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our name

1. We are called Merton Centre for
Independent Living. We are a charity.

hard words

2. Hard words are in green. There is a word
list at the back of this document that explains
what they mean.

g paying money we owe

3. If the charity closes it might have debts or
= other money to pay. The members do not

_ OVERDUE have to pay the debts or money. The most

they would ever have to pay is £1.

the main job of the charity

4. The job of Merton Centre for Independent
Living is to help Disabled people in Merton live
full lives as equal citizens. It does this by
giving support and services to Disabled people
in Merton.




what the charity can do

5. Merton Centre for Independent Living is a
charity. This means there are rules about how
it makes money and how it spends money.

Merton Centre for Independent Living is
allowed to do anything that helps with its job.
This means it can

raise money

. buy or hire equipment or property

. sell or rent out equipment or property

. borrow money or have a mortgage on a
building

. work with other organisations and share
information with them

. start up any new trusts or organisations
that help with its job

. join up with another charity
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. keep some money to pay for things in the
e ™ future

employ staff including a Chief Executive

invest its money to make it grow or
take someone on to invest the charity’s
money

buy insurance for the trustees. They will
not have to pay money if something goes
wrong

use the charity’s money to pay the costs of
getting set up

Merton Centre for Independent Living has to
stick to the laws when it does any of these
things.




people at the charity

trustees

People who are on the board of the
charity. They decide how the charity is
run and check the charity is doing its job.

Sometimes they are called directors.

full members

Deaf or Disabled people who have said
they want to be part of the charity.
They can vote in meetings.

They might be people who get help from
the charity.

supporter members

People who are not Disabled who
support the charity.
They cannot vote in meetings.

They might be people who work with
Deaf or Disabled people, or family carers
or anyone else.




spending charity money

6. Money that belongs to Merton Centre for
Independent Living can only be used to help it

do its job.

Trustees cannot get paid a salary or wages.
They can get

. expenses
. insurance money if something goes wrong

Members cannot get any money from the
charity as a bonus or profit. They can get

. Help or support if they are one of the
people that the charity is set up to help

. money as payment if they do work for the
charity

There are lots of extra rules about trustees
getting money from the charity. These rules
are for friends and family of the trustees too.

Trustees cannot usually

. get services from the charity any cheaper
than other people

. sell anything to the charity

. work for the charity and get paid

. get any other money from the charity

. get any help from the charity quicker than
other people

But there are some situations where they can
do these things.



Trustees can

. get help from the charity if they are one of
the people the charity usually helps

. sell a service to the charity at a fair price.
The other trustees have to agree that it is
okay.

}@ . sell other things to the charity at a fair

price. The other trustees have to talk
about it and agree that it is okay. The

% trustee cannot be at meetings where the
other trustees are talking or voting about
this.

. lend money to the charity and get interest
back. It must be a very low interest rate

Agrosment . .
. rent out a building to the charity and get
rent money for it. They cannot be at any
meetings where the trustees are talking

about the rent or the tenancy

. use the charity’s money to get insurance in
case things go wrong

. get involved with fundraising in the same
way as a member of the public




Dear Miss Fry,

We are sorry but you
did not get the job.

Good luck for the future,

D James

Manager

members of the charity
7. Trustees are members of the charity.

Other people can apply to be members. The
trustees will decide if they can be members.

If the trustees say you can't be a member,
they have to tell you in writing. They have to
write to you in 21 days. If you don't agree
with them they have to listen to what you say.
They still might not agree with you

A member of the charity can be a supporter or
a full member. Only Disabled people can be
full members.

. full members can vote in meetings
. supporters can come to meetings but not
vote

The trustees will keep a list of all the
members.

different types of members

8. It is up to the trustees to decide what types
of members there should be. At the moment
full members and supporter members are the
only 2 types.



Different types of members will have different
rights like voting rights. They will be asked to
do different things in the charity.

