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Equality and Diversity Policy 

Introduction 

Caplor Horizons’ commitment to equality applies to everything we do. Externally it is at the heart of 

our work on poverty and the relationships we build. Internally the value of inclusivity is central to how 

we accept, respect and value people with diverse identities and backgrounds. Caplor Horizons sees 

having diverse Staff, Trustees and Advisors as a significant advantage for our charity. 

Caplor Horizons views diversity as a description of the visible and invisible differences that exist 

between people, such as gender, race, ethnic origin, physical and mental ability, sexual orientation, 

age, economic class, language, religion, nationality, type of education and family/marital status. We 

recognise that these visible and non-visible differences between people can also lead to differences 

in experiences, values, attitudes, ways of thinking, behaving, communicating and working. 

Caplor Horizons is committed to eliminating discrimination and encouraging diversity amongst our 

Staff, Advisors and Trustees.  Our aim is to be representative of all sections of society and to treat 

everyone fairly and respectfully, so they are able to work at their best. 

This Policy brings together the following in the context of our overall commitment to equality and 

diversity: 

• Equal Opportunities Policy: focus on recruitment, training, promotion and monitoring 

• Recruitment of Ex-Offenders Policy: focus on recruitment, needed for Disclosure and Barring 

Service (DBS) checks 

• Harassment and Bullying Policy: focus on potential negative consequences of differences in 

power 

All parts of this Policy apply to Trustees and Advisors as well as Staff. It is supported by the separate 

Caplor Horizons Safeguarding Policy which provides clarity on our approach and standards of 

safeguarding with everyone we work with, including but not limited to children, young people and 

vulnerable adults. The Safeguarding Policy is also intended to help us make sure that Staff, Trustees 

and Advisors are protected and to demonstrate how we meet our legal obligations. 

Our Commitment 

• We are committed to creating an environment in which individual differences and the 

contributions of all the Caplor Community are recognised and valued. 

• Every individual is entitled to a working environment that promotes dignity and respect to all. 

No intimidation, bullying or harassment will be tolerated.   

• Training, development and progression opportunities are available to all Staff, Trustees and 

Advisors, for example unconscious bias training. 

• Equality in the workplace is good management practice and makes sound business sense.  All 

of Caplor Horizons’ practices and procedures will be reviewed regularly to ensure fairness. An 

action plan for improvements will be devised and monitored. 

• Breaches of this Policy will lead to disciplinary proceedings in the case of Staff and review of 

the individual’s relationship with Caplor Horizons in the case of a Trustee or Advisor. 
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• Where appropriate, positive measures will be taken to overcome under-representation in 

specific areas. 

Equal Opportunities Policy 

Statement of Policy  

1. Discrimination is unacceptable and contrary to the values of Caplor Horizons. As part of 

our Equality and Diversity Policy we have adopted this formal Equal Opportunities Policy 

(“EO Policy”).   

2. The aim of the EO Policy is to ensure no job applicant, potential Trustee, potential Advisor, 

member of Staff, Trustee or Advisor is discriminated against either directly or indirectly 

on the grounds of gender, sexual orientation, race, ethnic origin, physical or mental ability, 

age, economic class, language, religion, nationality, type of education or family/marital 

status.   

3. This EO Policy will be circulated to any agencies involved in our recruitment and sourcing 

processes and a copy of the EO Policy will be made available to all employees and made 

known to all applicants for Staff, Trustee and Advisor positions. 

4. The EO Policy will be implemented in accordance with the appropriate statutory 

requirements and full account will be taken of all available guidance and in particular any 

relevant Codes of Practice. 

5. We will maintain a neutral working environment in which no Staff, Trustee or Advisor feels 

under threat or intimidated. 

Recruitment and Sourcing for Staff Jobs and Trustee and Advisor Roles 

1. We will endeavour through appropriate training to ensure that Staff, Trustees and 

Advisors making recruitment and sourcing decisions will not discriminate, whether 

consciously or unconsciously, in making these decisions. 

2. Promotion and advancement of Staff will be made on merit and all related decisions this 

will be made within the overall framework and principles of this EO Policy. 

3. Job and role descriptions, where used, will be in line with this EO Policy. Job and role 

requirements will be reflected accurately in any specifications. 

4. We will adopt a consistent, non-discriminatory approach to the advertising of vacancies. 

5. We will not confine our recruitment and sourcing to areas or media sources which provide 

only, or mainly, applicants of a particular group. 

6. All applicants who apply for jobs or roles with us will receive fair treatment and will be 

considered solely on their ability to do the job or perform the role. 

7. All those involved in recruitment and sourcing will periodically review their selection 

criteria to ensure that they are related to the job and role requirements and do not 

unlawfully discriminate. 

8. Short listing and interviewing will be carried out by more than one person where possible. 

9. Interview questions will be related to the requirements of the job or role and will not be 

of a discriminatory nature. 

10. We will not disqualify any applicant because he/she is unable to complete an application 

form unassisted unless personal completion of the form is a valid test of the standard of 

English required for the safe and effective performance of the job or role. 

11. Selection decisions will not be influenced by any perceived prejudices of other Staff, 

Trustees or Advisors. 
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Training and Promotion 

1. Staff will receive training related to the application of this EO Policy, for example 

concerning unconscious bias. 

2. All promotion of Staff will be in line with this EO Policy. 

Monitoring 

1. We will maintain and review the employment records of Staff and the gender, age and 

ethnic balance of Trustees in order to monitor the progress of this EO Policy. 

2. Monitoring may involve: 

a. the collection and classification of information regarding the ethnic/national 

origin and sex of all applicants and current Staff; 

b. the examination by ethnic/national origin and sex of the distribution of Staff and 

Trustees and the success rate of applicants; and 

c. recording recruitment, training and promotional records of Staff, the decisions 

reached and the reasons for those decisions. 

3. The results of any monitoring procedure will be reviewed at regular intervals to assess the 

effectiveness of the implementation of this EO Policy.  Consideration will be given, if 

necessary, to adjusting this EO Policy to afford greater equality of opportunities to all 

applicants and Staff. 

Recruitment of Ex-Offenders Policy 

1. Introduction 

Caplor Horizons is committed to equality of opportunity for all applicants for jobs and Advisor roles 

and undertakes to treat all applicants for positions fairly. Applications are welcomed from a wide 

range of candidates, including those with criminal records. Candidates are selected for interview 

based on their skills, qualifications, experience and the requirements of the post. 

Caplor Horizons’ approach towards employing ex-offenders or accepting them as Advisors depends 

on whether the job or Advisor role is, or is not, exempt from the provisions of the Rehabilitation of 

Offenders Act 1974.  A Disclosure is only requested where it is proportionate and relevant to the 

position concerned. 

2. Jobs and Roles Covered by the Rehabilitation of Offenders Act 1974 

Caplor Horizons will not automatically refuse to employ or accept as an Advisor an individual on 

account of a previous criminal conviction. 

During job or Advisor interviews, interviewees will be asked to disclose any unspent convictions, but 

interviewers will not ask about spent convictions or expect interviewees to disclose any spent 

convictions. 

Interviewees should be aware that if they have a conviction that is not spent and the nature of the 

offence is relevant to the job or role for which they have applied, Caplor Horizons will review the 

individual circumstances of the case and may not select the individual for employment or as an 

Advisor. 
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3. Jobs and Roles Exempt from the Rehabilitation of Offenders Act 1974 

If the job or Advisor role for which Caplor Horizons is recruiting is one of the excluded jobs listed in 

the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 or the Rehabilitation of Offenders 

Act 1974 (Exclusions and Exceptions) (Scotland) Order 2003, Caplor Horizons will require the candidate 

to declare all convictions, both spent or unspent. Interviewees should expect to be asked about any 

information they have declared and it is important that they are honest with the interviewer in this 

regard.  However, Caplor Horizons will not refuse to employ or accept an individual unless the nature 

of the conviction is relevant to the job or Advisor role for which the individual has applied. 

When Caplor Horizons has made an offer of employment or acceptance as an Advisor to an individual, 

it will seek documentary evidence about that person's criminal convictions and seek the candidate's 

agreement to make a joint application to the Disclosure and Barring Service (DBS).  If the individual is 

a member of the DBS update service, Caplor Horizons will carry out a status check on any current 

certificate. 

4. Data Protection 

Caplor Horizons will ensure that all information provided about an individual's criminal convictions is 

used fairly, and stored and handled appropriately and in accordance with the provisions of the Data 

Protection Act 2018 and subsequent legislation. 

Harassment and Bullying Policy 

Introduction 

Many people in our society are victimised and harassed as a result of their gender, race, ethnic origin, 

physical or mental ability, sexual orientation, age, economic class, language, religion, nationality, type 

of education or family/marital status. 

Harassment and bullying take many forms ranging from tasteless jokes and abusive remarks to 

pestering for sexual favours, threatening behaviour and actual physical abuse.  Whatever form it takes, 

harassment and bullying are always taken seriously and are totally unacceptable. 

We recognise that harassment and bullying can exist in Caplor Horizons workplaces and other 

contexts, as well as outside, and that this can seriously affect peoples’ lives by interfering with their 

performance or by creating a stressful, intimidating, unacceptable and unpleasant environment. 

Policy 

We deplore all forms of harassment and bullying and seek to ensure that the Caplor Horizons 

environment is sympathetic to everyone involved. 

We have published the details below to inform people of the type of behaviour that is unacceptable 

and provide those who are the victims of harassment and bullying with a means of redress. 

We recognise that we have a duty to implement this Harassment and Bullying Policy and all Staff, 

Trustees and Advisors are expected to comply with it. 

Examples of Harassment and Bullying 

Harassment and bullying take many forms and Staff, Trustees and Advisors may not always realise 

that their behaviour constitutes harassment or bullying.  Harassment is unwanted behaviour by one 

person towards another and examples of harassment include: 



6 | P a g e  
 

a) insensitive jokes and pranks 

b) lewd or abusive comments about appearance 

c) deliberate exclusion from conversations 

d) displaying abusive or offensive writing or material 

e) unwelcome touching 

f) abusive, threatening or insulting words or behaviour 

Bullying is a form of psychological harassment. It is intimidation which serves to undermine self-

esteem, confidence, competence, effectiveness and integrity. Examples of bullying include: 

a) continual, undeserved criticism 

b) arbitrary and inconsistent demands 

c) imposition of unreasonable deadlines 

d) shouting, swearing and offensive language 

e) displaying overbearing or intrusive behaviour 

These examples are not exhaustive and disciplinary or other action at the appropriate level will be 

taken against people involved with Caplor Horizons (Staff, Trustees or Advisors) committing any form 

of harassment or bullying. 

Complaining about Harassment and Bullying 

1. Informal complaint 

We recognise that complaints of harassment, particularly of sexual harassment, and bullying can 

sometimes be of a sensitive or intimate nature and that it may not be appropriate for you to raise 

the issue through our normal grievance procedure.  In these circumstances you are encouraged 

to raise such issues with a person of your choice within Caplor Horizons as a confidential helper.   

If you are the victim of minor harassment or bullying you should make it clear to the harasser/bully 

on an informal basis that their behaviour is unwelcome and ask the harasser/bully to stop.  If you 

feel unable to do this orally then you should hand a written request to the harasser/bully, and 

your confidential helper can assist you in this. 

2. Formal complaint 

Where the informal approach fails, or if the harassment or bullying is more serious, you should 

bring the matter to the attention of the Executive Director/one or both Co-Directors as a formal 

written complaint and again your confidential helper can assist you in this. If you prefer not to 

approach the Executive Director/Co-Directors then you should approach the Chair/one or both 

Co-Chairs or another Trustee. If possible, you should keep notes of the harassment and bullying 

so that the written complaint can include: 

a) the name of the alleged harasser/bully; 

b) the nature of the alleged harassment and bullying; 

c) the dates and times when the alleged harassment and bullying occurred; 

d) the names of any witnesses; and 

e) any action already taken by you to stop the alleged harassment and bullying. 

On receipt of a formal complaint we will take action to separate you from the alleged 

harasser/bully to enable an uninterrupted investigation to take place.  This may involve a 

temporary transfer of the alleged harasser/bully to another role or suspension until the matter 

has been resolved. 
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The person dealing with the complaint will invite you to attend a meeting, at a reasonable time 

and location, to discuss the matter and carry out a thorough investigation. You have the right to 

be accompanied at such a meeting by your confidential helper or another person of your choice 

and you must take all reasonable steps to attend. Those involved in the investigation will be 

expected to act in confidence and any breach of confidence is unacceptable. 

On conclusion of the investigation, which will normally be within ten working days of the meeting 

with you, a draft report of the findings and of the investigator's proposed decision will be sent, in 

writing, to you and to the alleged harasser/bully. 

If you or the alleged harasser/bully are dissatisfied with the draft report or with the proposed 

decision this should be raised with the investigator within five working days of receiving the draft.  

Any points of concern will be considered by the investigator before a final report is sent, in writing, 

to you and to the alleged harasser/bully.  You have the right to appeal against the findings of the 

investigator in accordance with the appeal provisions of the grievance procedure. 

Consequences of a Complaint 

1. If the report concludes that the allegation is well founded, a Staff harasser/bully will be liable 

to action in accordance with our disciplinary and disciplinary dismissal procedure.  A person 

who receives a formal warning or who is dismissed for harassment/bullying may appeal by 

using our appeal procedure. 

2. In the case of a well-founded allegation against an Advisor, action will be considered by the 

Executive Director/Co-Directors. 

3. In the case of a well-founded allegation against the Executive Director/a Co-Director or a 

Trustee, action will be considered by the Chair/Co-Chairs. 

4. In the case of a well-founded allegation against the Chair/a Co-Chair, action will be considered 

by other Trustees. 

5. If you bring a complaint of harassment/bullying you will not be victimised for having brought 

the complaint.  However if the report concludes that the complaint is both untrue and brought 

with malicious intent, action will be taken against you. 
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Health and Wellbeing Policy 

Introduction 

Caplor Horizons prioritises the safety, security, health and welfare of everyone involved in its activities: 

Staff, Trustees, Advisors, partners of all kinds and clients. This Policy provides guidance that reflects 

this priority. 

 

Safety and Security 

Caplor Horizons takes safety and security seriously in all facets of its work. To ensure safety and 

security Staff, Trustees and Advisors must: 

• Avoid any unnecessary risk to the safety and security of themselves and others, including 

partner organisations and the people that they work with. 

• If travelling internationally, check the FCO Travel Advice website1 for in-country safety and 

security advice, local laws and customs, entry requirements and other helpful information. 

Particular care may be needed in areas such as the following: 

o Avoiding driving themselves at night, when tired, on poorly maintained roads or on 

an unfamiliar side of the road 

o Avoiding using a mobile phone while driving  

o Avoiding driving under the influence of alcohol 

o Wearing seat belts, locking car doors and, in busy areas, closing car windows  

o Taking care when travelling on crowded public transport 

o Thinking through emergency response if walking alone 

o Using hotel safes and not displaying cash or valuables 

o Being alert to con tricks including by actual or pretend military and security staff 

o Avoiding dangerous animals and diseases in fresh and sea water 

o Carrying their passport or a copy 

• Be aware of fire and evacuation procedures in all settings and of the action they should take 

in the event of an emergency. 

• Report any safety or security concerns, near misses, accidents or injuries, no matter how 

minor, to Caplor Horizons Staff. 

• Provide Caplor Horizons Staff with up-to-date next of kin information, emergency contact 

details, an in-country contact number and travel arrangements such as flight details. 

