
CoFHE Committee Roles, July 2009

Chair 

· To represent the CoFHE in the wider profession

· To advise on agenda items for forthcoming committee meetings

· To attend and chair committee meetings (vice-chair role will be held by another committee member, who can take the lead if necessary)

· To approve the minutes of committee meetings as soon as possible after the meeting

· To ensure that agreed actions are followed up and completed

· To encourage CoFHE members to become actively involved in the work of the committee

· To encourage committee members to take on specific roles/ membership of task groups as needed

· To circulate information from CILIP to committee members and CoFHE members as appropriate

· To respond to calls for consultation on CILIP/ Government papers 

· To prepare the annual report for the AGM

· To attend and chair the AGM, and open forum

Honorary Secretary 

· To book a venue and refreshments for committee meetings 

· To prepare and send out the agenda for committee meetings, inviting additional items from committee members

· To attend and minute committee meetings (assistant secretary role will be held by another committee member, who can take minutes if necessary)

· To circulate the minutes to all committee members as soon as possible after the meeting

· To send reminders to committee members to follow up any action points identified at the meeting

· To prepare the agenda and paperwork for the AGM which is usually held at a conference (paperwork includes minutes of last AGM, accounts and annual report)

· To prepare the nomination form to accept any new nominations to the committee for the coming year

· To keep records of committee membership, periods of tenure and organise elections as required.  

· To attend and minute the AGM 

Honorary Treasurer 
· To ensure CoFHE’s finances are managed as efficiently as possible and act as liaison/co-ordinator between CILIP and CoFHE Circles’ Treasurers

· To prepare annual accounts for presentation to CoFHE AGM and ensure their return to the CILIP for inclusion in its accounts 

· To prepare 6-monthly VAT returns for CoFHE National and co-ordinate Circles’ returns
· To attend committee meetings and report on accounts (assistant treasurer role will be held by another committee member, who can make this report if necessary)
· To maintain accurate financial records 

· To pay and raise invoices as required 

· To bank monies received in a timely manner 

· To act as a contact point for membership enquiries, including invoicing  

Committee member

· To attend national committee meetings (3/4 per year)

· To attend the AGM, usually held at a conference

· To provide support for events organised by committee, eg, planning, publicity, bookings 

· To report local events to national committee and to represent the region for which they were elected and liaise with the circles and members within that region
· To promote national activities at local level (eg, toolkit) and to ensure that information is disseminated to the circles
· To be actively involved in the local circle and encourage local participation/ feedback on national issues
· To be co-opted to specific roles/ task group on the committee as appropriate (eg, conference organisation)
· To be a visible CoFHE presence in the region.

Bulletin Editor
· To seek news and information that is considered relevant and topical to CoFHE Members. 
· To seek contributions from practitioners 

· To publish the bulletin in an electronic format twice per year, and to ensure that it is available on the website.  

Web officer

· To ensure that CoFHE’s web presence is up to date 

· To use CILIP’s web management software

· To direct enquiries received through the website to appropriate committee members

· To update social networking sites. 

Vice Chair 
· To assist the chair in the running of the committee and its meetings, and to deputise in the chair's absence
· To write, update and action CoFHE’s annual business plan
Assistant Secretary 
· To deputise for the honorary secretary in setting agendas, taking minutes, etc. and any other tasks as required 


Assistant Treasurer
· To deputise for the honorary treasurer as required. 


Policy Forum representative 

Each SIG within CILIP is entitled to have a representative on CILIP’s Policy Forum.  This post is held for a year at a time, with a deputy representative available to attend if necessary.  

· To attend the meetings of the Policy Forum, approximately 2/3 per year

· To participate in policy forum online discussions
· To provide updates and news to the committee on policy forum activities and decisions.  
Sixth Form Colleges Contact 
· To act as a contact person for CoFHE sixth form members and to represent their views and opinions at National Committee meetings. 

CoLRiC 
· The committee will ask to receive minutes of CoLRIC meetings, and will supply our minutes in return.

· CoFHE represntation to be reguested at CoLRIC meetings were appropriate, with recipricol arrangements in place.  


UCR 
· The committee will ask to receive minutes of UCR meetings, and will supply our minutes in return.

· CoFHE represntation to be reguested at UCR meetings were appropriate, with recipricol arrangements in place.  
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