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Committee members roles and responsibilities.  

Why do we need a committee?  What do they achieve?

Meetings are the formal setting for all committee decisions.  The quality of your decisions will depend on planning, preparation, and efficient running and chairing of meetings and the time you devote to team building.  The committee members of course make an effort to attend all meetings.  If you are unable to attend you should send your views and comments to the chair or secretary prior to the meeting.  Many committees will have a quorum (the minimum number of people who must be present for the meeting to take place) laid down in their policies and procedures or governing document. BBS Archery requires a quorum of one third of the committee. The BBS archery has a policy that requires members to resign if they have been absent without sufficient reason, of 50% of meetings per annum.

A meeting has many functions and should aim to: 

w Receive information

w Consult members on their opinions and feelings

w Discuss the important policy issues

w Make decisions

w Review or ratify previous decisions.

Good meetings are planned well in advance, with all participants clear about the terms of reference under which they are operating.

What are the components of a good meeting?
w A detailed agenda sent out at least  one week in advance

w Agenda items listed in a logical order, with the most important coming early in the meting.

w Clear, concise reports, which set out whether they are for information, discussion, or decision.

w An indication of the time allowed for each agenda item and an agreed finishing time.

w Accurate minutes that summarize discussion, state clearly any decisions taken and who will implement them, and further action to be taken, by whom, and by when.

Committee members should prepare for meeting by:
w Reading the papers and minutes




w Thinking about the issues to be discussed

w Making notes of points they wish to  raise

During a meeting, it is the responsibility of each member to contribute by:
w Joining in the discussion

w Putting forward constructive ideas

w Listening to others

w Maintaining interest in the discussion

w Looking for areas of common agreement

Disagreements and conflict are bound to arise but you should control your temper and personal antagonisms and avoid personality clashes.  Once a decision has been made, you should accept it and be prepared to support the majority decision of the committee if questioned, regardless of your personal opinion.

If you are chairing a meeting, you have a particular responsibility to keep the discussion focused, to stimulate discussion and draw out quiet members, and to recognize a potential decision when one arises.  From time to time, you may have to stop the discussion and test to see if the meeting is ready to move on and, perhaps, take a vote on the proposals being debated.

Minutes should be circulated as soon as practicable after the meeting, setting out a summary of the decisions taken and listing action to be taken with those responsible and dates for completion clearly stated.  This gives those unable to be present an early opportunity to learn what was decided, and provides a good checklist for those who have agreed to take action.

Meetings work best when members act as a team, appreciating each other’s experience and develop trust and mutual respect.

When groups of people come together to work as a team, it is very common for the group to go through four stages of development

Forming
When the group is still a collection of individuals, keen to establish their identity in the team

Storming
When working patens, the behavior of the members, and even the leadership of the group are challenged


Norming
When the group establishes its norms and how it will work

Performing
When the group becomes productive

If you accept this analysis, you will be prepared for an element of conflict and the time it will take for the committee to work together as an effective team.  Also when new members join the committee the group dynamic will change, and the process of development will be repeated.

The BBS Archery has a number of meetings per year, including the AGM.  Members are to be informed well in advance of venues, dates and times.

1
Committee members are required to attend committee meetings and the Annual General Meeting.  Notice and apologies must be given in advance if you are unable to attend.

2
Committee members are required to read and digest minutes and papers circulated by the executive committee, (officers.) prior to meetings.

3
Committee members are also required to respond to information received from the executive, when required, and by any date specified.

4
It is the responsibility of each individual committee member to represent all of the membership.

5
To ensure correct information is passed on to the membership, when issues are raised.

6
To ensure issues raised by the membership are brought to the attention of the committee in the correct procedures.  (raised as an agenda item, or put in writing to the executive.)

7
To ensure they are fully knowledgeable regarding rules and regulations of our internal structure ( committee policies and procedures ), those of our governing bodies (GNAS and BBS) and the proposed international rules and status.

8
To ensure that when representing the committee, they are representing the decisions of the committee and not their personal opinions.

9
To ensure that they inform the executive of any conflict or issue that may bring BBS Archery into disrepute. 

10
To have the interests of British Blind Sport Archery as a priority when representing BBS Archery, and not to confuse the interests of the archery with the interests of their own particular group, club or governing bodies. 

11
It is in our interests to ensure the smooth running of the archery, the development of the sport both home and abroad, and to ensure that the membership is treated equally and fairly. 

12
There are two supporting policy documents regarding the roles and responsibilities of committee officers. Doc AS/EX.02/001 and AS/RP.03/001

Adopted
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Amended

Nov 2005

You are required to read this document, sign the declaration and return it to the secretary.

Declaration
I



have read the above policy of BBS archery and agree to abide by the terms; roles and responsibilities laid down in this document.

Signed

Date

 5           

