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SOURCED FROM  THE “MANAGING TOGETHER” SERIES BY JANE CLARK FUNDED THROUGH CPA
1. THE OVER ALL ROLE OF THE VOLUNTARY BOARD OF MANAGEMENT (VBOM)
· To ensure that the organisation has an appropriate legal structure and is representative and inclusive of people from all parts of the community;

· To develop the over all vision, aims and objectives of the organisation;

· To make policy decisions and / or changes and develop internal policies, procedures and appropriate codes of practice;

· To ensure that all members of the staff, the Board and volunteers abide by the policies and procedures of the Projects;

· To ensure that the Projects fulfills it’s legal obligations;

· To take on the role as employers, ensure the Project follows good employment practice and delegate responsibility for staff support and supervision to a Staffing Sub-group;
· To delegate responsibility for the day to day running of the Project to the Project Co-ordinator and staff;

· To ensure accountability for all finances and delegate the management of that to a Financial Sub-group and the Co-ordinator / Administrator;

· To contribute to the development of the Projects Three Year Strategic Plans and ensure ongoing review and planning takes place;

· To ensure that all members of the VBOM have appropriate training to carry out their role;

· To positively represent the organisation to outside groups and media etc.;

· To ensure that the Project is in touch with the needs of the community and be open to feedback and consultation.

2. EXPECTATIONS OF INDIVIDUAL MEMBERS OF THE VBOM
· Be committed to the aims, objectives, policies, procedures and codes of practice of the Project and will to work as part of a team to implement them;

· Be prepared to take responsibility as a member of the VBOM for decisions which are made and to see that those decisions are put into action;
· To be familiar with the policies, procedures and Strategic Plan of the Project;
· To follow through on any work that has been allocated and be willing to take part in activities outside of the meetings e.g. participation in training, visits to other groups, sub-group work etc.;

· Be prepared to actively support and promote the work of the Project;

· Maintain boundaries and confidentiality of the Project and act in the best interests of the organisation  through working from agreed codes of conduct.

3.  ROLE OF THE CHAIRPERSON
· Assist everyone to be involved in the process;

· To have an overview of the long term aims and vision of the Project;

· Be a spokesperson and representative for the group as required;

· Help the VBOM to stay focussed at the committee meetings and prioritise and develop policies as they are required;

· Responsibility for making decisions in between meetings;

· Encouraging openness, honesty, inclusiveness and prevent hidden agenda’s from forming;

· Ensure that the agreed codes of practice are operated from and that decisions are carried out.

3.1 ROLE WITHIN THE MEETING:

· Liaise with the Co-ordinator and Minutes Secretary prior to each meeting to ensure all relevant issues are on the agenda;

· Make sure that the meeting starts and finishes on time;

· If new people are at the meeting make sure introductions take place and that new people feel welcomed and included;

· Briefly introduce each item on the agenda or get other relevant party to do so;

· Encourage people to stick to the point and be efficient at reaching decisions;

· Try to reach decisions through consensus and  ensure that each decision is recorded in the minutes by the Secretary;
· Make sure that all parties at the VBOM are clear about the decisions and who has to do what by when;

· Follow through the agenda and try to make time at the end of the meeting for checking in with people as to how the meeting went.

3.2 USUAL AGENDA FOR MEETINGS:

· Apologies for absence;

· Going through agenda and add  “Any Other Business” issues if required.

· Read Minutes of the last meeting / record any changes to Minutes / approval proposed and seconded and signed by the Chairperson;

· Matters arising from the minutes;

· Co-ordinators report on progress of the work; 

      ( This is often better if sent out prior to the meeting so that VBOM who have a   

      question can ask at the meeting, rather than take up a lot of time by having to 
      read them out )

· Report back from any Sub-groups work as required;
· Correspondence;

· Any other business;

· Date and time for the next meeting

4.  ROLE OF THE MINUTES SECRETARY

· To link in with the Chairperson prior to the meeting to develop agenda;
· Ensure that that everyone is clear on the time and date of the next meeting, and that the Minutes of the previous meeting, the Agenda and the Co-ordinators Report are sent out prior to the meeting taking place;

· Ensure that the meeting room is available and organised ready for use;

· Ensuring appropriate people are informed about correspondence in between meetings;

· Keeping copies of correspondence and ensuring it  is filed properly;

· Keep the VBOM membership names; addresses and telephone numbers up to date.

4.1 ROLE IN THE MEETING:

· Ensure that the Chairperson signs and dates the approved  minutes;
· Write up the minutes and stick with decisions that are agreed at the end of each subject, ask for clarification if not sure what has been decided;

· Reading out any correspondence received and getting approval for response of required;

4.2 AFTER THE MEETING:

· Ensure that the minutes are typed up as soon as possible after the meeting and sent out a week before the next meeting to Committee members;

· Put copy of approved, signed and dated Minutes into the Minutes file or book;

· Keep the Minutes book up to date and in a safe place.

