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Trustee Recruitment & Induction
Checklist for an application pack

	Item
	Include?

	1. Information about your organisation
	

	2. Background information about the role of a trustee
	

	3. Role description
	

	4. Skills and experience you are looking for – the person specification
	

	5. Who to contact for more information
	

	6. Details of open information session (if being held) 
	

	7. Copy of the advertisement
	

	8. Details of how to apply e.g. application form, deadline, who to respond to
	

	9. Details of current board members
	


TIPS:
· If you are using an application form look at our example to give you ideas. A lot of organisations simply use the application form they use for any paid staff but this may be overcomplicated and ask for unnecessary information. This can be off-putting for candidates. You might want to try something a bit more informal.
· Many organisations state in their advertisements that candidates who have not heard by a certain date should assume they have not been short listed. However, given the trouble taken to apply (particularly for a voluntary role) it may be courteous and good public relations to have a short email ready to send to all candidates who are not shortlisted.
