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Kennett Community Land Trust

Statement of Secretary’s Responsibility 















Kennett Community Land Trust is a Community Benefit Society registered with the FCA under number 7443, registered office 66 Station Road, Kennett, Newmarket CB8 7QF

	


1	Introduction
The Kennet Community Land Trust (KCLT) is formed for the benefit of the community to operate as a Community Land Trust primarily in the parish of Kennett. Its objects shall be to carry on for the benefit of the community being those who live, work, educate their children, own property and/or run a business in Kennett:
KCLT shall have power to do anything that a natural or corporate person can lawfully do which is necessary or expedient to achieve its objects, except as expressly prohibited in these rules.
KCLT shall have a board of Trustees of between five to twelve board members who shall direct the affairs of the CLT in accordance with its objects and rules and ensure that its functions are properly performed 
The rules governing the Trust are set out in full in document “KCLT Rules 2023”.
· The Rules pertaining to the function of the Board are set out in Part D1
· The Rules pertaining to the composition of the Board are set out in Part D2
This document details the responsibilities of “The Treasurer” as agreed with KCLT Board of Trustees. 

2	Written Statement of Secretary’s Responsibilities 
Main Purpose of the Role 
1. This role is pivotal in maintaining transparency, accountability, and smooth administrative functioning.
2. To ensure legal compliance, support governance, and facilitates effective board meetings and operations. 
3. To act as a point of contact for trustees, staff, and external stakeholders regarding governance matters.
4. To Support trustees in understanding and fulfilling their legal duties.

KCLT Rules 2023 Part E –The Secretary will be supporting the Board of Trustees:
· E8 KCLT shall have a secretary who shall be appointed by the board and who may be an employee. The board of Trustees may also appoint a deputy secretary (who may also be an employee) to act as secretary in the secretary's absence. The secretary shall in particular:
· E8.1 summon and attend all meetings of KCLT and the board and keep the minutes of those meetings
· E8.2 keep the registers and other books determined by the board
· E8.3 make any regulatory returns on behalf of KCLT to the regulator and registrar [The Society has no seal.]
· E8.5 be responsible for ensuring the compliance of KCLT with these rules.




In relation to Rule E8.1 (Board and Committee meetings)
1. Drawing up the agenda for each meeting of the board in consultation with the Chair, the Treasurer and all relevant staff members.  In preparing the agendas for meetings the Secretary shall endeavour to ensure adequate time for the board to receive reports on, and where appropriate discuss and make decisions regarding:

a. (at least every three months) the Society's financial position, including cashflow forecasts and management accounts and (annually at the appropriate meetings) budgets and year end accounts and operation of the finance policy;

b. (annually) the Society's business plan;

c. (at least every three months) the Society's risk register;(at every meeting) any urgent health and safety issues, whistleblowing and complaints;

d. (at least every three months) the Audit & Risk Committee's findings regarding health and safety, anti-bribery, whistleblowing and complaints and their other work and the work of any other committees;

e. (as required) succession planning for both staff and board positions;

f. (annually) line manager reviews of staff performance;

g. (annually) the performance appraisal of the board, the Chair, the Treasurer and individual board members (including the Secretary) under Rule E1.9;

h. (in rotation at the intervals agreed by the board as being appropriate to each) review of all the Society's other policies and their application in practice.


2 Ensuring that the agenda and papers for board meetings are prepared in good time and circulated at least three days before each meeting.

3 Checking the presence of a quorum at the start of each meeting.

4 Ensuring that the minutes of board meetings correctly list those present, note items that were discussed and record decisions made and any agreed actions.

5 Sending the draft minutes and list of agreed actions to the Chair and Treasurer within seven days of each meeting to seek their comments.

6 Circulating the minutes and list of agreed actions to all board members (following amendment required by any comments from the Chair and Treasurer) within fourteen days of each meeting and again with the papers for the next following board meeting.

7 After approval of each meeting's minutes at the next following board meeting, to arrange for signature of the minutes by the Chair and to file the signed minutes in the Society's records.

8 Periodically checking the proper filing of the terms of reference for any committees and the minutes of any meetings of such committees.


In relation to Rule E8.1 (AGMs)
9 At least two months before each AGM, notifying board members who have reached the end of their term under Rule D7.2 and asking them if they wish to remain in post under the second sentence of Rule D7.4. 
10 Prompting a reassessment by the Chair and the board of the skills of ongoing board members and identification of desired skills and experience and encouraging the board actively to seek appropriate board candidates.
11 Prompting early preparation of the Annual Report to members in accordance with Rule C20.1, ensuring all board members and staff are encouraged to check and input into the wording as appropriate, and liaising with the Treasurer over inclusion of the signed accounts and any auditor's report.  The Annual Report shall include:
a. The Board's report on the affairs of the Society (Rule C20.1.3);

b. The statements required by Rule D29;

c. The list of existing board members required by Rule D11 together with those existing members' skills and a statement of desired skills (to enable the members to appoint candidates who have the requisite skills and experience, Rule D7.2);

d. A list and brief description of current board committees and their membership;

e. All other statements required by the Society's adopted code of governance and regulatory requirements.
12 Circulating the formal notice of AGM to members, where possible at least fourteen days before the AGM in compliance with Rule C23, and including all required statements, in particular:
a. (either in the body of the notice or by reference to the relevant page of the Annual Report if enclosed with the notice) the list of existing board members required by Rule D11 together with those existing members' skills and a statement of desired skills; and

b. Explanation of the procedure for standing as a board candidate; and

c. Explanation of the procedure for appointing a proxy.

