
 
All about 

Committees 



 
A Committee provides a useful framework to enable the  
management of the group to be collective procedure. 
 
Main Committee responsibilities 
 
 The Committee ensures that the group has a clear vision, 

purpose and aims and that the work of the group meets 
these. 

 The Committee must account for everything the group 
does including spending and activities. 

 The Committee must ensure that the group operates with-
in the law and legislation and follows the constitution, a 
document designed to help in the running of the group 
which sets out clear guidance on the group’s affairs (see 
leaflet All About Constitutions). 

 The Committee should ensure that all monies and  
 resources are properly used, managed and accounted for. 
 The Committee must ensure that appropriate policies are 

in place to recruit and support staff and/or volunteers 
 
The constitution specifies the number of Committee members 
that are required. Most groups will have the following office 
bearers;  
 
 Chairperson 
 Treasurer 
 Secretary 
 possibly Vice Chair and Vice Secretary  
 
 Please see separate leaflets for an explanation of what is 
 involved in carrying out these roles 
 
It is important that the Committee work together as a team 
for the benefit of the group. 
 



 
Some Committee members may be given specific tasks which 
may be in addition to other posts such as Treasurer or Chair. 
They may include:- 
 
Child Protection Officer with responsibility for; 
 
 Being the point of contact for staff members with concerns 

about possible abuse. 
 Contacting Police or Social Services if deemed necessary 
 Ensuring that information recorded is accurate, stored     

securely and kept confidential 
 Ensuring the Child Protection Policy is reviewed regularly. 
 
Safety Officer with responsibility for; 
 
 Risk assessments, equipment, fire safety, emergency     

procedures, first aid box 
 Ensuring that the Health & Safety Policy is reviewed    reg-

ularly 
 
Raffles 
 
Many Committees use raffles as a way of raising funds for 
their group. There are two ways to hold raffles. One is to sell 
cloakroom tickets to people attending an event e.g. a whist 
drive or a dance. This does not require a license. 
 
To sell raffle tickets to the general public, however, you must 
have a lottery license. At present this costs £35 with a retainer 
fee of £17.50 per annum.  There are certain regulations on the 
value of prizes and the price of tickets 
 
An application form can be obtained from: 
 
Head of Legal Services 
Argyll & Bute Council 
Kilmory 
Lochgilphead 
PA31 8RT 



All members of the Management Committee must accept     
corporate responsibility for the group working in appropriate 
partnership with staff and volunteers.  
 
It should be remembered that even if the Treasurer does most 
of the financial management work the final responsibility        
always rests with the Management Committee as a whole 
 
What makes an effective Committee member? 
 
 Sharing your experience, knowledge and skills to  benefit 

the group 
 The ability to work as part of a team helping to make the 

best group decisions. 
 Always representing the group in a positive way and       

respecting confidentiality at all times. 
 
Being a Committee member does have it’s responsibilities 
but it can also have it’s rewards; 
 
 You can meet new friends 
 You can help influence the way forward for the group and 

continue to improve the quality of care your child receives 
 It may open up other interests and opportunities for you 
 There is a great sense of achievement and enjoyment to 

be had which is worth a little hard work. 
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For more information please contact 

Sheena Stewart 
Argyll & Bute Family Information service 

Argyll House 
Alexandra Parade 

Dunoon 
01369 708517 