4.3 USUAL FORMAT FOR WRITING MINUTES:

· Name of Project;

· Description of meeting, e.g. VBOM meeting or Sub-group meeting;

· Date and year;

· Members present including surnames and apologies for any absences;

· Any others present in an external capacity;

· Corrections to previous minutes and who proposed and seconded approval of minutes;

· Matters arising / separately itemized / decisions only;

· Record the Co-ordinators Report and Reports from any Sub-groups were read and approved as well as any questions or issues arising / record decisions only if  required;
· Correspondence;

· Any other business separately itemized / decisions only;

· Date, time and venue of the next meeting.

5.  ROLE OF THE COMPANY SECRETARY

· Keeping the Companies register up to date e.g.  names addresses and telephone numbers of Members and Directors;
· Making sure that the AGM is held  within 18 months of the Project becoming a Ltd Company and every 15 months after that;

· Make sure that proper notice is given of all VBOM meetings and that they are run according to the Articles of Association;

· Ensure that minutes are being filed in the Minutes Book;

· Make sure that the  Finance Sub-group have the income and expenditure are prepared and  properly audited in time for the AGM and sending to funders;
· Send the annual Audited Accounts to the Companies Office along with an up-dated list of Directors using a B1 Form. The return must be completed within 60 days of the AGM and a copy signed by the Chair and Secretary sent to the Companies Registrar.
· Copies must be kept of all annual returns and accounts;

· Notify the Companies office of  within 14 days of any change of  Directors or home addresses etc.;

· Ensure that the Certificate of Incorporation is displayed publicly;

· Ensure Companies name and registration number is on letter heads;;

· Notify the Companies Office of any changes to the Memorandum or Articles of Association;

· Ensure all legal agreements or contracts are properly discussed by Directors;

· Keep all legal documents in a safe place.

6.  ROLE OF THE PUBLIC RELATIONS OFFICER
In consultation with the Chairperson, Co-ordinator and VBOM (if serious issue arises) to:

· Promote a positive public image of the Project;

· Deal with the media;

· To work as part of team on the PRO Sub-group and report back to the VBOM on behalf of the Sub-group;

· Find different methods to provide information to the public on the work of the Project.

7.  ROLE OF THE TREASURER

· To work as part of team on the Finance Sub-group and report back to the VBOM on meetings of the Sub-group;

· Ensuring that records are kept of all income and expenditure;
· Working in conjunction with the Co-ordinator / Administrator to prepare monthly or quarterly financial reports to the VBOM;

· Ensuring that the annual accounts are audited on time;

· Working in conjunction with the Co-ordinator / Administrator to give a report on the financial accounts at the AGM;
· Ensuring that the VBOM have the necessary information to understand the Projects current financial position in order to plan for the future and make decisions on how resources can best be used to fulfill the aims of the Workplan;
· Ensuring that the Project has a good system in place for keeping accounts and a set of procedures in place;

· Being a joint signatory of cheques on behalf of the VBOM;

· Working in conjunction with the Co-ordinator / Administrator to deal with the bank  or Accountant on behalf of the VBOM.

9.  ROLE OF STAFF LIASON OFFICER

· To work  as part of team on the Staffing Sub-group and to report back on the work of the Sub-group to the VBOM;

· To deal with staff and Human Resource issues for staff in conjunction with the Co-ordinator and Staffing Sub-group;

· To ensure that the Co-ordinator and all staff receive the support they need to carry out their role well;

· To ensure that staff have access to training to develop their skills in the role;

· To work in conjunction with the Co-ordinator (if appropriate) and the staffing Sub-group to manage the Projects recruitment procedures;

· To work in conjunction with the Co-ordinator to carry out the Projects annual appraisal procedures;

· To ensure that the Project operates from good practice as employers and deals with grievance and disciplinary issues quickly and efficiently.
8.  RECOMMENDATIONS FOR  

SUB-GROUPS
There are two kinds of Sub-groups. One for delegating internal management issues too and the other, which can relate to areas of work. 

Each Internal Sub-group should have a member of staff, 1 or 2 members of the VBOM, and someone with external expertise if required. 

External Sub-groups related to areas of work could include a member of staff, 1 or 2 members of the VBOM, someone with specific expertise if required and where possible, people from the community or Project users. This helps to build the capacity of new leadership for eventual inclusion at VBOM level within the Project.

The following guidelines are useful:

· Be clear that the Sub-group will contribute to the overall effectiveness of the VBOM;

· Ensure that each Sub-group has a clear  purpose, a Terms of Reference outlining decision making parameters, how membership will change, reporting back mechanisms and codes of practice etc.;

· If it is a short term piece of work set a clear time frame for it to be completed;

· Ensure that everyone involved understands what needs to be brought back to the full VBOM for final ratification.