 
Those organising and facilitating Caplor Horizons events or meetings or workshops with clients should 
address any safety issues at the start. For example, they should describe the escape route in the event 
of an emergency, indicate any hazards such as trailing wires and take account of other factors such as 
the following: 
 

• The availability and location of fire extinguishers and first aid boxes 

• Any signs of damage on electrical equipment, wires and plugs 

• Whether an evacuation test of an alarm system is planned 

 
1 https://www.gov.uk/foreign-travel-advice 

https://www.gov.uk/foreign-travel-advice
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Health and Welfare 

Caplor Horizons expresses its commitment to the health and welfare of everyone involved in its work 

in various ways including this Policy and the choice of people and organisations to work with. We 

engage with people as meaningfully and holistically as possible, for example ensuring that the health 

and welfare of all participants are high priorities in designing the location, agenda, timing and pace of 

meetings. 

In turn, Staff, Trustees and Advisors are expected to: 

• Inform the Executive Director/a Co-Director or the Chair/a Co-Chair about any issues relating 

to their health and welfare that may significantly affect their involvement. 

• Work in a way, and at pace, that suits them and to opt out of situations they feel 

uncomfortable in. 

• Ensure they have taken advice from health professionals regarding travel, including 

vaccinations and malaria tablets. Proof of yellow fever vaccination is required on entry to 

many countries. 

• Take care when lifting furniture or heavy items, seeking help if needed. 

 

We do not allow smoking inside Caplor Horizons premises or vehicles. 

We ask that anyone suffering from an infectious or contagious disease or illness such as rubella or 

hepatitis should not take part in Caplor Horizons work or events without clearance from their doctor. 

 

Other Policies 

Besides the requirements described above, Caplor Horizons Staff should also comply with the 

guidance on the use of computers and other aspects of health and wellbeing such as alcohol, drugs 

and hygiene in the Employee Handbook. The Handbook also includes procedures for leave and 

sickness which are important for the wellbeing of Staff.  

Separate Policies on Equality & Diversity and Safeguarding are also important for the wellbeing of 

Staff, Trustees and Advisors.  
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Privacy Policy  

 

Introduction 

This Policy is intended to express Caplor Horizons’ commitments on the privacy of personal data in 

line with its values and in response to current and future data protection laws. It describes the legal 

position and Caplor Horizons’ approach, followed by a section on the Handling of DBS Certificate 

Information Policy, a specific policy needed for Disclosure and Barring Service (DBS) checks. 

  

The Legal Position 

The Data Protection Act 2018 controls how personal information is used by organisations, businesses 

and the government.2 This Act is the UK’s implementation of the EU’s General Data Protection 

Regulation (GDPR). Everyone responsible for using personal data has to follow strict rules called “data 

protection principles”. They must make sure the information is: 

• Used fairly, lawfully and transparently 

• Used for specified, explicit purposes 

• Used in a way that is adequate, relevant and limited to only what is necessary 

• Accurate and, where necessary, kept up to date 

• Kept for no longer than is necessary 

• Handled in a way that ensures appropriate security, including protection against unlawful or 

unauthorised processing, access, loss, destruction or damage 

Under the Act, charity newsletters, fundraising appeals and campaigning material to people using their 

contact details count as direct marketing. A lawful basis, or “consent”, is needed to process an 

individual’s data to send direct marketing. Consent essentially means someone has said “yes”. 

For consent to be valid it needs to be: 

• Freely given, specific, informed and unambiguous 

• Given by a statement or clear affirmative action 

• Able to be withdrawn as easily as it is given 

• Proven by the data controller (the person who determines the purposes for which and the 

manner in which any personal data are processed) 

There are different ways for individuals to give their consent such as choosing a “yes” option on a 

website, ticking a box on a paper form, orally or through action. 

  

 
2 www.gov.uk/data-protection 
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Caplor Horizons’ Approach 

Caplor Horizons’ approach to handling personal data is guided by the legal position and based on the 

six data protection principles listed above. We have also been guided by advice such as that of the 

Information Commissioner’s Office.3 When seeking to acquire or process personal data, Caplor 

Horizons makes a commitment along the following lines, adapted for the circumstances: 

 

The results of this [for example tool or survey] are personal and Caplor Horizons will respect your 

privacy as follows: 

1. Caplor Horizons would like to file your [for example data or results] ("results") so that [indication 

of purpose for filing results].  

2. The following people would have access to your results if needed: [list by name and/or role]. 

3. The results would not be given to anyone else without your permission.  

4. The results would be stored securely in a password-protected folder. 

5. The results would only be stored as long as they may be needed. They would then be deleted.  

6. Any processing of the results would preserve your anonymity in any data shared with people other 

than those mentioned.  

7. The results can be deleted at any time at your request.  

Please let me know if you have any concerns about this. Otherwise, please give your consent to the 

filing of your results under these terms by [for example by an email with a specified subject line]. 

Currently at Caplor Horizons data are collected from individuals for two main purposes: 

1. For sending our weekly update, we collect name, email address, job title and organisation.  

2. For managing contact with Staff, Trustees and Advisors, we collect data such as date of birth, 

address, next of kin and passport information used for travel logistics.  

These data are collected and added to our secure database after consent has been given. 
 

Handling of DBS Certificate Information Policy 

1. General principles 

As an organisation using the Disclosure and Barring Service (DBS) checking service to help assess the 

suitability of applicants for positions of trust, Caplor Horizons complies fully with the DBS code of 

practice regarding the correct handling, use, storage, retention and disposal of certificates and 

certificate information. 

Through its Privacy Policy Caplor Horizons also complies fully with its obligations under the General 

Data Protection Regulation (GDPR), Data Protection Act 2018 and other relevant legislation pertaining 

to the safe handling, use, storage, retention and disposal of certificate information. 

 

 
3 ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/right-to-
be-informed/ 
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2. Storage and access 

Certificate information should be kept securely with access strictly controlled and limited to those 

who are entitled to see it as part of their duties. In the case of electronic records this means password 

protection of the folder and any back-up folder. Paper records are kept in lockable, non-portable, 

storage containers. 

3. Handling 

In accordance with section 124 of the Police Act 1997, certificate information is only passed to those 

who are authorised to receive it in the course of their duties. We maintain a record of all those to 

whom certificates or certificate information has been revealed and it is a criminal offence to pass this 

information to anyone who is not entitled to receive it. 

4. Usage 

Certificate information is only used for the specific purpose for which it was requested and for which 

the applicant’s full consent has been given. 

5. Retention 

Once a recruitment (or other relevant) decision has been made, or a Trustee or Advisor has been 

confirmed in their role, we do not keep certificate information for any longer than is necessary. This 

retention will allow for the consideration and resolution of any disputes or complaints or be for the 

purpose of completing safeguarding audits. 

Throughout this time, the usual conditions regarding the safe storage and strictly controlled access 

will prevail. 

6. Disposal 

Once the retention period has elapsed, we will ensure that any DBS certificate information is 

immediately destroyed by secure means, for example by deletion of electronic records and shredding, 

pulping or burning paper records. While awaiting destruction, certificate information on paper will not 

be kept in any insecure receptacle (e.g. waste bin or confidential waste sack). 

We will not keep any photocopy or other image of the certificate or any copy or representation of the 

contents of a certificate. However, we may keep a record of the date of issue of a certificate, the name 

of the subject, the type of certificate requested, the position for which the certificate was requested, 

the unique reference number of the certificate and the details of the decision taken concerning the 

individual’s role. 
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The purpose of this Policy is to help us to have a common understanding of safeguarding issues, 

develop good practice across Caplor Horizons and increase accountability in this crucial aspect of our 

work.  

The Board has agreed this Policy to provide clarity to all involved with Caplor Horizons on our 

approach and standards of safeguarding with everyone we work with, including but not limited to 

children, young people and vulnerable adults. It is also intended to help us make sure that Staff, 

Trustees and Advisors are protected and to demonstrate how we meet our legal obligations. This 

Policy articulates: 

• What safeguarding means for Caplor Horizons and why it is important 

• Key aspects of safeguarding including culture, principles, recruitment and implications for 

partners and clients 

• The responsibilities of Staff, Trustees and Advisors with respect to safeguarding 

This policy applies to all Caplor Horizons Staff, Trustees and Advisors. It will be reviewed annually to 

ensure it remains fit for purpose.  

Context  

Safeguarding has grown to be a major issue in the international development sector in recent years. 

In the wake of revelations from international development charities, there has been increasing 

recognition of the way in which children, young people and vulnerable adults can be at risk of 

discrimination, neglect, abuse and exploitation by those who are in positions of trust and power over 

them, including through international development activities. In 2017, the Charity Commission 

published new guidance on safeguarding focused on the role of trustees.4 This was followed by their 

summary of “10 actions trustee boards need to take to ensure good safeguarding governance”.5 

DFID hosted an international conference on the topic in October 2018 and Bond published a 12 point 

commitment by NGOs focused on sexual exploitation, abuse and sexual harassment in the aid 

sector.6 Eight international NGOs published their own “safeguarding promises”.7 

There has been a significant increase in the efforts made by international development organisations 

to ensure that there is no harm done within their organisations or to the people they work with. A 

fundamental principle that has emerged is that the response to breaches of safeguarding should 

centre on what is best for the victim. 

What is Safeguarding? 

Safeguarding is an organisation’s responsibility to avoid harm to its staff, volunteers, trustees, 

beneficiaries and any other individual with whom it works. More fully, safeguarding is the 

responsibility that an organisation has to ensure that: 

• its employees and volunteers, trustees, partners, operations and programmes do no harm 

to anyone, taking especial care over children, young people and vulnerable adults 

• it does not expose them to the risk of discrimination, neglect, harm and abuse 

 
4 https://www.gov.uk/guidance/safeguarding-duties-for-charity-trustees 
5 https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_ 
data/file/740348/revised_safeguarding.pdf 
6 https://www.bond.org.uk/sites/default/files/resource-
documents/bond_safeguarding_commitments_online.pdf 
7 https://www.savethechildren.org.uk/content/dam/gb/reports/policy/181018-our-safeguarding-promises.pdf 
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• any concerns the organisation has about the safety of vulnerable people within the 

communities in which it works are dealt with and reported to the appropriate authorities  

• it protects its employees and volunteers when they are vulnerable, for example, when ill or 

at risk of harm or abuse.  

As is laid out in the definitions in Appendix 1, harm can include various forms of discrimination, 

psychological pressure, sexual abuse and violence. 

Why Safeguarding is Important for Caplor Horizons 

Caplor Horizons is an organisation that prioritises the wellbeing of our Staff, Trustees, Advisors, 

partners, clients and other stakeholders. Protecting people from harm is an important element in 

achieving our vision of a world in which social, environmental and economic progress is balanced. 

Our value that “Everyone matters” reflects an ethical stance that underpins all safeguarding. 

In addition, in our strategy our goal to Reframe Horizons includes leadership development of young 

people, work in which safeguarding is especially important. Furthermore, our Staff, Trustees and 

Advisors are often meeting vulnerable people when working with clients. Finally, as the #MeToo 

campaign shows, safeguarding is not just about children, young people and vulnerable adults: it is 

about everyone. 

Therefore having a robust approach to safeguarding is central to our way of working. Safeguarding 

means protecting people in our organisation or people we come into contact with from 

inappropriate behaviour as well as from abuse and harm. It is the responsibility of everyone.  

Scope of Policy 

This Safeguarding Policy concerns all Staff, Trustees and Advisors wherever they are working. It 

complements other policies such as: 

• Code of Conduct 

• Equal Opportunities Policy 

• Grievance Policy 

• Harassment and Bullying Policy 

• Privacy Policy 

• Whistleblowing Policy 

• Employee, Governance and Advisor Handbooks.  

The Policy also concerns what Staff, Trustees and Advisors may encounter when working with clients 

and partners of Caplor Horizons, making full allowance for cultural and religious differences.  

Key Aspects of Safeguarding 

This section describes the principles that underlie Caplor Horizons’ approach to safeguarding. The 

following key aspects of safeguarding are discussed in turn: 

1. Organisational Culture  

2. Communications and Engagement  

3. Standards, Policies and Procedures 

4. References Policy 

5. Recruitment and Induction 
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6. Selection for Projects 

7. DBS Checks 

8. Training 

9. Reporting  

10. Work with Partners and Clients 

1. Organisational Culture  

Culture plays a significant role in ensuring effective safeguarding processes or, conversely, in 

tolerating poor behaviour. For Caplor Horizons, a culture of openness, transparency, distributed 

power, humility, respect and trust is essential for safeguarding.  

In particular, we should recognise our position of perceived power when acting as an external 

advisor or trainer with teams and organisations, and the potential impact the abuse of this power 

could have on those involved.  

2. Communications and Engagement  

Clear communication of safeguarding expectations and standards supports a shared culture that 

prioritises safeguarding. In addition, having safeguarding as part of regular communications within 

Staff, Trustee and Advisor teams ensures a suitable focus and consciousness of safeguarding. The 

language and understanding of wellbeing, unconscious bias and power and influence are central to 

how Caplor Horizons operates, supporting engagement with safeguarding.  

3. Standards, Policies and Procedures 

A safeguarding culture is strengthened by having clearly articulated and understood standards, 

policies and procedures that are shared with everyone involved in Caplor Horizons.  

The following principles are intended to ensure that any action on a breach of safeguarding is 

handled appropriately and effectively:  

• Any breach of safeguarding should be reported and recorded in writing. 

• All sensitive and personal data should be kept confidential (including the names of anyone 

who makes a report of abuse), and should be shared only with those whose work requires 

the information.  

• A member of Staff and a Trustee should be identified to lead the case. 

• See guidance below on reporting.  

4. References Policy 

Caplor Horizons’ policy on giving references is as follows: 

• References can only be given by a Co-Director or a Trustee, using a Caplor Horizons e-mail 

address.  

• References confirm dates and posts held and include a summary of performance. 

• Any substantiated safeguarding concerns are noted. 

• Problematic references are referred to the Board followed by a recording of decisions and 

their rationale. 

5. Recruitment and Induction 

Clarity on role expectations is an important first step towards effective safeguarding. Role 

descriptions should highlight the commitment of the organisation to safeguarding and the 
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responsibilities of Staff, Trustees and Advisors. Staff recruitment can build a comprehensive 

understanding on both sides through interviews, references, introductory periods and induction.  

Caplor Horizons has a more relational approach to building its teams of Trustees and Advisors. It is 

therefore important to take time in conversations and when building relationships with potential 

Trustees and Advisors to be explicit about safeguarding responsibilities and standards. The 

Governance and Advisor Handbooks and Safeguarding Policy are tools to enable this.  

In addition, the current process of inviting those interested in joining our community to attend 

Community Days acts as a good way for the individual to get to know more about Caplor Horizons as 

well as an opportunity for us to see how they fit into the culture.  

6. Selection for Projects 

We have a great variety of different activities which have different risk profiles.  

As a starting point, we have a safeguarding duty over anyone involved in working with us. Therefore, 

as a minimum for anyone engaging with us (especially for those engaged more informally in less 

public facing roles), there should be an informal chat about what the role demands, including health 

and safety guidelines, and what the volunteer can expect to gain from the opportunity.  

More robust processes are needed for Advisors working directly with clients and beneficiaries, 

especially if these are classed as vulnerable people. These processes should be managed in a way 

that minimises barriers to volunteering but reduces risks.  

7. DBS Checks  

If an opportunity includes work that involves close and unsupervised contact with vulnerable adults 

and children – known as Regulated Activity – then it is necessary to check whether the individual is 

included in either of the two Disclosure and Barring Service (DBS) “barred lists” of individuals who 

are unsuitable to work with children or vulnerable adults. This is a legal responsibility for Caplor 

Horizons in the case of work in the UK and it is a criminal offence to recruit someone for work from 

which they are barred. Likewise, it is a criminal offence for someone to seek or carry out UK work in 

activities from which they are barred. 

An enhanced DBS check with barred lists is a check of criminal records that will show spent and 

unspent convictions, cautions, reprimands and final warnings plus any information held by local 

police that is considered relevant to the work. It will also check if the individual is on the barred lists. 

