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Community Change Board of Management 
The Management Committee is legally and financially responsible for all aspects of the organisation. Whilst it employs a Director to manage the day to day running and operational issues relating to the organisation it is the Boards responsibility to take major decisions on policy, strategic direction, objectives, employment and finances.

The overall purpose of Community Change having a voluntary Management Board is to ensure that:-

1. The organisation meets the needs of its members, its users and clients, and the community it serves.
2. The organisation is made up of: representatives of its members and is accountable to members, users and clients, funders and the community it serves.

3. Peoples experience or expertise in making decisions about the organisation is used to its full potential.

4. Donors and funders know that financial and other decisions made jointly from an organisational perspective and not just by one or two people.

5. It is open and transparent and those who the organisation is serving may be involved in the management and decision making process of the organisation

6. To be democratic 

The overall responsibilities of the Community Change Management Board is to:

1. Maintain a long-term overview of the organisation and all its work;

2. Make strategic and major decisions about the organisations objectives, policies and procedures;

3. Ensuring that the needs and interests of relevant people and bodies are taken into account when making decisions;

4. Ensuring that there are adequate resources (especially people and money) to carry out the organisation’s activities;

5. Monitoring the organisation, services its actions (or inaction) and development;
6. Ensuring good practice is maintained and promoted through its work and interaction with other communities, bodies etc

7. All activities are within the organisations governing document and for charitable purposes only;
8. Community Change meets all its legal requirements
Members and officers of the Community Change Management Committee

All members of the Board have legal responsibilities for the organisation not just the office bearers.  Whilst office bearers may take on specific duties within the committee the overall legal responsibility rests with the full committee.

The Board members provide oversight, support and guidance, ensuring that the organisation acts in accordance with its constitution and legal identity.  Different Board members have different skills and Community Change attempts to ensure that those skills are used to their full within the Board.  Different people take on different roles within the Board to spread the load and to make best use of an individual Board members skills and talents. 
In order to complete the various tasks which are required of a Board, the roles are divided amongst Board officers as is the norm in most community and voluntary organisations.
Community Change Board members stand for a period of two years and can serve for two consecutive terms after election (6 years in total). They must then stand down for a period of at least one year before being able to join the Board again. If Board vacancies occur during the year then new members can be co-opted  and then ratified at the next Annual General Meeting. Nomination papers go out for the Board at least 28 days before a AGM and all members are welcome to nominate a member to the Community Change Board. All nominations will then go before the AGM for ratification. At the first meeting of the new Board, within the terms of the constitution, officer bearers will be elected.
The Chairperson
The Chairperson is often the public face of the organisation and plays a central role in the organisation.  The Community Change Chairperson’s responsibilities include:

· Planning and running meetings – according to agenda and time.
· Being sure everything is covered and decisions are made when required.
· Keeping order – helping the Board deal with differences of opinions etc.
· Being sure everyone has a chance to speak.
· Ensuring the organisation makes and sticks to its policies and priorities.
· Represent the organisation as figurehead.
· Making essential or emergency decisions between the Board meetings.
· Helping workers deal with difficult situations.
· Helping to share the workload.
· Line managing the Director.
· Instigating whatever sub-committee/s the organisation requires.
· Ensuring the strategic direction of the organisation is compatible with the needs of Community Change members.

· Instigate debate and discussion re work of organisation, issues, planning etc.

· Ensure all policies and procedures are regularly reviewed and adhered to.

· Keep all members of the Board informed of all aspects of the organisations work.

· Meet with other office bearers and sub committees between meetings if required.

· Represent the organisation in different forums, training events, meetings etc.
· Actively promote the work of Community Change.
· Support other Board members and staff.

 The Secretary

The Secretary is seen as the engine of any community group/organisation including Community Change.  A lot of their work is behind the scenes but ensures that the work of the organisation is supported, assisted and recorded for accountability.  As Community Change is a Company Limited by Guarantee the Admin & Finance Officer acts as Company Secretary.  She therefore carries out some of the duties which a community organisations Secretary would do if they are not a Company.  The main duty of the Community Change Secretary is to perform secretarial duties for the Board at the Board meetings to record discussions, decisions taken and record actions to be taken. 

