
1
www.participatorycity.org

PARTICIPATORY CITY
FOUNDATION

PARTICIPATORY CITY

Trustees
Candidate Pack



Contents

Letter from our Co-Chairs

The Every One Every Day Initiative

How We Are Organised 

How Participatory City Works

About This Role 

Job Description

Person Speficication

Other Important Information 

How to Apply 

3

4

6

8

9

11

12

13

14



3

Welcome to 
Participatory City

These are exciting times for Participatory City Foundation.  
We are a newly formed charity and are just about to 
start building a groundbreaking initiative in Barking and 
Dagenham. You would be joining the organisation at the 
best possible time. 

Working with an incredible team and partners we are 
launching an ambitious idea — to make practical 
participation a key building block for improving the 
everyday life of residents throughout the borough. Our 
partners include Barking and Dagenham Council, Esmée 
Fairbairn Foundation, Big Lottery Fund and City Bridge 
Trust, and we will be building collaborative partnerships 
continuously in the borough and with a number of cities 
across the world. 

Over the next 5 years Participatory City will work with 
local residents and organisations to create  lots of new 
activity. With a budget of £6.4 million Every One Every 
Day will grow a new network of 250 projects and 100 
community businesses. 

Joining the Trustee Board of Participatory City Foundation 
is an important decision. Trustees form an important part 
of the governance structures, but they will also be relied 
on for strategic insights and supporting a new team as it 
expands rapidly. Participatory City Foundation is unique 
in a couple of ways. Firstly, it is fundamentally a research 
and development organisation, but unlike most 
innovation labs which are lightly structured, Participatory 
City Foundation is being set up with the strong governance 
structures that is enabling it to scale its work and secure 
the necessary funding. Secondly, it is unique in that it has 
been designed and established specifically around the 
development of a large place-based project: the Every 
One Every Day initiative in Barking and Dagenham.

We hope that you enjoy looking through this information 
pack and that you find the opportunity to shape the future 
of the Participatory City Foundation appealing. 

We hope you will consider applying to join our team!

Michael Coughlin  & Sophia Looney
Co-Chairs, Participatory City Foundation
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The London Borough of Barking and Dagenham has long 
been an area of change. Recent demographic changes 
in particular have challenged traditional ideas of the area 
and of its population. There is a pressing need for the 
lives of people of living here to improve. It’s the ninth 
most deprived local authority in the country with significant 
health, economic and cohesion issues.

However the borough is also very rich in talent, creativity 
and enthusiasm, with brilliant resources, including community 
centres, schools and parks. The people we have spoken 
to in the neighbourhoods we visited during our research 
phase tells a very positive story. People we met are 
honest, proud with a rich history and heritage. They are 
increasingly diverse and young. And like almost all 
communities they are full of ideas … and want to help 
create a better future for themselves and their families.

The Every One Every Day initiative 
intends to provide a platform for this 

creativity and energy. As the 
borough grows, so too will the 

improvements to everyday life grow 
for the people living there.

Participatory City will be supporting people to participate 
in everyday projects and start community businesses, 
running a Neighbourhood School Programme so that 
people from the borough, the rest of the UK and other 
countries can learn with us to bring those ideas to their 
cities. 

Our research programme will continually measure and 
monitor the impact we’re having and will codify our 
approach to make it easily replicable elsewhere. And our 
work with the local authority will focus on combining the 
services of the council with the emerging participatory 
system ecosystem.

The Every One 
Every Day 
Initiative:
Barking & 
Dagenham

1 London Borough

5 years 

250 new projects

100 new 
businesses

25,000 people 
participating
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In recent years local people have been inventing unique 
and imaginative projects across the world. These projects 
see people working together on practical ideas that 
make their neighbourhoods more exciting and enjoyable 
to live. 

We refer to these types of projects as ‘participation culture’. 

These projects include the creation of participation 
opportunities to share knowledge, spaces and resources, 
for families to work and play together, for bulk cooking, 
food growing, tree planting, for trading, making and 
repairing, for growing community businesses. These 
practical ‘common denominator’ activities are universally 
appealing and are accessible entry points in the 
participation network - attracting people from different 
cultures, backgrounds and ages, and with different types 
and levels of confidence, skills, health, available time and 
interests.

By taking part in these projects people become creators 
of the places in which they live - becoming collaborators 
and co-producers as well as consumers. Taken together 
in one place, these many ideas could make life significantly 
better for people and for the planet.  And we like it all 
the more because this form of participation has been 
invented by citizens themselves.

And that’s the Every One Every Day idea in a nutshell: 

Participation Culture

Places made by everyone, for everyone. 
Creating vibrant places that leave no one 
behind.  