Many Advisors will have had a DBS check already. For some, a DBS check can feel intrusive and an 

unnecessary invasion of their privacy. Careful consideration should be given as to whether it is 

necessary to obtain a disclosure in any case not involving a Regulated Activity or whether other 

measures offer sufficient safeguarding. 

Regulated Activities that relate to the work of Caplor Horizons are as follows, where “regular” means 

carried out by the same person on four or more days in a 30 day period:  

• Providing regular, unsupervised training, coaching or mentoring to children and young 

people 

• Providing regular, unsupervised training, coaching or mentoring to vulnerable adults  

• The day-to-day management or supervision on a regular basis of any person carrying out the 

activities mentioned above. 

Caplor Horizons is committed to ensuring that when a role or project involves the likelihood of such 

Regulated Activities, including outside the UK, the Staff, Trustees and Advisors involved will be 
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requested to have an enhanced DBS check with the relevant barred list. Caplor Horizons will cover 

the cost and make sure there is minimum bureaucracy. If an Advisor fails a DBS check the 

consequences will depend on the nature of what they did and how long ago it was.  

8. Training  

Training programmes or workshops enable Staff, Trustees and Advisors to study safeguarding in 

more detail and learn from the practices and experiences of others. Caplor Horizons plans to 

develop training on power, unconscious bias, wellbeing and safeguarding for all Staff, Trustees and 

Advisors involved in direct delivery. At times external courses may be helpful as well.  

Caplor Horizons normally operates in teams of 2 or more and there should be opportunities at the 

beginning and end of programmes to discuss any concerns and how things might be improved.  

9. Reporting 

The first priority is to support the victim. There should be careful consideration of the risks for the 

victim before reporting to external authorities. Identification of the victim could lead to additional 

harm such as difficulty finding work or loss of marriage prospects. Considerations should be 

recorded. Serious incidents in the UK should be reported to the police, local authorities (for cases 

involving children and vulnerable adults) and the Charity Commission. 

Guidelines for Caplor Horizons’ annual reports are as follows: 

• Aim for transparency about incidents and problems faced without naming people 

• Report trends in incidents 

• Describe steps taken following incidents, lessons learned and changes made. 

10. Work with Partners and Clients 

Safeguarding in relation to the staff and beneficiaries of partners and clients involves potentially 

difficult judgements. Care is needed in the face of cultural and religious differences, compounded by 

differences in perceived power and authority. The imposition of British rules about safeguarding on 

a partner organisation could seem very like a manifestation of the imbalance of power that lies at 

the heart of safeguarding issues. It is more a matter of ethics and organisational values than direct 

and legal responsibility, though there could also be damage to Caplor Horizons’ reputation from a 

safeguarding incident in a partner or client. Some guidelines that may or may not be appropriate in a 

given situation are as follows, where “partners” means partners or clients: 

• Analyse areas of potential risk in a prospective partner’s work. 

• Ensure partners have appropriate policies and procedures for safeguarding, safety, 

security, whistleblowing and complaints that are public, easy to use and updated as 

lessons are learned.  

• Agree a shared code of conduct including safeguarding,  whistleblowing and complaints 

policies. 

• When carrying out due diligence, check that partners have appropriate controls and 

procedures in place, including adequate safeguarding measures. 

• Include safeguarding measures in the partner agreement. 

• Ensure that Caplor Horizons is always notified if the partner has a safeguarding incident - 

and vice versa.  

• Help partners by offering Caplor Horizons’ policies and learning materials. 
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Responsibilities of Staff, Trustees and Advisors 

All Staff, Trustees and Advisors are committed to following this Policy and maintaining an 

environment that prevents exploitation and abuse and encourages reporting of breaches of this 

Policy using appropriate procedures. 

All Staff, Trustees and Advisors are responsible for the following:  

• Promoting best practice safeguarding approaches and supporting their development with 

partner and client organisations  

• Studying and complying with this Safeguarding Policy and the Code of Conduct in the 

relevant Handbook 

• Striving to develop relationships which are based on equity, trust, respect and honesty  

• Placing the safety and welfare of children and vulnerable people above all other 

considerations  

• In a one-to-one situation with a child or young person, where privacy and confidentiality are 

important, trying to make sure that another adult knows what is happening and why. If 

possible, ensuring another adult is in sight and that the child or young person knows another 

adult is around. 

• Reporting any concerns they may have about the welfare of a child or vulnerable person  

• Reporting any concerns they may have about the behaviour of a Caplor Horizons 

representative in relation to safeguarding  

Reporting should generally be to a Co-Director in the first instance, even if the concerns relate to a 

partner or client. As ever, the first priority is to support the victim. The procedure followed by the 

Co-Director on receiving a report should be guided by that laid out in the Whistleblowing Policy for 

how to act following an allegation by a whistleblower.      

If the concerns relate to a Co-Director or a Trustee they should be reported to a Co-Chair. If they 

relate to a Co-Chair they should be reported to any other Trustee who will consult with other 

Trustees to nominate an appropriate internal or external investigator. 

All Staff, Trustees and Advisors should not do the following: 

• Sexually harassing, assaulting or abusing another person  

• Physically harassing, assaulting or abusing another person  

• Emotionally abusing another person, such as engaging in behaviour intended to shame, 

humiliate, belittle or degrade 

• Condoning or participating in behaviour which is abusive, discriminatory, illegal or unsafe  

• Tolerating sexual harassment or abuse in any working environment 

• Developing, encouraging or failing to take action on relationships with children or 

vulnerable people that could in any way be deemed sexual, exploitative or abusive  

• Acting in ways that are violent, inappropriate or sexually provocative  

• Agreeing with a child to keep a secret which has implications for their safety or the safety of 

others.  

All Staff, Trustees and Advisors have an obligation to report concerns, suspicions, allegations and 

incidents which indicate actual or potential abuse or exploitation of anyone or which suggest this 

Policy may have been breached in any other way. It is not the responsibility of Staff, Trustees or 
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Advisors to decide whether or not abuse has taken place, but all concerns should be reported to a 

Co-Director.   

Data Protection, Publications and Social Media  

Caplor Horizons is committed to ensuring that personal information is kept confidential unless we 

have the agreement of the individual and/or their parent/guardian, except where it is necessary to 

pass this to a specialised child welfare or law enforcement agency in relation to a safeguarding 

incident. (For more detailed guidance, please refer to the Privacy Policy.) 

Specifically relating to the protection of children, young people and vulnerable adults in publications 

and on social media, we will follow the following guidelines:  

• Using names and images of children, young people or vulnerable adults which are respectful 

and not exposing them to further vulnerability.  

• Reproducing images and using the names of children only when we have the permission of 

their parents / guardians.  

• Reproducing images and using the names of young people and vulnerable adults only where 

we have their permission or that of their parents/guardians, whichever is the most suitable.  

• Making clear to vulnerable people and their families, where relevant, that agreement to 

providing information or images is not a condition of involvement in Caplor Horizons 

activities and programmes.  

• Not distributing any information or violent or sexual images that may be harmful to 

vulnerable people. 

 

 Further helpful guidance is given in the Dóchas Code of Conduct on Images and Messages.8 

Responsibilities of Staff  

In addition to the general responsibilities of all Staff, Trustees and Advisors listed above, Staff have 

further responsibilities as follows: 

• Ensuring Staff, Trustees and Advisors are aware of the Policy and are supported to 

implement it 

• Supporting a management culture that encourages a focus on safeguarding 

• Raising safeguarding when working with partner and client organisations and encouraging 

good practices 

• Acting immediately if they become aware of any safeguarding concerns, and supporting 

Staff, Trustees or Advisors who complain or raise concerns.  

• Handling and recording reports or concerns appropriately and in accordance with the 

principles that underpin this Policy 

• Ensuring referrals to the relevant authorities happen without delay 

• Discussing risks to safeguarding as a priority at Staff meetings 

• Ensuring our Advisor Handbook includes clarity on our safeguarding standards, expectations 

of Advisors, responsibilities of the organisation and Advisors as well as processes to follow if 

any concerns are raised  

• Ensuring all Staff attend safeguarding workshops or training 

 
8 https://dochas.ie/images-and-messages 
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• Developing and offering training to all Staff, Trustees and Advisors involved in direct 

delivery on power, unconscious bias, wellbeing and safeguarding  

• Ensuring that time is allocated to reflecting and learning from programme experiences 

• Ensuring that all Staff and Trustees have an enhanced DBS check with the barred list for 

working with children as well as Advisors involved in work relating to regular, unsupervised 

contact with vulnerable people, with the relevant barred list 

• Including safeguarding in annual reviews 

• Ensuring this policy is reviewed at least once a year and is available to the public. 

In addition Co-Directors need to know where to find specialist help in the event of a problem.  

Responsibilities of Trustees 

The Board of Trustees holds ultimate accountability for this Policy. 

In addition to the general responsibilities of all Staff, Trustees and Advisors listed above, Trustees 

have further responsibilities as follows: 

• Trustees should be aware of their influence on the culture of Caplor Horizons, expressed in 

ways such as how they spend their time at Board meetings, what they measure, 

transparency, how seriously they treat safeguarding issues and how they behave towards 

each other and Staff. 

• Any risks to safeguarding should be discussed as a priority at Board meetings.  

• Safeguarding should be included in the risk register.  

• Trustees should consider crisis response, being clear about who would do what in a crisis. 

• Organisational policies should reflect the operational realities of how and where we work. 

• If there is an issue about values it needs to come to the Board – and the decision must then 

be rooted in Caplor Horizons’ values. 

• Trustees should be aware of what other NGOs, Bond and the Charity Commission are doing 

about safeguarding. 

• Trustees involved in direct delivery are encouraged to attend training on power, unconscious 

bias, wellbeing and safeguarding. 

Responsibilities of Advisors 

In addition to the general responsibilities of all Staff, Trustees and Advisors listed above, Advisors 

have further responsibilities as follows: 

• Advisors involved in direct delivery are encouraged to attend training on power, unconscious 

bias, wellbeing and safeguarding. 

• Advisors should ensure that time is allocated to reflecting and learning from programme 

experiences.  

 

 

For more information on safeguarding and on the information used in this document please see 

Appendix 2. 
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Appendix 1 

VSO Definitions Relating To Safeguarding 
 

Abuse - a violation of an individual’s human and civil rights by any other person or persons. It can 

take the form of physical, psychological, financial or sexual abuse, neglect or negligent treatment or 

commercial or other exploitation, resulting in actual or potential harm to the health, survival, 

development or dignity of a child, young person or vulnerable adult.  

Abuse can be a single act or repeated acts and can be unintentional or deliberate. Abuse often 

involves criminal acts.  

Discriminatory abuse – abuse motivated by a vulnerable person’s age, race, nationality, sex, sexual 

orientation, disability, or other personal characteristic.  

Financial or material abuse - including theft, fraud, exploitation, pressure in connection with wills, 

property or inheritance or financial transactions, or the misuse or misappropriation of property, 

possessions or benefits.  

Neglect - the persistent failure to meet a vulnerable person’s basic physical and/or psychological 

needs, likely to result in the serious impairment of his/her health or development. Examples include 

failure to provide adequate food, clothing and shelter, failure to protect them from physical or 

psychological harm or danger; failure to ensure adequate supervision (including the use of 

inadequate care-givers); or failure to ensure access to appropriate medical care or treatment. It may 

also include neglect of, or unresponsiveness to, a vulnerable person’s basic emotional needs.  

Physical abuse – includes hitting, shaking, throwing, poisoning, burning or scalding, drowning, 

suffocating or otherwise causing physical harm, misuse of medication, restraint, or inappropriate 

sanctions.  

Psychological abuse - includes emotional abuse, threats of harm or abandonment, deprivation of 

contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, isolation 

or withdrawal from services or supportive networks. Examples include not giving a vulnerable 

person opportunities to express their views, deliberately silencing them or ‘making fun’ of what they 

say or how they communicate. It may feature age or developmentally inappropriate expectations 

being imposed on a vulnerable person, which may include interactions that are beyond a vulnerable 

person’s developmental capability. It may involve serious bullying (including cyber bullying), or the 

exploitation or corruption of a vulnerable person.  

Sexual abuse - involves forcing, enticing or coercing someone to take part in sexual activities, 

whether or not the vulnerable person is aware of what is happening. The activities may involve 

physical contact, including assault by penetration (for example, rape or oral sex) or non-penetrative 

acts such as masturbation, kissing, rubbing and touching outside of clothing. They may also include 

non-contact activities, such as involving a vulnerable person in looking at, or in the production of, 

sexual images, watching sexual activities, encouraging children to behave in sexually inappropriate 

ways, or grooming a child in preparation for abuse (including via the internet). Sexual abuse can be 

carried out by adults or other children.  

Child – Caplor Horizons regards a child as anyone under the age of 18 years, irrespective of the age 

of majority in the country in which the child lives or in their home country. It is widely recognised 
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that children are generally more vulnerable to abuse and exploitation due to factors such as age, 

gender, social and economic status, developmental stage, and dependence on others.  

Vulnerable person/people – for the purposes of this Policy this is an umbrella term which covers 

children, young people and vulnerable adults.  

Vulnerable adult - a person 18 years and above who, by reason of disability, age, gender, social and 

economic status, illness or the context they are in, may be unable to take care of or to protect her or 

himself against abuse, harm or exploitation.  

Youth or young people - individuals aged 15 to 25 (15 to 35 in some countries) – Caplor Horizons 

recognises that this group spans the categories of ‘children and ‘adults’ but regards young people as 

having particular safeguarding needs and requiring distinct consideration aside from younger 

children and older adults.  

Appendix 2 

Sources on Safeguarding 

For more information on safeguarding and on the information used in this document please see:  

https://knowhownonprofit.org/organisation/operations/safeguarding 

https://www.bond.org.uk/ngo-support/safeguarding-guidance-and-resources 

https://keepingchildrensafe.org.uk/how-we-keep-children-safe/capacity-building/resources/child-

safeguarding-standards-and-how-implement 

http://www.charitycommissionni.org.uk/news/essential-safeguarding-good-practice-seminar-

resources/ 

https://blogs.ncvo.org.uk/2018/03/06/safeguarding-do-you-need-to-update-what-youre-doing/ 

https://knowhownonprofit.org/your-

team/volunteers/keeping/ncvosafeguardingforvolunteerivolvingorgs.pdf  

https://keepingchildrensafe.org.uk/sites/default/files/resource-uploads/KCS_STANDARDS_2014.pdf  

https://www.vsointernational.org/news/blog/our-commitment-to-the-worlds-most-vulnerable  

https://www.ukyouth.org/what-we-do/#training  

http://www.volunteernow.co.uk/fs/doc/publications/safeguarding-children-and-adults-policy-

standards-sept-2016.pdf  

http://www.charitycommissionni.org.uk/media/151331/20180531-safeguarding-seminar-notes.pdf 

 

 

  

https://knowhownonprofit.org/organisation/operations/safeguarding
https://www.bond.org.uk/ngo-support/safeguarding-guidance-and-resources
https://keepingchildrensafe.org.uk/how-we-keep-children-safe/capacity-building/resources/child-safeguarding-standards-and-how-implement
https://keepingchildrensafe.org.uk/how-we-keep-children-safe/capacity-building/resources/child-safeguarding-standards-and-how-implement
http://www.charitycommissionni.org.uk/news/essential-safeguarding-good-practice-seminar-resources/
http://www.charitycommissionni.org.uk/news/essential-safeguarding-good-practice-seminar-resources/
https://blogs.ncvo.org.uk/2018/03/06/safeguarding-do-you-need-to-update-what-youre-doing/
https://knowhownonprofit.org/your-team/volunteers/keeping/ncvosafeguardingforvolunteerivolvingorgs.pdf
https://knowhownonprofit.org/your-team/volunteers/keeping/ncvosafeguardingforvolunteerivolvingorgs.pdf
https://keepingchildrensafe.org.uk/sites/default/files/resource-uploads/KCS_STANDARDS_2014.pdf
https://www.vsointernational.org/news/blog/our-commitment-to-the-worlds-most-vulnerable
https://www.ukyouth.org/what-we-do/#training
http://www.volunteernow.co.uk/fs/doc/publications/safeguarding-children-and-adults-policy-standards-sept-2016.pdf
http://www.volunteernow.co.uk/fs/doc/publications/safeguarding-children-and-adults-policy-standards-sept-2016.pdf
http://www.charitycommissionni.org.uk/media/151331/20180531-safeguarding-seminar-notes.pdf
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Sustainability Policy 

Introduction 

A distinctive feature of Caplor Horizons is our commitment to sustainability. We define a sustainable 

future as one in which a healthy environment, social justice and economic prosperity are pursued 

simultaneously to ensure the well-being and quality of life of present and future generations. Our 

vision is a world in which environmental, social and economic progress are balanced. This is expressed 

in our organisational effectiveness and leadership development model, the Caplor House9. The roof 

of the Caplor House contains within it the three elements needed for a sustainable future: 

• Tread softly (planet): Care for the environment by looking after our fragile eco-systems. 