The Community Change Secretary’s responsibilities include:
Before Board meetings:-

· Help the Chair and Community Change staff  prepare for the meeting.
During Board meetings:-
· Take minutes and approve the minutes of previous meeting.
· Helping the Chair ensure that decisions are made when required and recorded.

After Board meetings:-

· Write up and circulate minutes from meeting.
· Follow through any action areas agreed at the meeting.
Other duties:
Ensure Community Change staff:

· Keep up to date committee members’ contact lists.
· Ensure Company Registry shuttle returns and Directors information is returned on time and kept up to date.

· Meeting with other office bearers and sub committees between meetings if required.

The Treasurer
The Treasurer acts on behalf of the Community Change Board to safeguard the organisations finances.  He/she is responsible for overseeing all financial transactions of the organisation.  The Community Change Treasurer’s responsibilities include:
· Ensure funds are used in accordance with the constitution, committee decisions, and conditions set by funding bodies.
· Provide the committee with regular financial reports and ensures accounts are ready and are available for an Auditor/Financial advisor and AGM.
· Oversee any financial work carried out by members of staff and should advise on any difficult situations.  Ensure organisational budgets are prepared & agreed.
· Ensure budgets within funding applications are accurate.  Present financial information to Board at each meeting of actual spend & financial planning.
· Ensure financial procedures are updated regularly and updated on a daily basis.

· Co-ordinate signatures etc with the bank.

· Build working relationships with the organisations bank.
· Chair the finance sub-committee and instigate meetings of same.
· Keep up to date with changing regulations relating to charity finance.

· Meet regularly with the Director with regard to organisations finance.
What all Community Change Board members should know?

Committee members should have access to the following information:-

· Constitution – summary of the main points, aims and objectives, procedures for meetings and elections.

· History – how, when and why Community Change was set up, its accomplishments, changes, past problems, etc.  Annual Reports, Minutes of meetings etc.

· Policies – summaries of each/where a copy is kept in building.

· Responsibilities – employment, finance, policy, planning, staff etc.

· Board structures – summaries of officer roles.

· Board members – names, addresses, phone numbers.

· Dates of meetings for the next 3 months.

· Staff and volunteer information.

· Accountability structure.

· Employment contracts – including disciplinary, grievance and redundancy procedures.

· Development and Operational plans.

· Funding: current and future.

· Financial reports – forecasts, budgets etc.

· Premises – lease, key holders etc. 

Conclusion

It is important to stress that whilst duties may be delegated to different members of the Board LEGAL RESPONSIBILTY CAN NOT BE.  Each Board member is equally liable and should therefore ask questions if unsure of any information.

The Community Change Board is composed of people representing our membership and representing different interests or sections which the organisation is there to serve.  The whole Board jointly holds the accountability of an organisation.  The primary roles within the Community Change management committee are the Chairperson, the Secretary and the Treasurer.
The Board provides the organisation with an invaluable source of integrated group judgement, increasing participation in the organisation’s activities, and co-operation in the execution of plans.
Whilst the roles of the Board have been set out and works for the good of all aspects of Community Changes work it is also intended that being a member of the Board will provide members with opportunities for development, leadership and decision making experience and therefore increases the skills within the community sector generally and will promote good practice.
Board meetings

Community Change Board meet once every six weeks. Meetings are alternated between Belfast and outside of Belfast. Most meetings are held at 10.30 but at least two throughout the year may be at 2pm to allow for a finance sub-committee meeting to be held before hand. 
All Board members receive Board papers and the agenda 7-10 working days prior to a meeting. They are expected to have read these papers before the meeting so they come prepared for discussions and relevant decisions to be made.

All Board members are eligible to claim mileage expenses and car parking for attending meetings. 
I have read and understand the commitments of the Community Change Board and my role and responsibilities as a member of the Board. I agree to undertake these roles and responsibilities as outlined within this document.

Signed:__________________________________ 
Date:
 ___________________________ 
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