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Terms of Reference for Rethink Mental Illness Manchester Group
1. Name of the Committee

The Committee shall be known as the Committee of the Rethink Mental Illness Manchester Group Group.  To use this name and be part of the organisation the Group must have their registration approved by the Regional Committee.  

The Committee has authority delegated by the Rethink Constitution, which is found under clause 3B (1) of the Memorandum of the Association.  The Committee is monitored and supported by the Regional Committee. 

. 

 2. Objectives

The Committee is established to support Rethink’s mission:

Leading the way to a better quality of life for everyone affected by severe mental illness
The Committee aims to support the mission by:

Providing a regular meeting where people can come and talk about:

· better mental health services,

· attitudes to and awareness of severe mental ill health,

· better lives for people experiencing severe mental health problems, their family and friends.

· Providing information on severe mental illness to people in the Greater Manchester area.

· Providing mutual support to people affected by severe mental illness in the Greater Manchester area.

3. Membership of the Committee

Membership of the Committee is open to nominated Officers of the Rethink Mental Illness Manchester Group Registered group

(i.e. carers and/or service users.)

4. Officers and Committee Membership 

 The Committee will be comprised of the following Officers

(i) Co-ordinator

(ii) Chair

(iii) Treasurer

(iv) Secretary

All post holders may stand for re-election. The role of meeting Chair may rotate at each meeting. 

Decisions that related to the activity of the Group are to be reached by agreement of the majority of the Committee.

Suggested duties of Officers

Coordinator(s)

·  To delegate tasks to other Committee members as appropriate

· The coordinator may act as chair

· To be the named contact for the Committee and the Group

· To receive Rethink mailings and disseminate the information 

· To ensure the Group is publicised locally if applicable

· To ensure the Group is registered with Rethink

Chair

· To preside at Committee and general meetings 

· Ensure that meetings run smoothly and that all have an opportunity to contribute

· To focus discussion on agenda items and keep to time

· To ensure that the business of the Committee is conducted within the Terms of Reference of the Committee

Secretary

· To record decisions and actions agreed at meetings

· To keep an up to date list of names and addresses of all members

· To hold any necessary documents on behalf of the Committee

· To assist the chair as required
Treasurer

· To keep proper accounts which itemise all income and expenditure (receipts are required)
· To bank all monies belonging to the Committee and the Group
· To be a signatory for the bank account together with one or preferably two other Committee members

· To produce a Financial Statement for the Annual Meeting
· To send, when asked, a completed financial statement to Rethink. The Committee will be sent the relevant paperwork and notified of the procedure, dates and time scale.
Nominations for the Committee roles/officers

All Group members should be made aware that nominations are pending.  Ideally nominations for officers and committee members should be submitted in writing, to the Coordinator 14 days prior to the Annual Meeting.

· Nominations must be seconded.

· A person must agree to be nominated prior to their name going forward.  

Committee (some Committees use the Coordinator, Treasurer and one other)

· The Group should elect a committee of at least 3 people.

· The committee shall be elected at the Annual Meeting of the Group. Each member will serve for a maximum of 3 years. Committee members may then put themselves forward for re-election.

· At anytime, if needs arise a committee member may stand down.  If this occurs the vacancy may be filled by following a democratic election by following the nomination process.  

· The committee shall be responsible for ensuring that the Committees agreed policies and objectives are met. The committee may also make additional decisions provided that their actions do not go against the Committee’s, or Rethink’s, objectives.

· The committee may co-opt a member of the Group, a member of Rethink staff, or local professional onto the committee during the year, or a sub-committee may be set up for a particular task. (Unlike committee members, co-opted members do not have a vote).

Names of current Committee and date of election

· Co-ordinator: Mary Patel (elected June 2017)
· Chair: Mary Patel (elected June 2017)

· Secretary: Mary Patel (elected June 2017)
· Treasurer: David Rayner (elected June 2017)
5. Meetings

Committee Meetings

It is suggested that the Coordinator will arrange meetings every three months. Additional meetings can be arranged as required.

A minimum of three committee members are needed to agree decisions

Annual Meeting

This meeting should be held no later than 6 months after the end of the Financial year.

The committee’s report and accounts shall be presented to the meeting.

Members will be given at least 21 days notice of the meeting.

6. Elections

Officers will be elected at the annual meeting. Votes may be made by ballot or by post. Proxy votes are not allowed. The electorate to be made up of all people who are part of the Group’s membership.

7. Removal of Officers and Committee Members

Any officer or committee member may need to be removed from office.  If this situation occurs, guidance on procedures can be found in the Rethink constitution. 

· Any Officer or Committee member may be removed by a majority of the Committee.

· The notice of a meeting to be convened, to discuss a removal or an appeal, must state the nature of the business and the member must have been given a reasonable opportunity of being heard and been allowed to appoint someone to represent him or her.

· If the Regional Committee recommends a removal, an appeal can be made to the Board of Trustees.

· The Board of Trustees has the authority to remove an officer or a committee member.

8. Registration

The Group will register as a Rethink Mental Illness Registered Group. Forms are available from the Groups and Involvement Officer. Registration will ensure that Rethink Mental Illness Manchester Group receives regular information from Rethink Mental Illness and that enquirers to Rethink Mental Illness can be given details about the Group. (if applicable)

Group Registration will be renewed each year on receipt of all information required to update the database and comply with financial requirements. 

9. Corporate Image

The Committee will follow guidelines agreed by the Board of Trustees regarding the Corporate Image for the Group (Rethink Mental Illness brand). 

10. Finance 

· The Committee will be responsible for maintaining financial records of income and expenditure.
· The Committee will be self supporting
· The Committee may collect subscriptions from its members
· Two people one of whom must be the Treasurer, or the Co-ordinator shall sign all cheques. It is suggested that there are at least three signatories for the bank account. Two signatures are needed for each cheque. Signatories must not be related.
· It is recommended that the Committee’s bank account be held at a local branch of the Co-operative Bank.  This is because to makes Rethink the 4th signature which enables the Committee to maintain access to its funds should anything happen to the existing signatures.  
· There is no payment for officers or committee members however, properly incurred expenses may be reimbursed. A receipt must be produced for all claims made. The committee should approve a maximum figure for expenditure that can be legitimately incurred, without their prior consent. 
· To comply with external audit, inspection and consolidation requirements the Committee will provide an annual statement of Group income, expenditure, bank account and balances held. The Committee will be sent the relevant paperwork.
· Committees will make available financial records for inspection if requested.    

11. Health and Safety

The Committee must comply with Health and Safety legislation.  Rethink will support you to do this.  

12.  Insurance 

Registered Groups are insured under Rethink Mental Illness public liability policy. This provides cover for the day to day activities of the Group and the Committee which have been described on the initial registration form. The Committee will need to inform the Groups and Involvement Officer of any events or activities outside of the normal activities of the Committee to enable insurance cover to be put in place. 

13. Changes to the Terms of Reference

Changes to the Terms of Reference can only be made with the agreement of the majority of the Committee and is subject to the approval of the Regional Committee. 

 14. Closure of the Committee

When the decision has been made for a Registered Group to close, all the assets of the Group and its Committee, after any outstanding debts have been paid, shall be returned to Rethink, Registered Charity number 271028. (Refer to section on Closing Committees in the Committee Guide)
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