Control our use of natural resources that future generations will depend on. Consider how 

what we use affects others globally. 

• Target social injustice (people): Whether within our own organisations, or within wider 

society, address equalities and human rights. Recognise the impact of present and future 

decisions on those with the smallest voices. 

• Take long-term action (economy): Find ways to reduce risk and avoid disasters. Employ 

existing resources optimally so that a responsible and beneficial economic balance can be 

achieved over the long term. 

 

These three elements echo the three components of the Triple Bottom Line which enables 

organisations to balance environmental, social and financial goals.10 

 

In its broad sense, Sustainability is one of our Values, expressed as “To bring about positive and lasting 

change by uniting people and ideas.” In her Caplor Horizons Thought Leadership paper on “The 

Essentials of a Sustainable Future”11, Professor Sharon Turnbull writes: “The word sustainability has 

been a controversial subject for some time, and often only associated with climate change or rather 

narrow environmental perspectives. We prefer to take a more broad-based view of the word 

sustainability - a concept that focuses on the way that we all live on this planet, how we share the 

world’s resources, how we invest for our futures and the futures of future generations, and how we 

address inequalities, corruption and injustice. We aim to support the development of a globally 

responsible leadership mindset in organisations and society. An example of this kind of thinking is the 

Welsh Government’s path-breaking Well Being of Future Generations Act12. This Act defines 

Sustainable Development as: Improving the way that we can achieve our economic, social, 

environmental, and cultural wellbeing.” 

 

This Policy attempts to bring together the following in the context of our overall commitment to 

sustainability, using a triple bottom line framework: 

• Implications for how and with whom we work 

 
9 
static1.squarespace.com/static/5a52135018b27de88c8a5348/t/5a52401753450aea1718ba71/151533986989
4/CaplorHouse.pdf 
10 voyage.caplorhorizons.org 
11 voyage.caplorhorizons.org 
12 gov.wales/topics/people-and-communities/people/future-generations-act/?lang=en 
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• Environmental impact 

• Social impact 

• Financial impact 

• The UN Global Compact as widely shared principles for responsible businesses 

 

It is very much work in progress and comments are welcomed by the Staff and Trustees of Caplor 

Horizons. 

 

Implications for How and with Whom we Work 
 

Our focus on sustainability has the following broad implications for our work: 

 

1. Our Board seeks to balance its attention between our environmental, social and economic 

impact. 

2. We seek to work with organisations, both NGOs and private sector companies, that share our 

vision of progress balanced between social, environmental and economic objectives. 

3. In our work on leadership, strategy and advocacy we seek to keep sight of the triple goals of 

social, environmental and economic objectives, both for ourselves and for our clients. 

4. We develop and encourage our Advisors to develop Thought Leadership papers and other 

tools and materials that explore sustainability and go into more detail on specific aspects such 

as implications for governance.13 

5. We have developed five ways of working to achieve a sustainable future: 

a. Long Term: balancing the short term against the long term 

b. Integration and Purpose: addressing the demands of Planet, People and Profit whilst 

having an underlying Purpose that contributes “beyond ourselves to feel that we have 

made a contribution; made a difference to someone, somewhere” (Charles Handy) 

c. Prevention: preventing before the challenges become systemic 

d. Collaboration: diverse views can enrich and join forces to co-design and deliver a 

better world 

e. Inclusion and social justice: historical and present inequalities and the impact of 

present and future decisions on those with the least voice 

 

Environmental Impact 
 

Our work strengthens the positive impact of organisations that are primarily focused on 

environmental issues as well as organisations that target a triple bottom line. We aim to reduce our 

negative environmental impact as follows: 

 

1. We minimise travel, especially air travel, partly by using information technology and by 

combining visits to several clients on any one trip. 

2. We use public transport where possible. 

3. We offset our estimated annual carbon dioxide emissions. 

 
13 voyage.caplorhorizons.org/ 
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4. Staff operate through electronic rather than paper systems as far as possible and encourage 

our Trustees and Advisors to do the same. 

5. We maintain a policy of "minimum waste" in our office work. Staff are asked to take extra care 

to avoid unnecessary or extravagant use of water, energy, paper etc. The following guidance 

is given to Staff in the Employee Handbook: 

a. look carefully at your activities and ways of working and seek, wherever possible, to 

reduce the environmental impact of your activities 

b. use recycling bins where available 

c. handle machines, equipment and stock with care 

d. turn off any unnecessary lighting and heating and keep doors closed whenever 

possible 

6. Where possible we use recycled or ecologically friendly paper. 

7. We print double sided where practicable. 

8. We recycle all paper products, ink and toner cartridges. 

9. We encourage the provision of tap water rather than bottled water at meetings.  

10. We comply as a minimum with all relevant environmental legislation. 

11. We report on our environmental impact as part of our annual impact reporting. 

 

Social Impact 
 

We seek to maximise our social impact as follows: 

 

1. Our work enhances the impact of the people and organisations we work with, contributing to 

their goals such as realising human rights and reducing poverty. Our model of deploying 

Advisors partly pro bono or at reduced rates increases this impact.  

2. Our Community of Staff, Trustees, Advisors and others gain experience, ideas, resources, 

confidence and mutual support from our publications and by working together, both on 

projects and in Community events.  

3. We aim to be a good employer as well as providing jobs and income for our Staff.  

4. Our ethical treatment of everyone we work with, through our Policies on Equality & Diversity, 

Health & Wellbeing and Safeguarding, enhances the social benefits of what we do and how 

we do it.  

5. We publish our activities, written resources and Policies in the hope that they will support the 

work of other organisations in all sectors.  

6. We offer mutual support to the other members of the Caplor family: Caplor Farm, Caplor 

Energy and Caplor Property.  

7. We contribute to our host community of Fownhope by using and paying for its facilities, while 

Staff living nearby take part in communal events.  

8. We use Fairtrade products wherever possible. 

 

Financial Impact 
 

We seek to maximise our financial impact as follows: 
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1. We work with others to reduce long term financial costs by supporting their work on issues 

such as climate change and inequality. 

2. We manage our own finances responsibly, providing security for our future and our 

Community. 

3. We invest our reserves ethically in organisations and financial instruments that support 

sustainability.    

  

The UN Global Compact 

Caplor Horizons welcomes as guidance the UN Global Compact's ten principles in the areas of human 

rights, labour, the environment and anti-corruption as guidelines for behaviour. These principles are 

derived from: 

 

• The Universal Declaration of Human Rights 

• The International Labour Organisation's Declaration on Fundamental Principles and Rights at 

Work 

• The Rio Declaration on Environment and Development 

• The United Nations Convention Against Corruption 

 

The UN Global Compact asks companies to embrace, support and enact, within their sphere of 

influence, a set of core values in the areas of human rights, labour standards, the environment and 

anti-corruption: 

 

Human Rights 

• Principle 1: Businesses should support and respect the protection of internationally 

proclaimed human rights; and 

• Principle 2: make sure that they are not complicit in human rights abuses. 

 

Labour 

• Principle 3: Businesses should uphold the freedom of association and the effective recognition 

of the right to collective bargaining; 

• Principle 4: the elimination of all forms of forced and compulsory labour; 

• Principle 5: the effective abolition of child labour; and 

• Principle 6: the elimination of discrimination in respect of employment and occupation. 

 

Environment 

• Principle 7: Businesses should support a precautionary approach to environmental challenges; 

• Principle 8: undertake initiatives to promote greater environmental responsibility; and 

• Principle 9: encourage the development and diffusion of environmentally friendly 

technologies. 

 

Anti-Corruption 

• Principle 10: Businesses should work against corruption in all its forms, including extortion and 

bribery. 
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Whistleblowing Policy 

Introduction 

The Board has agreed this Policy as we are committed to creating and maintaining a culture of 

openness within Caplor Horizons so that individuals feel encouraged and confident to raise any 

concerns relating to suspected misconduct at an early stage.  We also recognise the negative effect 

which malpractice can have on the organisation, and therefore encourage you to raise genuine 

concerns, or any suspicions you may have concerning misconduct. 

The procedure in this Policy is intended to provide a means of making serious allegations about 

standards, conduct, financial irregularity or possible unlawful action in a way that will ensure 

confidentiality and protect those making such allegations in the reasonable belief that it is in the 

public interest to do so from being victimised, discriminated against or disadvantaged.  

This Policy applies to all Staff, Trustees and Advisors.  

What is Whistleblowing? 

Whistleblowing is the disclosure of information which relates to suspected wrongdoing. It generally 

involves a breach of legal, statutory or regulatory requirements or unethical, immoral behaviour. 

This may apply to, but is not limited to, allegations about any of the following: 

• Conduct which is an offence or breach of the law  

• Miscarriage of justice  

• Practices endangering health and safety  

• Practices damaging the environment 

• The unauthorised use of public funds  

• Financial malpractice, impropriety or fraud  

• Sexual, physical or verbal abuse, or bullying or intimidation of Staff, Trustees, Advisors or 

clients  

• Abuse of authority  

• Covering up wrongdoing in any of the categories above 

• Other unethical conduct 

As a whistleblower you’re protected by law - you shouldn’t be treated unfairly or lose your job 

because you ‘blow the whistle’. The UK Government has published guidance and a code of practice 

on whistleblowing.14 

Scope of Policy 

This procedure does not replace other policies or procedures. For example, if an employee has a 

grievance about their working conditions they should use the Grievance Procedure or, if they feel 

that Caplor Horizons or a colleague is treating them unfavourably, they should use the Personal 

Harassment and Bullying Policy.  

 
14 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/415175/
bis-15-200-whistleblowing-guidance-for-employers-and-code-of-practice.pdf 
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The Safeguarding Policy gives further guidance on how Caplor Horizons avoids harm to its Staff, 

Trustees and Advisors and to the people with whom they work. 

The malpractice can be past, present or prospective. It may have occurred inside or outside the 

United Kingdom. 

Safeguards 

Protection  

This Policy is designed to offer protection to members of the Caplor Horizons community who 

disclose such concerns provided the disclosure is made: 

• in good faith  

• in the reasonable belief of the individual making the disclosure that it tends to show 

malpractice or impropriety  

• to an appropriate person (see below).  

Caplor Horizons recognises that the decision to make an allegation can be a difficult one to make. 

However, whistleblowers who make serious allegations in the reasonable belief that it is in the 

public interest to do so have nothing to fear because they are doing their duty to Caplor Horizons 

and/or to those for whom Caplor Horizons are providing a service.  

Caplor Horizons will treat all disclosures consistently and fairly. 

Confidentiality  

Caplor Horizons will treat all such disclosures in a confidential and sensitive manner. The identity of 

the individual making a disclosure may be kept confidential so long as it does not hinder or frustrate 

any investigation. However, the investigation process may reveal the source of the information and 

the individual making the disclosure may need to provide a statement as part of the evidence 

required. 

Anonymous Allegations  

This Policy encourages individuals to put their name to any disclosures they make. Allegations 

expressed anonymously are much less credible, but they may be considered at the discretion of 

Caplor Horizons. In exercising this discretion, the factors to be taken into account will include: 

• The seriousness of the issues raised  

• The credibility of the allegation  

• The likelihood of confirming the allegation from attributable sources  

Untrue Allegations  

If an individual makes an allegation in good faith that is not confirmed by subsequent investigation 

no action will be taken against that individual. In making a disclosure the individual should exercise 

due care to ensure the accuracy of the information.  

If, however, an individual makes malicious or frivolous allegations, and particularly if he or she 

persists with making them, disciplinary action may be taken against that individual. 
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Making an Allegation 

On receipt of an allegation, the person who receives and takes note of the allegation must pass this 

information, as soon as is reasonably possible, to the appropriate investigator as follows: 

• Allegations will be investigated by the Co-Directors (Ian Williams and Lorna Pearcey) unless 

the allegation is against one of the Co-Directors or is in any way related to the actions of a 

Co-Director. In such cases, the allegation should be passed to the Co-Chairs (Usha Ladwa 

Thomas and David Hitchiner). 

• In the case of an allegation that is any way connected with but not against a Co-Director, the 

Co-Chairs will nominate a Trustee or external party to act as the alternative investigator.  

• Allegations against one of the Co-Chairs should be passed to any Trustee who will consult 

with other Trustees to nominate an appropriate internal or external investigator.  

• There are other options if the whistleblower doesn’t want to report their concern to any of 

these people, for example they can get legal advice from a lawyer, or tell a prescribed 

person or body.15  
 

Investigation Procedure 

Whether a written or oral report is made it is important that relevant information is provided 

including:  

• The name of the person making the allegation and a contact point 

• The background and history of the allegation (giving relevant dates and names and positions 

of those who may be in a position to have contributed to the allegation) 

• The specific reason for the allegation  

The investigator will listen to the allegation and decide if any action is needed. The whistleblower 

must say straight away if they don’t want anyone else to know it was them who raised the 

allegation. From then on, they will not have a say in how their allegation is dealt with.  

The investigator can keep the whistleblower informed about the action they’ve taken, but they can’t 

give them much detail if they have to keep the confidence of other people. 

Action on Receipt of an Allegation  

The investigator will record details of the allegation gathering as much information as possible, 

including: 

• The record of the allegation 

• The acknowledgement of the allegation 

• Any documents supplied by the whistleblower 

The investigator will ask the whistleblower for their preferred means of communication and contact 

details and use these for all communications with the whistleblower in order to preserve 

confidentiality.  

If the allegation discloses evidence of a criminal offence it will immediately be reported to the Board 

of Trustees and a decision will be made as to when and how to inform the police.  

 
15 https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2 

https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2
https://www.gov.uk/government/publications/blowing-the-whistle-list-of-prescribed-people-and-bodies--2
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If a substantiated allegation concerns harm to children or vulnerable adults, the appropriate local 

authorities will be informed immediately, followed by the Charity Commission.  

Dissatisfaction with the Outcome of the Process  

If the whistleblower is dissatisfied with the outcome of the investigation, they can raise it with the 

Co-Directors or the Co-Chairs of the Board, giving the reasons for their dissatisfaction.  

They will notify the whistleblower of their acceptance or rejection of the need for further 

investigation and the reasons for this. 

Glossary of Terms 

This glossary is for guidance only, it does not have legal precision. Some of the terms overlap in 

ordinary speech. 

An allegation is a claim or assertion that someone has done something illegal or wrong, generally 

made without giving proof. 

 

Bullying is offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power 

through means that undermine, humiliate, denigrate or injure the recipient. Examples are spreading 

malicious rumours, ridiculing someone or deliberately undermining someone through overwork. 

 

Disclosure is the action of making new or secret information known to someone else, for example an 

allegation that a third person has behaved wrongly. 

