Kingsclere Charities Statements of Intent

Introduction

The Kingsclere Charities is an umbrella organization supporting the management for
the following:

¢ Kingsclere welfare charities No 237218

e Kingsclere almshouse charities No 236411

e The Robert Higham apprenticing charity No 307083

e The educational foundation of Robert Higham No 307212
e The Lady Rebecca Kingsmill Charity No 260864

These statements are applicable to all the above charities.

Data Protection

Kingsclere Charitie’s Trustees and employees understand and accept their
responsibility under the EU General Data Protection Regulation (GDPR) to hold all
personal data securely and use it only for legitimate purposes and with the
knowledge and approval of the data subjects.

Kingsclere Charities will ensure that all personal data that it holds will be:

e Processed lawfully, fairly and in a transparent manner

e Collected for specified, explicit and legitimate purposes and not further processed
in a manner that is incompatible with those purposes

e Adequate, relevant and limited to what is necessary to carry out its aims and
objectives

e Accurate and kept up to date

e Keptin a form which permits identification of data subjects for no longer than
necessary

e Processed in a manner that ensures appropriate security of the personal data,
including protection against unauthorized or unlawful processing and against
accidental loss, destruction or damage

See also KCP1

Meeting structures

Other than in exceptional circumstances, Kingsclere Charities will hold an annual
general meeting (AGM) once every year, nominally on the third Thursday in June.

Other than in exceptional circumstances Kingsclere Charities will hold an ordinary
meeting on the third Thursday in February, April, June, September and November.
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Voting system; motions will only be considered if they are proposed by a Trustee and
seconded by a different Trustee. Unless there is a pressing need for a secret ballot,
voting will be by a show of hands. A simple majority is all that will need to be
achieved for a motion to be carried. In the event of a tied vote the Chair of the charity
in question will have the casting vote. Any trustee declaring a conflict of interest will
not be eligible to vote on any motion concerning that matter. All votes will be counted
and recorded in the minutes.

See also KCP2

Confidentiality

Kingsclere Charities is committed to respecting the privacy of our clients, former
clients and employees. We will ensure that all information including financial data,
personal information and business records is treated as confidential and held
securely. This includes clients’ names and anything that will make their identity
known.

Kingsclere Charities is committed to ensuring that Trustees and employees do not
disclose or discuss personal and financial information that is confidential with anyone
outside of the charity without permission or authorization from the Trustees.

See also KCP3

Equality, Inclusion, and Diversity
Kingsclere Charities are committed to:

e Encouraging equality, diversity, and inclusion in the workplace

e Encouraging equality, diversity and inclusion among our Trustees, employees,
clients, and contractors

e Trustees and employees being respected and able to give their best

e Eliminating unlawful discrimination.

e Creating a working environment free of bullying, harassment, victimization, and
unlawful discrimination

e Having Trustees and employees who are representative of our community

e Promoting dignity and respect for all

e Ensuring that Trustees, employees and client’s differences and contributions are
recognized and valued

e Informing and training Trustees and employees regarding their rights and
responsibilities under this equality, diversity, and inclusion policy

e Reviewing employment practices, policies, and procedures when necessary

e Monitoring the make-up of the board of Trustees and employees, the

e provision of services, grants and benefits to clients to confirm that they are being
applied fairly and in a non-discriminatory fashion.

See also KCP4
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Finance Management

Kingsclere Charities apply necessary and effective internal financial controls,
essential checks and procedures. Trustees have a duty to ensure that the Charity’s
resources are protected in order that the Charity can fulfil its aims, these include:

e Ensuring the quality of financial reporting by keeping adequate accounting
records and preparing timely and relevant financial information

e Protecting the charity’s assets

¢ Identifying and managing the risk of conflicts of interest, loss, waste, bribery,

e theft or fraud

e Ensuring that the trustees comply with charity law and regulation relating to
finance.

Trustees have legal responsibilities to keep accounting records, and to prepare an
annual report and accounts with the appropriate level of external scrutiny. Trustees
must safeguard the Charity’s assets and take steps to ensure the charity is
protected against financial abuse.

See also KCP5

Health and Safety
Kingsclere Charities:

e Are committed to protecting Trustees, employees, clients, contractors, visitors
and others who may have contact or business with the charity, from risks to their
health and safety arising out of, or in connection with the charity’s activities.

e Are committed to complying with the provisions of the Health and Safety at
Work etc. Act 1974 (HSW Act), as applicable to the business and activities of
the charity

e Will initiate, comply with and regularly review their health and safety at work
policy

See also KCP6

Code of Conduct

The Kingsclere Charities safeguards and promotes its reputation by ensuring that
Trustees and employees behave and conduct themselves in such a way that
promotes public confidence.

Trustees and employees are expected to act with honesty, trustworthiness, diligence,
competence and care, and support the Charity’s values, when carrying out their
duties.

See also KCP7
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Risk Assessment

Trustees acknowledge their responsibility to identify, assess and manage risks. Risk
is defined as anything that could prevent Kingsclere Charities achieving its aims
or carrying out its strategies.

Through effective risk assessment and management Kingsclere Charities aim to
reduce the ‘gross level’ of risk identified to a ‘net level’ of risk, that is: the risk that
remains after appropriate action is taken.

See also KCP8

Safeguarding

Trustees and employees are expected to promote a safe, open and positive culture
and ensure that those that the charity comes into contact with feel able to report any
concerns, confident that they will be heard and responded to appropriately.

See also KCP9

Complaints Procedure

A complaint is defined as: “an expression of dissatisfaction, however made, about
the standard of service, actions, or lack of action by the Charity, its trustees, its own
staff, or those acting on its behalf, affecting an individual resident or group of
residents.

The Charity’s complaints process is flexible and responsive to the needs of individual
complainants to enable residents to be heard and understood. The Charity complies
with the Complaint Handling Code issued by the Housing Ombudsman Service.

All complaints will be dealt with in a manner consistent with the Code and the Charity

will maintain all records as required by the Code.
See also KCP10
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