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There are basic procedures to follow that provide solid structures for operations - large or small.  Many of these procedures are common to all kinds of Committees throughout the community, not just Committees of Management.  

Committees of Management are made up of various positions held by its members who undertake the role and assume its responsibilities.  At its first meeting, the Committee should elect a Chairperson.  Office bearers should also be elected and all appointments recorded in the Minutes.

Each Committee requires a:

· Chairperson
· Vice-Chairperson
· Secretary

· Treasurer

· General Members

Committees may also need an Assistant Secretary and Assistant Treasurer; smaller Committees may combine the Secretary and Treasurer roles.    It is good practice for the role of Chairperson and Treasurer to be held by different Committee members from an audit viewpoint.  
The Instrument of Delegation or Licence Agreement sets out the committee structure requirements and term of office.    Council will consider formal requests from the Committee to alter the committee structure or term of office.
No person (or a person in absentia) can be elected as an office bearer if that person is knowingly not going to be present at a meeting for a period of more than 4 months.
Chairperson

Every Committee of Management must have an appointed member as Chairperson.  The key responsibility of a Chairperson is facilitating the operations of the Committee.

In general, the Chairperson coordinates things to ensure that all members of the Committee have the chance to play an active part in the Committee and that everyone feels informed and included.  The duties of the Chairperson include:

· Providing coordination, guidance and leadership to ensure the successful functioning of the Committee

· Representing the Committee in the public domain

· Responsibility for ensuring the administrative and other tasks from meetings are carried out
During meetings the Chairperson is responsible for ensuring:

· Meetings are correctly convened

· A quorum is present for all decisions

· Meeting decisions are properly minuted

· The maintenance of order

· The business of the meeting is conducted whilst keeping the discussion focussed on the business of the meeting and to clarify points and ensure that everyone understands the decisions being considered

· Minutes of meetings are signed

The Deputy Chairperson will chair the meeting if the Chairperson is absent from any meeting.   If there is no Deputy Chairperson, the Committee may temporarily appoint another of its members as the Chairperson.   

The Chairperson may vote on any motion considered by the meeting.

Secretary

The key responsibility of a Secretary is the administration of the Committee.

The Secretary’s duties include:

· All administration of the Committee and maintaining all records
· Receiving all incoming correspondence, if required bring it to the attention of the Committee and/or where necessary writing and dispatching all outwards correspondence required by the Committee.  A report listing all incoming and outgoing correspondence, along with progress reports on any works being done should be presented to Committee Meetings
· Keeping Committee members properly informed by sending them notices of meetings, copies of agendas, correspondence, reports, etc. as required
· Taking and recording Minutes of all meetings and distributing copies to Committee members
· Liaising with the Chairperson between meetings so that the business of the Committee is attended to and, in consultation with the Chairperson, to call extraordinary meetings as required
Treasurer

The Treasurer is responsible for keeping the Committee’s financial records in good order.

The Treasurer’s duties include:

· Maintaining a bank account in the name of the Committee.  Signatories to the account  should be:

1.  Chairperson

2.  Secretary

3.  Treasurer

with any two to sign
· Banking money received within fourteen (14) days of receipt and recording detail 

· Paying accounts as authorised by the Committee
· Keeping all invoices, receipts, cheque butts, bank statements etc. for audit purposes
· Reporting at each Committee meeting by presenting a simple Financial Report and Bank Reconciliation Statement which provides current details on bank balances, transactions since the previous report, the Committee’s current financial position and any other information that the Committee may require 

· Prepare and present an annual financial report detailing the statement of financial position and operating statement to the Annual General Meeting 

Examples of a Financial Report (Report GEN6/05) and a Bank Reconciliation Statement (Report GEN7/05) for the Treasurer to submit to the Committee are contained in Forms and Examples.
Committee members who are not office bearers

Non-office bearing members’ duties include:

· Actively participating in Committee activities and business
· Managing the facility, including preparation and implementation of management plans, financial plans and business plans, and subsequent reporting against those plans
· Attending all Committee meetings, and participating in decision making
· Bringing to the Committee’s attention any identified problems or issues
Non-members as office bearers

Committees of Management may find it useful to appoint someone on a voluntary basis who is not a Committee member, but has relevant skills, to undertake particular tasks such as bookkeeping and secretarial work.

DEALING WITH RESIGNATIONS
There are two common types of resignations: a resignation of an office bearer who will remain on the Committee; and a resignation of a member who will leave the Committee.  Members who decide to resign and leave the Committee should aim to give reasonable notice so that a new member can be recruited, if necessary.

To resign from any office bearer position, but not from the Committee, a written resignation must be submitted to the Committee, which must accept and record the resignation in the Minutes and then elect another member to fill that position.

In all cases, a resigning member must hand over all Committee records to the Committee of Management.

FILLING A CASUAL VACANCY
A casual vacancy on a Committee should be filled if:

· There is more than 12 months of the Committee’s term remaining
· The Committee can no longer function or perform its duties, e.g. the Committee has less than five people or a quorum no longer exists
· The Committee wishes to fill the vacancy

· Council wishes to fill the vacancy
The candidate who fills the vacancy is appointed only for the remaining period of the original member’s term.

The Committee is required to advise Council of a new committee member. New members are required to be formally appointed by Council.
REMOVING A COMMITTEE MEMBER
Committee positions can become vacant for any of these reasons:

· A Committee member is absent for three (3) consecutive meetings without the Committee’s approval
· A Committee member is convicted of a serious offence
· A Committee member becomes incapable of performing Committee duties (for example, chronic illness)
· A Committee member is in breach of the Instrument of Delegation
Removal for non-performance

It is a difficult and subjective judgment to make that a fellow Committee member is not performing i.e. not carrying out their Committee duties satisfactorily.

If this issue arises, the first step should be for the Chairperson or whole Committee to discuss the matter with the member concerned.  Often this will resolve the issue, with either the member accepting that more is required of him/her or the member resigns.

If the poor performance continues and the member is reluctant to resign, the other Committee members should seek appropriate advice from Council.
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