Harassment is defined in the Equality Act 2010 as unwanted conduct related to a relevant protected 

characteristic, which has the purpose or effect of violating an individual’s dignity or creating an 

intimidating, hostile, degrading, humiliating or offensive environment for that individual. The 

relevant protected characteristics are age, disability, gender reassignment, race, religion or belief, 

sex and sexual orientation. 

 

Impropriety is a failure to behave honestly, ethically and legally. 

Malpractice is a failure to act correctly or legally when doing your job. 

A miscarriage of justice is a failure of a court or judicial system to attain the ends of justice, 

especially one which results in the conviction of an innocent person. 

Misconduct is unacceptable or improper behaviour. 

A serious allegation is an allegation of wrongdoing such as harassment, discrimination, theft, fraud 

or conflict of interest that would cause substantial harm or damage to a person or organisation. 

Unethical means not morally correct: a question of morality not necessarily law. 

If something is unlawful, the law does not allow you to do it. 
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Welcome 

At Caplor Horizons, we sometimes think of ourselves as a beehive. We are a community of individuals, 

each with our own unique talents, all working together for a common purpose: to inspire and enable 

leaders to deliver a sustainable future. Within this community, everyone matters. Everyone has 

something they can contribute to our movement and everyone’s voice is heard. Therefore, strong 

relationships are at the heart of how we work. Advisors are people with a commitment to the 

development of leaders, organisational effectiveness and sustainability who support and take part in 

the activities of Caplor Horizons. They contribute on a voluntary or reduced rate basis.  They form an 

integral part of how we work, both culturally and operationally.  

This Handbook is for new and existing Advisors. It sets out what it means to be an Advisor. It explains 

why Advisors are essential to our organisation, how we work and what is involved, including the Code 

of Conduct.   

New Advisors are very welcome to our community. We’re delighted you’re on board to assist in 

delivering our mission which is to make a distinctive contribution to organisational change and 

effectiveness. 

Lorna Pearcey and Ian Williams, Co-Directors.  

About Us 

Established in 2014, Caplor Horizons works locally, nationally and internationally to help other 

organisations think differently about themselves and the new horizons that they face. We support 

them in strengthening their leadership, renewing their strategy and improving their influence. We 

want to encourage and assist a new generation of organisations that are committed to making a 

positive and lasting impact. We believe that if we are to achieve real, sustainable change, we need to 

inspire and enable people to learn differently, think differently and act differently. 

We are based in Herefordshire, UK. Pictured below is Caplor Hill and Caplor Farm where we have our 

office. We are part of a wider family of ‘Caplor’ organisations – Caplor Property, Caplor Energy and 

Caplor Farming.  

 

  

 

 

 

 

 

We are committed to creating distinctive opportunities for people who wish to contribute their time 

and expertise as Advisors.  Advisors contribute hundreds of days of voluntary time each year. The total 

amount of time has doubled in the last 4 years. More widely, people are involved with Caplor Horizons 

in seven main ways: as clients or partners; as Advisors; as Staff; as Trustees; as Members; as donors; 

as part of our wider community.   



38 | P a g e  
 

 

 

 

 

 

 

 

 

 

                          

 

 

 

 

 

 

 

 
Our Current Strategy – picture format 
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The ‘Why, How and What’ of Advisors and Caplor Horizons  

Why are Advisors important? 

Advisors are part of our lifeblood. They are ambassadors for our organisation. They demonstrate 

commitment, through practical action, to inspiring and enabling leaders to deliver a sustainable 

future. We provide opportunities for Advisors to extend their learning, develop relationships and have 

fun along the way.    

How do Advisors engage with what we do and with each other? 

Four interconnected elements are important… 

1. Primacy of Relationships: maintaining strong and meaningful relationships is central to everything 

we do.  

We put people first. Strategy is important to us; however, this is not paramount. It’s the “people 

on the bus” that drive Caplor Horizons, through strong relationships and meaningful collaboration. 

Without these important relationships we wouldn’t be able to motivate others to bring about 

positive change in the world. 

Whilst the Advisor team is spread geographically, a family culture exists and is nurtured through: 

• Maintaining personal contacts with and between our Advisors, at levels that suit them 

• Providing webinar events and community days where people can learn, interact and keep 

in touch  

• Keeping people in the loop, notably through our weekly updates  

 

2. Unique Contribution: Creating distinctive pathways for individuals and organisations to do their 

best work  

Inspired by Charles Handy, who encourages people to 

“do the best at what they’re best at for the benefit of 

others”, we create distinctive opportunities for 

Advisors; we want them to have the chance to do the 

best work they’ve ever done. 

We do this by keeping in mind the following three 

elements… 

• We reason that connecting to a cause that is larger than ourselves drives our deepest 

motivation. 

• We reason that benefit derives from encouraging Advisors to proactively shape what they 

are doing, when engaging with clients and partners; and also to be flexible, responding to 

emerging circumstances. 

• We reason that individual growth is fostered by not always giving tasks that fit a person’s 

exact capabilities; rather to enable people to have opportunities and support to reach a 

little higher. 
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3. Diversity: The strength of the weave is in the different 

threads 

Diversity fosters not only a culture of livelier conversations 

and creativity, but also an atmosphere of dynamic 

innovation. This inspires and captures the minds of those 

curious about Caplor Horizons, whilst nurturing the interest 

of those who have already joined our community.  

We are committed to ensuring that diversity is a key part of 

our DNA. We consider equality and human rights to be very important. With all this in mind, an 

important dimension of the development opportunities that we provide for Advisors focuses on 

‘unconscious bias’. 

4. Human Scale: Small is beautiful  

Caplor Horizons is committed to 

retaining a ‘human scale’, with people 

feeling able to form very good 

relationships. 150 is said to be the 

cognitive limit to the number of 

individuals with whom any one person 

can maintain effective, stable 

interpersonal relationships. 

We therefore intend to keep our team 

of Advisors to around 50 individuals as 

a maximum. This is to allow space for 

our other key relationships, including with partners, clients, key members, supporters and people 

in our wider community (thus reaching 150 in total). New Advisors are welcome to join to fill skill 

gaps and to replace those who leave.  

This is not intended to limit the scope of Caplor Horizons however. We will grow in various ways: 

for instance, we will increase our influence through our online presence and our Caplor House 

Programmes.  

To read more about how Caplor Horizons works click here. We listen and learn from Advisors in various 

ways. For instance, we carry out annual reviews, via our Engagement Team, to ensure the voices of 

Advisors are heard and acted upon. Here are some comments that have been made in the past… 

“I’ve learnt so much from other Advisors and got far more out of it than I thought I would.”    

“I’ve never met so many hardworking, passionate and professional people” 

Caplor Horizon’s Advisors 

 

 

https://storage.googleapis.com/voyage-resources/Public/Caplor%20Communications/The%20Why%2C%20How%2C%20What/Caplor%20Horizons%20-%20The%20way%20we%20work.pdf
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What does being an Advisor with Caplor Horizons look like?   

As an Advisor, you are part of a highly skilled and experienced corpus of people – regardless of whether 

you are contributing ‘behind the scenes’ and/or to ‘frontline delivery’. We have three types of Advisors, 

all equally important; some people play more than one type of role: 

1. Design and Delivery Advisors who help facilitate Caplor Horizons’ work with our clients and 

partners e.g. facilitators, mentors, coaches etc. They are expected to keep up-to-date with 

Caplor Horizons' learning material. 

2. Specialist Advisors who provide specific advice and expertise primarily to strengthen a 

function of the organisation itself e.g. IT, social media, insurance, networking etc. 

3. Organisational Development Advisors who engage with the strategic development of the 

organisation e.g. governance, workstream generating, marketing and branding, mentoring of 

a Co-Director, donors etc. They are expected to have up-to-date strategic knowledge and 

interest in Caplor Horizons as an organisation. 

All Advisors share our organisational values and are contributing our strategy and specific work-

streams; they complement each other (‘strength in the weave’) and they are committed to the Code 

of Conduct. 

Advisors become part of a rich community – one that is characterised by an open, creative and 

passionate environment that everyone involved can help nurture.  

Through this community our Advisors are valued, given opportunities to develop themselves and 

others, as well as often being challenged to think, learn and act differently.  

Each Advisor contributes, based on their skills, experience, 

background and interests, whilst also taking into account 

the level of engagement that they desire. The 

minimum commitment is one day per year. 

We consider it important that Advisors have 

the opportunity to learn, including to have 

adequate briefing before commencing an 

activity, support during a particular work-

stream and then follow-up, by way of a 

constructive debrief afterwards. More 

widely we have a commitment to learning 

and reflection forums where people can 

share experiences and learn from one 

another.  We offer tools to support the work of 

Advisors such as group exercises, thought 

leadership papers and the Caplor House, a model that 

gives a simple structure for personal preferences and 

organisational learning. 

The understanding that each Advisor has with Caplor Horizons will 

deliberately be an informal and flexible one that can adapt and 

change to suit new circumstances and incorporate arising opportunities.  
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Terms of Reference (ToR): if desired, we will develop a tailored ToR with an Advisor. This will be 

created and reviewed on a case by case basis though it will generally describe the role, including a title 

(not just ‘Advisor’), and record who the key point of contact is; what the shared understanding of time 

commitment is; what the role will comprise; what skills or experience are required and how the 

Advisor will benefit from their contribution. 

We consider it very important that each Advisor abides by a Code of Conduct. This is the focus of the 

remainder of the Handbook.  

The selection process for new Advisors is as follows: 

1. Potential Advisors are identified through the networks of Staff, Trustees and Advisors. 

2. If someone is interested in becoming an Advisor they send a CV and contact details for two 

references to the Co-Directors. 

3. The next step is an interview with the Co-Directors. 

4. The potential role, especially a Design and Delivery role, may require a Disclosure and 

Barring Service (DBS) check, as described under “Safeguarding and Whistleblowing” in the 

Code of Conduct below. 

5. The final stage is six months as a provisional Advisor, taking part in Caplor Horizons activities 

and getting to know everyone before a mutual commitment.  

We intend to create a warm and friendly environment for our Advisors – one that motivates and 

enthuses them. Here is a picture from a Caplor Community day.  

 

 

 

 

 

 

 

 

 

Advisor Code of Conduct 

It is important for Caplor Horizons to ensure that the conduct of people involved with carrying out its 

work is in keeping with its beliefs, values, strategy and standards. To supplement understandings 

gained in other ways, the intention of this Code of Conduct is to provide Advisors with clarification of 

the standards expected. We will provide training opportunities in relation to the following along with 

ongoing support.  
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Values and Beliefs 

At Caplor Horizons we are guided by our strategy and by our values and beliefs. Our values and beliefs 

are stated in the organisational strategy. Caplor Horizons expects Advisors to: 

• Uphold the integrity and reputation of Caplor Horizons by ensuring that their conduct is 

consistent with our values and beliefs 

Equal Opportunities and Diversity 

Caplor Horizons has a commitment to equality and this applies to everything we do. Externally it is at 

the heart of our work with clients and partners and the relationships we build. Internally the value of 

inclusivity is central to how we accept, respect and value people with diverse identities and 

backgrounds. Caplor Horizons considers having a diverse community as a significant advantage. 

Caplor Horizons views diversity as a description of the visible and invisible differences that exist 

between people, such as, gender, race, ethnic origin, physical and mental ability, sexual orientation, 

age, economic class, language, religion, nationality, education, and family/marital status. Caplor 

Horizons recognises that these visible and non-visible differences between people can also lead to 

differences in experiences, values, attitudes, ways of thinking, behaving, communicating and 

working. 

Caplor Horizons is committed to equal opportunities, to eliminating discrimination and encouraging 

diversity, including diversity among its Advisors. Caplor Horizons expects Advisors to:  

• Embrace this commitment to equality and diversity 

• Be committed to understanding unconscious biases 

• Contribute to an environment in which individual differences and contributions are 

recognised and appreciated  

Health and Wellbeing 

Caplor Horizons prioritises health and wellbeing in the context of peoples’ contribution to its activities. 

The Staff and Engagement Team at Caplor Horizons regularly dedicate time to considering Advisor 

health and well-being. This includes engaging with Advisors about their contribution from time to time 

(e.g. pre, during and post particular work-streams); also to carrying out a systematic review annually. 

We expect Advisors to: 

• Feel able to inform Staff about any issues relating to their health and wellbeing that may 

significantly affect their involvement. 

• Work in a way, and at pace, that suits them and to opt out of situations they feel 

uncomfortable in. 

Safety and Security 

Caplor Horizons takes safety and security seriously in all facets of its work. It has an insurance policy 

that covers Advisor involvement. It is at the discretion of the Advisor to check that the policy meets 

their personal requirements and to obtain additional cover if deemed necessary. To ensure safety and 

security Advisors must: 
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• Avoid any unnecessary risk to the safety, health and welfare of themselves and others, 

including partner organisations and the people that they work with. 

• If working internationally, check the FCO Travel Advice website16 for in-country safety and 

security advice, local laws and customs, entry requirements and other helpful information. 

Particular care may be needed in areas such as the following: 

o Avoiding driving themselves at night, when tired, on poorly maintained roads or on 

an unfamiliar side of the road 

o Avoiding using a mobile phone while driving  

o Avoiding driving under the influence of alcohol 

o Wearing seat belts, locking car doors and, in busy areas, closing car windows  

o Taking care when travelling on crowded public transport 

o Thinking through emergency response in different contexts (e.g. if walking alone) 

o Using hotel safes and not displaying cash or valuables 

o Being alert to con-tricks including by actual or pretend military and security staff 

o Avoiding dangerous animals and diseases, including in fresh and sea water 

o Carrying their passport or a copy and keeping separate records of key information  

• Ensure they have taken advice from health professionals regarding travel, including 

vaccinations and malaria tablets. Proof of yellow fever vaccination is required on entry to 

many countries. 

• Report any safety or security concerns, near misses, accidents or injuries, no matter how 

minor, to a Co-Director. 

• Provide the Caplor Horizons Staff team with up-to-date next of kin information, emergency 

contact details, an in-country contact number, and travel arrangements such as flight details. 

Those organising and facilitating Caplor Horizons events or meetings or workshops with clients 

should address any safety issues at the start, for example describing the escape route in the event of 

an emergency and indicating any hazards such as trailing wires. They should also check in advance: 

• The location of fire extinguishers and first aid boxes 

• Electrical equipment, wires and plugs for signs of damage 

• The sound of the evacuation alarm and whether a test of the alarm is planned 

Safeguarding and Whistleblowing 

Caplor Horizons has Safeguarding and Whistleblowing Policies. Safeguarding is defined as Caplor 

Horizons’ responsibility to avoid harm to its Staff, Advisors, Trustees, people worked with in client 

and partner organisations, beneficiaries and any other individual with whom it works. As is laid out 

in the Safeguarding Policy, harm can include various forms of discrimination, psychological pressure, 

sexual abuse and violence. Safeguarding is a very important issue. All Advisors must: 

• Read, understand and adhere to the Caplor Horizons Safeguarding Policy 

• Promote a robust approach to avoiding discrimination, sexual harassment and abuse in 

working environments 

• Strive to develop relationships which are based on equality, trust, respect and honesty  

• Place the safety and welfare of children and vulnerable people above all other considerations   

 
16 https://www.gov.uk/foreign-travel-advice 

https://www.gov.uk/foreign-travel-advice
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• Report any concerns they may have about the welfare of a child or vulnerable person or about 

the behaviour of a Caplor Horizons representative in relation to safeguarding. Reporting 

should generally be to a Co-Director in the first instance, even if the concerns relate to a client 

or partner   

Advisors must not:  

• Sexually, physically or emotionally harass, assault or abuse another person  

• Condone, or participate in behaviour which is abusive, discriminatory, illegal, or unsafe   

• Act in ways that may be violent, inappropriate or sexually provocative   

Advisors working directly with children must pass an enhanced DBS check including the barred list for 

working with children. This will be organised by Caplor Horizons Staff. This DBS check is a check of 

criminal records that will show spent and unspent convictions, cautions, reprimands and final 

warnings plus any information held by local police that is considered relevant to the work. It will also 

check if the Advisor is on the barred list of individuals who are unsuitable to work with children. 

