NATIONAL CHILDMINDING ASSOCIATION

Terms of Reference for Regional Organising Committees
1 Purpose
A Regional Organising Committee (ROC) will be elected in each of NCMA’s nine English regions and in Wales. This committee is a sub-committee of NCMA with the power to organise the Regional Forums in its region and to promote the work of NCMA and its members regionally. It will operate in line with these Terms of Reference and any other supporting paperwork agreed by the Board. It will be responsible for managing an agreed budget and will be able to raise money in the region for spending in the region.

2
Bye Laws
These Terms of Reference and the related standing orders for Regional Forums and Annual Regional Meetings (ARM) form part of Appendix 8 to the bye-laws of the National Childminding Association.
3 Scope

3.1
ROCs are designed to support the aim of NCMA to widen participation among NCMA’s members and by organising Regional Forums to inform the work of the National Policy Forum (NPF).
3.2
ROCs have the flexibility to organise their forums in the way that suits their region as long as they meet the principles defined in the Standing Orders for Regional Forums. It is for the committee to decide where the Forum is held, how it is organised and what package of training and other activities will attract the maximum number of delegates to the event.
3.3
Support with advice on administration, organisation and publicity will be available from the NCMA divisional office. Any publicity materials produced should comply with any guidance issued in NCMA’s House Style to be found on NCMA’s website.
3.4
It is not the role of the ROC to enter into detailed discussions on matters of childcare policy. These should be placed on the agenda of the Regional Forum.
4
Finance
4.1
ROCs will be expected to set and manage a budget in line with any guidance issued by the Finance and Corporate Services department.
4.2
ROCs may generate funds through donations, charges for food, workshops and local fundraising which is attached to events. Such funds can be retained by the committee and reinvested in regional NCMA activities but must be spent, or firmly committed, within the financial year in which they are raised. It must be remembered that all funds belong ultimately to NCMA and have to be accounted for through its audit.
4.3
NCMA is VAT registered and certain supplies of goods or services are subject to VAT. This will include the provision of training, seminar places, and for stalls at regional events. Donations and charges for food are not subject to VAT. If you are in any doubt as to whether to charge VAT please contact NCMA Finance for advice. The VAT amount should be shown separately on the face of the invoice and the NCMA VAT number(691 1720 38) should also be shown. All VAT entries should be shown separately when reporting spend to NCMA Finance and must be ignored when assessing the profitability of an event. You may be able to reclaim VAT paid on expenses for the event if charged and NCMA Finance can advise if this is possible. 

4.4
ROCs will be expected to keep financial records in line with any guidance issued by the Finance and Corporate Services department and to submit these for audit together with any supporting receipts and paperwork, when requested.

4.5
Members of the ROC may claim expenses for actual costs incurred for travel, venues and administration (telephone, stationery, postage etc). Expense claims should be submitted on the claim forms provided and in line with NCMA financial procedures. The ROC must work at all times within the budget set but ensure that all valid claims are met.
5
Membership

5.1
Each ROC shall be composed of three officers; Chair, Secretary and Treasurer; and no more than five ordinary committee members. Between them they should represent at least three local authority areas distributed across the geographical area of the region. 
5.2 Elections to the ROC shall take place at the Annual Regional Meeting (ARM). Those standing for election shall reside in the region for which they seek appointment and must be voting members of NCMA. The results of the election shall be sent to the Communications department at Head Office.

5.3 ROC members are accountable to the Chair of the region in which they serve and through the Chair to the Board of NCMA.

5.4 Role descriptions will be provided for all positions and copies will be available from the PA to Director of Communications, divisional offices or downloadable from NCMA’s website. 
5.5 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.

