……………………….. COMMUNITY ASSOCIATION

Charity Registration No. ……..

STANDING ORDERS AND FINANCIAL REGULATIONS

Meetings

1. All meetings of the Management Committee and of all other Committees or Sub-Committees shall be summoned by notice in writing to all members entitled to attend.

The Management Committee

2. The Management Committee shall meet as laid down in the Constitution. Not less than seven days' notice of a Management Committee meeting, with particulars of business to be transacted, shall be given to all members of the Management Committee. Special meetings may be summoned at any time, subject to the due notice being given, at the discretion of the Chairman or the Secretary of the Association, or on receipt of a requisition signed by not fewer than … members of the Management Committee.

3. The Management Committee shall be responsible for the general administration and policy of the Association, subject to the overriding powers of a General Meeting of members, duly summoned in accordance with the Constitution and provided that nothing is done contrary to the Constitution of the Association.

Reports

4. The Honorary Treasurer shall report to each meeting of the Management Committee on the financial position of the Association.

5. The Honorary Secretary shall report to each meeting of the Management Committee on the membership and the activities of the Association.

6. Any member appointed to represent the Association, the Management Committee at any meeting or on any other Organisation shall report verbally or in writing to the next convenient meeting of the Management Committee.

Membership of the Association

7. Members of the Association shall pay subscriptions for the year beginning on 1st …… and ending 31st ………. 

8. A member who fails to renew his or her membership within one month from 1st shall be deemed to have ceased to be a member.

9. Organisations admitted to Affiliated Membership in accordance with the Constitution shall pay the Affiliation fee.

10. An Affiliated Organisation which fails to renew its membership within two months from 1st ………. shall be deemed to have ceased to be affiliated.

11. Honorary Life Membership. The Management Committee may award the title Honorary Life Membership to any individual member who in the opinion of the Management Committee shall have rendered exceptional outstanding service to the Association. Such persons shall be awarded the same rights as other individual members of the Association under the Constitution.

12. An employee of the Association may become an individual member of the Association but shall not be eligible to be a member of the Management Committee, but may be invited to attend such committees as a non-voting adviser.

13. The Management Committee shall have the power for good and sufficient reason to suspend or terminate the membership of any individual, Affiliated Organisation or Section provided that the individual member or person representing the Organisation or Section shall have the right to be heard by the Management Committee before any decision is made. Notwithstanding the above the Chairman and/or /Manager/Administrator or person acting on their authority may for good and sufficient reason refuse admission or refuse membership pending the next immediate meeting of the Management Committee.

Property of the Association

14. An inventory of all property of the Association shall be maintained by an Officer designated by the Management Committee.

15. The Management Committee shall arrange a safety tour and inspection of the Centre at least once every six months to

(a) Check compliance with the Association's Health and Safety Policy

(b) Appreciate operational difficulties and maintenance requirements.

(c) Recommend necessary action to ensure its efficient operation.

(d) Examine the inventory.

16. A building defects book shall be maintained by an Officer designated by the Management Committee.

17. Property of the Association shall be disposed of whether by sale, loan or gift only with the approval of the Management Committee. Any money obtained through the disposal or property shall be paid into the funds of the Association.

Association's Funds

18. The Management Committee shall have power to provide Officers of the Association or of the Management Committee or any other Committee set up in accordance with the Association's Constitution, or the appointed Officer or representative of any approved Section with monies for the carrying out of approved activities or purposes, either by imprest account or float or by special advance. Each person to whom monies are so provided shall be responsible for all expenditure to the Management Committee and submit accounts to the Honorary Treasurer.

Formation, Government and Finance of Sections

19. In accordance with the Constitution, Sections may be formed within the Association's membership for the promotion of particular activities, subject to the approval of the Management Committee and that approval shall be given only on the express condition that the Section shall be an integral part of the association and will abide by the Standing Orders and Rules of the Association and the decisions of the Management Committee. Each such Section shall elect Officers consisting of at least a Chairman, Honorary Secretary, and Honorary Treasurer and a Committee, who shall be responsible to the Management Committee for the conduct of the Section's affairs. Each Section shall decide how many members shall serve on its Committee with its Officers, provided that the total number be not less than four.

20. No person shall be admitted as a member to a Section within the Association without first being a member of the Association.

21. Each Section shall maintain a current list of its membership and ensure that all persons entered thereon are current members of the Association.

22. A person attending a Section after three occasions as a visitor or bona fide guest and wishing to continue active participation with that or any other Section must become a member of the Association.

