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This induction pack is intended to help new members of the (Management) Committee to understand their role as charity trusttees and to be informed as effective committee members.

It contains:

 An Information Sheet about the Association/Centre which it is suggested that you read first as this is intended to provide the most essential background information in a reasonably concise form.

 Copy of 


a)
the Association's Constitution.


b)
the Association's Standing Orders.


c)
Charity Commission's "The Essential Trustee".


d)
the Association's Health & Safety Policy/Equal Opportunities Policy.


e)
the current Hiring Agreement and list of charges.


f)
block/site plan of the Centre


g)
the Accounts for the previous financial year.


h)
the current Budget.

i)
Employees handbook.

j)
the contact list of Management Committee Members.

k)
minutes of the last meeting of the Management Committee.

……………………… Community Association

Information for New Managing Trustees

1. 
Welcome and Introduction

Welcome to the Management Committee of the …………….. Community Association.  As you may know it is a registered charity (Charity No. …………), and on becoming a member of its Management Committee you become one of the Charity's Managing Trustees.  This short paper has been prepared to welcome you to the committee, to give short history of the Centre, other useful information and to outline your responsibilities. We hope you will find it both interesting and helpful.

2.
Contacts


Name



Tel. No.


President



Chairperson




Vice Chairperson



Hon. Treasurer


Hon. Secretary


Centre Manager



Centre Administrator


Admin. Assistant



Centre Attendant


3. 
Brief History and Background of Association and Centre

(insert a brief history of the Association and Centre)
4. 
Governing Document
The Association was formed by the adoption of a constitution at a public meeting in ………... 

The objects of the current constitution are as follows:

"promote the benefit of the inhabitants of …… and the neighbourhood (hereinafter called "the area of benefit"), without distinction of sex, sexual orientation, race or of political, religious or other opinions, by associating together the said inhabitants and the local authorities, voluntary and other organisations in a common effort to advance education and to provide facilities in the interests of social welfare for recreation and leisure-time occupation with the object of improving the conditions of life for the said inhabitants;"

A full copy of the constitution is enclosed with this welcome pack.

5. 
Responsibilities of Trustees.
There are two kinds of trustees:

Holding (or Custodian) Trustees. 

As the Association is an unincorporated organisation it has no legal identity, being a group of persons. It cannot hold property in its own name and appoints Holding Trustees.  It is their responsibility to hold the legal title by name in the lease and to act on the lawful directions of the Management Committee (Association Council) in any transactions affecting this.

Managing Trustees.

The members of the Management Committee are the Managing Trustees (the Charity Trustees).  So this is what you have become on joining the Association Management Committee. You are, with the other members of the Committee, responsible for the day-to-day management of the charity (the Association) for the purposes stated in its constitution.

Full details of the duties and responsibilities you have undertaken are given in the enclosed Charity Commission booklet "Responsibilities of Charity Trustees". Even if nominated to the Committee by an organisation or section (and in this case, entitled to put your organisation/section's views) with the power to vote you must act in the best interests of the Association - the Charity of which you have become a Managing Trustee.

At your first committee meeting you must sign a statement in the minute book that you have read the Constitution to show you fully understand and accept your responsibilities.. You will find your own copy of the Constitution in this pack.

6. 
Committee Composition and Meetings.

The Management Committee consists of Officers and individual members elected at the Annual General Meeting, members appointed by affiliated organisations and Association Groups and members appointed by Local Statutory Authorities. The Association may appoint an Executive Committee to whom it may delegate day-to-day management but it cannot delegate responsibility.

The Mnagement Committee normally meet on the ……..  
The Annual General Meeting is held in …... (month)
Sub-committees may be appointed for specific tasks.

7. 
Staff.





Name

Centre Manager

Centre Administrator


Centre Attendant



Cleaner(s)



9. 
Finance.

The Centre is a facility for the local community but the financial management is the responsibility of the Managing Trustees (the Committee of which you are now a member). The Committee prepares and manages the budget for the Association. The main sources of income are Lettings, Membership Fees, Fund Raising and Grants. A copy of the Annual Accounts for the last financial year is included in this pack.

10.
 Licences and Insurance. (amend as appropriate)
Premises Licence:
For Regulated Entertainment (music, singing, dancing, sporting entertainment, stage  plays and the like) and sale of alcohol.
Performing Rights:
Royalties on public performance of copyright     material (paid admission)

Phonographic Performance:
Royalties on public performance of recorded music (Association activities only). Hirers are responsible for their own Phonographic Performance Licence.

Gaming Machine:
Gaming Machines in Members' Bar

Insurance

Building:


Insured by Landlord/Association 

Contents:


Insured by the Association

Public & Employers Liability:
Insured by the Association

Other Risks:


Insured by the Association.

The  insurance policy is very comprehensive and is essential to safeguard the assets and liabilities of the Association. It must be kept under review by the Committee.

11.
Further Information and Advice

The Officers/Centre Manager have a number of publications and leaflets designed to help Managing Trustees of Community Buildings and will be pleased to loan these to interested committee members. The Manager is also there to advise and assist you to carry out your duties and responsibilities effectively.

12.
Conclusion

Thank you for reading thus far. The Committee hopes that the information provided will be useful to you and that you will be able to take a full and active part in the running of the Community Centre. If there is anything further you would like to know, please contact the Manager/Chairperson in the first instance. 
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