Bribery, Fraud and Corruption Policy 

It is the policy of Caplor Horizons that it is to be run ethically and that no bribes are to be given or 

received.  

Involvement with unethical practices, and bribery in particular, is contrary to our values and could 

cause serious damage to Caplor Horizons, whether or not Trustees and Staff know about it. 

Our principal protective measure against bribery is to ensure that no payment is authorised unless it 

is properly substantiated (e.g. supported by a written contract).  

If an Advisor has any concerns or questions about any aspect of this policy, including gifts given or 

received, they should consult a Co-Director or a Co-Chair. 

Team Leader, Team Composition and Team-working 

One of the many benefits of being a Caplor Horizons Advisor is the opportunity to be a part of a highly 

skilled and experienced team. At an operational level, when in a team with Caplor Horizons, it is 

expected that: 

• The Co-Directors will decide who is leading the team and, in consultation with the team leader, 

conclude on the wider composition of the team. 

• Working in pairs, or smaller groups, will be preferential to working individually, especially 

when delivering events such as workshops. Working in pairs or small teams makes it possible 

to benefit from the diversity of Advisors’ skills and experience and, at an event, to meet 

multiple needs such as recording as well as facilitating. 

• Advisors will make sufficient time available for adequate orientation and preparation pre 

departure along with adequate time for delivery and follow up of activities to the standards 

expected by clients, partners and fellow members of the team. 

• Advisors will have relationships with each other based on mutual respect and openness 

along with a commitment to listening to and responding to each other in a courteous, fair, 

equal and positive way.  
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• Team-working: ahead of a work-stream Advisors will consider, and agree with team 

members:  

o What will help them to have a good experience while preparing and whilst 

undertaking a particular work-stream: e.g., feeling safe to ask daft questions of 

colleagues, getting feedback in a supportive way and in private, having a ‘no blame’ 

culture, having fun, considering how disagreements might be dealt with, potentially 

involving Co-Directors during or afterwards; having a distributed-shared leadership 

approach and so on. 

o What will deter them from having a good experience: e.g. ignoring gender dynamics, 

being given feedback in public and so on. 

o What behaviours will help them and the team to work effectively together: e.g., 

supporting what is said publicly, using team members different skills, debriefing 

after every key stage, having an appreciative, strengths-based approach, considering 

what can be done differently and better going forwards and so on. 

• Team-working: after a work-stream, Advisors will consider, and review with colleagues…  

o What helped them to have a great/good experience while working with the team? 

o What behaviours from everyone engaged with the work-stream (i.e. within the 

actual design and delivery along with wider Caplor Horizons people involved), and 

with clients or partners worked with, may have made the experience even better? 

o What is the key learning for the Advisor as an individual, for the team and for Caplor 

Horizons? 

Conduct with Clients and Partners 

Advisors are expected to act respectfully and appropriately when working internationally and in the 

UK with clients and partners and the people that they work with. Advisors must:  

• Be mindful of cross-cultural communication including dress codes, local customs, beliefs, 

traditions and language.  

• Be aware of power imbalances and their own cultural and other assumptions and differences 

- e.g. about religious beliefs; be open minded, tolerant and non-judgemental when working 

with others. 

• Be courteous, fair, polite and appreciative of others. 

Reflection and Learning 

Caplor Horizons is committed to learning, reasoning that it underpins our ability to grow, develop 

and improve as individuals, as teams and as an organisation. Therefore, Caplor Horizons expects 

Advisors involved in the design and delivery of programmes to: 

• Ensure that they proactively work in teams in ways that will lead to greater learning 

(including by consideration of the points above related to team-working).    

• Ensure they take part in a debrief after the work-stream has ended – different methods may 

be used for this, including the Caplor House reflection, coaching and mentoring tool. 

• Ensure involvement with ‘Reflection and Learning’ webinars-events to increase and share 

learning.  

 

https://storage.googleapis.com/voyage-resources/Public/Thought%20Leadership%20Papers/Cross-Cultural%20Communication.pdf
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Basis of Engagement and Reimbursement of Expenses  

Basis of engagement: Advisors either work voluntarily or at reduced rates. For those working at 

reduced rates, the level a person receives is agreed between an Advisor and the Co-Directors on a 

case by case basis.  

It is understood that reasonable, pre-agreed expenses will be covered by Caplor Horizons. These 

include: 

• For work in the UK: travel to and from activity, and accommodation and subsistence 

expenses 

• For international work: travel to and from an airport; airport parking costs; accommodation 

and subsistence; transport costs from the accommodation to the client venue; essential 

medication (e.g. anti-malarial tablets) 

Any personal expenses will be the responsibility of the Advisor. The types of expenses to be covered 

should be agreed in advance. 

Claims for expenses should be made on the Caplor Horizons expenses form with appropriate details 

provided. Claims should be accompanied by suitable receipts (except for mileage expenses) and 

authorised by a Co-Director. Mileage expenses may be claimed at 45p per mile with the start point 

and end point of the journey, plus total mileage, noted on the claim. The mileage claimable is either 

from the usual place of work to the destination and back or from home to the destination, 

whichever is shorter. 

 If in doubt about anything, please ask! 

Policies 

All Advisors must adhere to following the Policies that support the above Code of Conduct: 

• Equality & Diversity Policy  

• Finance Policy 

• Health & Wellbeing Policy 

• Privacy Policy 

• Safeguarding Policy 

• Sustainability Policy 

• Whistleblowing Policy  

All Advisors must carefully read and understand the Advisor Handbook, including the Code of 

Conduct, and agree to abide by its requirements and commit to uphold the standards of conduct 

required to support Caplor Horizons’ aims, values and mission.  

 

 

 

 

  

CAPLOR HORIZONS    FOWNHOPE    HEREFORDSHIRE    HR1 4PT    UNITED KINGDOM 
 

+ 44 (0) 1432 860 644 
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1. Rationale for Handbook 

Caplor Horizons is a Company Limited by Guarantee (number 08901760). It is also registered in 

England and Wales as a Charity (number 1157696/0). This Handbook provides a framework for 

governance that is intended to help ensure that Caplor Horizons remains effective, relevant and 

efficient in its work while being true to its vision and strategy. It provides information about the 

governance of Caplor Horizons, including its governing documents as well as guidance on best 

practice in the charity sector. It is particularly useful for new Trustees as an induction tool. 

2. Good Practice  
 
Charities are organisations set up for the benefit of the community. Charities receive their money in 
various ways, such as donations from the public, payment for services provided, government grants 
and legacies.  To qualify as a charity, an organisation has to meet strict conditions about its overall 
purposes, also referred to as its objects. The organisation also has to be set up with a constitution or 
rules which meet certain conditions. These rules are usually referred to as a charity’s governing 
documents which are the legal documents setting out the charity’s purposes and how it is to be 
administered. In the case of Caplor Horizons they are our Memorandum of Association and Articles 
of Association. The Memorandum of Association shows the name of the charity, its legal identity as a 
company limited by guarantee and the names of the people who set it up, the subscribers. The 
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Articles of Association provide what the charity may do (its objects) and the rules for the conduct of 
its internal affairs.   
 
The Charity Commission is the independent regulator of charities in England and Wales.  Their job as 
regulator is to work closely with charities to ensure that they are accountable, well run and meet 
their legal obligations in order to promote public trust and confidence. The Commission provides a 
wide range of advice and guidance to charities and their trustees, and can often help with problems. 
The Commission has wide powers to intervene in the affairs of a charity where things have gone 
wrong. Registered charities with an annual income over £10,000 must provide annual information 
and accounts to the Commission. 
 
The Charity Governance Code17 sets the principles and recommended practice for good governance  
to which all charities should aspire to enable them to fulfil their aims and ambitions.  Governance 
can be defined as: ‘The systems and processes concerned with ensuring the overall direction, 
effectiveness, supervision and accountability of an organisation’.    
 
In order to keep up to date and alert to change, the Trustees of Caplor Horizons schedule occasional 
focus periods to complement ongoing meetings and review their roles and responsibilities. Helpful 
sources of information are:  

• www.charitycommission.gov.uk     

• www.companieshouse.gov.uk   

• The Statement of Recommended Practice, Accounting and Reporting by Charities18   

• Charity Commission booklet CC3 ‘The Essential Trustee’ – updated May 201819 

• Government guide on the responsibilities of Directors20 

• MHA Guide: ‘11 Key Steps for Trustees, 1 Giant Leap for your Charity’ (Jan 2018)21 
 
The MHA Guide contains 11 different areas of focus: finding new trustees; internal financial controls; 
collaborative working and mergers; investments; trustees meeting and decision making; trading and 
tax; campaigning, lobbying and political activity; risk management; expenses; fundraising; conflicts of 
interest. 
 
Caplor House seeks to be flexible and experimental in its leadership structures.  Accordingly it may 
have a single Executive Director or two Co-Directors, a single Chair or two, and a Vice Chair or a 
Deputy Chair.  In this document reference to the Executive Director shall mean one Executive 
Director if there is one and two if there are Co-Directors.  Similarly references to the Chair shall 
include a single Chair if there is one or Co-Chairs if there are Co-Chairs and Vice Chair means Vice 
Chair or Deputy Chair.    
 

3. Objects 

The following is an extract from the Articles of Association. The vision and strategy of Caplor 

Horizons are consistent with the charity’s objects, which are specifically restricted to the following: 

1. To promote sustainable development for the benefit of the public by: 

 

 
17 www.charitygovernancecode.org 
18 www.charitysorp.org 
19 www.gov.uk/government/publications/the-essential-trustee-what-you-need-to-know-cc3 
20 www.gov.uk/guidance/being-a-company-director 
21 mha-uk.co.uk/11-key-steps-for-trustees-1-giant-leap-for-your-charity/ 

http://www.charitycommission.gov.uk/
http://www.companieshouse.gov.uk/
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• The preservation conservation and protection of the environment and the prudent use 

of resources; 

• The relief of poverty and the improvement of the conditions of life in socially and 

economically disadvantaged communities; 

• The promotion of sustainable means of achieving economic growth and regeneration. 

And to advance the education of the public in subjects relating to sustainable development 

and the protection, enhancement and rehabilitation of the environment and to promote 

study and research in such subjects provided that the useful results of such study are 

disseminated to the public at large. 

 Sustainable development means development which meets the needs of the present 

 without compromising the ability of future generations to meet their own needs. 

2. To advance the education of the public in their knowledge and understanding of effective 

leadership, strategy and management and to mentor, coach and provide training in and 

develop effective leadership, strategy and management skills to individuals, communities 

and organisations with particular reference to charities and the not for profit sector;  

 

3. To advance community development by the promotion of civic responsibility, volunteering, 

the voluntary sector and the effectiveness and efficiency of charities; and 

 

4. To advance such other exclusively charitable purposes as are compatible with the purposes 

referred to above, as the Trustees in their discretion think fit. 

4. Role of Trustee 
  
Caplor Horizons is required by its constitution to have a minimum of 3 Trustees. There is no 
maximum. Due to the legal structure, each Trustee is also a shareholder and a director.  
 
The number of Trustees will depend on circumstances, with the overall objective that it should be an 
effective, engaged and diverse group of individuals. 
 

Statutory duties 
1. To ensure that the organisation complies with its governing documents, charity law, company 

law and any other relevant legislation or regulations 
2. To ensure that the organisation pursues its objects as defined in its governing documents 
3. To ensure the organisation uses its resources exclusively in pursuance of its objects: the 

organisation must not spend money on activities which are not included in its own objects, no 
matter how worthwhile or charitable those activities are 

4. To contribute actively to the Board of Trustees’ role in giving firm strategic direction to the 
organisation, setting overall policy and defining goals  

5. To monitor performance against agreed targets 
6. To ensure there is a firm foundation for continuous learning by Staff and Trustees 
7. To ensure the safety and security of employees, Advisors and Trustees 
8. To identify and mitigate risks faced by the organisation 
9. To safeguard the good name and values of the organisation 
10. To ensure the effective and efficient administration of the organisation 
11. To ensure the financial stability of the organisation 
12. To protect and manage the property of the charity and to ensure the proper investment of the 

charity’s funds 
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13. To appoint the Executive Director and monitor their performance 
 

Other duties:  
In addition to the above statutory duties, each Trustee should use any specific skills, knowledge 
or experience they have to help the Board reach sound decisions. This may involve: 

• Scrutinising Board papers, reading reports and bulletins 

• Leading discussions 

• Focusing on key issues 

• Providing guidance on new initiatives 

• Other issues in which the Trustee has special expertise 

Trustees also have a key role in supporting, in particular by example, an appropriate culture for the 
Board and for Caplor Horizons as a whole including the following: 

• Celebrating success 

• Constructive challenge 

• Studying and learning from failures 

• Joint ownership through co-creation 

• Openness and trust 

• Emphasis on learning and improvement, creating space for reflection 

• Getting the balance right between an entrepreneurial, can-do attitude and the need to 
accept more formal processes as the organisation matures 

5. Trustee Selection and Tenure 

The Board operates two processes for selecting Trustees: a demand-driven gap-filling process and a 
supply-driven process responding to suitable individuals.  

In the gap-filling process, the Board as a whole or a special committee identifies gaps in the expertise 
and imbalances in the diversity of the Board based on a Trustee Matrix. This includes the following 
factors which are self-reported by each Trustee: 

• Trustee experience on other Boards 

• Various types of organisational skills and experience eg finance, HR, strategy 

• Gender 

• Age 

• Ethnicity 

To rectify the gaps and imbalances, Trustees are sourced and selected by a process that varies in detail 
but is guided by the following principles: 

• The Chair oversees the process. 

• Criteria:  
o Commitment to the values and mission of Caplor Horizons 
o Ability to fulfil the role 
o Matching gaps and imbalances on the Board 
o Familiarity with the NGO sector 
o Balance between ability to fit in with Caplor Horizons culture and ability to challenge 

from fresh perspectives 

• Sources: potential Trustees are sought primarily (but not exclusively) from among clients, 
Advisors and the networks of Staff and Trustees. At times, a strategic partnership with 
another organisation may be recognised through mutual membership of each other’s 
boards.  
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• Candidates are interviewed informally by the Chair, at least one other Trustee and the 
Executive Director. The latter interview includes a discussion of the distinctive features of 
Caplor Horizons and its ethos.  

• The potential Trustee attends a Board meeting and may also attend another Caplor Horizons 
event before a mutual commitment is made. 

• Before appointment the potential Trustee will be asked to write a summary of what they hope 
to contribute to Caplor Horizons by ways of skills, experience etc and particular areas of 
interest.  

In the recruitment process responding to suitable individuals, the Chair and Executive Director meet 
from time to time (normally informally) to discuss the names of potential Trustees, either ones they 
or other Trustees have come up with, or individuals who might have approached the charity.  If they 
decide that someone seems appropriate, and there is a vacancy for someone with their apparent 
skills, that person is approached and discussion with them is initiated involving the Chair and 
Executive Director.  If, following those discussions, those who have met the individual agree they 
seem appropriate, the individual is asked to write a description of what they would like to offer to 
the charity by way of skills, experience etc. That note is circulated to all Trustees and an opportunity 
offered for them to meet the prospective Trustee individually if they wish. The offer to meet may or 
may not be taken up.  The prospective Trustee is also invited to attend a Board meeting as a guest 
and may also attend a Caplor Horizons event.  The Chair then canvasses opinion and if approved the 
individual is asked to join as a Trustee. 
 
Tenure: New Trustees are elected at the AGM or by the Board at a regular meeting. The legal 
constitution requires Trustees to retire by rotation every three years, but there is no legal maximum  
period. 
 
