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Roles and Responsibilities of Committee Members SVS Fact Sheet
Duties of All Committee Members

Committee members collectively have overall responsibility for meeting an organsations legal duties and responsibilities, ensuring it is properly managed, accountable for its actions and finances, is sustainable and viable and for promoting good practice in all its activities. The committee is responsible for the overall governance of the organisation and should consider adopting the Code of Good Governance published by the Governance Hub which sets out best practice in governance.
Committee members should prepare for meetings by reading the papers, attend regularly or give apologies for unavoidable absence and ensure they understand issues fully before taking decisions or actions including seeking professional advice if it is an area beyond their expertise. The key is to exercise due diligence and reasonable scrutiny of the organsations affairs on behalf of its members 

In exercising their decision making powers on behalf of the organisation Committee members should declare if they have any potential areas of conflict of interest or where they could be considered to have received an undue personal or financial benefit.  Ideally members of the same family should not occupy the key roles or form a majority of the committee nor should 2 family members sign cheques or count cash without an external signatory or committee approval. This is to provide both them and the organisation with a reasonable degree of transparency and protection from allegations of collusion or maladministration.

Legal duties include

· Meeting the objectives set out in the Constitution
· Ensuring the organsations complies with the rules laid out in its Constitution and acts legally in all its activities including seeking professional or technical advice where necessary  

· Acting in the best interests of the organisation and its beneficiaries (if a charity) or its members (if not a charity) and not fro personal gain or advantage.
· Attending committee meetings regularly and working jointly with other committee members.

· Declaring any interest in a contract or other decision that could lead to a conflict of interest and not participating in any aspect of decision making about this.

·  Providing proper accounts of the organsations activities to its members, funders and regulatory bodies such as the Charity Commission, Companies House including providing annual or directors reports as required by law and ensuring accounts, annual returns and other required information is filed on time.
· Ensuring resources and assets are used to solely pursue its objectives and are effectively managed.

· Keeping briefed and up to date about the organsations activities and actions so that decisions are well informed

· Staying up to date with and ensuring compliance with relevant legislation that may affect the organisations work and direction

· Ensuring effective health and safety procedures are in place and complied with for all its activities and premises 
· Ensure an organisational risk assessment is undertaken and minimisation procedures put in place 

· Ensure adequate insurance cover is taken out and policies are regularly reviewed against current activities and risks.
· Ensuring the organisation meets all contractual and other obligations including employment contracts and law, funding agreements or contract conditions, premises or equipment licences, leases and other regulatory requirements relevant to its activities e.g. street collection licences  or safeguarding  children or adults polices.
Managerial Responsibilities

· Setting overall policy and objectives including those in short , medium and long term planning

· Identifying and considering future developments or new areas of work 

· Establishing systems to review, monitor and evaluate the organisations work and performance on a regular basis

· Being a good employer with proper systems and procedures in place to ensure effective support and supervision of ( senior) staff and volunteers 
· Ensuring implementation and monitoring of relevant policies and procedures including equal opportunities policies and anti discriminatory practice.

· Promoting and publicising the work of the organisation and acting as an ambassador to further rt is work and object including ensuring that personal behaviour or circumstances are not likely to bring the organization into disrepute.
Disclaimer
SVS does not represent or guarantee that the information on this briefing is accurate, complete or up to date. SVS does not accept liability for any loss, damage or inconvenience due to the use of; or the inability to use any information contained in this briefing. Visitors who use this briefing and rely on any information do so at their own risk. 
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