Trustees cannot change members’ rights
unless the members agree. Members can
change their rights if most of them agree to
this at a meeting or in writing.

ending a membership

9. Someone stops being a member if

. they die

. they resign

. they owe the charity money and do not
pay it back

. the trustees agree that they should not be
a member any more

If the trustees want to stop someone being a
member they need to agree it at a meeting.
The member can go to the meeting to talk
about it.

The trustees have to tell you about the
meeting 21 days before the meeting happens.
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general meetings

10. The charity has to hold its first annual
general meeting in the first year and a half
after it starts up.

After that it has to hold an annual general
meeting every year. The charity is not allowed
to leave more than 15 months between annual
general meetings. If the last meeting
happened in April 2017 the next one has to
happen by July 2018.

11. The trustees can call a general meeting at
any time.

telling people about meetings in advance

12. The charity needs to let members know
about meetings before they happen.

If it is an annual general meeting or a meeting
to vote about something they need to let
members know 21 days before.

If it is @ normal general meeting they need to
let members know 14 days before.

Sometimes members can agree to have a
meeting at short notice. Most of the members
need to agree to this. Most of the members
who can vote need to be there.



The notice about the meeting has to go to
members and trustees and auditors. It has to
say

. when and where the meeting will happen
. what the meeting is about

The notice needs to remind members that
they can send someone to take their place if
they cannot go. This person is called a proxy.

13. Sometimes a member might not hear
about a meeting and they might miss it.
This does not mean that the meeting has to
be re-done or that any decisions at the
meeting are wrong.

enough people at meetings

14. If there are not enough people at the
meeting there cannot be any decisions.

Enough people is either

. 10 full members or people standing in for
o0 00 0O them

mmx . atenth of all the members of the charity

This is also called a quorum.

It can include someone who is at the meeting
to represent another organisation if the
organisation is a member of the charity.

11



enough people at a meeting

There need to be enough people at a
meeting or you cannot make a decision.
How many people you need is different for
different charities.

For Merton Centre for Independent Living
enough people at the meeting is either 10
people or 1 tenth of all the members.

If there are less than 10 people the meeting
can never go ahead and have a vote.
Sometimes there might need to be more
than 10.

VYNV YNVVVA x Here there are 50 members.

AR 9 members turned up to the
VYNV meeting. 41 members did not turn
NV NV VY VYN, up. The meeting cannot go
ARRRRRRARR ahead.

MIMMIE ™ Here there are 100 members.
MAAAAAAAE Y 10 members turned up to the
ggggg | =) meeting. 90 members did not turn
MEIARRARRR up. The meeting can go ahead.
RRRRARRRARR

12



1 ‘M/X\ If there are more than 100 members there
oo oo e Wil needto be more than 10 members at
AT the meeting.
FRRARRERRR x Here there are 110 members.
MRARAIEEE o @ 10 members turned up to the
AARNRARAARR meeting. 100 members did not
ml“-”ﬁ’-"-‘m%% J turn up. The meeting cannot go
AARMRARMAR ahead.
RRRRRRRRRR
SRIRARIRAR N 7 Here 11 members turned up to
TR RRRRRR <+ the meeting. 99 members did not
MR Ve turn up. 11 is 1 tenth of all the
MM members. The meeting can go
AR ahead.
AIAAAAAAR
RRRRRRRRRR

13
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putting off a meeting

15. The meeting will be put off if

. not enough people are there in the first
half hour
. too many people leave during the meeting

If the meeting gets put off the trustees will
say when it will happen instead. They have to
let members know 7 days before the new
meeting.

If there are not enough people at the new
meeting in the first 15 minutes it will happen
anyway. The people who are there will be able
to vote and make decisions.

chairing a meeting

16. The chair of trustees will chair general
meetings too.

If the chair of trustees has not turned up in
the first 15 minutes, a different trustee will
chair. The other trustees will decide who.

If there is only 1 trustee at the meeting then
they will be the chair.



meeting

If there are no trustees at the meeting the full
members will choose someone else to chair.

members stopping a meeting

17. Members at a meeting can vote to stop
the meeting and organise a new one.

The person chairing the meeting will decide
when and where the new meeting will happen.

