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Firsthand Lothian
Firsthand Lothian is a charity registered in Scotland (SC020655) and a Company Limited by Guarantee (140769). The Management Committee therefore has responsibilities under charity law and under Company law. Committee members are elected for a 3 year period and may be re-elected after this.

People who are disqualified from being management committee members are anyone convicted of an offence involving dishonesty, or who is an undischarged bankrupt or who has been disqualified from being a Company Director. 
The Management committee consists of between 4 and 12 members, with at least one place reserved for people who have or use our services and one for a volunteer
Roles and Responsibilities of the Management Committee 
The Management Committee has responsibility for the Governance of Firsthand Lothian. 

This means:
· Law and regulation: Ensuring that Firsthand Lothian operates within charity law and its charitable objects, that it complies with health and safety, employment legislation etc. and that it meets the requirements of the relevant regulatory and statutory bodies including Companies House, OSCR, Care Inspectorate. 
· Finance: Monitoring income and expenditure in relation to budgets, ensuring reserves are maintained at a level which covers commitments such as rent payments and redundancy costs and agreeing action quickly to deal with problems such as a shortfall in income or a rise in expenditure above budgeted levels.
· Personnel policies: Ensuring that Firsthand Lothian has sound personnel policies for its staff,  volunteers and committee members and that its employment practices are fair and respond to changes in legislation 
· Values and strategy: Agreeing and reviewing regularly the values and strategic direction of Firsthand Lothian 
· Risk management: Ensuring that actual and potential risks are identified and steps taken to minimise these as far as possible.
· Director Accountability: The Director is accountable to the management committee and reports regularly to the committee on work in relation to our forward plan and on any significant operational issues which have arisen. Committee members are responsible for deciding the overall strategy of Firsthand Lothian, agreeing the forward plan of work to put the strategy into action and the budget which is needed to do so. Committee members assist Firsthand Lothian by giving feedback on changes in needs, the ways services are delivered and any resources which may be helpful for Firsthand or people who may help us.
Management Committee members commit themselves to:
· Attending Committee meetings. These take place up to six times per year, in the evening from 7.15pm to 9pm at our offices at MacDonald Road, Edinburgh. The schedule for the year is agreed a year in advance.  Papers for the meeting are available in Sharepoint a week before the meeting. Attendance at a minimum number of meetings each year is necessary to maintain a place on the Committee. Please send apologies if you  can’t make a meeting and pass on any comments you have on things to be discussed so that they can be considered at the meeting.
· On occasion you may need to take on responsibility for a specific role or specific piece of time-limited work, e.g. involvement in the ad hoc policy group which reviews policies of Firsthand, or personnel and finance sub-groups which may be formed as needed.
· Acting in the interests of Firsthand Lothian. It is important that committee members help the whole organisation develop and do not pursue their personal interests. It is also vital that any issues you may have with what is being done by Firsthand Lothian are raised at committee meetings.

· Using your knowledge and expertise with people you are in touch with to ensure that the work of Firsthand Lothian is effectively promoted and is linked into relevant networks of services.
· Using your personal and professional knowledge in your role as a committee member- you are not expected to know about all the details of charity law and financial regulation. It is the responsibility of the whole committee to ensure that our members together have enough knowledge to oversee the work of Firsthand effectively.
· On occasion committee members may be asked by the Director if they would represent Firsthand Lothian at meetings with other agencies. 
· You should declare any personal or associated interests which may conflict with those of Firsthand Lothian and withdraw from relevant discussions as appropriate.

The responsibilities of the Chair are:

· Convening & chairing Management committee meetings & the Annual General Meeting.
· Supporting the Director

· On occasion, representing Firsthand Lothian at external meetings and events
The responsibilities of the Vice Chair are: to delegate for the Chair in the above functions.

The responsibilities of the Treasurer are:

· Representing the Management Committee in ensuring financial operations are sound & honest

· Presenting regular financial reports to the Management Committee

· Supporting the Director in preparation of draft budgets and audited accounts and presenting these to the Management Committee.

Confidentiality  

Discussions at Management Committee meetings, particularly regarding funding, finance, staffing issues and business development should be treated as confidential and papers associated with the business should be kept secure and safe.
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