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DESCRIPTIONS OF COMMITTEE ROLES 

COMMITTEE CHAIR

Description

The chair of every committee is responsibility for providing leadership and direction. The chair will help ensure the overall committee gets the best result for CLUBNAME from the group of volunteers. Success at accomplishing the task will be achieved by creating an effective group. They will ensure all committee members feel welcome and safe to contribute ensuring everyone is heard and valued.
It is the full responsibility of the chair to make sure that the committee is properly managed and functioning effectively.
Accountabilities

· Board of Directors – to ensure committee goals are met

· Committee Members – to ensure committee efforts and results are accurately portrayed to the Board and larger club. 
Responsibilities

The chair's duties and responsibilities include, but are not limited to, the following;

· Creating and/or following and maintaining the committee’s terms of reference

· Ensure committee work is focused on overall mission and vision of CLUBNAME. 

· Ensure all club policies (i.e. Conflict of Interest, Inclusion) are adhered to at all times within the committee’s meetings and tasks.

· Ensure meeting are called and held in accordance with both the CLUBNAME’s and the committee’s mandate and terms of reference.

· In consultation with the Board, staff and/or committee members, schedule dates, times and location for meetings.
· In consultation with appropriate stakeholders, establish and confirm an agenda for each meeting.
· Ensure the meeting agenda and relevant documents are circulated to the members of the committee 5-7 days in advance of the meeting

· Facilitate and conduct meetings

· Provide leadership & ensure committee members are aware of their obligations and that the committee complies with its responsibilities

· Ensure there is sufficient time during the meeting to fully discuss agenda items

· Ensure that discussion on agenda items is on topic, productive and professional and respectful to all.
· Ensure minutes are complete and accurate, retained, included and reviewed at the next meeting.
· Ensure action items are clear and specific and assigned to appropriate committee members. Follow up with members if items are not being completed or clarification is needed.
· Liaison regularly with the Board (staff) to ensure clear and open communication. This will ensure the committee and Board can adapt and work collaboratively towards same vision.

COMMITTEE MEMBERS
Description

Each committee member contributes to the effectiveness of the overall committee through their active involvement and dedication. Generally members are appointed because they are knowledgeable about, or committed to, what the committee is focused on accomplishing.

Each committee will be successful due to the collaboration of the individuals working productively and respectively together. Each committee member needs to  be committed not only to the goals of the committee but to working with the group productively and respectively.
Accountability
Committee Chair – to ensure overall productivity of committee

Responsibilities

Each committee member has the following responsibilities:

· Work cooperatively and respectfully of your fellow committee members and the committee chair. 
· Be knowledgeable of the specific responsibilities and goals of the committee.

· Be knowledgeable of, and compliant with, the organization's practices, policies and procedures.
· Be knowledgeable of previous work, efforts and action of the committee if you are joining a committee with ongoing work.

· Establish only realistic and attainable goals.

· Get involved and participate. Study the agenda carefully before you go to the meeting.  Review any supporting material.

· Stick to the agenda during the meeting.  Bring up new business only at the appropriate time. Be respectful of the timelines when sharing information and replying to items during meetings.

· Determine the exact purpose of the meeting and decide in advance how and what you will contribute to it.

· Publicly support all committee decisions and actions, leave discussion and dissention to deliberations during committee meetings.