When the new meeting happens it cannot be
about something new. In other words the date
gets changed but not the subject of the
meeting.

If the members decide to put a meeting off
they need to say when the new meeting will
happen. They need to let people know 7 days
before the new meeting.

15
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voting at meetings

18. There are 2 types of voting at meetings

. hands up. You ask people to choose
about something and they put their hands
up to show their choice

. poll. People get a voting card and
they fill in their choice on the card

The normal way of voting at general meetings
is hands up. But a vote can be a poll if

. the person chairing the meeting wants a
poll
. enough members want a poll

Members can ask for a poll before a hands up
vote happens or after. Sometimes people
might ask for a poll after a hands up vote if
the result is not clear.

The person chairing the meeting says what
the result of the vote is. The result of the vote
will go in the minutes of the meeting.

If people have asked for a poll they can
change their mind. The person chairing the
meeting has to agree to cancel the poll.

If people change their mind about having a
poll after a hands up vote then the result of
the hands up vote is the final result.



Vote The person chairing the meeting is in charge
» of the poll if it happens. They can ask
— someone to check that the poll runs properly.
% They can set a date for saying the result of the
poll.
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If a poll goes ahead then the result of the poll
is the final result.

If members decide on a poll it has to happen
o A in the next 30 days.

12 13 14 1516 17 18
19 20 21 2223 24 25
26 27 28 29 30

A poll happens straight away if

. the vote is about who chairs the meeting
. the chair of the meeting says it should
happen straight away

If the poll does not happen straight away the
charity has to let people know the time and
place 7 days before it happens.

If the poll does not happen straight away the
meeting can carry on with other things
anyway.

17



about voting

hands up

A good way of voting at meetings. You
put your hand up to say what you want.

It is not private but it is quick.

poll

You fill in a form or tick a box to say
what you want. This is like in elections.

It is private but it is not as quick as
hands up.

in writing

This is for very complicated or big
decisions. You need to look at

-3 7 information first and agree to the
T decision at a meeting.
® . byproxy
\; A proxy is someone who stands in for

4 you if you cannot go to a meeting or

vote.

You need to tell the charity about your
proxy in writing. You can tell your proxy
what to vote for.




standing in for a member

A person who stands in for a member is
sometimes called a proxy.

19. If a member wants someone to take their
place at a meeting they have to write to the
charity about it. They have to give

. the name and address of the member

. the name of the person standing in and
what meeting they are going to

. the member’s signature

The charity will say what type of notice they
need. For example a letter.

The notice can say what the person standing
in will vote for. If not the proxy can vote for
what they think is right.

If the meeting is put off the proxy can stand in
for the member at the new meeting.

Sometimes things change and a member can
go to a meeting after all. They can go to the
meeting and vote even if they have written to
the charity about a proxy.

19
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A member can cancel their proxy by writing to
the charity. They have to give the notice to the
charity before the meeting.

If a member cannot give notice about a proxy
themselves someone else can give notice for
them. They need to prove that they are
allowed to do things like this for the member.



deciding about important things

___ 20. Some decisions are very important. These
%, Might be things like changing how the charity
% M works. Some decisions are smaller. These
S~ might be things like deciding on someone to
chair a meeting.

Important decisions about the charity cannot
be made by a hands up vote at a meeting.
They need to made in writing.

Each member needs a copy of the decision to
make. Then they can agree to it at a meeting.

To make a decision

. all the full members need to have a copy
of the decision in writing

. most of the members have to agree to

= % the decision

- -« asigned copy of the decision has to be on
file at head office in 28 days

There can be more than 1 document to look at
about the decision.

Organisations who are members of the charity
need to get their representative to agree to
the decision.

21



the right to vote

21. Only full members of the charity can vote.
These are members who are Disabled people.

22. If people think a member may not have
the right to vote they need to say so at the
meeting. The chair will decide if the person
can vote or not.

