All Wheel Drive Response North East


Roles and Responsibilities of Committee Members
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1. Explanation of the Purpose of the Guidance Document

Welcome to the guidance document for committee members of All Wheel Drive Response North East. This document has been crafted to provide committee members with vital insights into their roles and duties within the charity.
The aim of this guidance is to ensure that committee members possess a comprehensive understanding of their responsibilities and can actively contribute to the governance and prosperity of All Wheel Drive Response North East. By detailing the fundamental aspects of committee membership, this document seeks to assist members in fulfilling their commitments to the charity.
Through this guidance, committee members will acquire a deeper understanding of their role as custodians of the charity's mission, enabling them to make informed decisions and uphold the highest standards of governance.
This guidance document serves as an invaluable tool for committee members, providing clarity, direction, and assistance as they navigate their roles within All Wheel Drive Response North East.


2. Definition of Roles

Committee members play a vital role in the functioning and success of a charity such as All Wheel Drive Response North East. Their contributions are essential in several key aspects. The roles of committee members are as follows:

a) Chairperson: A chairperson, often referred to simply as "chair," is an individual who presides over a meeting, committee, board, or organisation. They are responsible for facilitating the smooth functioning of the committee, ensuring that discussions stay on topic, and that decisions are made in a timely and orderly manner. The role of a chairperson at All Wheel Drive Response North East is detailed below.

b) Vice-Chairperson: A vice-chairperson, commonly known as "vice-chair," supports the chairperson in overseeing meetings, committees, boards, or organisations. They assist in maintaining order and focus during discussions, ensuring decisions are reached efficiently. The role of a vice-chair at All Wheel Drive Response North East is outlined below.

c) Treasurer: The treasurer is responsible for managing the financial affairs of a meeting, committee, board, or organisation. They oversee budgeting, financial reporting, and the handling of funds. Their role involves ensuring transparency and accountability in financial matters. The duties of a treasurer at All Wheel Drive Response North East are specified below.

d) Secretary: The secretary plays a crucial role in maintaining accurate records and documentation for a meeting, committee, board, or organisation. They manage correspondence, record meeting minutes, and ensure that valuable information is communicated effectively among members. The secretary's role involves facilitating smooth communication and organisation within the group. The responsibilities of a secretary at All Wheel Drive Response North East are delineated below.



3. Chairperson 

The Chairperson of All Wheel Drive Response North East, plays a pivotal role in steering the direction and ensuring the smooth operation of the charity. Leadership, vision, and commitment are essential in driving our mission forward and making a positive impact in our community. 

The responsibilities of the chair of All Wheel Drive Response North East are:

a) Committee Oversight: Chair committee meetings, ensure that discussions are productive, decisions are made democratically, and actions are followed through. Provide guidance and support to committee members, delegating tasks and responsibilities as needed.
b) Communication: Maintain open and transparent communication within the charity, keeping trustees, committee members and volunteers informed about important developments, decisions, and initiatives. Foster a culture of collaboration, respect, and inclusivity.
c) Fundraising and Financial Management: Work closely with the Treasurer to develop and implement fundraising strategies to support our activities and projects. Ensure that financial resources are managed responsibly and allocated effectively to achieve our objectives.
d) Governance: Oversee the governance of the committee. This includes maintaining proper documentation, adhering to our constitution, and fulfilling our obligations as a registered charity.
e) Leadership: As the head of our committee, the chair provides strong and effective leadership to the committee and volunteers. Inspire and motivate others to work towards our common goals and uphold the values of All Wheel Drive Response North East.
f) Representation: As a public face of our charity, the chair represents All Wheel Drive Response North East to external stakeholders, including government agencies, donors, partners, and the media. The chair promotes our work, builds relationships, and advocates for the needs of the communities we serve.
g) Risk Management: Identify potential risks and challenges facing the charity and take initiative-taking measures to mitigate them. This includes assessing operational, financial, reputational, and legal risks, and informing trustees, for the creation and implementation of appropriate policies and procedures.
h) Strategic Planning: The chair is involved the development and implementation of our strategic plan, setting clear objectives and priorities for the charity. The chair collaborates with the trustees and members to identify opportunities for growth and improvement.



4. Vice-Chairperson

The Vice-Chairperson of All Wheel Drive Response North East, holds a crucial position in supporting the leadership and operations of the charity. Dedication, insight, and collaborative spirit contribute significantly to advancing our mission and serving our community effectively.

