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SpeakEasy N.O.W. NOW

Constitution — Rules for our Charity

Easy Read Version

Introduction:

verbigerative
mendacious

[Erokerage [ auotient]

serpiginous

Every charity must have a set of rules that say

what their charity is for and how it will work.

This Constitution is a set of rules for SpeakEasy
N.O.W.

It is a legal document.

Some of the words in this document are hard to
understand. We have put the words we think
people know best in green beside hard words so

that everyone can understand.

SpeakEasy N.O.W. Easy Read Constitution
Original Constitution approved 12.5.2014 last amended
23.10.23



@ amery commssion —— SpedkEasy N.O.W. is registered with the Charity

FOR ENGLAND AND WALES

e Commission. They tell us what information we

| need to have in our Constitution (rules).

e What needs to be in our Constitution rules:
our Rules
e The name of our charity
e What work our charity will do
s“é::?s“\l e What trustees can do, for example what

money they can spend to do the work
SpeakEasy N.O.W. needs to do.

e Who runs our charity, who are our trustees
and who can be a member.

e Charity meetings and voting - how we will
hold meetings and choose Trustees.

e Membership - who can be a member and
how.

e Finance - how SpeakEasy N.O.W. looks after
its money.

o Alterations to the Constitution (the rules)

and how to make changes.

e How to close the charity.
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Easy Read Document

Agreed on the 12" day of May 2014

s“aa“ 1. Name of the Charity

The name of our organisation is.

SpeakEasy N.O.W.

2. Who will manage SpeakEasy N.O.W.

| Trustees

The trustees will manage SpeakEasy N.O.W.

Trustees may take on a role like Co-chair.
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What we
want to do

3. The work that SpeakEasy N.O.W. will do.

The Charity Commission calls the work that

SpeakEasy N.O.W. wants to do “the objects.”

The wording for our objects comes from the
Charities Act 2011.

Here are the 3 things that we set out to do:

a. Helping people with learning disabilities
by growing their skills in self-advocacy

(speaking up) and act for themselves.

b. Provide training for people with learning
disabilities and train professionals and

other people in learning disability

awareness.

c. Tell the public about learning disability

Learning
Disability
Issues

issues and raise awareness of learning

disability.
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4. The Board of Trustees and what they can do

What we
want to do

To make sure that SpeakEasy N.O.W. can do the

things they want to do, the Trustees can help to:

a. Carry out research into the needs of
people with learning disabilities and tell

other people about the results.

b. To organise and run networking events,
conferences, community forums
(meetings), public meetings, workshops,

lectures, seminars (talks), and training

courses.

c. Work with other similar charities,
voluntary organisations, and statutory

authorities (for example Government

funded authorities like local councils)
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d. Buy, rent, or lease property and any
equipment needed to run SpeakEasy

N.O.W. The property and equipment must

be kept in good condition.

e. Raise money

f. Sell, lease, or dispose (get rid of) of all or
any part of the property of SpeakEasy
N.O.W.

g. Borrow money.

h. Save any Speakeasy N.O.W money not
needed now this is called investing.

i. Employ staff but staff cannot become

trustees.
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elll Sr’?Up j. Establish (start-up) or support any

a i’ charitable trusts, groups or organisations
~U . who do all or some of the things that
SpeakEasy N.O.W. want to do.

k. Have an advisory committee - for

example the Management Committee.

l. Have insurance to protect people and

Insurance

Potic buildings from accidents, damage or loss.

m) Have indemnity insurance - this is
insurance cover to protect Trustees from

T legal claims.

Statement

n) To open and operate a bank account.

0) To do all other lawful things to be able to do
the things that Speakeasy N.O.W. want to
do.
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5. Membership - who can be a member and

how.

a. Anyone who has a learning disability or
who has an interest in the work of

SpeakEasy N.OW. can be a member.

b. Trustees will look at every application for

Application ) .
Form membership as soon as possible.

oo o Trustees can refuse any application for
8 h membership.

c. All Members must pay the membership
fee if there is one.

d. Membership will stop if a member does
any of the following things:
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i. Resigns (tells us they no longer
want to be a member) in writing to
SpeakEasy N.O.W.

ii. Does not pay any membership fees

owed within three months.