23. If an organisation is a member of the
charity they can send a representative to
meetings to vote.

The organisation needs to let the charity know
about their representative in writing.

It is up to the member organisation to make
sure they choose their representative properly.

22



trustees

24. All trustees must be 16 or older.
3 quarters of all the trustees must be Disabled.

All the trustees have to be able to do their job
and stick to the laws about charities.

25. There have to be at least 3 trustees. There
cannot be more than 12 trustees.

26. The first directors is the name for the
trustees who are on the first papers about the
charity.

27. Trustees cannot get anyone to stand in for

\U them at meetings.

what trustees do

28. The trustees are in charge of the charity
and everything it does. They have to stick to
the law in how they manage the charity. They
have to follow the charity’s agreements and
decisions too.

Members might make a written decision that
changes how the charity works. This does not
mean that anything the trustees did before

was wrong. 23
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If there are enough trustees at a trustee
meeting they can make any decision they are
allowed to.

when trustees retire

29. All the trustees have to retire at the
charity’s first annual general meeting. New
trustees are elected. If not enough new
trustees are elected then some old ones can
stay on to make sure there are enough.

A third of all the trustees have to retire at
every annual general meeting.

30. The trustees who have been there longest
are the ones who have to retire. If trustees
have been there the same length of time then
they can draw lots to see who retires.

choosing trustees

31. The charity can decide to choose anyone
to be a trustee if they are happy to do it. The
charity can decide what order any new
trustees retire. These are not big decisions
and they do not need to be in writing for
members to decide.



32. Normally only old trustees will be up for
election at an annual general meeting.

s If a member wants to nominate a new trustee
@ they have to write a signed letter to the
charity saying

. they want to nominate someone

. who the person is and all the details the
charity needs

. that the person is happy to be nominated.
They have to sign the letter to show they
are happy.

The charity needs to get the letter at least 14
days before the annual general meeting. The
letter must not come more than 35 days
before the meeting.

33. If a new trustee is up for election the
members have to be told about it at least 7
days before the annual general meeting. They
must not be told about it more than 28 days
before the meeting.

34. Someone can get to be a trustee if the
other trustees choose them. This sort of new
trustee has to retire at the next annual general
meeting.

35. 12 is the most trustees there can be at a
time. New trustees can only be elected if there
are less than 12 already.

25
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sacking or removing trustees

36. Someone will stop being a trustee if

. the law says they cannot be a trustee

. they are not a member of the charity any
more

. they cannot do the job because they are
too ill

. they resign

. they miss every meeting in 6 months
without agreement and the other trustees
want them to leave

paying trustees

37. The trustees do not get paid.

There are a few ways that the trustees are
allowed to get money from the charity. These
are on page /.
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trustee meetings

38. The trustees can run their own meetings
and business however they like according to
the rules.

Any trustee can call a trustee meeting.

The secretary has to call a trustee meeting if
one of the trustees asks them to.

ey, ~ Trustees make decisions at meetings by
| voting.

If the vote is equal the person chairing the
meeting decides.

Trustees can have meetings including people
who are not there if they can phone in or
video call. The other trustees have to agree to
this.

39. If there are not enough people at the
meeting there cannot be any decisions.

Enough people is either

« 3 trustees
. a third of all the trustees

This is also called a quorum.

27



If a trustee is not allowed to vote about
something then they do not count in the
quorum.

40. If there are not enough trustees they can
only make decisions about

. getting more trustees
. calling an annual general meeting

41. The trustees will choose a trustee to chair
meetings.

The trustees can choose a new chair if

. the person they chose does not want to
chair the meeting

. the chair has not turned up in the first 10
minutes

The chair is normally only allowed to do the
things that are included in this agreement.
Sometimes the other trustees can ask the
chair to do other things.

\\(
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= aguwih | 42, Trustees are allowed make big decisions in

— writing or by email without having a meeting.
There can be more than 1 document to look at
for the decision.

