
 

 
. 
 
 

 
 
 
 
A constitution is a document that sets out how a community group or charity will behave and is known  
as its governing document. A governing document will be known as different things depending on the 
type of organization in question. 
 

Type of group Type of governing document 

Trust Declaration of Trust 

Community or Voluntary Group Constitution 

Registered Charity Constitution 

Incorporated Charity Memorandum & Articles of Association 

 
 

The governing document will cover: 

 What the group does and who it helps; 

 The powers of the group; 

 Procedures for selecting the people who run the group; 

 Procedures for meetings; 

 Who is able to join and how; 

 How the group is managed; 

 How the group manages its money; 

 The protocol for winding up if need be. 
 

Why have one? 

 It supports you in getting funding by showing that your group is set up properly; 

 You need one to be able to open a bank account in the name of your group; 

 Helps to settle disagreements and conflicts by referring to the rules set out in the governing 
document; 

 Helps the management committee understand their role and responsibilities; 

 Enables the group to focus and use its resources well by having clear aims and objectives. 
 

Examples 

The Charitiy Commission has examples of constitutions, one for small groups with an income under 
£5,000 and one for larger groups with an income over £5,000 as well as an example Memorandum & 
Articles of Association for incorporated organisations.   
 
Companies House also has an example Memorandum and Articles of Association for organisations 
wishing to incorporate. 
 
More information can be found at https://www.gov.uk/government/organisations/charity-
commission and https://www.gov.uk/government/organisations/companies-house 
  

 
 An introduction to......... 

 

 

Writing Your Constitution 



 

Some tips to get started… 

 Use some examples as a starting point; 

 Involve all of the management committee in developing a governing document 

 Brainstorm future scenarios and ensure that your governing document is robust enough and 
clear enough to deal with issues that might arise; 

 Ensure that you can answer a variety of questions with your governing document, e.g. How 
many, who is responsible for, when will we, what do we do if etc.; 

 Attend ‘Trustee Induction’ training; 

 Have different members of the committee own different parts of the governing document to 
become experts in this area – encourages a shared responsibility; 

 Make sure the governing document is endorsed at the first management committee meeting 
as well as signed and dated by all committee members. 

 
Below are the headings (or clauses) which appear in most governing documents, with an 
explanation of what comes under each:  
 

Name of the 
Organisation 

An easy one to start with!  Think about what your name conveys to people 
who are unaware of your organisation – you might want to carry out some 
research to see what people think of the name.  If it is likely that in the future 
you will apply for charitable status then check out the Charity Commission’s 
website to make sure that the name you plan to use hasn’t been taken. 

Aims and 
Objectives 

This is where you would set out the purpose of the group. What do you want 
to achieve and who will benefit.  Make these as clear and concise as possible 
and use only 1 or 2 sentences for each aim. The Charity Commission’s 
website has a list of charitable objectives under a variety of headings – if you 
use some of these then it will be less time consuming to register as a charity 
at a later date.   

Powers This section will outline the group’s powers in connection with raising funds, 
employing staff, purchasing, taking out insurance, opening a bank account 
etc.   

The Committee What will the committee be called (Management Committee, Board of 
Trustees) and what will the roles of the committee members be? What will be 
the maximum and minimum number of committee members?   

Membership Here you will need to be clear on who can join the group and if there are 
different kinds of membership.  When does membership begin and end and 
will there be a fee? This section will also include what rights your members 
have, for example voting at annual general meetings. 

Meetings How many times each year will the committee meet and is there is a minimum 
number of attendances by committee members? What will happen at your 
AGM and how long can committee members serve for? It will also look at how 
decisions will be made at meetings and how many committee members will 
need to be there to make it a valid vote (quorum). 

Financial Must state that the group’s money will only be used to achieve the group’s 
stated aims.  This section will outline financial controls that you will have in 
place and ensure  that reserves are kept in order to pay costs if the 
organisation were to dissolve. There will need to be at least two signatories, 
one of these being the treasurer.  



 

Alterations to 
Constitution 

How will you change the governing document if you need to? 

Dissolution This section will outline how you will decide to close the group and who has to 
agree it as well as what will happen to the groups assets. 

Signatures/Date of 
Adoption 

The governing document must be endorsed  by the Management Committee 
and signed. 

 

Checklist of questions you should be able to answer: 

 What would you do if a trustee continuously didn’t show up for meetings? 

 How do you vote for your trustees? 

 Who votes for your trustees? 

 How many members need to be present to make a vote quorate? 

 How might you deal with conflicts of interest? 

 How many general meetings do you have per year? 

 How much notice do you give for meetings and how do you communicate this? 

 Do you hold an Annual General Meeting? 

 Who would get the assets of the organisation if it should have to wind up? 

 How can you change the governing document? 
 
 

SLOUGH Get Involved is an infrastructure organisation that provides support to the 
voluntary sector in Slough. However, we cannot offer legal advice – for such you 
should consult a legal expert. 
 