6

How We Are Organised

LBBD PCF

Office 
Manager

Apprentices

Projects  
Co-ordinator

Trainees

Local 

researchers
Specialist 

Tutors

The School team members are based 
in The Warehouse. 

Responsible for knowledge building 
(research, analysis, codification, 
development evaluation) and 
knowledge dissemination and scaling 
learning in the neighbourhoods and 
through the City Programme. 

S C H O O L  

Research 

Director

Researcher

Programmes 

Director

Tutor Mentor

D E V E LO P M E N T  

N E I G H B O U R H O O D  

Placements

Shop 1 
Project 

Designer

Apprentices

Placements

Shop 2 
Project 

Designer

Projects  
Co-ordinator

Trainees

The Development team members, 
which includes the Chief Executive, 
development and operations roles, are 
based in The Warehouse but work 
throughout the organisation. 

Responsible for co-ordination and 
strategy, working closely with Network 
Manager, Programmes Director, 
Research Director and Lab Director as 
the Strategy Group. 

The Neighbourhood team members 
are based in local high street shops 
and are the entry point for residents 
and local organisations. 

Responsible for growing the network 
of projects & businesses. The network 
will grow to 5 Shops with 25 hubs over 
the initial 5 years. 

2 Shops in Year 1

5 Shops by Year 3

Chief Exec

Development 
Director

Operations 

Director

Graphic 
Designer

Networks 

Manager

Warehouse 
Manager

C O - P R O D U C T I O N  

The Co-production team members are 
based in The Warehouse and are 
members from Participatory City and 
Barking and Dagenham council. 

Responsible for co-production design 
and systemic integration of 
participatory ecology, services, 
businesses and industry, integrated 
responses from multiple actors to 
complex issues. 
  

Insights 

team

Lab 

Director

Lab  
co-ordinator

Council 

specialists

Strategy Group

Full time

Part-time, temporary

O N E  T E A M  

Specialist 
Network
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How Participatory City Works

We are stronger together and we do our best work when people from every walk 
of life are involved. Creating new ways for everyone to take part on an equal footing is 
at the heart of everything we do. Success will be measured by how well we collaborate 
and what this achieves.

We include everyone

We are trustworthy - honest, respectful, open and reliable - making firm commitments 
and holding ourselves to account. We extend trust, knowing that networks of trust 
and support unlock creativity in everyone. We give others the stage. We think as a 
connected and co-dependant system, act as a friend.

We build trust

We roll up our sleeves and get stuck in, whether it’s washing up, welcoming others or 
completing a project. We don’t wait to be asked. We value the effects of momentum, 
doing what we can with what we have, where we are. We drop everything to support 
each other to make things happen quickly and successfully.

We get things done

We are bold, imaginative, experimental, analytical - always looking for more effective 
ways of doing things. Creativity means more to us than how things look - it runs through 
everything we do. We cultivate an atmosphere of  good humour - we are creative when 
there is a sense of playfulness.

We are creative and playful

Whilst grounded in common sense and knowledge, our work is in the new, the 
emerging. With a learning and entrepreneurial mindset we look, we listen, we 
ask why, what if and what else? We build new insight and knowledge collectively, 
through discussion as well as data. We celebrate when things go well. We reflect, 
learn and have a cuppa when they don’t. We bounce back quickly.

We learn as we work

We meet people where they are. We make ideas both understandable and exciting. 
We take responsibility for communicating to everyone, distilling, simplifying and 
personalising.  We communicate through conversations, words, drawings, images, 
diagrams, models, music, stories and films, creating many different methods for people 
to interact with ideas - on their own terms and in their own way.

We communicate, all the time

We are here for a reason - supporting 1000s of people to work together to co-produce 
positive, measurable, real-world effects. We keep an eye on the detail and the 
big picture, growing the impact of the work methodically and persistently, step 
by step, day by day. Big valuable things are achieved through many small things 
getting done by many people.

We create value collectively
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About This Role

Joining the Trustee Board of Participatory City Foundation is an important decision. The 
organisation will be growing its team rapidly - from 16 people in the first 6 months - to 25 
people by year 3.  Alongside the recruitment processes the launch of the Every One Every Day 
in November 2017, will place pressures on the team, making the support of the Trustee Board 
critical, particularly in the initial 6 months.

Time commitments of trustees
We anticipate holding formal Trustee Board meetings every 6 weeks for the first project year.      
Currently we are reviewing the duration of these meetings - but it is likely they will be between 
2 and 3 hours long.