5.6 On election members will be asked to sign their role description to indicate that they understand the responsibilities that they have taken and that they will abide by the bye-laws of NCMA. Copies of these should then be sent to the Communications Department to go before the Board for ratification.
5.7 Members of NCMA staff are not eligible to serve on a ROC. Where a serving member of a ROC is recruited to the staff, they must resign from that committee. 
5.8 When a member of a ROC resigns during the year, they should be encouraged to do so in writing to the Chair of their ROC and to the Director of Communications and a record made in the minutes of the next meeting. The ROC will be allowed to co-opt a replacement but this individual will only serve until the next ARM when they should stand for election. This part year will not count as part of their total period of office.
5.9 The officers - Chair, Secretary and Treasurer will be elected by those present at the ARM. Officers will serve for two years and may be re-elected for one further term in addition to any period they serve as a committee member, but may not serve for more than six years in total either continuously or with a break of service. Should an officer resign during their period of office, the committee should appoint a replacement from among existing committee members to serve until the next ARM. Part years served by committee members in this way should not form part of the six years maximum service.
5.10 No individual shall stand for election to any post or vote at any meeting unless all monies presently payable to NCMA have been paid.

5.11 Failure by an individual to attend three successive meetings of a ROC with or without an apology will be taken as a resignation and will be recorded in the minutes as such. The individual concerned may stand for re-election.

6 Procedures at meetings
6.1
The Committee may hold meetings as necessary to plan and organise events and all members should be given as much notice as possible.

6.2
Agendas should be received by members at least 10 days in advance stating the date, time, place of the meeting and the matters to be discussed together with any supporting paperwork. Papers may be sent electronically if this is possible and agreed by all members of the committee in advance. 
6.3
Care should be taken when setting dates for meetings that they are convenient for all members and venues selected which are accessible to all and convenient for access by public transport if possible.

6.4
The quorum for a meeting shall be four and shall represent more than one local authority area. If in the event, there is not a quorum present then the meeting may continue but it is the responsibility of the Chair to seek the views before the meeting of members who have sent apologies, on the matters to be discussed, and after the meeting on any decisions taken and their views recorded in the minutes of the next meeting.
6.5
Minutes should be taken, kept and circulated to committee members of the procedures of each meeting of the ROC. They should also be sent with accompanying paperwork to the Divisional Office. They should include details of actions agreed, by whom and by when.

6.6
Any vote taken may be by show of hands or, when agreed, by secret ballot and the result determined by a simple majority of votes cast for or against.

6.7
It is the responsibility of the Chair to monitor that decisions are carried out. If agreed decisions cannot be carried out for any reason, or circumstances change between meetings, then these matters should be minuted at the next meeting.

6.8
The NPF representatives for the region are not members of the ROC but will need to attend some meetings of the ROC by invitation and have their expenses paid by the committee when attending regional meetings at the request of the ROC.

6.9
The ROC may allow others to attend their meetings, to provide information or expertise, to take on a specific piece of work or to observe prior to putting themselves up for election. Such individuals should not participate in any vote taken and would not normally be expected to be present at every meeting. Their presence should be indicated in the minutes together with the purpose for which they are present.
7
Regional Forums

7.1
The ROC will organise three Regional Forums in a calendar year in line with Standing Orders for Regional Forums agreed by the Board.
7.2
The organisation of Regional Forums, including venues, catering etc. is at the discretion of the ROC. Some principles shall be adhered to, however, namely:
· Regional Forums shall be open to all NCMA members

· no charge shall be made to attend the Regional Forum
· venues for Regional Forums should change and move around the region to reach as many members as possible

· Regional Forums will allow for local issues to be raised and for NPF agreed national issues to be discussed. Agendas for Forums and any supporting information will be circulated by the Communications department in advance 

· a charge may be made for any additional activity on offer on the day such as seminars/training and for refreshments
· members will be asked to confirm attendance in advance to ensure numbers can be managed. If the number expected to attend reaches any capacity for the venue set by the ROC or the administrators of the venue, then any further applications to attend can be refused.

8
Annual Regional Meeting

8.1
The programme for the Regional Forum event held during the Spring (April/May) shall contain within it the Annual Regional Meeting for which separate Standing Orders apply.
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