23. Upon the Management Committee approving the formation of a Section and on its having been formed and having elected Officers and Committee, each such Section shall be entitled to appoint one representative to serve on the Management Committee of the Association and at any time by giving notice in writing to the Secretary of the Association to revoke the appointment of such representative and to appoint another representative in his/her place. Such representative shall have the right to attend and to vote at General Meetings of the Association

Administration of Sections

24. Each Section duly constituted shall administer its own affairs subject to the conditions of paragraphs 19-23.

27. Each Section shall administer its own financial affairs according to the directions of the Management Committee.

28. Each Section shall keep proper account of all monies and shall submit such accounts for inspection or audit whenever required by the Association's Auditors/Independent Examiners or Honorary Treasurer The financial year of all Sections shall run concurrently with that of the Association.

29. The Administrator/Manager shall provide a suitable cashbook, which must be produced when money is paid into the Office

30. Unless otherwise approved by the Management Committee any funds held in excess of routine operational requirements shall be paid into the Association's general funds.

31. All Sections regularly holding monies in excess of £… shall hold a bank account subject to the following conditions:

(a) All Sections to have accounts only at (Bank) unless expressly authorised otherwise by the Management Committee.

(b) Account to be in the name of ……… Community Association - Section - followed by the Section title. (E.g. ……..  Community Association - Chess Club). Cheques must be endorsed with "a Registered Charity".

(c) Cheques to be signed by two members of the Section except that the authorised signatories of the Association's main account may act as the second or both signatories if necessary. Arrangements may be made for deposits and withdrawals with other branches of the Bank.

32. All capital (non-consumable) expenditure over £--- per item shall be referred to the Management Committee for their prior approval and VAT receipts for all expenditure shall be obtained.

33. All Section properties shall be entered in the Group's cashbooks, and the Administrator/Manager advised in order that such properties shall be entered in the Association's inventory as per Standing Order 14. 

34. The Administrator/Manager shall be advised of the names and addresses of the Chairman, Secretary and Treasurer of each Section.

35. A constitution or standing orders adopted by any Section shall be subject to the Constitution and Standing Orders of the Association.

36. The Management Committee may at its discretion provide money or equipment towards the formation of a Section and shall lay down in advance the conditions of any such provision.

37. The Management Committee, in accordance with paragraph 13, may at any time for reasons that it deems sufficient require the disbandment of a Section. In the event of the dissolution of any Section by order of the Management Committee by voluntary disbandment of its members, any balance of money and any property held by the Section shall be transferred to the Association absolutely.

Finance Committee

38. At its first meeting following the Annual General Meeting the Management Committee may appoint a Finance Committee which shall comprise: the Chairman and Vice-Chairman of the Management Committee, the Treasurer, the Secretary of the Association together with the Chairmen of such of those Sub- Committees that the Management Committee considers should be represented and such other Members of the Management Committee that it determines.

39. The Vice-Chairman of the Management Committee shall be the Chairman of the Finance Committee.

40. The Finance Committee shall be responsible for recommending and/or advising on matters relating to:

(a) the financial affairs of the Association

(b) the statutory regulations covering the employment of staff

(c) the appointment and termination of employment of Members of the Association's permanent staff

(d) Standing Orders

(e) the various licences and insurances held or to be held by or on behalf of the Association.

41. At its first meeting following election the Management Committee shall determine a sum to which limit the Finance Committee may approve as expenditure on anyone item without reference back to the Management Committee.

Committee Meetings

42. Committees shall review the position of any of its members failing to attend on three consecutive occasions without apologies.

43. Minute books shall be kept by all committees and the appropriate Secretary shall record therein all proceedings and resolutions.

44. An agenda for the Management Committee shall be prepared by the Chairman and Secretary. Any member desirous of introducing business for the consideration of the meeting shall notify the Secretary in writing at least 48 hours before the meeting. The Chairman shall have the power to accept emergency business not notified in advance at his/her discretion.

45. An attendance register shall be kept for the Management Committee.

Nominations for Officers and Management Committee Members

46. Nominations for Honorary Treasurer, Honorary Secretary and members seeking election in accordance with the Constitution shall be made at least seven days before the Annual General Meeting. All such nominations shall be made on a form prescribed by the Management Committee which shall be made available at least 28 days before the Annual General Meeting. Such form shall show the nominees, proposer, seconder and nominees consent and be returned by the closing date. The names of all those nominated shall be displayed in the foyer of the Centre at least 3 days prior to the Annual General Meeting. No nominations will be accepted after the closing date and any vacancies arising may be filled by appointment by the Management Committee at its discretion.

47. The Honorary Treasurer and Honorary Secretary shall be ex-officio members of the Management Committee and Executive Committee. 

Travelling Expenses

48. Car Travelling expenses may be paid to staff, committee members, or to persons authorised by the Administrator/Manager or Chairman on authorised business. The car mileage rate shall be determines by the Management Committee. Where public transport is used the 2nd class fare rate shall apply. A form shall be provided for travel expense claims.

Ruling of the Chairman

49. The ruling of the Chairman on any question arising from points of order under these Standing Orders and Rules shall be final.

These Standing Orders were approved at a meeting of the Management Committee held on        ........................

Signed............ .................. ............................. .................... Chairman

11/2011

