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National Childminding Association

Role Description

Regional Secretary
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 Secretary is responsible to the Board of NCMA on behalf of the Regional Organising Committee (ROC) for the administration of the work of ROC including the Annual Regional Meeting and Regional Forums.

The Secretary shall be a current member of NCMA. The main areas of responsibility of the secretary are meetings, correspondence and ensuring that appropriate minutes are kept. 
The main areas of responsibility of the Secretary are as follows:

Meetings of the Regional Organising Committee (ROC):
· in consultation with the Chair, to prepare the agenda and circulate together with any briefing papers
· to brief the Chair on correspondence and any matters likely to arise at the meeting
· to ensure minutes are taken, produced and circulated to Regional Organising Committee and NCMA Volunteer Officer 
· to contribute to the work of the Committee in organising Regional Forums and other Committee activities

· to deal with reports and correspondence arising from the meeting
· to keep a file of all signed minutes
· to record attendance numbers at Regional Forums
· to carry out any agreed actions between meetings to ensure the Regional Forums take place.

· to ensure agreed actions are recorded and reviewed.
Correspondence and record keeping:
· to write correspondence on behalf of the committee and to keep a copy of all letters received or sent on behalf of the committee
· To maintain an up-to-date mailing list of all members of the committee. 
Other duties and responsibilities:
· To be familiar with the rules governing the committee and advise the Chair on any rulings.

· To attend and contribute to training days in connection with this role.

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: ...............................
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Approved by the Board January 2011 
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