28



subgroups

43. The trustees can ask a subgroup of the
Board to do some things for them. If they ask
a subgroup to do something they have to
write down in the minutes what they asked
the subgroup to do.

Subgroups can only do work if the trustees
have asked them to. Subgroups can only
spend money if the trustees have said it is OK.

The Trustees can end a subgroup.

P
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All subgroups have to write a report about
what they do for the trustees.
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other work the trustees do

44. When a trustee is working for Merton
Centre for Independent Living they must only
think about what is best for the charity.

Sometimes trustees might have other work
outside Merton Centre for Independent Living
that could change how they work for the
charity. For example

. they might be a landlord who is renting a
building to the charity

. they might be a trustee of another
organisation that wants the same grant

money 29
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Sometimes trustees might have relationships

with people that could change how they work
for the charity. For example their husband or

wife might be the landlord.

Trustees have to tell the Board about any
work or any relationships they have that could
change how they work for the charity.

They cannot go to any meetings about the
things that might affect their work for the
charity. For example if they are the landlord
they cannot go to a meeting about the rent
going up. This is because they might want to
vote for something that is good for their other
work or relationship but not so good for the
charity.

This is called a conflict of interest.

45. Trustees are normally allowed to have a
conflict of interest as long as

. they do not go to meetings about things to
do with their other work or relationship

. they do not vote in decisions about things
to do with their other work or relationship

. the other trustees decide their conflict of
interest is OK



trustees voting

.. 46. Some trustees are not allowed to vote in
/‘ some decisions. This could be because

they have retired

the law says they cannot vote or cannot be
a trustee

they have a conflict of interest

If a trustee goes to a meeting and votes when
they should not, it is OK as long there were
enough other people there.

& If the trustees make a decision that is good for
another trustee as well as for the charity that
is OK if

the trustee has said that the decision will
help them

the trustee does not come to the meeting
about it or vote

31



enough trustees at a meeting

There need to be enough people at a meeting or you
cannot make a decision. They need to be allowed to
vote in the meeting too.

For Merton Centre for Independent Living enough
trustees at the meeting is either 3 people or 1 third of
all the trustees.

o0 00
:.::.: :.: :.: If there are 12 trustees, 4 or more
mm of them need to be at the meeting

before they can make a decision.

but

Some trustees are not allowed to
vote about some things.

For example

Sue is a trustee of the charity. She
is married to Tim who rents out an
office to the charity. The trustees
are having a meeting about a rent
rise. They are deciding about
moving to somewhere cheaper.




Sue is not supposed to come to the
meeting and vote about moving.
But she does. Bob, Tom and

Anita are there too.

8 trustees
not at the
meeting

Sue should not be there so her
vote does not count.

This means there were not enough
people at the meeting who can
vote. The trustees need to have
the meeting again and hope

more people come.

33
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paperwork

seal

47. A seal is a type of stamp that puts the

charity’s name and other information onto

papers. The seal shows that a paper is real
and official.

Only the trustees can say when it is OK to use
the charity’s seal. A paper with the seal on has
to be signed by 2 trustees or a trustee and the
secretary.

minutes

48. The trustees have to keep minutes about

. anyone who gets a job as an officer at the
charity

. anything that happens at general meetings

. anything that happens at trustee meetings
or subgroups. This includes names of the
trustees who were there and what they
decided and why they decided it

accounts

49. Accounts are all the money that has come
into the charity and been spent by the charity.
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The law says that the trustees have to put
together a report about their accounts every
year. The accounts report has to be true and it
has to stick to national rules about accounts.

The trustees also have to keep records of their
accounts for each year.

annual report

50. An annual report is a document that says
all the things the charity has done during the
year. This includes money in and out and what
they have done to help people.

The law says that every year the trustees have
to send documents to the Charity Commission.
These are

« accounts
. annual report
. annual return

The annual return is a report that the Charity
Commission asks for. It includes information
about money.

The trustees have to tell the Charity
Commission if anything changes at the charity.
This might be something like a new trustee or
if the main office address changes.

