Roles of Committee Members

This is the group that manages the day to day business of your association and is elected by all members at your launch meeting. The Committee is elected for one year, and the positions come up for re-election at every Annual General Meeting. The Committee is accountable to the membership of the Association which is the sovereign body of the association. They should be accessible to all residents and conduct themselves in line with the Constitution and decisions made at General Meetings. Committee decisions are made either by vote (show of hands) or by consensus round the table) and those who did not vote in favour of a decision should not later decry that decision, as it was a majority decision they should support it in spite of their previous vote. All Committee members have a duty to actively further the aims of the Association. The Committee should meet at least four times a year, between association General Meetings.

The Committee should take a strong line against discrimination and harassment, and should actively strive to increase ethnic minority membership and show strong commitment to Equal Opportunities in order to be more fully representative. 
Any conflict of interest between a committee member and an item on the agenda should be declared and that committee member should not take part in any discussion. It may be more prudent for that committee member to leave the room until the discussion and voting are over. The Secretary should keep a register of conflicts of interest for future reference.

Named officers are elected from the Committee to carry out particular roles. The usual officers are Chairperson, Vice-Chairperson, Secretary and Treasurer. In Lambeth, Associations also elect two (2) voting members to represent the views of the Association at the local Area Housing Forum meetings. Other officers may be elected to deal with other issues, such as fundraising and youth work etc. Although certain people are named to carry out roles, it is important that the committee share out the day to day tasks or you will either find that a couple of people are doing all the work or that others drop out because they don’t feel involved.

It is important that, during the course of meetings, only one person speaks at a time. Having side conversations in whispers is not only very off-putting for the person speaking, it is also very rude and extremely difficult if you are the one taking the minutes of the meeting. Allowing other people to speak uninterrupted is far better. It helps those whose first language is not English, to know that you are listening to them. If the Chairperson calls the meeting to order, it is usually because there is more than one meeting going on at the same time, take notice of the chairperson and come to order immediately. If necessary, apologise for being the person holding the ‘side meeting’.
The Chairperson

The Chairperson has overall responsibility for seeing that things get done during and in between meetings. It is most important that the Chairperson works closely with the rest of the committee and has their support to ensure that she/he does not become isolated or a ‘figurehead’. Some basic tasks are:
· Preparing agendas for meetings with other member(s) of the Committee.

· Keeping reasonable order during meetings and encouraging everyone to have their say.

· Making sure that decisions are made at the end of discussions, that they are recorded and that any work to be done is allocated to people to carry out.

· Checking that decisions made at previous meetings have been carried out.

The Chairperson is also the ‘public face’ of the association and his/her behaviour should be beyond reproach. It would usually be the Chairperson who gives press statements and interviews when necessary. The Chairperson guides the association to achieve its aims and objectives as laid down in the constitution. However, the Chairperson’s main job is to guide the course of meetings and see that all business is transacted not only in a proper manner but interestingly, so that the interest of members is held and they are encouraged to attend future meetings regularly and to participate in them. Without a Chairperson to control it, a meeting would drift along aimlessly. When chairing a meeting, it is important that the person in the Chair is impartial, s/he would usually summarise any discussion before calling for a vote and would not usually vote themselves unless the vote was tied. It is the Chairperson’s job in meetings to ensure that everyone is able to speak and that the general rules of debate are followed. Usually all comments or questions should be made through and to the Chair, not directly to the person concerned unless, that is, it is a question and answer session. 
The Vice Chairperson

The Vice Chairperson’s job is to share the workload of the Chairperson. He or she also deputises for the Chairperson in his/her absence. It is not necessary to have a vice Chairperson if you have a small association where the Chairperson’s workload is not that great.

The Secretary

The Secretary’s role includes:

· Letting people know the time, date and place of the meetings
· Arranging the venue if the association does not have one of their own

· Helping to prepare the agenda for meetings.

· Taking notes (minutes) of the meetings.

· Receiving and sending out mail on behalf of the Association.

· Gathering information and correspondence together so that everyone sees them.

· Keeping minutes, agendas and correspondence in accessible files.

· Keeping an up to date list of members, if necessary. 
· Producing, with other committee members a newsletter for residents in the association’s area of benefit

· Keeping records of committee members names addresses & telephone numbers

· Keeping records of conflicts of interest

Associations can generate a great deal of work, which often falls on the secretary. It is good to divide and share out some of the tasks. Being a Secretary does not have to involve typing and other skills; minutes can be taken in a notebook and the job rotated at meetings. Typed notes for the membership can be distributed when necessary and the minute book should be kept available for anyone to look at. Minutes of a meeting should be ‘signed off’ by the Chairperson at the next meeting as an accurate record of that meeting. Minutes of all meetings (AGM, General, and Committee) should be available to all members to see on request (7 days notice). 

