate their meetings as they think fit.

. The Secretary on the requisition of two or more Trustees shall summon a meeing of the

Trustees by giving reasonable notice 1o all their number, It shall not be necessary to give
notice of a meeting to any Trustee for the time being absent from the United Kingdom. ~

“The quorum necessary for the transaction of the business of the Board of Trustees shll be
one-tird of the Trustees or three Trustees, whichever s the greaer.

At every meeting of the Trustees the Chair of the Charity shall preside, but if she is not
present 20 minutes afer the time appointed for the commencement of the mecting then the

WELL WOMEN CENTRE - ARTICLES OF ASSOCIATION
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Trustees present shall choose one of their number to be Chair of the meeting, whose
function shall be to conduc the business of the meeting in an orderly manner.

. Questions arising at any meetings shall be decided by a majority of votes, each Trustee
having one vote on each question fo be decided. In the case of an equality of votes, the Chair
of the meeting shall have a second or casting vote.

A Trustee shall declare an interest in and shall not speak or vote in respect of any mater in
‘which she has a personal macrial or financial interest or any matterarising from it

. The Trustees shall cause accurate records o be made of

(@) the name, details and date of appointment of ll persons appointed to offi
the names of the Trustees, officers, Members, epresentatives and other persons present
atall General, Trustees” and Sub-Commitiee meetings of the Charity;

() minutes of all proceedings and resolutions a all General, Trustees* and Sub-Commitice:
meetings of the Charity;
all applications of the Seal to any document.

. All such records and minutes shall be open (o inspection at any reasonable time by any
Trustee and by any person authorised by the Charity in General Meeting. Minutes of
General Meetings shall be available for inspection by any Member of the Charity at any
reasonable time.

- All acts done by the Trustees or by any person acting as a Trustee shall, even if it be
‘afterwards discovered that there was some defect in the appointment of any such Trustee or
‘person acting as such, or that they or any of them were disqualified, be as valid as if every
such person had been duly appointed and was qualified 10 be a Trustee.

A resolution in writng, signed by all the Trustees for the time being entitled to vote, shell be
valid and cffective as i it had been passed at a meeting of the Trustees, and may consist of
Several documents in the same form, each signed by onc or more Trustess.

Seeretary
“The Trustces shall appoint a Secretary of the Charity upon such conditions ss they think [
and any Secretary so appointed may be removed by thern.

. No remuneration may be paid 0 a Secretary who i also a Trustee.

A provision of the Act o these articles requiring or authorising a thing to be done by or to @
Trustee and the Secretary shall not be satisfied by its being done by or to the same person
acting in both capacitis.

The Seal

56. 1f the Charity has a Seal, it shall only be used by the authority of the Trustecs and cvery
instrument.to which the Seal shll be applied shall be signed by a Trustce and shall be

countersigned by the Seeretary or by a second Trustee. Every such application of the Seal
shall be minuted.
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Accounts
7. The Trustees shall cause proper accounts to be kept in accordance with the law for the time
being in force with respect o:
(&) all sums of money received and expended by the Charity and the matters
receipt and expenditure takes place;

(b) all sales and purchases of goods by the Chari
(©) the assets and labilties of the Charity.

Proper accounts shall be deemed to be kept if they give a true and fair record of the state of
the Charity's affais and explain its ransactions.

“The accounts shall be kept at the Registered Office of the Charity or, subject to section 222
of the Act, at such other place or places as the Trustees think fi

‘The Trusiees shall from time to time, in accordance with sections 227 and 241 of the Act,
cause (0 be prepared and to be aid before the Charity in General Meeting such income and
‘expenditure aceounts, balance sheets, and any reporis referred (o in those sections.

- A copy of every balance sheet (including every document required by law to be annexed
thereto) which is laid before the Charity in General Meeting, together with a copy of the
auditor' report and Trustees report shell not less than twety-one days before the date of the
mecting, subject nevertheless o the provisions of section 240(4) of the Act, be sent 1o every
Member of and every holder of debentures of the Charity; provided that this regulation shall
noL require a copy of those documents to be sent to any person of whose address the Charity
is not aware or to more than one of the joint holders of any debentures, The auditors report
shall be open to inspection and shall be read before the meeting.

