
BRANCH COMMITTEE ROLE DESCRIPTIONS 

CHAIRPERSON & SECRETARY

Chairperson

· Bring matters communicated by Head Office promptly to Committee's attention

· Keep Head Office informed of any particular achievements, issues or concerns

· Arrange regular committee meetings

· Ensure that meeting agendas are circulated before each meeting

· Ensure that meetings stick to the agreed agenda and to a reasonable time schedule

· Ensure all meeting attendees are aware of any action points and that they are noted by the Secretary

· Organise the annual Branch AGM and present a Chair’s review of the year

· Verify the annual financial statement sent to Head Office

Secretary

· Assist the Chair to draw up agendas where required

· Take minutes at each Branch committee meeting, including any action points, and circulate to all committee members within an agreed time period

· Ensure that the historic record of minutes is maintained

· Confirm activity dates in writing to the Branch venue/s
· Confirm activity provider details and dates where assistance is required by the Activity Organiser/s 
· Assist the Chair to organise the annual Branch AGM where required
· Ensure all members are notified of the Branch AGM
· Notify Head Office of changes to committee officers during the year and following the AGM
· Work together with other committee members (especially the DCPP) to ensure that all committee members have an Enhanced CRB disclosure and that this information is passed to Head Office
Quartermaster – relevant to Herts NAGC Explorers @ St Teresa’s

We have the use of cupboards at St Teresa’s where our games and activity supplies are stored.
· Keep the inventory up to date

· Check supplies

· Renew supplies as required

· Obtain supplies if necessary to assist with activities

· Keep games in good condition, repair and update where necessary

· With the help of others, put out games at the beginning of the afternoon

· With the help of others, put away the games at the end of the afternoon
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