[image: image1.png]Pss

Greater Manchester
Voluntary Sector Support



[image: image2.jpg]Greater Manchester Centre for Voluntary Organisation

St Thomas Centre T0161 277 1000 Funded by

Ardwick Green North F0161 273 8296

Manchester M12 6FZ E gmevo@gmevo.org.uk AGMA o
GREATER MANCHESTER

www.gmcvo.org.uk AUTHORITIES

Registered charity no. 504542. Company limited by guarantee registered in England no. 1223344, Registered Office as above




[image: image3.jpg]GMCQVO




      



A committee is a group of people who have been elected and appointed to make decisions on behalf of a voluntary and community group (also known as a board of directors, board of trustees or management committee).  

Any voluntary organisation needs a committee of people who will organise how the group is run. The committee function ensures that decisions are made in a democratic way, with members taking on collective responsibility for the group.  

How does it work?

The committee is responsible for holding regular meetings to make sure the organisation follows its aims and objectives in accordance with the law. All committee members have a duty to ensure that the organisation manages its finances properly and that any activities carried out (or decisions made) are in the best interests of the organisation. Even if an organisation employs staff, the ultimate responsibility for the organisation lies with the management committee. 
Your governing document (or constitution) should state how committee members are voted onto the committee, for how long they serve, and how regularly they should meet. 

Having an induction process for new management committee members can help to engage them from the start. If your organisation is a registered charity, then your organisation must abide by charity law (in this case your management committee members will be known as trustees). Even if you are not a registered charity, you can still follow charity law as good practice.
Sub-committees

If necessary, the committee can organise a sub-committee to take on specific tasks such as finance or organising an event. A sub-committee is a useful way to manage extra work or activities that require special care and attention. A 
sub-committee can meet away from the main meetings to tackle a key issue and report back to the main committee.

Honorary officers

Honorary officers are usually the three people who have specific responsibilities as well as being management committee members. The honorary roles are usually Chair, Secretary and Treasurer. Some organisations choose to have a vice or secondary roles as well, in case replacements are ever needed.

· The Chair - The chair is often the spokesperson for the organisation, particularly when there are no paid staff to do so.  They also chair the meetings of the management committee. A good chair will be prepared for meetings and be able to answer any relevant questions that may be raised by the committee. It is important that the chair is supported by the rest of the committee and doesn’t take on too much of the work.
· The Secretary - The main job of the secretary is to keep minutes of meetings and to distribute them to management committee members. Any other roles that the secretary takes on can be decided by the management committee.
· The Treasurer - The duties of the treasurer can depend on the size of the organisation. In a large organisation with paid staff (who may undertake the day-to-day finance work), the treasurer has more of a planning and authorising role. In a smaller organisation, the treasurer is responsible for keeping petty cash, looking after accounts, cash books and getting cheques signed.

Common problems
· Power – Avoid the pitfall of having one person in control of the organisation and deciding everything that it does
· Laziness – There will inevitably be someone who does not pull their weight and will leave everything to someone else
· The quiet one – Being a committee member can be quite daunting. Make sure new members are not overwhelmed by what they’ve taken on and are given as much support as possible.





For any further information, guidance and support, �please visit www.gmvss.net
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Constitution – governing document or set of rules





Chair – lead role in the organisation, the one who chairs meetings





Treasurer – the person who is responsible for the group’s finances





Secretary – the person responsible for minutes and communications
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