The view of the Executive Directors and Trustees is that Caplor Horizons requires a degree of 
continuity of Trustees.  Accordingly: 
 

• Trustees will be encouraged to serve for a minimum of five years.  

• Trustees will in most cases serve for a maximum of nine years but may stand for re-election 
after a one year gap.  

• The Chair will not be subject to a maximum term as Trustee of nine years.  

• There is no age limit for serving as a Trustee. 
 

 
Trustee development: Trustees are encouraged to take part in Caplor Horizons activities for their 
own learning, for example on unconscious bias. The Chair also leads an annual process of review in 
which Trustees reflect on the performance of their work on the Board over the last year either with 
the Chair or as part of a review of the Board as a whole. The review is in confidence and includes 
individual achievements and the scope for enhanced contributions or changes in role in the 
following year. 
 

6. Conflicts of Interest and Duty 

Trustees are chosen partly for their active involvement in other organisations. At times, this can 
create a conflict between Caplor Horizons’ interests and personal interests or responsibilities to 
other organisations. These conflicts can be of two kinds:  

• A conflict of interest - when a Trustee has a material financial or other interest in a 
Board decision or discussion either directly or through another organisation: it is mainly 
about money.  
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• A conflict of duty - when a Trustee has a duty to another organisation, for example as a 
director or employee, that is related to a Board decision, discussion or public stance: it is 
about split loyalty.  

Conflicts of interest mean that Trustees cannot be employees of Caplor Horizons. They  should 
declare any potential conflicts of interest or duty as they arise at Board meetings. The following 
provides some practical guidance on behaviour, based on recommendations by the National Council 
for Voluntary Organisations (NCVO):  

• Any Trustee who has a private interest or duty in a matter under discussion at a Board 
meeting should declare the nature of their interest or duty and withdraw from the room, 
unless they have a dispensation to speak.  

• If a Trustee has any other interest or duty which does not create a real danger of bias, but 
which might reasonably cause others to think it could influence their decision, they 
should declare the nature of the interest or duty, but remain in the room, participate in 
the discussion and take part in decisions if the presiding Chair, in consultation with other 
Trustees present, agrees they can do so.  

• If in any doubt about these rules, Trustees should consult the Chair. 
 

7. Trustee Expenses 

The Trustee role is voluntary and unpaid. Trustees should not however be out of pocket as a 

consequence, though Caplor Horizons does not compensate Trustees for loss of earnings arising 

from time spent on Caplor Horizons business. Reasonable expenses will be covered by Caplor 

Horizons provided they are wholly and necessarily incurred in the performance of work for Caplor 

Horizons. They include travel to and from Board and other meetings, accommodation and 

subsistence expenses. 

Claims for expenses should be made on the Caplor Horizons expenses form with appropriate details 

provided. Claims should be accompanied by suitable receipts (except for mileage expenses) and 

authorised as follows before payment can be made: 

• Up to £5,000: authorised by the Executive Director, who contacts the Chair or another 

Trustee if there seems to be a problem 

• Over £5,000: authorised by the Finance Committee 

Expense claims should be submitted within 1 month of the end of the expenditure incurred and will 

be paid within 1 month of receipt. 

Mileage expenses may be claimed at 45p per mile with the start point and end point of the journey, 

plus total mileage, noted on the claim. The mileage claimable is either from the usual place of work 

to the destination and back or from home to the destination, whichever is shorter. 

Caplor Horizons carries medical and travel insurance for Trustees travelling for Caplor Horizons. 
 
 

8. Roles of Chair and Vice Chair  
 

Election: The Board elects from amongst its members one Trustee who will be Chair, or two Trustees 
who will be Co-Chairs, of the Board and may also at its own discretion elect Trustee(s) to be Vice 
Chair(s) or Deputy Chair(s) to assist the Chair/Co-Chairs. In the rest of this section, these positions 
will be referred to simply as “Chair” and “Vice Chair”. 
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 In electing the Chair, Trustees bear in mind the following key requirements: 

• Commitment to the values and mission of Caplor Horizons 

• Ability to fulfil the role as described below 

• At least two years’ experience on an NGO Board 

• Availability to be accessible to the Executive Director both in emergencies and for regular 
discussions 
 

The outgoing Chair and the Executive Director canvas the opinions of Trustees and the Executive 
Director confidentially and seeks consensus on the appointment of a Chair, including the possibility 
of looking outside the current Board or changing between having a single Chair or Co-Chairs.  If there 
is no consensus then there is an election by secret ballot. The Chair must be appointed by a 
minimum of a two thirds majority.  
 
If there is no suitable Trustee available, Trustees will look elsewhere in the Caplor Community for a 
potential Chair.  
 
Tenure: The Chair and Vice Chair serve for a period of 3 years and may be re-elected for only one 
further term of 3 years. The term for a Chair overrides the limit that would otherwise apply to the 
same person as a Trustee. The term of a Vice Chair, by contrast, ends once they reach their term 
limit as a Trustee.  

 
In addition to the duties of a Trustee, the Chair has the following particular roles: 

• They are responsible for preparing the agenda for Board Meetings in consultation with 
the Executive Director. 

• They are responsible for chairing Board meetings.  

• They  should keep themselves abreast of matters of major significance and involve the 
Board whenever necessary at the appropriate time.  

• They should work closely with the Executive Director and ensure ongoing appreciation of 
the evolution of each other's roles as the organisation develops.  

• They and the Executive Director should give each other mutual support. 

• They should lead the Board in assessing and giving feedback on the performance of the 
Executive Director. 

• They should ensure that each Trustee is able to contribute fully to the work of the Board 
and to their own satisfaction. 

 
The Chair leads the Board in working with the Executive Director to ensure the following: 

• A financial framework for Board endorsement within which management can be given 
freedom to carry out the operations of Caplor Horizons.  

• The development of suitable processes to assess the impact of the organisation's work 
for Board endorsement.  

• The analysis of the particular risks and other factors inherent within Caplor Horizons 
activities.  

• Identification and follow through on areas in which appropriate Board involvement 
should be sought, thus ensuring that the Board is duly consulted and involved in areas 
outside the orbit of management’s authority.  

• Analysis of the expertise needed on the Board and seeking new Trustees to fill any gaps. 

• Clarity as to who represents Caplor Horizons when a spokesperson is needed either in 
public or in meetings with key stakeholders. 

 
Chair development: There is an annual review of the work of the Chair, facilitated by the Vice Chair 
(if there is one), another Trustee or an external facilitator. This review enables the Chair to reflect on 
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their work with the Board and Staff over the last year and consider possible improvements. The 
Executive Director contributes to this review. A summary of the results is shared with the Board as a 
whole.  
 
Vice Chair/Deputy Chair:  In addition to the duties of a Trustee, the Vice Chair/Deputy Chair shall, if 
the Chair is not available, take the responsibility for chairing meetings. Their other responsibilities 
will be agreed with the Chair and communicated from time to time to the Board. 

  
 

9. Board Meetings 
 
1. Board meetings are held four times a year; one of these is normally an Away Day. One meeting 

is held adjacent to the AGM.  
2. Meetings are attended by Trustees, the Executive Director and any other person agreed by the 

Chair. Meetings are chaired by the Chair of Trustees, and if unavailable by a Vice Chair or other 
Trustee. The quorum is two or the number nearest to one-third of the total number of Trustees, 
whichever is the greater. The agenda and papers for each meeting are circulated at least 1 week 
before the meeting. The papers include reports from the Executive Director. A draft agenda is 
prepared as a result of consultation between the Chair and the Executive Director. The aim is to 
spend at least half the time on policy and forward-looking items. There should be a regular 
opportunity for Trustees to meet on their own without Staff at longer meetings such as Away 
Days lasting a full day. 

3. Minutes of the meeting are taken, edited if necessary by the Chair of the meeting and circulated 
to all Trustees. Any further corrections or additions are agreed at the subsequent Board 
meeting when the Minutes are formally approved by the Board and signed by the Chair of the 
meeting. 

 

10. Board Structure 
 
1. The Board may delegate powers permitted by the Articles of Association and Company Law.  
2. Where powers are delegated to a Committee, it is possible for that Committee in turn to 

delegate such powers to a sub-Committee or to an officer as appropriate.  

3. Sub-Committees of any Committee can, when requested by the Chair, meet together for the 
purpose of dealing with matters of urgency and have the responsibilities and duties of that 
Committee as mandated by the Board. 

4. There are a number of Committees of the Board to help it carry out its day-to-day 
responsibilities: a Finance Committee, a Remuneration Committee and such other Committees 
as the Board may deem appropriate at any time.  

5. The close working relationship between the Chair of the Board, the Chairs of the various 
Committees and Staff is pivotal to the success of the structure.  This requires the dedication of 
substantial time on the part of the various Chairs and Trustees in liaising and familiarising 
themselves with the work that falls within the responsibility of their particular Committees. 

6. The Committees are mandated to work within specific parameters by the Board and are 
intended (i) to focus on specific elements of work and enable proactive and in depth 
considerations of issues before drawing together recommendations for due consideration by the 
Board. Also (ii) to deal with relevant urgent matters swiftly and effectively.   

7. In many instances it may not be necessary to have an actual face-to-face discussion, and 
members of the Board or a particular Committee may consider and approve specific points 
arising by email or telephone. In such instances, it is important that due procedure is followed 
and that when deliberations take place, the Committee / Board be provided with a briefing of 
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the discussion and outcomes in due course. This is within the context of overall priorities and 
normal feedback mechanisms to the Board.  

8. Trustees may invite people to attend Committee or Board deliberations in an advisory role. 
9. Caplor Horizons Staff do not have voting rights at any meetings of the Board or its Committees. 
 

11. Finance Committee  

Overview 

The role of the Finance Committee is: 

• To monitor the finances and solvency position and thereby support the Board in 

safeguarding the future of the charity 

• To advise the Board on whether the assets of the charity are dealt with in accordance with 

good practice and charity law 

• To review the Statutory Accounts and recommend them to the Board for approval 

• To provide a long term financial view to the Board  

 

Membership 

The Finance Committee is appointed by the Board and consists of the Chair of the Board, the Chair 

of the Finance Committee, the Executive Director plus other Trustees/Staff members and Advisors as 

appropriate.  

To be effective it is important that the Finance Committee (i) has the correct skills and experience 

mix, (ii) is an appropriate size and (iii) is focused re its modus operandi. The Committee deliberately 

includes people with business and not-for-profit experience, also people who have Finance, IT and 

wider strategy experience. Finance meetings are held in advance of each Board Meeting and as 

deemed necessary by the Board or the Chair of the Finance Committee.  A representative of the 

external auditors/independent external examiners may also attend. The quorum is one Trustee.  

Duties  

The Finance Committee: 

1. Is authorised to seek any information it requires from any employee and all employees are 
directed to co-operate with any request made by the Committee. 

2. Is authorised by the Board to obtain outside legal or other independent professional advice and 
to secure the attendance of outsiders with relevant experience and expertise if it considers this 
necessary.  

3. Reviews draft budgets and recommends the next year’s budget to the Board. 
4. Reviews performance against budget and considers with the charity’s finance manager and the 

Executive Director appropriate actions if performance is short. 
5. Identifies and reviews financial risks. 
6. Reviews special items brought forward for consideration, including specific items of expenditure 

(not foreseen within the budget) that may arise, and brings these to the Board’s attention for 
approval as necessary.  

7. Receives and reviews reports.  
8. Deals with the independent examination of the organisation including:  

a. Considering the appointment of external independent examiners, the fee and any 
questions of resignation or dismissal of the independent examiners. 

b. Discussing with the external examiners before the audit commences the nature and 
scope of the audit, and ensuring co-ordination where more than one audit firm is 
involved.  
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c. Discussing problems and reservations arising from the interim and final 
audits/independent examinations, and any matters that the external 
auditors/independent examiners may wish to discuss, in the absence of Staff if and 
as deemed necessary 

d. Reviewing the external auditors’/independent examiners’ management letter and 
management’s response. 

e. Considering other topics as defined by the Board relating to the annual 

audit/independent examination.  

9. Reviews the annual financial statements before submission to the Board, and reports to the 
Board on these, focusing particularly on: 

a. Any changes in accounting policies and practices 
b. Major judgmental areas 
c. Significant adjustments resulting from the audit 
d. The going concern assumptions 
e. Compliance with accounting standards 
f. Compliance with legal requirements 

10. Reviews internal control systems and authority levels prior to endorsement by the Board. 
11. Brings to the Board key points from its meetings, noting that all Trustees are responsible for 

financial matters.  

 

12. Remuneration Committee 
 

Membership 

The Remuneration Committee is appointed by the Board and consists of the Chair of Trustees and at 

least one other Trustee.  Meetings are held at least once annually and also whenever deemed 

necessary by the Board or the Remuneration Committee. The quorum is two Trustees. 

 

Duties 

To review and monitor the rewards and remuneration of the Executive Director. All other matters 

related to remuneration, and HR more widely, are dealt with according to the responsibilities set out 

in this Governance Handbook for the Executive Director, Finance Committee and Board.  

 

13. Board Advisors 

From time to time individuals are approached to attend Board meetings regularly as Board Advisors. 

Their terms of engagement are agreed with the Chair and communicated to the Board. They are not 

Trustees and they do not have the voting rights or responsibilities of Trustees but they contribute to 

Board discussions on the basis of their individual expertise. 

 

14. Engagement Team 
 

The Engagement Team makes progress on people matters concerning Advisors, members and the 

wider Caplor Horizons Community. It reports to the Executive Director. The Engagement Team has 

Terms of Reference. It always includes at least one Trustee as a link to the Board. The Engagement 

Team carries out a stakeholder review once a year with Advisors, Trustees and Community 

members. The results of this help guide the way in which Caplor Horizons engages with its 

Community. The Engagement Team keeps an eye on the overall engagement of Advisors while the 

Executive Director is responsible for deciding who leads the team for each project and, in 

consultation with the team leader, who else takes part. 
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15. Present Board and Board Advisors 

 

Trustee Joined Board Last Re-appointed End of Term 

David Hitchiner  April 2014  April 2023 

Matthew Lake April 2014  April 2023 

Laura Vickery March 2017  March 2026 

Rebecca Davies  July 2017  July 2026 

Faaria Hussain September 2017  September 2026 

William Eccles  March 2019  March 2028 

 
David Hitchiner was appointed Co-Chair in December 2017. He is now Chair. 
 
Laura Vickery was appointed Deputy Chair in June 2019. 
 
 
The following attend Board meetings in the capacity of Board Advisors as described in section 13 
above: 
 

Board Advisor Appointed Board Advisor 

Gareth Williams April 2014 

Sharon Turnbull June 2019 

Peter Moore June 2019 
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16. Timetable of Activities (including Statutory Returns)  

  

Period 

end 

Dead 

line 
Apr M Jun Jul A Sep Oct N D Jan Feb M 

Statutory Report 

and Accounts 

Preparation 

31-Mar  31st Dec                         

Independent 

Examination 
31-Mar  31st Dec                         

Accounts approval 

(At AGM) 
31-Mar Dec                         

Filing of Accounts 

Companies House 
31-Mar 31st Dec                         

Companies House 

Annual return  
19-Feb 

22nd 

March 
                        

Annual Budget 

planning 
31-Mar 

 31st 

March 
                        

Annual Budget 

approval 
31-Mar 

31st 

March 
                        

Charity 

Commission Annual 

Return 

31-Mar 
31st 

January 
            

AGM – send out 

papers 
 Nov            

 

 

AGM   Dec             

Check Insurance 

covers 
31-Mar 

End 

April 
            

Risk Management 

Review 
 

End  

June 
            

Board Meetings               

Finance committee               

Annual Staff 

Appraisals 

April-

June 

End 

June 
            

Review of Policies  
End 

June 
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17. Trustee Code of Conduct 

It is important for Caplor Horizons to ensure that the conduct of people involved in the governance 

of  its work is in keeping with its beliefs, values, strategy and standards. To supplement 

understandings gained in other ways, the intention of this Code of Conduct is to provide Trustees 

with clarification of the standards expected. There will be training opportunities in relation to the 

following along with ongoing support.  

