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The Chair 

Helps 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.

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

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

The Secretary
Responsible for 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 Treasurer
Responsible for Financial Management

· 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.





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.  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’.





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.  





The committee will meet regularly – perhaps monthly (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.
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We can help


We have a detailed help pack for committees -  contact RVA 


Rother Voluntary Action


10 Buckhurst Road


Bexhill


TN40 1QF


Office@rothervoluntaryaction.org.uk


01414 217259








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.








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








