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National Childminding Association
Role Description

Regional Chair

Introduction

The role of a Regional Organising Committee is to organise two Regional Forum meetings and one Annual Regional Meeting each year in line with the Terms of Reference for Regional Organising Committees (ROCs). All members of the Regional Organising Committee are responsible for working with the other members of the Regional Organising Committee to achieve this objective. 
Members of the Regional Organising Committee are expected to attend:

· their region’s Regional Forum meetings and Annual Regional Meeting 
· meetings of the Regional Organising Committee if required
· national volunteer development conference in June if a ROC officer (Chair, Secretary, Treasurer).
ROC members shall serve for a two-year term and shall be eligible for re-election for one further term. In addition they may serve as an officer but no individual may serve for more than six years in total on a ROC, either continuously or with a break of service.

The Regional Chair is responsible to the Board of NCMA on behalf of the Regional Organising Committee for the organisation of its work including the Annual Regional Meeting and Regional Forums.

The Chair shall be a current member of NCMA. 
The main areas of responsibility of the Chair are as follows:

Meetings of the Regional Organising Committee (ROC)
· to lead the work of the Regional Organising Committee to ensure that Regional Forums and Annual Regional Meetings are effectively organised
· to draw up an agenda for ROC meetings in consultation with the Regional Secretary and other committee members as appropriate and ensure that it is circulated sufficiently in advance to allow attendees to prepare
· to ensure that meetings start and finish on time and that all the items on the agenda can be properly discussed

· to remain impartial and ensure that all points of view are heard. When it is impossible to remain impartial, the chair should be relinquished for that item. The Chair is also responsible for making sure all members declare any possible conflicts of interest
· to ensure the Regional Secretary knows what to record in minutes (at the end of each item)
· to sum-up the points discussed, draw out those requiring decision, and put them to the vote after they have been thoroughly discussed
· to ensure that proposals put to the vote are clear, and that every committee member understands what they are voting for or against
· to have a second casting vote in debate
· to ensure that it is clear who is to implement decisions and by when
· to check any minutes with the Regional Secretary after the meeting and before they are circulated
· to carry out any agreed actions between meetings to ensure the Regional Forums take place
· to work with the Treasurer to manage the regional budget set by NCMA in accordance with NCMA’s financial policies and procedures and to ensure the region remains within budget
· to be familiar with the policies and procedures governing the committee, to ensure that decisions made are within the committee's powers.

Regional Forums and Annual Regional Meetings
· to chair the Regional Forum and Annual Regional Meeting or allocate a replacement in the Chair’s absence.
· to ensure the meeting follows the agreed agenda and that starts and finishes on time
· to ensure that all views are heard so that discussion does not become repetitive, and that it is not monopolised by one member or a small group
· to sum up the main points raised at the end of each item

· to ensure that the election of officers and National Policy Forum representatives at the Annual Regional Meeting are carried out in accordance with NCMA policies and procedures.
Other duties and responsibilities
· to prepare and deliver the annual Chair’s report for the Annual Regional Meeting
· to be prepared to speak on behalf of the ROC and to represent its members and NCMA in other public forum
· to work together and ensure two-way communication between ROC members, National Policy Forum representatives and regional and national staff
· to attend and contribute to training days in connection with this role
· to lead on the promotion and recruitment of volunteers in the region to prepare for forthcoming or fill existing vacancies in the Regional Organising Committee.

Each member of the Regional Organising Committee must have:
· a commitment to NCMA
· current membership of NCMA

· integrity and act with impartiality when representing their region
· be available to attend meetings at weekends. 

Members of the Regional Organising Committee agree to:
· carry out the role to the best of their abilities and have a willingness to devote the time and effort to their duties as a volunteer
· abide by any guidance, policies and procedures set out by NCMA
· positively promote the work of NCMA and the home-based childcare profession
· not bring NCMA or the home-based childcare profession into disrepute
· use NCMA’s resources responsibly
· respect the confidentiality of information provided to them as appropriate
· actively promote volunteering and encourage new volunteers to prepare for forthcoming, or fill existing, vacancies to ensure the continuation of the region’s representation.
I have read, understood and accept the above.
I have read, understood and accept the Terms of Reference for Regional  Organising Committees.

Signature: ....................................…………………
Date: ..................……………
Name (printed): ...............................………………..
Region: ..................................
Approved July 2001, updated March 2008
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Approved by the Board January 2011 
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