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Responsibilities





Before the meeting:-





Liaise with Secretary, Treasurer, Committee Members and staff as appropriate, to draw up an agenda and confirm arrangements for the meeting.





Be well prepared on topics to be discussed.





Be aware of the goals of the meeting.





Be aware of the time limits imposed by the organisations standing orders and constitution.





Contact and brief new Committee Members or arrange for it to be done.








At the meeting:-





Act as Chair of the meeting.





Start the meeting on time and keep to time limits while allowing for adequate discussion.





Keep to the agenda.





Encourage all members to participate in the discussion.














Be aware of when discussions are no longer productive and bring them to a conclusion by reviewing the points made.





Should a vote be required, clarify the voting procedure and clearly state the proposals.  In the event of an even split, the Chairperson has the casting vote.  State clearly the agreed outcome of discussions and vote.





Arrange the date of the next meeting.








After and between meetings:-





Liaise with the Secretary, Treasurer, Committee Members and staff as appropriate over any action to be taken as a result of discussion taken at the meeting.





Represent the organisation and act as spokesperson when required.





Be available for consultation as necessary.





Ensure that the organisation's staff and volunteers are supervised and supported.





Take overall responsibility for legal, health & safety, and insurance matters.





Responsibilities





To deputise for the Chairperson in their absence.





Adopt the responsibility and authority of the Chairperson when appropriate.





To co-operate with the Chairperson to encourage and promote the work of the organisation and Management Committee.
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Skye & Lochalsh Council for Voluntary Organisations


Tigh Lisigarry Bridge Road Portree 


Isle of Skye IV51 9ER


Tel 01478 612921 Fax 01478 613341 


(


ADVICE, INFORMATION & PRACTICAL ASSISTANCE For COMMUNITY GROUPS


in the local area


(


Annual Membership of Skye & Lochalsh C.V.O 


costs from just £15.00 per year for small community groups – take a look at the benefits this brings…


(





FREE ACCESS to  Funderfinder


 to help you identify funding sources





FREE ACCESS 


to Outreach sessions





FREE LINE ENTRY 


in the Community Groups Register





50% DISCOUNTED MEMBERS RATES 


on all our photocopying,


desk-top publishing &


administration services plus venue hire and videoconference facility





FREE PROMOTION of events, fundraisers, volunteer opportunities etc plus a forum for exchange of ideas 


on our website   www.slcvo.org.uk








Every care has been taken to ensure information given is accurate and current.


SLCVO cannot accept any responsibility for claims  arising from error or misinterpretation.


Updated May 2007








  The Roles of























The


Chairperson


And


Vice-Chair





�





For information on the roles of other office bearers  plus guidelines on running good meetings 


please ask to see our full range of leaflets.
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