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P2: SETTING UP A COMMITTEE








 


A good committee can make a real difference to a group.  It is important to spend some time discussing the different roles and responsibilities of committee members, so that everyone understands what they are supposed to do.





The size of a committee and the roles of members will vary from group to group.  However, a basic committee would usually include a Chair, Secretary and Treasurer (sometimes called the “Honorary Officers”), together with general committee members.





When starting up a committee you need to think about numbers.  You need enough committee members to make sure that group members are represented and you can share ideas and skills.  However, a very large committee can become unworkable.





Many groups decide to state the number of committee members, and would agree for example to have not less than 3 and no more than 15.  Using “odd” rather than “even” numbers can be useful, if the committee needs to vote on difficult issues.





The size of your committee will depend on how many people are involved in your group, and how many of these people are willing to help with the day to day running of the group.
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Roles and Responsibilities:





The Chair - is responsible for planning and running meetings.  During meetings they keep order, help deal with differences of opinion and make sure everyone has the chance to speak.  They also act as the spokesperson for the group, and make sure that the group sticks to its aims and objectives (see also Information Sheet B2 – 


The Role of the Chairperson).





The Secretary - helps the Chair to plan meetings and is responsible for ensuring that any paperwork required for the meeting, e.g. an agenda, is either sent out in advance or is available at the meeting.  They take and distribute minutes or notes of committee meetings.  The Secretary deals with correspondence and passes on information to other committee members.  They also send out information and publicity about the group.





The Treasurer - is responsible for seeing that any finances that the group has are handled properly.  They must ensure that money is spent correctly and bills are paid.  They must keep up to date records of money coming in and money going out (income and expenditure), and ensure that money is banked in the group’s own account (see  also Information Sheet D1 – Opening a Bank or Building Society Account).





The Treasurer should give regular financial reports to the committee, and can co-ordinate grant applications and fundraising activities.





Many groups have other “officers” to help run the group, and these could include:





Vice Chair - stands in for the Chair at meetings and outside events,





Publicity Officer - arranges distribution of information and publicity about the group, and any events being held.  They also liase with the local press, write press releases, and produce newsletters/leaflets,





Fundraising Officer - co-ordinates fundraising events and grant applications,





Social Secretary - co-ordinates social events, books venues and entertainment and also takes bookings.





Your group will need to decide what type of committee structure it wants to have.  This may change over time.  For example, if the group develops new activities you may want to increase the size of the committee to share the workload.  Whatever the size and structure of your committee, the key point to remember is to keep each other informed, and hold regular meetings to discuss new ideas and any issues that may arise.  For more information contact:





Community CVS





								    





http://www.communitycvs.org.uk/