The responsibilities of the vice-chair of All Wheel Drive Response North East include:

a) [bookmark: _Hlk160535685][bookmark: _Hlk160535636]Committee Support: The Vice-chair assists in facilitating committee meetings, ensuring that discussions remain focused, and decisions are made in alignment with the charity's goals. The Vice-chair assists committee members, helping to distribute tasks and ensure their completion.
b) Communication Assistance:  The Vice-chair aids in maintaining transparent communication channels within the charity, assisting in keeping trustees, committee members, and volunteers updated on relevant developments, decisions, and initiatives. The Vice-chair’s efforts promote a culture of inclusivity and collaboration.
c) Fundraising Support: Collaborating closely with the Treasurer, the Vice-chair contributes to the development and execution of fundraising strategies to sustain our operations and projects. The Vice-chair’s involvement ensures effective financial resource management in pursuit of our objectives.
d) Governance Assistance: The Vice-chair supports the Chairperson in overseeing committee governance, ensuring compliance with documentation requirements, constitutional mandates, and legal obligations as a registered charity.
e) Leadership Support: The Vice-chair assists the Chairperson, to provide additional leadership and guidance to committee members and volunteers, fostering motivation and dedication toward the charity's mission and values.
f) Representation Backup: The Vice-chair serves as a backup representative for All Wheel Drive Response North East to external stakeholders when the chairperson is unavailable. The Vice-chair’s role involves promoting our work, nurturing relationships, and advocating for community needs.
g) Risk Management Assistance: The Vice-chair contributes to identifying and addressing potential risks and challenges facing the charity, assisting in the implementation of risk mitigation strategies and policies.
h) Strategic Planning Support: The Vice-chair participates in the development and implementation of our strategic plan, offering insights and recommendations to refine objectives and priorities collaboratively with trustees and committee members.



5. Treasurer

[bookmark: _Hlk160536480]The Treasurer of All Wheel Drive Response North East, holds a vital position in overseeing the financial health and sustainability of the charity. The Treasurer’s diligence, financial expertise, and diligence are instrumental in ensuring the effective management of our resources to support our mission.

The responsibilities of the treasurer of All Wheel Drive Response North East include:

a) Budgeting and Planning: The Treasurer collaborates with the committee to develop annual budgets and financial plans that align with the charity's goals and objectives. The Treasurer’s insights and analysis contribute to informed decision-making regarding resource allocation and fundraising priorities.
b) Compliance and Risk Management: The Treasurer ensures compliance with financial regulations and legal requirements, implementing internal controls and procedures to safeguard the charity's financial assets and mitigate financial risks.
c) Financial Management: The Treasurer manages the financial operations of the charity, including budgeting, accounting, and financial reporting. You collaborate closely with the Chairperson and other relevant parties to ensure that financial resources are used responsibly and transparently.
d) Financial Planning: The Treasurer contributes to long-term financial planning and sustainability initiatives, collaborating with the committee to identify opportunities for financial growth and improvement.
e) Financial Reporting: The Treasurer prepares regular financial reports for the committee and trustees, providing insights into the charity's financial performance and ensuring accountability for resource utilisation.
f) Fundraising Support: The Treasurer collaborates closely with the Chairperson and Vice-Chairperson to develop and implement fundraising strategies, leveraging financial data and insights to optimise fundraising efforts and maximize revenue generation.
g) Record Keeping: The Treasurer maintains accurate and up-to-date financial records, including income, expenses, and asset management. The Treasurer’s record-keeping facilitates transparency, accountability, and compliance with regulatory requirements.
h) Transparency and Accountability: The Treasurer promotes transparency and accountability in financial matters, ensuring that stakeholders are informed about the charity's financial position and decisions.



6. Secretary

The Secretary of All Wheel Drive Response North East, fulfils a critical role in facilitating effective communication, documentation, and administrative support for the charity. The Secretary’s organisational skills, diligence, and communication abilities contribute significantly to the smooth functioning of our operations.

The responsibilities of the secretary of All Wheel Drive Response North East include:

a) Administrative Support: The Secretary provides administrative support to the committee and trustees, assisting with tasks such as document preparation, filing, and logistical coordination for events or activities.
b) Archiving and Retrieval: The Secretary organises and maintains an archive of historical records and documents, facilitating easy retrieval and reference for future use.
c) Communication Support: The Secretary assists in maintaining communication channels within the charity, disseminating valuable information, announcements, and updates to trustees, committee members, and volunteers.
d) Correspondence Management: The Secretary manages incoming and outgoing correspondence on behalf of the charity, ensuring timely responses and appropriate follow-up actions.
e) Governance Compliance: The Secretary ensures compliance with governance requirements, maintaining proper documentation and records in accordance with the charity's constitution and legal obligations.
f) Meeting Coordination: The Secretary coordinates committee meetings, including scheduling, agenda preparation, and distribution of meeting materials. The Secretary’s organisation ensures that meetings are productive and that decisions are documented accurately.
g) Record Keeping: The Secretary maintains comprehensive records of committee meetings, including minutes, action items, and resolutions. Accurate documentation serves as a valuable reference for tracking progress and ensuring accountability.
h) Support for Strategic Initiatives: The Secretary assists in the implementation of strategic initiatives and projects, providing administrative support and coordination as needed to advance the charity's objectives.

End.

This policy has been approved by the trustees of All Wheel Drive Response North East and is effective from the 5th of March 2024.
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