. The Trustees shall comply with their obligations under the Charities Act 1993 (or any
statutory re-enactment or modification of that Act) with regard to the transmission of the
statements of account of the Charity to the Commissioners.

Audit

63.. Inaccordance with the law for the time being in force the Charity may—if it is eligible to do
so—apply the small company udit exemprions. Otherwise once at least in every year the
accounts of the Charity shal be cxamined and the correctness of the income and expenditure
account and balance sheet ascertained by one or more properly qualified auditor o auditors,

64.. Auditors shall bo appointed and their duties regulated in accordance with sec
384 of the Act.

Annual report

65. The Trustces shall comply with their obligations under the Charitics Act 1993 (or any
stautory re-enactment or modification of that Act) with regard 1o the preparation of an
annual report and is ransmission to the Commissioners.

Indemaity

6. Subject to the provisions of the Act every Trustee or other officer or auditor of the Chari
shall be indemnified out of the assets of the Charity against any liability incurred by her in
that capacity in defending any proceedings, whether civl or criminal, in which judgement is
given in her favour or in which she is acquitted or in conncction with any application in
which relief s granted to her by the court from liabilty for negligence, defaull, breach of
duty or bresch of trustin relation o the affairs of the Charity.
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67. The Charity in General Meeting or the Trustees may from time to time make, adopt and
amend such regulations in the form of bye-laws, standing orders, secondary rules or onvert PDF Files to Word
otherwise as they may think it for the management, conduct and regulation of the afairs or bxcel Online
of the Charity and the proceedings and powers of the Trustees and Sub-Commitiees,
provided that such regulations are not inconsistent with the memorandum and articies, and
do not amount to an addition or aleration such as could only legally be made by an
alteration o the memorandum or articles. All Members of the Charity and the Trusices
shall be bound by such regulations whether or not they have received 2 copy of them.

Dissolution

68. Clause 7 of the memorandum relating 1o the winding up and dissolution of the Charity shall
have effect as ifis provisions were repeated in these artcles.
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Originally established in 1985, the Well Women Centre is a registered charity providing mental health Combine Files

services, support and wellbeing services to women in the Wakefield District. WWC is the only support
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A message from the Chair, Farzana Jumma and Centre Manager, Maddy Sutcliffe
We are delighted to be writing another annual report here at the Well Women Centre.

The Centre has a long track record of delivering outcomes that enable women and their families to turn
their lives around and we have continued to build on this throughout the year. We have provided support
for 1130 women from our centre in Wakefield and across the District in a number of ways that include:

signposting; telephone support; groups; courses; multi-agency work; advocacy and one to one support.

We have sustained and enhanced our work within specific areas: counselling for women with complex
needs; therapies to address trauma; childhood sexual abuse; domestic abuse and mothers apart from
their children. Our BAMER worker has made strong links in the community, enabling women to access
es and support services for themselves and their families appropriately and effectively. Our work
girls and young women at risk of sexual exploitation continues to be a valuable service. We have
also increased the number of targeted projects including raising awareness of Hate Crime and FGM.

We look forward to sust: g and developing this in the year to come.

“I have leamt about and accepted the flip side of
being a victim — having rights and responsibili-
ties. | can see my own part in the relationship
and feel empowered to make changes and make
others take their part of the responsibility too.”

Freedom Programme client

Pictured: Top let - Farzana Jumma, Chair / Bottom right -(left o right) Lisa Kaye, Head of Clinical Services and Maddy Sutciffe, Cenire Manager
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Our Services

We offer a counselling service that can help women to understand themselves and their experiences
more. We offer a number of styles of counselling that are helpful for different problems and we will work
with women to identify the best way forward.

EMDR is a form of therapy that can be helpful for people experiencing symptoms of Post-Traumatic
Stress Disorder.