8 Voting

Regioter iii. Is voted out by Trustees for bad

behaviour not acceptable to
SpeakEasy N.O.W. The member can
Makesure appeal (ask for this to be looked at

again) by Trustees.

6. Affiliates - this is the name given to different
types of members in an organisation.

Application a) Organisations who are interested in the
Form

work of SpeakEasy N.O.W. can be an

e B PEATEES

e Affiliate member. They will have to pay a
= membership fee if there is one.
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41 Voting
’ Register

b) Affiliate members will be invited to

SpeakEasy N.O.W. General meetings, but

Make sure you can vote!

they cannot vote.

7. General Meetings

L N I I
AGM M a) Once a year SpeakEasy N.O.W. will hold an
Meeting

! 3 r

8 9 2

Annual General Meeting. It must be held

within 15 months of the last one.

Members must be told, in writing, about the
date, time and place of the meeting and what
will happen at the meeting at least 14 days'
o before.

Meeting

89

Things to be discussed at the Annual General
Meeting (AGM):

i. Annual Report of Trustees and

accounts

ftreerirnnii
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ii. Election of Trustees and Honorary
Officers (Honorary officers are
people who hold special positions
like Co-chair)

iii. Choosing an accountant to check
to check SpeakEasy N.O.W.

accounts.

iv. To fix membership fees - if there

are any.

v. Any other business which was put

on the agenda (an agenda is a list

&
of things to be done at the
meeting)

O

Meeting b) The Trustees can call a Special General

Meeting at any time.

Or

11
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Trustees can call a Special General Meeting

20% if they are asked by 20% or more of the

members of SpeakEasy N.O.W.

Members must be told, in writing, about the

date, time and place of the meeting and

what will happen at the meeting at least 14

days' before.

8. What happens at General Meetings.

(a) At every General Meeting, the Chair of
SpeakEasy N.O.W. will be in charge. If the Chair
is not there 15 minutes after the start time,
then Members can choose another Member
from the meeting to be the Chairperson for

that meeting.

(b) A General meeting can only go ahead if
there are enough members, the number of

members needed is called a ‘quorum.’
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The quorum, (number of members needed) is

1/5th either 8 members or one fifth of the total

membership, whichever is the most.

NN (c) If there is not a quorum (not enough

Meeting members) after half an hour, the meeting must

b 2

close.

(d) The Chairperson can put back the meeting
to another date. When the new meeting takes
place the only things that can be talked about
are the things that should have been talked

about at the original meeting.

(e) Trustees must make sure proper

minutes are taken at the meeting.

(f) Trustees can invite other people to attend

SpeakEasy N.O.W. General Meetings.

They are not allowed to vote.

Vote x
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9. Voting at General Meetings

a) Each Member has 1 vote for each
question where a decision needs to be
made. The decision will be made by
seeing how many votes each question
gets. The highest number of votes will

win.

b) Members can only vote in person; they

alujm

cannot vote by post.

c) If 2 people get the same number of votes,
then the chairperson has an extra vote so

that there is a winner.

14
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10. The Rules about the Board of Trustees

SpeakEasy N.O.W. must have a Board of
Trustees.
d) There must be at least 3 and not more than 12

people on the Board. Members elect trustees

each year at the Annual General Meeting

(AGM).

b) At the AGM, one third of the Trustees must
step down (stop being a Trustee).
If there are not 3 trustees, the number

nearest to one third must step down.

If there is only one Trustee, that person must
step down.

The Trustees who have been on the Board for

the longest should step down first.

If they started on the same day, Trustees should

decide between themselves who will step down

or it can be decided another way.

15
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n For example - names could go into a hat, and

;; = one be picked out.
|
Trustees Trustees who step down at an AGM will finish at
the end of that meeting.
AT They can apply to be re-elected.
Form
e D
é 'y c) SpeakEasy N.O.W. must have an application

process for new Trustees to apply.

d) Trustees who retire can be re-elected.

e) Trustees can co-opt (bring in) members onto

the Trustee Board to fill any vacancies.

