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Terms of Reference and membership of the

Management Committee

Terms of Reference:

The Management Committee:-

1. Has the responsibility for overseeing the management of the drop-in services and all user orientated activities. It will ensure that these activities are conducted in a manner that meets the objectives and policies of Woking Mind and lie within the financial framework prescribed by the Trustees.
2. Will be responsible for working with the Co-ordinator on the standard of activities and for procuring adequate volunteer support.
3. Will be responsible for raising money to finance the activities of Woking Mind.
4. Will make all decisions concerning the attendance and participation of members and volunteers in the activities of Woking Mind. Any exclusion of either a user or a volunteer will be subject to the formal procedures of Woking Mind and will be reported formally to the Trustees. The Committee may make recommendations to the Trustees for the removal of members.
5. Will be responsible for preparing and updating the strategic business plan and marketing strategy and their annual review.
6. Will regularly review policies, procedures and website content and update and amend accordingly.
7. Will be responsible for developing and maintaining partnerships with a range of stakeholders at both a national and local level.
8. Will be responsible for monitoring of standards of service delivery and of corporate governance and make recommendations based on the outcome of evaluation.
9. Has the responsibility for ensuring the minibus and other property of Woking Mind is maintained in good working condition.
Frequency and conduct of meetings:

1. Will meet at times and locations that it sets for itself and will report to the Trustees quarterly.
2. The business of the meeting will be recorded, circulated to all Management Committee members and once approved, available on the website.

3. The Co-ordinator will provide a report on the last quarter’s activities.

4. Meetings will be chaired by the Chairman of the Trustees or in this person’s absence the Vice-Chair. Minutes of the meeting will be recorded by the Honorary Secretary of the Trustees.

5. Criteria for acceptance as a volunteer/member representative are that they attend and participate in activities associated with Woking Mind on a regular basis.

6. Terms of Office for volunteer/member representation will initially be for two years and the membership will be reviewed annually by the Trustees. Opportunity will be available to seek re-election for a further term.

7. It is a requirement for 50% of membership to be present for a meeting to form a quorum.
Membership:

1. Trustees of the Charity

2. Volunteer/member representation up to a maximum of six people.

3. Medical Advisor (ex-officio)

4. Co-ordinator (ex-officio)

5. Sheerwater drop-in organiser (ex-officio)
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