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Executive committee

The officers of the committee will be the executive committee, which will oversee the day to day running of the section.  They, as an executive committee, may agree responsibilities and funding applications or any other matters, which can be agreed outside of committee meetings.  In most cases, the policies and rules agreed and developed by the executive committee, must be put to the full committee for agreement and ratification.

The main responsibilities of the Chair

· Between meetings, to act as the official spokesperson for the organization.

· To inform the committee of any decisions taken between meetings.

· To inform the committee of any developments.

· If urgent decisions must be made between meetings, the Chairperson must determine whether or not to call a full committee meeting, or to exercise Chair's action.  This should be used only for decisions, which either genuinely cannot wait or simply did not justify a full Committee meeting.

· Any action taken under Chair's action must be reported to the next committee meeting.

· As with any organization, it is expected that the Chair will have to make difficult decisions, which may have little or no precedent within the organization.

The role of Chairperson

· To ensure that committee meetings are held regularly.

· That all agenda items are discussed fairly but in a strict time allowance.

· Ensure that meetings are conducted appropriately.

· A summary of the outcome, conclusions, decisions etc. of any meetings, are minuted/ documented accurately, and sent to all committee members.

· Ensure that an agenda is in place prior to meetings.

· Ensure that AGM's and EGM's fulfill requirements.

· Ensure that the work undertaken by the committee is in the interest of the section.

· Be aware of funding applications and the results.

· Ensure accurate accounts are kept.

· Oversee and ensure that letters, articles and publicity are accurate.

· Ensure that all matters relating to the section are undertaken efficiently.

· Delegate any responsibilities effectively.

· Be aware of all matters relating to the section.

Main responsibilities of the Secretary

· All correspondence both in and out must be noted on the agenda for the forthcoming committee meeting.

· Take the correspondence to the meeting for discussion, reading out any important letters. No current correspondence should be filed until after the committee has received and approved both inward and outward mail.

· Conclude all letters by typing your full name above the designation, and sign in your usual way.

The role of Secretary

· To work effectively on behalf of the section.

· To act as recipient of all letters and correspondence associated with the section.

· To ensure the chairperson is informed of all matters relating to the section.

· To ensure that the treasurer receives all items in connection with finance.

· To ensure that the chairperson, treasurer and/or other executive committee are aware of time scales and dates of meetings, events, funding applications and any other matters.

· To ensure that mailings are sent and received within the time scales dictated.

· To act as liaison between members and committee activities when required.

The main responsibilities of the Treasurer

· The role of Treasurer is different from that of other committee members.  Because the treasurer dealing with the finances of the organization, he or she holds considerable responsibility, yet has no absolute power over the way in which financial resources are used.  In extreme circumstances, the treasurer may be allowed to exercise a veto on spending but generally decisions on the spending of money must be reserved for the committee as a whole.

The role of Treasurer

· To keep accurate accounts.

· To ensure the chairperson / committee are aware of over / under spends in time to take appropriate action.

· To ensure that all claims for expenses are actioned swiftly.

· To take charge of petty cash, and keep relevant accounts of it.

· To ensure that the countersigning of claims forms, cheques etc. are appropriate.

· To be responsible for the accuracy of funding applications.

· To be responsible for funding applications.

· To be responsible for obtaining receipts for any expenditure.

· To ensure event monitoring forms are received by head office in the appropriate time scales.

· To ensure treasurers report is available at all committee meetings.

· To ensure an end of financial year/AGM report is provided.

· To ensure that the executive committee are aware of all matters relating to funding and finance at any given time.

There are two supporting policy documents regarding the roles and responsibilities of committee members.

Doc AS/CM.1/001 and AS/RP.03/001
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