Trustees can expect to spend a further 5+ hours each month reading and contributing to strategy 
papers and documents as they are produced by the team.  Having an in-depth and  up-to-date 
understanding of the work is a crucial factor that will enable trustees of Participatory City 
Foundation to both support and challenge the teams effectively. Trustees will be expected to 
help to support the continued development of the senior team members capabilities and also 
stretch the quality and depth of the work. 

Specialist trustee roles, such as the Treasurer, will required further time to oversee the accountancy 
and financial reporting. Recruitment for trustees will also require further time from Trustees 
who might offer to be part of these processes.

The Trustee Board is expanding, to increase the skills base, but also to ensure the time and 
responsibilities are manageable within this team - all the current trustees work full time.
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How the Trustee Board intends to work

• The board will be diverse across all         
demographics.

• Trustees will be selected to maximise skill set 
available to Participatory City.

• Trustees will be facilitatory in their           
approach, with a questioning style. 

• Trustees will be great communicators.
• Trustees will get to know all the people in 

the organisation, such that Participatory 
City can excel.

• Trustees will help to foster an organisation 
based on learning and trust.

• Trustees will value Openness and            
approachability.

• Trustees will help in building networks 
with the wider world to promote the work.

Duties/Responsibilities of the Trustee Board

• Strategic direction of the Foundation in       
collaboration with the Strategy Group.

• Ensuring legal and contractual requirements 
are met, in particular the obligations set out by 
the Charity Commission. 

• Ensuring financial the financial health of the 
organisation. 

• Supporting the ongoing governance meetings 
for Every One Every Day - including Funders 
Board meetings and Project Team meetings 
(Quarterly).

• Recruitment and induction of new trustees.
• Being an advocate for Participatory City   

Foundation, assisting the Chief Executive in 
delivery of the aims and objectives.

• Using your skills and experiences to bring 
in intellectual and financial capital, which              
further enhance the work of Participatory City      
Foundation. 

Outcome Indicator

A: To create an improved neighbourhood. To enable people in the borough to significantly improve their lives and the 
communities in Barking and Dagenham.

Residents of B&D have opportunities to learn and develop, 
improving their own lives and those around them.

Indicators attached to  
Index 1 - Education and employment 
Index 4 - Mental and Physical health

The Borough becomes a place where everyone feels safe, welcome 
and optimistic about the future. 

Indicators attached to  
Index 2 - Community Cohesion and collective action
Index 3 - Environment, green and clean
Index 5 - Resilience

B. To build a new, fully tested participation system for replication elsewhere. To complete the development, 
measurement and codification of the Participatory City approach.

The benefits of participation at scale are evidenced, proven and 
documented for further replication.

The feasibility of the approach is evidenced by the 
building of the large participatory ecology of: 250 
projects, 5 neighbourhood hubs, 1 central warehouse, 
400 local spaces in use for participation projects, 22,000 
regular participants, 84 new businesses.

The value created by this approach has been 
evidenced by the improved outcomes achieved to 
people and place as evidenced through metrics of 
Indices 1 -5 and by the cost savings achieved across the 
system of public budget.

The ability of this approach to be replicated in other 
cities is evidenced by developing during the course of 
the project: the learning model; the metric frameworks; 
digital platform and apps, investment methods and 
processes; programmes and curriculum.

Further detail on the Indices and evaluation is on pages 33 - 37 and pages 48 - 52 of the main bid document.

Every One Every Day Outcomes
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Job Description

TREASURER

Overall
• Oversee the financial affairs of the organisation 

and ensure they are legal, constitutional 
and within accepted accounting practice.

• Ensure proper records are kept and that 
effective financial procedures are in place.

• Monitor and report on the financial health 
of the organisation.

• Oversee the production of necessary 
financial reports/returns, accounts and 
audits.

• There will be an Office Manager staff 
member who will principally manage the 
accounts for PCF on a day to day basis, 
using the services of professional accountants.

Specifically
• Liaise with relevant staff, committee 

members and/or volunteers to ensure the 
financial viability of the organisation.

• Make fellow committee members aware 
of their financial obligations and take a 
lead in interpreting financial data to them.

• Regularly report the financial position at 
committee meetings (balance sheet, cash 
flow, fundraising performance etc).

• Oversee the production of an annual 
budget and propose its adoption at the 
last meeting of the previous financial year.

• Ensure proper records are kept and that 
effective financial procedures and controls 
are in place, ie:

 o Cheque signatories
 o Purchasing limits
 o Purchasing systems
 o Petty cash/ float
 o Salary payments
 o Pensions
 o PAYE and NI payments
 o Others as appropriate
• Appraising the financial viability of plans, 

proposals and feasibility studies.
• Lead on appointing and liaising with      

auditors/an independent examiner.

