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For committee members to work effectively and feel they are contributing fully to the running of the organisation, there needs to be a proper system of induction of new members.

 All new committee members should be given an induction pack.  This pack should be reviewed regularly to make sure documents are up to date.

An induction pack could contain some or all of the following documents:

· Governing Document (Constitution, Memorandum & Articles of Association, etc)

· Mission statement

· A brief history of the organisation

· Structure of the organisation – committees, sub-committees, working groups, user groups, staff and volunteers

· Information about premises

· Task descriptions of staff/volunteers

· Terms of reference for committees, sub-committees, working groups

· Minutes of previous committee meetings and AGM

· Dates of next meetings

· Annual Accounts

· Annual Reports

· Newsletters and publicity

· Business plans/strategic plans

· Reports

· Policy documents – e.g. equal opportunities, quality standards

· Roles and responsibilities of committee members

-
Task descriptions of committee members and Honorary Officers

-
Profiles of committee members and contact details

-
Legal responsibilities and liability

Expectations of committee members (attendance at meetings, apologies, preparing for meetings and participation, etc., and expectations of the organisation (training and support, providing information in advance of meetings, etc)


Meetings should be arranged with key people involved in the organisation.  These could include:

· Committee members, particularly Honorary officers (chair, secretary, treasurer) – and try to include a committee member who has joined fairly recently

· Volunteers, and/or staff

· A site visit to see the work of the organisation

Possible questions at the meetings include:

· The main aims of the organisation and its strategic plan

· Activities and services currently provided

-
how they fit into the wider structure and further the aims of the organisation

-
how they are funded

· Issues or challenges facing the organisation

· Future direction of the organisation

· How long the person has been involved

· What they see as the role of the committee, with reference to:

-
the division of tasks between committee members

-
the involvement of the committee in running the organisation

-
developing the strategic direction of the organisation

-
responding to changes outside the organisation

-
monitoring the quality of the organisation’s work

-
managing volunteers/staff

-
involving users in the running of the organisation

· sub-committees – how and why they are formed, who is selected to sit on them, and how they report back


At the first meeting of a new committee member, the chair should welcome the person and invite them to:

· introduce themselves

· say what their previous involvement with the organisation has been

· say what skills and experience they bring to the organisation

· say why they decided to join the committee

Existing members of the committee should introduce themselves to the new person and describe briefly their involvement with the organisation.


There should be a review meeting planned, to allow the new committee member to feedback with their first impressions.  This could take place after six weeks.

The meeting could address the following areas:

· any further explanation of the organisation’s structure or activities

· any further support which may be necessary (e.g. training, or extra support from another committee member)

· identify specific skills or interests which the committee member could contribute to the organisation

ensuring the new committee member is fully aware of the time, commitment and responsibilities involved. 

From the induction programme, the new committee member should be able to fill in the following.

	Date the organisation was set up
	

	The aims of the organisation
	

	The activities of the organisation – projects, services, and so on
	

	The key issues facing the organisation
	

	Future projects or activities planned
	

	Other people/groups the organisation works with
	

	Number of staff
	

	Number of volunteers
	

	Number of members
	

	Who funds the organisation
	

	Committee members and their roles
	

	· Chair
	

	· Secretary
	

	· Treasurer
	

	Other committee members
	

	How long committee members serve for
	

	Frequency/dates/length of meetings:
	

	Management Committee
	

	Sub-committees
	

	How the organisations financial systems work
	

	Next AGM
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Adapted including information from VAM Goldfish
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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
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