Co-opted Trustees can vote and stay on the
Board until the AGM and then apply to be

elected as a Trustee.

No more than one third of Trustees can be co-

opted (brought in when someone has left)

RULES f) Trustees must be at least 18 years old. Anyone
Mm banned by law from being a charity trustee
_w I cannot be a trustee.
16
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g) If the number of trustees is below 3 and there

are not more trustees who want to join, then

SpeakEasy N.O.W. may need to close.

h) Trustees who have been elected must sign in the
minute book to say they agree to being a trustee
for SpeakEasy N.O.W.

11. Honorary Officers - these can be people

who hold a special position like a Co-chair.

a) Honorary Officers will be elected by Members

at the Annual General Meeting.

The Honorary officers could be:

e Chairperson or co-chair - a person who leads

the meeting.

o Treasurer - a person who looks after money.

17
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e Secretary - a person who takes notes of
what happens in the meeting - called

minutes.

e b) If there is a vacancy (where no-one is
doing that job), one of the other Trustees can

be asked to do this job until the next AGM.

12. When someone stops being a Trustee

A Trustee will not be able to carry on if they:

(a) Are not allowed by law under S72 Charities

Act 1993 or any newer version of that law.

(b) Don’t come to 3 Trustee meetings in a row

without a good reason.
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I want to
stop being
a Trustee.

(c) Tell the Trustees they want to resign (step
down/stop being a trustee) but only if at least

3 Trustees are left.

(d) Are voted out, at a Special General meeting
held to decide whether that trustee should

carry on or not.

13. Other rules about Trustees.

b) SpeakEasy N.O.W. can pay a trustee for the
following things:

i. Interest on money lent by a Trustee.

AL / ii. Rent for offices owned by a Trustee.

SpeakEasy N.O.W. Easy Read Constitution
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Trustees

iii. Feesto acompany where Trustee is a
member.

iv. Fees of a Trustee who is a Solicitor or
Accountant.

V. Money to an organisation a Trustee belongs
to if it is for charitable things.

vi. Money for reasonable expenses.

14. Meetings and actions of the Trustees

a) Trustees need to have meetings.

Meetings can be held at any reasonable
time if everyone is told at least 7 days

before the meeting happens.

If all Trustees agree, a meeting can

happen in less than 7 days.

20
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b) The Chair will be in charge at every
A 3 " meeting, but if the Chair is not there 15
IQ‘,‘_' : 15 Z minutes after the start of the meeting,

Trustees can choose another Trustee to
chair the meeting

) Trustee meetings can only go ahead if

Quorum = 3 Trustees

there are enough members, the number

)
of members is called a ‘quorum.” A
quorum is 3 members

s

[
B
P

Trustees

d) All questions will be decided by

trustees, who are at the meeting

A vote will take place to get a decision

The Chairperson can have an extra vote

which is called a casting vote, if the vote
was a draw.

) Trustees must make sure proper

minutes are taken at Trustee and
sub-committee meetings

23.10.23
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Sub-committee

f) Trustees can invite other people to
attend SpeakEasy N.O.W. meetings but

they cannot vote.

g) Trustees can, sometimes, make and
alter rules to help to get things done.
This must be done in line with the

constitution (Rules for our Charity).

15. Sub-committee

Trustees can have one or more

sub-committees.

A subcommittee is a small group of people
who look into a special area of work. The
subcommittee will feed back information to

the Trustees.

22
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16. Checking what our members think.

Questions Trustees must talk to members to find out:
1 Wt o The things that members might be worried
= ~ about and the things that are most important

Not sure

‘3,2@ What do
i

you think?
Do you think the idea

is @ good one?

@Yesﬂ

** Notsure []

.NoEI

to our members.

SpeakEasy N.O.W. will hold regular meetings
of the Management Committee (or other user

group on behalf the Members).

At this meeting, Trustees will say what has
been happening and ask for comments from
people attending the Management Committee

meeting about SpeakEasy N.O.W.