Qualities
• Knowledge and experience of current and 

fundraising finance practice relevant to 
voluntary and community organisations.

• Knowledge of bookkeeping and financial 
management (as necessary).

• Good financial analysis skills.
• Ability to communicate clearly.
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Person Specification
• A demonstrable commitment to addressing 

disadvantage and inequality in all its guises, 
within local communities.

• The ability to ask the right strategic 
and impactful questions in a timely and      
productive manner.

• A good understanding of the inter         
-relationships and inter-dependencies 
across the communities, charity, public 
and private sectors in a locality.

• Able to take a longer term view and     
contribute and plan accordingly.

• Challenging and probing when necessary.
• Being adaptive and attuned to the        

Participatory City Foundation (PCF) 
methods of community engagement and 
empowerment.

• Emotionally intelligent and able to work 

alongside a range of fellow Trustees and      
Executive staff.

• Understanding of the workings of charity    
governance structures and processes.

• Ability to support the PCF Board and Chief 
Executive in a considered and measured way. 

• Ability to think in systemic and innovative 
ways, to propose approaches to complex 
whole systems issues.

• Comfortable in influencing as well as contributing 
to effective dialogue in Board meetings.

• Ability to think in creative and strategic ways, 
whilst understanding the operational and     
executive imperative.

• Determined to make a difference but            
understanding that difference is not predetermined.

• Demonstrates core and consistent values and 
behaviours in accordance with PCF.

GENERAL

• To enthusiastically further the work and 
achievements of PCF.

• To work within any agreed policies adopted 
by the organisation.

• Act as an ambassador for PCF.
• Maintain close relationships with key 

stakeholders.
• Understand the charity’s purposes as set 

out in its governing document.
• Contribute effectively to the planning of 

PCF’s work and the determination of the 
success criteria.

• Be able to explain how all of the charity’s 
activities are intended to further or support 
its purposes.

• Understand how the charity benefits the public 
by carrying out its purposes.

• Ensure the charity complies with its governing 
document.

• Comply with charity law requirements and 
other laws that apply to PCF.

• Demonstrate that PCF is complying with the 
law, well run and effective.

• Ensure accountability within PCF, particularly 
where responsibility for particular tasks or     
decisions is delegated to staff/volunteers.

• Ability to communicate clearly, both orally and 
in writing.
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Safety & Civic Proficiency

Other important information

Recruitment is done in line with safe recruitment practices. 

All PCF staff have a responsibility for safeguarding. You will need to undergo a DBS check before 
employment will be offered as this role will involve working with children and vulnerable adults. 
Our full Safeguarding Policy can be obtained on our website. See here. 

You will be required to undergo various training in order to meet our Civic Proficiency standards. 
This will include health & safety, fire safety, food hygiene, first aid and other safeguarding.

Equality and Diversity
We are particularly interested in recruiting people who live in the borough of Barking & Dagenham.

It is the policy of Participatory City Foundation to ensure that no job applicant or employee 
receives less favourable treatment on the grounds of age, disability, gender reassignment, 
marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation 
or is disadvantaged by conditions or requirements that cannot be shown to be justifiable. The 
organisation is committed not only to its legal obligations but also to the positive promotion of 
equality of opportunity in all aspects of employment.

Our full Equal Opportunities Policy can be obtained on our website. See here. 

Participatory City supports the UNDP Sustainable Development Goals

http://www.participatorycity.org/policies
http://www.participatorycity.org/policies
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How to Apply

1.  Please apply by CV and up to 2 pages A4 maximum which should include:
  a) What excites you about the possibility of working with Participatory City.
  b) How you fit the role as specified in the Person Specification.
  c) How you think you would fit into the Participatory City culture as outlined in ‘How  
      we work’.
  d) The closing date for applications is 29 August 2017. 
  e) Please also indicate your availability for interviews on 4 September.  
  f) Please also complete the equality monitoring form: link here.

2.  Successful applicants will be invited to interview. Interviews will be held on 4 September.  
 These will be held in Barking or Central London.

To apply:
Email your CV (in PDF format) and 2 Page Application (in PDF format) to Sophia: 
sophia@sophialooney.co.uk with an email subject line of  ‘PCF Trustee Treasurer/General - [Your 
Name] application’. 

If you have any questions about any aspect of this role, please contact Wayne: wayne@participatorycity.org

Essential Reading

Illustrated Guide

Designed to Scale 

www.participatorycity.org

 http://www.participatorycity.org/application-equality-monitoring
http://www.participatorycity.org/the-illustrated-guide
http://www.participatorycity.org/report-the-research
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We look forward to hearing from you.

FUNDED BY


