[image: image1.png]


[image: image2.wmf]
[image: image3.png]



[image: image4.jpg]



[image: image5.png]



When you set up a group, there are two things you have to do.  You need to set up a committee of people who are going to be responsible for running a group; and you need to have a set of rules (which, when you set up an association, is called a constitution) which will tell you how to run the group and what you will do.

Information on constitutions is in a separate information pack.
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What is a committee?

The committee is a small number of people – maybe between 3 and 15 people – who will represent your group, and are responsible for running your group, taking decisions, and ensuring your aims and objectives are followed.  The committee meets regularly to decide how to run your group and who will do what.

The committee is responsible – by law – for running a group and making sure it achieves what it sets out to do.  This is very important.  If something goes wrong, or if you lose money, then the committee could be held personally liable.  So it is a good idea when you form your committee to have people who have particular skills in different areas – like finance, administration, publicity, and so on.

Individual members may take on roles, such as chair, treasurer or secretary – but remember that the committee as a whole are legally responsible.

Main responsibilities of the committee as a 
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whole include:

· Ensuring that the organisation meets its objectives as set out in the constitution, and that it acts in the interests of the organisation’s beneficiaries.
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Ensuring that the organisation has enough resources to carry out its work, and that all resources and assets are well-managed and used to meet its objectives.

· Regularly attending committee meetings, and take decisions working jointly with other members of the committee.

· Keeping up with the organisation’s activities, and providing proper reports to members and supporters – particularly annual reports and accounts.

· Ensuring that all the rules in the constitution are followed (e.g. elections, changing the constitution).

· Ensuring that the organisation meets all its legal responsibilities – such as Health and Safety, equal opportunities, insurance, and employment laws.

· Ensuring that all contracts – employment, tenancy agreements and so on – are kept to.

· Ensuring that premises and equipment are maintained and insured.

[image: image9.jpg]



[image: image10.jpg]



A committee will include people with specific tasks.  These people are called ‘officers’.  There are three tasks in particular – chair, secretary, and treasurer – which should always be in place and are called ‘Honorary Officers’.

The Chair
Duties of the chair include:

Helping with the management of the organization

· Making sure that the committee works effectively together in the interests of the organisation.

· Making decisions and taking action between committee meetings (taking chair’s action’) if this is allowed by the constitution or by the committee.

· Signing cheques and liaising with the treasurer.

· Ensuring good communication between committee, volunteers and staff.

· Helping to plan agendas for each meeting.

· .

· Chairing meetings.

· Making sure all relevant items on the agenda are discussed.

· Ensuring all participants have the opportunity to make a contribution.

· .

Acting as a spokesperson for the organization

· Representing the organisation at external events.

· Liaising with the press on behalf of the organisation.

· Taking an active role in fundraising campaigns.

The Secretary
Administration

· Dealing with correspondence.

· Dealing with membership.

· Sending information about meetings to members and distributing the agenda with any background papers.

· Making arrangements for meetings e.g. organising refreshments, booking rooms, ensuring appropriate facilities for participants with disabilities or other special needs.

· Taking and producing minutes of the meetings, and ensuring that procedures are followed.

The role could be divided into a ‘Minutes’ secretary and a ‘Correspondence’ secretary.

The Treasurer
Handling money is a serious matter.  The proper management of money is vital to make sure that a group is run properly. In a small group, the treasurer may deal with all aspects of financial management including keeping records.

Duties include:

· Book-keeping and record keeping.

· A signatory for bank accounts.

· Financial planning and budgeting.

· Making sure there are proper systems for recording transactions – e.g. receipts, petty cash.

· Regularly informing the committee of the financial position of the group.

· Producing annual statements of accounts to the AGM and committee.

· Ensuring accounts are properly audited according to regulations and the constitution.

· .

But remember that final responsibility for financial matters always rests with the committee as a whole.  The Charity Commission has produced a series of booklets on accounting for small charities.  These are available free of charge.

Other committee members could take on other specific tasks if this is appropriate to your group.  For example:


· Events

· Membership

· Publicity

· Fundraising


Your constitution should set out detailed rules over how and when committee member can be elected.  These rules are usually standard.  If you are a new group it will probably be a case of looking for volunteers to get more involved in running the group, rather than having formal elections.  However, in future years other members may want to take over responsibility and an election is the fairest way of deciding this.

Your group will have an Annual General Meeting (AGM) once a year.  This is a meeting to which all members are invited to, where the annual report and accounts are presented, and where the committee stand for election.  Normally the members at the AGM will elect the Honorary Officers to the committee, and other committee members.  Some committee members may wish to continue in their posts, which means for some committee members it may just be a case of re-electing them if there is no opposition.


Once elected the committee take legal responsibility for the organisation.  Between AGMs, the committee will meet regularly – perhaps monthly, or less frequently (there will be a rule in your constitution about frequency of meetings) – to oversee the running of the group and take decisions.  These meetings are sometimes called ‘management committee’ or ‘executive committee’ meetings.  At their first new committee meeting, they may decide between themselves who will take on other specific tasks (e.g. publicity).  Committee meetings must always be minuted, and should be carefully filed away (for more information on minutes, see a separate information pack on Minute Taking). Other people may join the committee in an advisory capacity.  For example, volunteers or staff may join, or professional advisors.  However, these people will not be legally responsible for decisions taken, which means they will not have a vote.  They are simply there to report back on detailed decisions, or to give advice.

A small group of committee members may want to meet from time to time to work in more detail on specific areas (e.g. programme of events or fundraising).  These meetings are known as ‘sub-committees’, and they are a helpful way of delegating the more detailed work of the committee to members who are skilled or interested in particular topics.  Some larger organisations may have a general sub-committee, often called ‘finance and general purposes’, which will look in more detail at the organisation’s activities.  Remember, though, that all sub-committees must always report back to the main or executive committee for official ratification.


Adapted including information from Bromley CVS. 
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For more Information contact





Rother Voluntary Action


10 Buckhurst Road


Bexhill


TN40 1QF


Office@rothervoluntaryaction.org.uk


01414 217259












































DISCLAIMER : The views expressed ON THIS BROCHURE do not necessarily reflect those of RVA nor does RVA necessarily endorse services or organisations that may appear. Although we do our best to make sure information is accurate, we are not responsible for inaccuracies that may occur or changes made by third parties. Readers are advised to independently verify information contained herein





Tip





Before electing officials, make sure you know something about the people you are working with and their aptitude for the job. Treasurers might be expected to be good with numbers, secretaries could be organized people, Chairs could be energetic with good people skills and so on.





If you are a new group take time to get to know each other before you make a decision.





How the committee is organised





Roles of committee members
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Why Do You Need A Committee?





AN INTRODUCTORY GUIDE TO COMMITTEES
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