‘Women have the opportunity to come together and take part in a range of social, creative, educational
or issue specific activities.

This service brings together a range of ways of working with and supporting women with multiple and
complex needs. We offer wrap around support and tailor made packages individual to each woman.

The WOW Project is an outreach programme, offering group work and short term counselling to young
‘women aged 13+ who are at risk of sexual exploitation or destructive relationships.

Through the successful delivery of a range of research projects, learning events and activities, we have
listened to, engaged and worked with BAMER women

The Well Women Centre offers a full range of complementary therapies. All therapies work holistically
to treat the whole person.
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Some of Our Achievements

BAMER Women's Support Services

We are thrilled that our local research has enabled us to increase our provision of services that are more
culturally appropriate and accessible. We have carried out work around FGM, Hate Crime and have
worked in partnership to deliver some healthy living and exercise services.

We have also been involved in a successful heritage project that involved young women from BAMER
communities.

Comic Relief Funding
We were really pleased to have secured some funding through Comic Relief to support the core stability
of the organisation and provide valuable training.

Complementary Therapies

We are now working in partnership with Carers Wakefield to offer Complementary Therapies to Carers
both in Wakefield and across the district. This is a much appreciated and beneficial service for the
Carers.

WYFI Research Project

The centre is about to start a research project into support services for women who are involved or have
been involved in sex work. This is an important piece of work for Wakefield and inform future
research and the design of relevant and appropriate services.

“Coming to Well Women gave me confidence
and helped me find myself again.”

Counselling Client
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Staff and Volunteers Comment

Much of the work we do here at the centre is managed and delivered by a team of dedicated part time
staff and volunteers. We would like to extend a huge thank you to every member of the team who
continues to play an integral part in the Well Women Centre.
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both through high quality employment and volunteering opportunities. Redact
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This year, Well Women Centre has undergone some significant staff changes. A restructure has been
carried out and a new leadership team developed. This has delivered increased efficiencies and has
also allowed for the development of external relationships and tender opportunities key to the
sustainability of the organisation.
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“I think that the Well Women's has made me
cope and realise that it is about my wellbeing
just as much as my children. I really feel like a
weight has been lifted off my shoulders, not Send for Review
100% but alot better. When | have spoke

about my feeling and not getting judge or been TS
made to feel guilty.”

PIP Client
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enjoyed this “me” time. Thank you”

Complementary Therapies Client

Pictured: Centre - Elise Grehan, WOW Worker accepting product donations from Wakefield Lush
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Future Plans

At the Well Women Centre we will continue to invest in the governance of the organisation to ensure its
stability.

Whilst we no longer provide our Evolve project that offered support to women on probation, we are in
the process of developing services for women in the Criminal Justice System with Wakefield Liaison
and Diversion Team. We have already worked closely with the L&D team to offer Conditional Cautions
for women and are pleased to be developing a new ‘Common Room'’ service. The aim of this is to reduce
waiting times for services and offer women support at their time of need.

We are working on developing and growing our reputation as sector leaders. We want to grow our
relationships with Partners to inform local and national policy.

“If we didn't have the WWC there would be nowhere for women in Wakefield to
goif they have experienced historic sexual abuse. WWC s a one stop shop,
providing intervention for the specific needs of female offenders. Typical issues
include mothers living apart from their children, 85% of whom have experienced
domestic violence or their separation from their children has been impacted by
domestic violence. The interventions that WWC deliver are very different to the
other available services. There is crisis intervention but only WWC provides
therapeutic intervention and the long term work that embeds new coping
mechanisms and supports women whilst they manage the grief of coming to
terms with the shame and quilt associated with the violent breakdown of
relationships and the trauma of being separated from their children.”

Nicola Tutty - Specialist Female Lead Practitioner Liaison & Diversion

Pictured: Najeeda Asghar, PIP BAMER Worker
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Well Women Centre
Trustees' report (continued) for the year ended 31 March 2017
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