23
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17. Money we receive and money we spend

Statement
a) All money for SpeakEasy N.O.W. must be

@Q paid into a bank account operated by the
? Trustees in the name of SpeakEasy N.O.W.

b) Anything costing a lot of money must be

s Yoami* signed for by at least 2 Trustees. Trustees
must set an amount for this.

s“ﬂa“ Money belonging to SpeakEasy N.O.W.
aas“ must only be used for the activities of
NOW SpeakEasy N.O.W.

18. Property

a) Any property (buildings) that SpeakEasy
N.O.W. own may be held by at least 2 special

Trust Deed .
What Holding Trustees called Holding Trustees.

Trustees can do

9A 7( Jrnith
C
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Trust Deed

What Holding Their job is to look after the legal ownership
Trustees can do

of the property and deal with it following the

constitution (rules).
L(/}: 7« Jrnith

Trustees will have a legal document called a

Trust Deed to say what Holding Trustees can

do.
)l
il E b) Trustees can at any time remove or replace

Changes we .
want to make. any Holding Trustee.

Contract

c) Contracts are to be held jointly by Trustees.

19. Accounts

Trustees must follow the rules under the
Charities Act 1993, or any changes to that
Act.

Trustees must make sure that:

a) Records of SpeakEasy N.O.W.’s accounts are

kept.

25
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Your Bank

Statement b) At the end of each financial year (this is at the
end of March) end of year accounts are

prepared.

c) Make sure SpeakEasy N.O.W.’s yearly accounts
are checked by another accountant who does

not work for SpeakEasy N.O.W.

Gl e s d) Send information about the end of year

FOR ENGLAND AND WALES

accounts to the Charity Commission.

20. Annual report

nnual Trustees must follow the rules under the
Srort Charities Act 1993, or any changes to that Act,

>

and prepare an annual report.

O A A O

Annual means - each year.

This needs to be sent to the Charity

@ CHARITY COMMISSION
FOR ENGLAND AND WALES . .
Commission.

26
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RULES 21. Alterations to the constitution — changes

Izm | to the rules

a) The constitution (rules) can only be
changed by a decision agreed by not less

than two thirds of members who are at a

General Meeting.

For example - if there were 150 members
at the meeting then at least 100 members

would need to vote.

Notice of the General Meeting must tell

members what changes SpeakEasy N.O.W.

Changes we
want to make.

wants to make to its rules.

b) No amendment can be made to the following

sections in the rules unless the Charity

@ CHARITY COMMISSION
FOR ENGLAND AND WALES . . . .
Commission have already written to say this

is OK:

27
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Changes we
want to make

e Section 1 - the name of SpeakEasy
N.O.W.

e Section 3 - the work that SpeakEasy
N.O.W. will do.

e Section 13 - Trustees are not to be
paid or receive any benefit unless it
has been properly authorised and is

in the Charity’s interest.

e Section 21 - Changes to the rules

e Section 23 - Close down SpeakEasy
N.O.W.

c) Any changes to the rules must be within the

law.

28
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(@ CHARITY COMMISSION
FOR ENGLAND AND WALES

RULES

g,
A

Your Bank
Statement

(O

. Closed

d) The Trustees must send a copy of any
changes made in the rules, to the Charity

Commission.

22. Regulations - charity rules

SpeakEasy N.O.W. can make and change rules
in General Meetings or Trustees can make and

change rules.

These could be things like: standing orders at
the bank, bye laws (rules made by
organisations to deal with local problems)
and things that help to manage SpeakEasy
N.O.W.

The changes must not affect our constitution

document (rules for our charity).

23. Closing SpeakEasy N.O.W.

If Trustees decide that they will have to close

SpeakEasy N.O.W., they must call a Special

29
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@ CHARITY COMMISSION
FOR ENGLAND AND WALES

General Meeting and tell members at least 14
days before the meeting what they want to
do.

Two thirds of the members who are at the
meeting and can vote would have to agree to

SpeakEasy N.O.W. being closed.

Any money, equipment, or goods left over
after all bills have been paid should be passed

onto a similar charity.

A copy of the statement of accounts to close
SpeakEasy N.O.W. must be sent to the

Commissioners.

This constitution was amended on the 23rd
day of October 2023 at the Annual General
Meeting of SpeakEasy N.O.W.

30
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