35
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how the charity communicates

51. The charity can send or get documents
and information in any way as long as it sticks
to the law. This includes things like letters and
email.

Trustees can say what way of sending things
works best for them.

52. If the charity needs to tell people about a
meeting they have to do it in writing.

53. They can tell people by

. giving them a note in person

. sending a note in the post

. posting it by hand

. sending it by email

. putting a note on the website and sending
people the link

The note has to say that a meeting is going to
happen and include the date, time and place.

The charity does not have to tell a member
about meetings if they

. do not give the charity an address
. give an address that is abroad
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54. If a member turns up to a meeting then
the charity will believe that they had the note
about the meeting and what it is for.

55. Sometimes a member might say they did
not have a note about the meeting.

If the charity needs to prove that they sent a
note they can use

. an envelope with the right address and
postage
. an email sent to the right address

The charity will believe that the member got
the note 2 days after it was sent.

37
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when things go wrong

56. The charity will have insurance for all the
trustees in case something goes wrong. This
means that the trustees will not have to pay
any money to put things right.

This is for trustees who have finished working
for the charity too.

extra rules

57. The trustees are allowed to make extra
rules for the charity when they need to.

They can make rules about

. how people get to be members and what
their rights are

. how members should behave with each
other and with staff and volunteers

. what the building can be used for

. some of the things that happen at general
meetings and trustee meetings

. some other things

The charity can change a rule or get rid of it
by voting at a general meeting.

The trustees have to tell members about the
rules.



All the members have to stick to the rules.
The rules cannot go against anything in this
agreement.

ending the charity

58. If the charity closes and there is any
money left the members can agree to

. give the money to Deaf or Disabled people
in Merton
. give the money to other charities that do
the same things
. give the money to other charities who
‘ promise to use it to help Deaf or Disabled
people in Merton.

If the members have not decided what to do
with the money the trustees can decide.

Members of the charity will not get any of the
leftover money unless they are an organisation
that helps Deaf or Disabled people in Merton.

If the members and trustees have not made a
decision about what to do with the money, the
courts or the Charity Commission will decide.

39



auditor

Charity Commission

Chief Executive

conflict of interest

debt

expenses

40

wordlist

a person who checks accounts and
other records

a part of the government that makes
rules for charities and checks that
charities stick to the rules

the boss of the charity. They are in
charge of the staff and projects.
Sometimes they are called the
Managing Director.

when a trustee has another job or role
that might make them vote for
something that is not good for the
charity. For example they might be the
landlord. This could mean they would
be happy if the rent went up because
they would get more money.

money that you owe to another person
or organisation

money for things like travel or
refreshments while you are working.
You can get this money back from the
charity.



insurance

invest

member

mortgage

nominate

officer

proxy

quorum

a way of making sure you have money if
something goes wrong. You pay money to an
insurance company a bit at a time. If
something goes wrong and you need a lot of
money at once the insurance company will

pay.

put money in an account or shares.
Sometimes you can get more money back.

a person who has said they want to join the
charity. There are different types of members.
A full member is a Deaf or Disabled person.
They can vote. A supporter member is
someone else like a family carer or a
professional. They cannot vote.

money you borrow to buy a building. You have
to repay the money in regular amounts.

put someone’s name forward for something.
For example putting someone up for election.

a person who works for the charity. A paid
member of staff.

a person who can stand in for a member at a
meeting or a vote

enough people at a meeting. If there are not
enough people a vote cannot happen.

41



representative

tenancy

trust

trustee

42

a person who goes to a meeting to talk
or vote for a group of other people who
only get one vote all together. This
might be someone who represents an
organisation at a general meeting.
They are sometimes called a rep.

an agreement with a landlord. It
includes things like paying rent and
looking after a property.

an organisation that looks after money.
The money has to be used to help
people in a way that is agreed.

a member of the board of the charity. They
decide how the charity is run and check
the charity is doing its job. Sometimes they
are called a director.



