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NB.  The legal requirements of the constitution of The York Shakespeare Project take precedence in all matters

The Executive Committee

1.   The Executive Committee (EC) will normally meet every fourth Wednesday evening as from June 6th 2001.  The secretary will give members at least 7 days notice, in writing, and including minutes of the previous EC meeting, of the date and venue of the meeting.

2.   Resolutions that are proposed and seconded will, after discussion be put to the vote and decided by a simple majority, with the Chair having a casting vote.

3.   The EC may appoint Working Groups in which ordinary members shall be invited to participate.  Any such Working Groups should have at least two EC members in attendance and any decisions that may be made are subject o ratification by the following EC meeting.

4.   The EC will meet in open session except when dealing with confidential matters on the agenda.  Ordinary members should give the secretary 10 days notice should they wish to speak to or place an item on the agenda.

5.   Recommendations relating to confidential matters will be dealt with in closed session under the confidential items of the agenda.  The following treatment will be used:


a)  papers will be restricted to EC members.


b) the secretary will only record in the open minutes the 
decisions reached by the EC.


c) the secretary will keep a confidential note of any 
discussions as required to be signed by the Chair.

6.   The Chair may take urgent decisions, in consultation with one other honorary officer or the appropriate Working Group co-ordinator which cannot wait until a full meeting of the EC, within agreed policy.  Such decisions will be documented and tabled at the meeting for approval by the EC as appropriate.

NB.  Other matters relating to the workings of the EC are as covered in the constitution of the York Shakespeare Project (YSP)

Responsibilities and Duties of EC Members

A
RESPONSIBILITIES

1.   To ensure the organisation fulfils all its legal responsibilities under charity law.  This involves both personal and joint responsibility and accountability for the policies, finances and actions of the organisation.

2.   To act as the employer of any YSP staff.  This also entails legal responsibilities.

3.   To ensure that the organisation achieves its stated aims and objectives.

4.  To represent the interests of YSP members and to be accountable to them within the obligations incurred as a charitable organisation.

B
DUTIES

1.
To debate, review and approve YSP’s long-term objectives and in particular to approve a five year development plan.

2.
To approve and monitor progress of the annual performance targets.

3.
Ensure that the appropriate resources (personnel, financial and material) are secured for the organisation to enable YSP to carry out its agreed objectives.

4.
Approve and review the annual budget.

5.
Monitor and approve the budgets and accounts of YSP and ensure that audited or independently examined accounts are prepared for the AGM.

6.
Discuss and approve the content of the Annual Report and ensure that it accurately reflects the activities and financial standing of the organisation.

7.
Ensure that YSP carries out its responsibilities as an employer effectively and follows food practice in employment matters.

8.
To develop and implement policy.

9.
Ensure that the views of members are canvassed and heard at all levels.

10.
Plan and participate in the AGM.

C
COMMITMENT REQUIRED FROM EC MEMBERS

1.
A commitment to the aims, objectives and values of YSP.

2.
A commitment to acting always in the best interests of the charity.

3.
A willingness to serve for at least one year as an EC member.

4.
A commitment to attend each four-weekly meeting of the EC and to proffer the appropriate apologies in the event of absence.

5.
A commitment to attend and participate in the AGM or any other General Meeting that may be called.

6.
A willingness to read and comment on the information supplied to the EC and to take an active part in the discussions, decisions and, where necessary, working groups set up in particular areas.

7.
A willingness to undertake to the best of one’s ability whatever particular role is entrusted to a particular EC member on behalf of the organisation.

8.
A commitment to take collective responsibility for the decisions of the EC and to present the organisation positively in public.

9.
A commitment to ensure that issues which are the confidential business of YSP remain so.

D
YSP COMMITMENT TO EC MEMBERS

1.
YSP recognises that being a member of the Executive Committee is a major responsibility, involving both time and personal commitment.

2.
The organisation will endeavour to make the duties and responsibilities both as easy and as enjoyable as possible.

3.
YSP undertakes to pay authorised out-of-pocket expenses of EC members.

4.
EC meetings will be held in premises that are accessible and otherwise suitable.

5.
The Chair and other EC members will undertake to make new EC members welcome and ensure that they can participate fully in meetings.

6.
YSP undertakes to ensure that members of the EC have the necessary information, training and support to carry out their responsibilities.

NB.  Other matters relating to the duties and responsibilities of EC members may be found in the Constitution and in the two booklets “Duties and Responsibilities of a Charity Trustee” and “Charities and Meetings”.

The Responsibilities and Duties of the Chair

A
RESPONSIBILITIES

1.
To give direction to the philosophy, strategy and objectives of The York Shakespeare Project and to its agreed five year plan.

2.
To maintain an overview of the charity, ensuring that it operates within the legal and financial constraints of current charity legislation.