d. The formal notice should be accompanied by the minutes of the previous AGM and (if it has been finalised and approved in time) the Annual Report to members.
13 Liaising with board and staff members as appropriate to ensure the venue is booked and/or arrangements are made for remote access and that all required equipment is sourced and in working order.
14 Checking that all candidates for board vacancies have complied with the requirements of Rule D14 and any further procedure specified by the board.
15 Collecting and reporting to the Chair on any proxy appointments under Rule C31.
16 Checking the presence of a quorum at the start of the AGM and ensuring that all business listed on the formal notice of AGM is properly conducted and the provisions of the Rules regarding voting are followed.
17 Circulating the minutes of the AGM to the Chair and Treasurer within seven days of the meeting to seek their comments.
18 Circulating the minutes to all board members (following amendment required by any comments from the Chair and Treasurer) within fourteen days of the meeting and arranging signature of the minutes by the Chair and filing within a further seven days.

In relation to Rules E8.2 and E8.3
19 Obtaining advice as required from appropriate experts as to what books and registers and regulatory returns are required and as to their format and content.  Ensuring historic records are kept for the required time periods.  Ensuring that any records required by board policies are kept as specified in those policies.
20 Applying the relevant provisions of the Rules to any applications for membership or transfer or termination of membership and ensuring such changes are recorded promptly in the membership register.
21 Preparing the annual return to the FCA in consultation with the Chair and the Treasurer and confirming to the Chair and the Treasurer once it has been filed.
22 Periodically (at least once a year and more often in the event of a change of staff member) verifying the Society's compliance with statutory requirements in its capacity as an employer and the owner of offices and public spaces.

In relation to Rule E8.5
23 Maintaining a working knowledge of the Society's Rules and referring the Chair, the Treasurer and the board to provisions relevant to each particular discussion.
24 Ensuring signature by each board member of their statement of obligations and disclosure of interests under Rule D4 and any additional policy adopted by the board.
25 Periodically prompting the Chair to consider whether training should be organised for board members as a whole or individually, and liaising with the Chair to ensure such training is delivered.

Sharing of Information
26	Answering board member enquiries regarding record keeping and statutory compliance, and making available to board members copies of minutes and other records.
Ensuring the Society's policies are shared with all those entitled to see them

Whistleblowing and Complaints
27	Accepting referral of concerns and complaints from board members, members of the Society, residents and community members, handling them in accordance with the Society's policies from time to time, the Society's statutory obligations and the Society's adopted code of governance and reporting to the Audit & Risk Committee.



Privacy policy - specific to the Secretary role
28	Acting as the Trusts privacy policy officer: liaising with staff and relevant board members and volunteers to ensure compliance with the Privacy Policy and making reports to the Information Commissioner's Office and affected individuals where data breaches occur

3	Equality, Diversity and Inclusion
KCLT is committed to promoting equality, diversity, and inclusion in all aspects of its work. We believe that embracing diversity strengthens our community, enhances our services, and reflects our core values of respect, fairness, and integrity.
The Chair and the Board of Trustees aim to create an environment where everyone feels valued, respected, an empowered—regardless of their background, identity, or circumstances. 

The Chair and the Board of Trustees will apply this policy consistently and fairly and will not discriminate against anyone based on any protected characteristics, including those set out in the Equality Act 2010 

4	Review and Monitoring
This Statement of Responsibilities will be reviewed every two years, or sooner if directed to by the Audit and Risk Committee, or following changes in legislation, governance, or best practice.

[bookmark: _Hlk213159979]5	Related Policies and Documents
This policy needs to be read alongside KCLT’s other policies and procedures from time to time including the Finance Policy, any HR policies and staff contracts of employment and any tendering or procurement procedures.
· KCLT Rules 2023  
· Trustee Handbook and governance framework
·  Regulatory Compliance and Self-Referral Policy
· Membership Policy
· Health and Safety Policy
· Finance Policy
· Risk register
· Whistleblowing Policy
· Privacy Policy
· Anti-bribery Policy
· Procurement Policy
· Equality, Diversity and Inclusion Policy
· Complaints and Appeals Policy 
· Tenancy Agreement 



6	Statement Review Record
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	Status
	Revision Date
	Summary of Changes

	Version 02
	Approved
	November 2025
	Statement reviewed:
Introduction and Main Purpose of the Role sections added 
Related policies and documents added 
Statement review record added
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