The Treasurer

The Treasurer has the responsibility for the finances of the Association. This means keeping a written record of any money coming in and going out of the Association’s account. If it is a new association, the Treasurer should make sure that either a bank or building society account is opened in the Association’s name, with at least two people named as signatories. All decisions about finances should be made at meetings and statements of the account should be available at each meeting for members to see.

The Treasurer must:

· Keep a record of money received and issued from the account/s.

· Issue receipts for money received.

· Pay bills.

· Keep the Committee informed about the financial position of the group by doing a written statement and bringing books etc. to meetings.

· Prepare statements for the Annual General Meeting.

Advice on Handling Money

1. At least two Committee members will be authorised to sign cheques on behalf of the Committee. All cheques must require two authorised signatures. The signature holders cannot be related to each other nor can they live in the same property. The Committee may authorise further Committee members to be signatories as appropriate.

2. Blank cheques should never be signed.

3. All invoices should be marked ‘paid’ and have the cheque number, date and initials of the person signing the cheque The person who makes out the cheque must, at the same time, complete the cheque stub, date, amount, payee and brief description. Cheque stubs should always be kept in a safe place.

4. All accounts, including the cash book, petty cash book etc. should be kept up to date and made available for inspection at each Committee meeting.

5. Record of accounts should be kept for a minimum of three years.

6. A Sub-Committee can be created to support the Treasurer in their work.

Petty Cash

1. A float of up to £50 can be kept. It should be kept secure.

2. Petty cash should only be used for small items (e.g. costing up to £15). Anything more should be paid by cheque.

3. Petty cash payments should be made on petty cash vouchers accompanied by a detailed explanation and receipt.

4. All receipts should be stapled to the completed petty cash voucher and kept in the petty cash box together with the cash balance of the float.

5. All monies drawn for petty cash purposes should be authorised by the Treasurer.

Paying-in money/cheques

1. All cash received should be banked; it should not be kept with petty cash or used as petty cash. A receipt should be issued for all items of cash received.

2. A record of all payments into the bank account should be kept with the date, amount, payee, description, and type of income or transaction. The bank paying-in book could be used for this purpose.

Payments

1. All payments over an agreed limit of, for example £50, should have prior consent of the Committee.

2. Payments should only be made if supported by a proper invoice/receipt.
Reports

1. A simple report on income and expenditure should be produced annually and presented at the AGM.

2. An independent person should check this report.

3. At each AGM the account books, petty cash books and receipts should be made available for inspection if required by members.

The Area Housing Forum Voting Representatives
The Area Housing Forum voting representative’s role includes:

· Representing views of the Association at the local Area Housing Forum.

· Reporting to the Association on any matters arising from the local Area Housing Forum. 

· Making sure items requested by the Association are put in writing to the Forum Chair and are placed on the agenda of the Area Housing Forum.

· Reporting to the Association any policy issues discussed at the Area Housing Forum and make Area Housing Forum agendas available at every Association meeting
· Bringing any correspondence they receive as Area Housing Forum representatives to Association meetings
At the local Area Housing Forum meetings, only the named representatives will be allowed to vote. It is important that the Area Housing Forum representatives discuss matters coming up in the Forum meeting with the whole Association, as representatives are often expected to give a view at the Forum on items. Agendas for the Area Housing Forum should be distributed at least ten days before the meetings so that the representatives can give a view based on discussion with their Association. Area Housing Forum representatives should ensure that reporting from the Forum is a standing item on the Association agenda.

Forum Representatives very often become ‘the known face’ of the Association and as named representatives, will often be the person first contacted by the Council for a wide range of issues.

Other Roles

You may want to give other Committee members responsibility for specific things, such as fundraising, leaflets and newsletters or social activities. This encourages people who may not feel ready to Chair a meeting to take an active role in the Association and also helps to make sure that activities do take place.

Trustees

The Association may appoint or elect up to four trustees. These trustees will act for and on behalf of the Association in any business or legal document that requires a formal signature by the Association.
MEETINGS AUDIT/CHECKLIST

Please mark yourselves against this Check List    



 Yes       No
1. Everybody there on time including me 

2. Clear agenda circulated in advance, read by me 

3. Each agenda item explained to my satisfaction 


eg: 'To discuss', ‘To Explain', ‘To Consult, To Decide’ 

4. Papers circulated in advance where necessary 

5. Each individual has the right papers in possession including me 

6. Room arranged to maximise/facilitate discussion 

7. Visual aids available and OK to use 

8. Somebody to take notes - notes taken by me for my benefit 

9. Arrangements for managing interruptions 

10. Chairperson present and ready to start, on time 

11. Each agenda item clearly introduced and placed in logical order 

12. Positive discussion - structured in order of: FACTS, 



DISCUSSION, DECISION 

13. Each individual fully participates where competent to so do 

14. Each agenda item positively concluded with Action Point(s) 

15. Everyone knows WHTBD * as a result of discussion 

16. No red herrings 

17. No witch hunting 

18. Next meeting date fixed 

19. Problem solving rather than informative 

20. Was it worthwhile - did I invest my time wisely? 

* What Has To Be Done 
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