3.
With the Secretary of YSP, to enable the EC to fulfil its functions by ensuring that all EC members receive appropriate support, advice, training and information.

4.
Ensure that the charity operates within the terms of its constitution and to agreed policies and quality standards.

5.
Ensure that each EC member performs his or her individual responsibilities to an agreed standard.

B
DUTIES

1.
To chair meetings of the EC and to ensure that the essential business of the organisation is dealt with effectively and efficiently.

2.
With the Secretary, develop an annual calendar of meetings and appropriate agendas.

3.
Ensure that elections and co-options to the EC are carried out in accordance with the constitution.

4.
To be aware of the views of members and to ensure that these are heard within the organisation.

5.
To oversee the recruitment, management, and to support development and appraisal of any employed staff.

6.
To ensure, with the Treasurer and Secretary, that appropriate resources (personnel, financial and material) are secured and maintained for the organisation so that YSP can achieve its objectives.

7.
With the Secretary, to ensure good communication throughout the organisation.

8.
Ensure that the EC receives the necessary information, support and training to carry out its role and ensure that the structure of the meetings is such that all members are enables to make a contribution.

9.
To ensure that the organisation carries out its responsibilities as an employer, that its procedures reflect the equal opportunities policy of the organisation and that it encourages the implementation of good employment practice.

10.
With the Treasurer and the Secretary ensure that YSP regulates its finances appropriately and effectively.

11.
Acts as a public representative and spokesperson of the organisation.

12.
To fulfil any other duties that are considered both appropriate and desirable by the EC.

NB.  Other matters relating to the responsibilities and duties of the Chair are to be found in the sources noted above.

Responsibilities and Duties of the Treasurer

GENERAL INFORMATION

1.
As The York Shakespeare Project is a registered charity (or will be by 26th September 2001) specific financial and legal constraints are imposed upon the Treasurer as are specific recommendations for best practice.  Details of these requirements are to be found in the various Charity Commission booklets published for that purpose.

2.
The York Shakespeare Project is managed by a voluntary Executive Committee (EC) whose members, as the charity’s trustees, have full legal responsibility for the finances and operations of the project.  The Treasurer is a full member of the EC and therefore has joint legal responsibility with the other members for the running of the project.

DUTIES OF THE TREASURER

1.
To maintain an overview of the financial state of The York Shakespeare Project (YSP) by:


i)  Receiving regular financial information as required from 
the EC and by tabling for discussion reports at EC meetings;


ii)  Reviewing financial information and with other officers 
ensure the preparation of a monthly report on the current and 
projected state of YSP finances for presentation at the 
following EC meeting.

2.
To enable the EC to plan longer term financial strategies for YSP, with the assistance of the Chair and other officers, by reviewing the budgets and business plans of YSP.

3.
To ensure that YSP fulfils all its statutory obligations in terms of financial accountability by:


i)   Reviewing YSP’s financial procedures annually;


ii) Ensuring that the audited or independently inspected 
accounts are properly prepared and annual returns 
completed and sent to the relevant statutory agencies;


iii)  Keeping informed on all relevant aspects of charity law;


iv) Agreeing with the EC the issue and review of various 
financial standing orders and regulations;


v) Agreeing with the EC a comprehensive process, 
prepared in draft by the Treasurer, for producing budgets to 
ensure that the EC is aware of the process to be followed 
and of their ole in that process.

4.
To present the audited or independently inspected accounts to the AGM.

Financial Standing Orders and Regulations

1.
Generally expenses payments made to members and 
employees are made into their bank accounts.

2.
All cheques must be signed by two out of three nominated 
signatories, who in the first instance shall be the honorary 
officers of the organisation.

3.
No member or employee may receive reimbursement without 
having the expense claim signed.  The treasurer authorises 
all expense claims.

4.
Members and employees must complete the appropriate 
claim form and have them authorised for payment by the 
treasurer.

5.
Claim forms must be presented at the next convenient EC 
meeting.

6.
Petty cash expenditure will be authorised initially by the 
office co-ordinator and will be subject to a further 
authorisation on a monthly basis by the treasurer and 
subsequent scrutiny at the discretion of the EC.

7.
The float for petty cash shall be set at £150.00.

8.
Members and employees should be aware that expenses 
must be kept to a minimum in accordance with best practice.

9.
All expenditure must have receipts.  Any exceptions must be 
highlighted and explained.

10.
Reasons for individual items of expenditure must be given.  
Items should not be aggregated with an unclear definition, 
e.g. “telephone calls” or “Stratford trip”.

11.
Volunteers office expenses shall be set at £3.00 for lunch if 
the volunteer works for four or more hours during any one 
day, plus travel expenses of 17p per mile if using a car or 
payment of bus fares, with ticket, were applicable.
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