Roles & Responsibilities


	Chair
	Deputy Chair
	Lead Officer
	Committee Services (CS)

	· To lead the work of the committee;
· To ensure that meetings are chaired effectively so that the business of the meeting is dealt with in a timely manner, ensuring that all members of the group have the opportunity to contribute to the debate, which leads to clear decisions and outcomes;
· To develop an ongoing work plan, linked to the business plan, for the committee and agree the agenda for each meeting;
· Act as a point of contact for the secretariat  outside of meetings; and attend occasional meetings with members of the secretariat to further the work of committee;
· Develop a broad understanding of the work areas covered by the committee;
· To approve draft minutes for publication prior to meeting;

· Report to Board/Executive as required, on work of committees;
· Build and maintain a good working relationship with lead officers and Committee Services (CS);

· Where necessary, to take action under delegated authority and report back.

	· To support the Chair in fulfilling his/her role;

· To deputise in the absence of the Chair;

· Attend agenda setting meetings.
· Develop an understanding of the work of the committee.


	· Provide professional advice to the committee on policy content, liaising with other officers as appropriate;
· Ensure policy implications of the committee work are captured and documented;

· Act as a point of contact for work and policy matters outside of meetings;

· Participate in agenda planning;

· Draft policy papers for meeting as required or recommend who should provide these;

· Check draft minutes/papers for accuracy before despatch;
· Confirm future actions/follow up from meeting & liaise with the staff to ensure it is achieved appropriately and that Committee Services (CS) is kept informed;
· Build and maintain a good working relationship with Chair and Committee Services (CS).

	· Ensure that meetings are clerked and the Terms of Reference and Rules of Procedure are followed;

· Act a point of contact on administrative matters;
· Co-ordinate production and distribution of agendas, papers and research where appropriate and check papers for presentation.  Prepare minutes and check with Lead Officers for accuracy before sending to Chair within two weeks of the meeting and record action points and follow up matters arising in liaison with Lead Officer;
· Build and maintain a good working relationship with Chair/Lead Officers;

· Obtain and brief speakers, ensure room is appropriately prepared, and that meeting logistics run smoothly;
· Set dates and liaise on formal meetings.
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