Values and Beliefs 

At Caplor Horizons we are guided by our strategy and by our values and beliefs. Our values and 

beliefs are stated in the organisational strategy. Trustees are expected to uphold the integrity and 

reputation of Caplor Horizons by ensuring that their conduct is consistent with our values and 

beliefs. 

Equal Opportunities and Diversity 

Caplor Horizons has a commitment to equality and this applies to everything we do. Externally it is at 
the heart of our work with clients and partners and the relationships we build. Internally the value of 
inclusivity is central to how we accept, respect and value people with diverse identities and 
backgrounds. Caplor Horizons considers having a diverse community as a significant advantage. 

Caplor Horizons views diversity as a description of the visible and invisible differences that exist 
between people, such as gender, race, ethnic origin, physical and mental ability, sexual orientation, 
age, economic class, language, religion, nationality, type of education and family/marital status. 
Caplor Horizons recognises that these visible and non-visible differences between people can also 
lead to differences in experiences, values, attitudes, ways of thinking, behaving, communicating and 
working. 

Caplor Horizons is committed to equal opportunities, eliminating discrimination and encouraging 

diversity, including diversity among its Trustees. Trustees are expected to:  

• Embrace this commitment to equality and diversity 

• Be committed to understanding unconscious biases 

• Contribute to an environment in which individual differences and contributions are 

recognised and appreciated  

Health and Wellbeing 

Caplor Horizons prioritises health and wellbeing in the context of peoples’ contribution to its 

activities. Trustees are expected to: 

• Feel able to inform the Chair about any issues relating to their health and wellbeing that may 

significantly affect their involvement. 

• Work in a way, and at pace, that suits them and to opt out of situations they feel 

uncomfortable in. 

Safety and Security  

Caplor Horizons takes safety and security seriously in all facets of its work. It has an insurance policy 

that covers Trustee involvement. It is at the discretion of the Trustee to check that the policy meets 

their personal requirements and to obtain additional cover if deemed necessary. To ensure safety 

and security Trustees must: 
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• Avoid any unnecessary risk to the safety, health and welfare of themselves and others, 

including partner organisations and the people that they work with. 

• If travelling internationally, check the FCO Travel Advice website22 for in-country safety and 

security advice, local laws and customs, entry requirements and other helpful information. 

Particular care may be needed in areas such as the following: 

o Avoiding driving themselves at night, when tired, on poorly maintained roads or on 

an unfamiliar side of the road 

o Avoiding using a mobile phone while driving  

o Avoiding driving under the influence of alcohol 

o Wearing seat belts, locking car doors and, in busy areas, closing car windows  

o Taking care when travelling on crowded public transport 

o Thinking through emergency response in different contexts (e.g. if walking alone) 

o Using hotel safes and not displaying cash or valuables 

o Being alert to con tricks including by actual or pretend military and security staff 

o Avoiding dangerous animals and diseases, including in fresh and sea water 

o Carrying their passport or a copy and keeping separate records of key information 

• Ensure they have taken advice from health professionals regarding travel, including 

vaccinations and malaria tablets. Proof of yellow fever vaccination is required on entry to 

many countries. 

• Report any safety or security concerns, near misses, accidents or injuries, no matter how 

minor, to Caplor Horizons Staff. 

• Provide Caplor Horizons Staff with up-to-date next of kin information, emergency contact 

details, an in-country contact number, and travel arrangements such as flight details. 

 
Safeguarding and Whistleblowing 

Caplor Horizons has Safeguarding and Whistleblowing Policies. Safeguarding is defined as Caplor 
Horizons’ responsibility to avoid harm to its Staff, Advisors, Trustees, people worked with in client 
and partner organisations, beneficiaries and any other individual with whom it works. As is laid out 
in the Safeguarding Policy, harm can include various forms of discrimination, psychological pressure, 
sexual abuse and violence. Safeguarding is a very important issue. All Trustees must: 
 

• Read, understand and adhere to the Caplor Horizons Safeguarding Policy 

• Promote a robust approach to avoiding discrimination, sexual harassment and abuse in 

working environments 

• Strive to develop relationships which are based on equality, trust, respect and honesty  

• Place the safety and welfare of children and vulnerable people above all other considerations   

• Report any concerns they may have about the welfare of a child or vulnerable person or 

about the behaviour of a Caplor Horizons representative in relation to safeguarding. 

Reporting should generally be to the Executive Director in the first instance, even if the 

concerns relate to a client or partner   

  

 
22 https://www.gov.uk/foreign-travel-advice 

https://www.gov.uk/foreign-travel-advice
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Trustees must not:  

• Sexually, physically or emotionally harass, assault or abuse another person  

• Condone, or participate in behaviour which is abusive, discriminatory, illegal, or unsafe   

• Act in ways that may be violent, inappropriate or sexually provocative   

To ensure flexibility in visiting Caplor Horizons’ work, all potential Trustees must pass an enhanced 

DBS check including the barred list for working with children. This will be organised by Caplor Horizons 

Staff. This DBS check is a check of criminal records that will show spent and unspent convictions, 

cautions, reprimands and final warnings plus any information held by local police that is considered 

relevant to the work. It will also check if the potential Trustee is on the barred list of individuals who 

are unsuitable to work with children. 

Bribery, Fraud and Corruption Policy 

It is the policy of Caplor Horizons that it is to be run ethically and that no bribes are to be given or 

received. Involvement with unethical practices, and bribery, fraud and corruption in particular, is 

contrary to our values and could cause serious damage to Caplor Horizons, whether or not Trustees 

and Staff know about it. 

 

Our principal protective measure against bribery, fraud and corruption is to ensure that no payment 

is authorised unless it is properly substantiated (e.g. supported by a written contract). 

 

If a Trustee has any concerns or questions about any aspect of this policy, including gifts given or 

received, they should consult the Executive Director or the Chair. 

Confidentiality 

Within an overall culture of openness, Trustees are expected to treat as confidential any information 

that they acquire through Board business that is personal to individuals including fellow Trustees, Staff 

and Advisors or that could be damaging to the reputation of Caplor Horizons. 

Conduct with Clients and Partners 

Trustees are expected to act respectfully and appropriately when meeting clients and partners and 
the people that they work with internationally and in the UK. Trustees must:  

• Be mindful of cross-cultural communication including dress codes, local customs, beliefs, 

traditions and language.  

• Be aware of power imbalances and their own cultural and other assumptions and differences 

- e.g. about religious beliefs, being open minded, tolerant and non-judgemental when meeting 

others. 

• Be courteous, fair, polite and appreciative of others. 

Reflection and Learning 

Caplor Horizons is committed to learning, reasoning that it underpins our ability to grow, develop 

and improve as individuals, as teams and as an organisation. Therefore, Caplor Horizons expects 

Trustees to: 

• Be actively involved in learning about and reflecting on the Board’s performance 

• Be involved with ‘Reflection and Learning’ webinars-events to increase and share learning.  

https://storage.googleapis.com/voyage-resources/Public/Thought%20Leadership%20Papers/Cross-Cultural%20Communication.pdf
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Policies 

All Trustees must follow the Policies that support this Code of Conduct: 

• Equality & Diversity Policy  

• Finance Policy 

• Health & Wellbeing Policy 

• Privacy Policy 

• Safeguarding Policy 

• Sustainability Policy 

• Whistleblowing Policy  

 

Declaration 

I have read carefully and understand the Governance Handbook, including the Code of Conduct, and 

hereby agree to abide by its requirements and commit to upholding the standards of conduct 

required to support Caplor Horizons’ aims, values and mission. I am committed to attending training 

opportunities and to being positive about receiving support from Staff. 

 

…………………………………………..   …………………………………………. 

Trustee’s signature    Chair’s signature 

 

 

Date…………………………..   Date…………………………. 
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18. Role of Co-Director 
 
Overview about Shared Leadership Role at a Staff Level 
 
At its inception in April 2014, Ian Williams became the ‘Executive Director’. He worked closely with 
Lorna Pearcey since she started with the organisation in July 2014. Lorna became the ‘Director of 
Development’ at Caplor Horizons.  
 
During a board meeting on 24th July 2017, it was agreed by Trustees that Lorna Pearcey and Ian 
Williams become ‘Co-Directors’; that they share the leadership of the organisation in line with the 
Job Description below and the day to day practice that had emerged. A paper outlining the 
background, rationale and practicalities for this arrangement was developed; this has been saved as 
a record to supplement the minutes of the board meeting. However, in summary, Lorna had 
increasingly taken on greater responsibility, to the point where it was recognised by Ian, herself and 
others that leadership was effectively shared. Internally, it was deemed appropriate to recognise this 
shared leadership responsibility with a changed title. Moreover it was reasoned to be helpful - 
especially given the purpose and the wide level of engagement of Caplor Horizons with other 
organisations - to demonstrate a model of shared leadership to people externally. During annual 
appraisal processes, and regular engagement with Trustees in between times, the nature of the 
arrangement, as it further evolves, will continue to be considered.    

 
Co-Director Job Description 
 
Based at: Caplor Horizons office, Herefordshire 
 
Responsible to: The Caplor Horizons Board of Trustees 
 
Responsible for: The executive management and leadership of Caplor Horizons  
 
Context: Established in April 2014, Caplor Horizons is a not for profit organisation. Caplor Horizons has 
a substantial number of key relationships organisationally and the nurturing of these is integral to the 
future development of the organisation; hence this forms an important backdrop for the Co-Director’s 
role. 

Major Responsibilities: 
 

✓ To ensure that Caplor Horizons remains focussed on pursuing its purpose, vision and mission 
acting consistently with its stated values and beliefs and applying its resources as effectively 
as possible to this end.  

✓ To provide operational leadership to Caplor Horizons in accordance with the strategy adopted 
by the Board of Trustees. Co-Director have a leading role in ensuring ongoing relevance of the 
strategy, implementing it through harnessing the efforts of Staff, Advisors and key 
stakeholders plus contributing in a practical way directly (e.g., facilitating work with charities, 
speaking at relevant forums and so on).  

 
✓ To ensure that the contribution of Board members, Advisors, Staff and other stakeholders is 

managed effectively, efficiently and sensitively so that the organisation's work is undertaken 
in a manner consistent with Caplor Horizon’s purpose, vision, mission, strategy, beliefs and 
values. 
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✓ To operate within Caplor Horizons policies, strategy and structures in relation to all activities. 
 

✓ To work closely with all key people connected with the charity, including weekly meetings 
whenever possible with the Chair/Co-Chairs. To develop an effective wider Advisory Group 
plus inclusive and participatory structure across the organisation to achieve strategy  

 
✓ Guided by the Board, to preserve the integrity and nurture the values, beliefs, spirit/culture, 

commitment and capacity of the organisation in order to solidly improve the quality and scope 
of its practical/educational/advocacy activities. 

 

✓ To strengthen Caplor Horizons roots and constituency through increasing numbers of 
members. 

 

✓ To improve Caplor Horizons financial position, through meeting and where possible beating 
targets set out in the strategy; this includes improving the diversity and strength of income 
sources.  

 

✓ To further shape and enhance Caplor Horizon's approach to its work and the depth and 
strength of its relationships with implementing and funding partners/clients. 

 

✓ To make a wider impact organisationally in terms of a positive influence, through an increasing 
external appreciation of the quality, nature and distinctiveness of Caplor Horizons 
contribution. 
 

✓ Acting in accordance with the strategy to take forward the organisation through organic 
growth; however, also through exploration of suitable enhanced strategic partnership 
opportunities up to and including potential acquisition/merger possibilities (e.g. Caplor 
Horizons might acquire another charity if relevant);   

 
Specific Responsibilities: 

 
✓ Work with the Chair/Co-Chairs to ensure that the Board functions effectively by: 
  

• Jointly identifying the skills and experience required by the Board.  

• Assisting in the search for potential new members to join the Board and in the search for 
new Trustees.  

• Providing clear and concise information to Board members through structured agendas, 
briefing papers, policy proposals and progress reports which focus members on the 
outcomes and impact of the work of Caplor Horizons. 

• Arranging for support to individual Board members as necessary, from induction to the 
Board onwards.  

 

• Establishing a relationship with each Board member so that they have the opportunity to 
understand the issues with which Caplor Horizons is dealing and can therefore maximise 
the effectiveness of their personal contribution 
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• Assisting Board members to further develop an appropriate governance and management 
approach for Caplor Horizons that properly distinguishes the roles of the Board and Staff.  

✓ Ensure that Caplor Horizons acts strategically by: 

 

• Working closely with the Chair/Co-Chair, the Board and Staff team members to ensure 
that there is an ongoing appreciation of Caplor Horizons strategy and that effective action 
is taking place towards achieving this. 

• Ensuring that people’s efforts are effectively directed within a strategic framework agreed 
by the Trustees and that specific ongoing tasks are approved as necessary by the Board 
and any working groups. 

• In the context of the strategy, ensuring that an annual budget and rolling financial forecast 
is prepared and followed through.  

✓ Ensure that the boundaries of management authority are clearly defined by: 
 

• Working closely with the Chair/Co-Chair of the Board and ensuring ongoing appreciation 
of the evolution of each other's roles as the organisation develops.  

• Working to ensure a financial framework for Board endorsement within which 
management can be given freedom to carry out the operations of Caplor Horizons.  

• Working with Staff, Advisors and other stakeholders to ensure the development of a 
suitable process to assess the impact of the organisation's work for Board endorsement.  

• Analysing the particular risks and other factors inherent within Caplor Horizons activities 
and working with the Chair/Co-Chair in identifying and following through on areas in 
which appropriate Board involvement should be sought, thus ensuring that the Board is 
duly consulted and involved in areas outside the orbit of management’s authority.  

✓ Ensure that Caplor Horizons is led and managed effectively by:  

• Ensuring that the management systems in place are relevant while developing 
enterprising working approaches and professional guidelines for Staff and Advisors which 
ensure that people are selected, trained, developed, rewarded and reviewed in a manner 
consistent with the organisation’s values and beliefs and in a way which enables it to move 
forward in an effective, dynamic and flexible way.  

• Providing motivation and inspiration to Staff and volunteers, keeping people 
appropriately involved and aware of developments regarding key decisions that affect 
them. 

• Creating a mutually supportive team in which individual roles develop in an effective way 
and where a sense of responsibility for key decisions and policies is proactively nurtured. 

 

• Developing a spirit/culture, approach and appropriate pace of effective communication 
that fosters excellent communication with external partners and stakeholders.  

• Keep abreast and contribute towards developments in the wider charity/NGO sector.  
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Profile 
 

✓ Essential  
 
Broad education, excellent verbal and written communication skills. 
Good organisational and administration skills 
Fundraising training and/or experience  
ICT literacy.  
Experience in convincing people of the merits of supporting the purpose, mission, vision, 
strategy, beliefs and values of Caplor Horizons, or a similar cause.  
Ability to inspire people about organisational development and work in an entrepreneurial, 
effective way to bring about change.  
Experience of communicating persuasively and informatively to range of audiences about 
challenging issues.  
Experience of developing effective relationships with a range of partners and stakeholders.  
Proven track record of being able to perform satisfactorily in a pressurised environment.  
Ability to work effectively with a wide range of people internally and externally to the 
organisation. 
Good team working and team building experience 
Experience of work internationally and in UK.  
Experience of juggling multiple priorities and effective prioritisation of day-to-day workload.  
Proven track record of securing funds from a wide range of sources.  
 

✓ Desirable  
 
High level management/leadership qualifications.  
Broader experience of leadership and management beyond voluntary/NGO sector.  
Extensive international experience of living and working with communities in different 
countries 

 

 


