[Insert Group Name] Residents’ Association Code of Conduct (CoC) for Committee Members
This Code of Conduct explains how members of the [Insert Group Acronym]  committee are expected to behave when representing [Insert Group Acronym] in the community and in meetings (including Annual General Meetings (AGM) and meetings of Committees of the association).
Conduct at Meetings
Members should at all times observe accepted practise while taking part in a meeting:
· The Chair should welcome members and others to the meeting

· The Chair should generally avoid getting involved in debates at meetings; their main task is to chair the meeting 

· The Chair should encourage all members to be involved and try to ensure that some people do not dominate or try to take over
· Members must remember that they are representing the views of all local residents, are accountable to their community and that the purpose of the meetings is to benefit [Insert Group Acronym] residents generally and not specific individuals 
· Members shall at all times be courteous to each other, share knowledge and information, work as a team and support and assist other members in seeking the best possible solution to issues being discussed

· Members shall treat everyone equally, with fairness, dignity and without discrimination

· Speakers should go through the Chair and keep to the subject being discussed
· Only one member should speak at a time; there should be no cross talking

· Meeting must start at the stated time and stick to the agenda 
· Late arrivals should enter quietly and not disrupt the meeting with apologies 
· Mobile phones should be switched off during the meeting 
· If things are getting heated, a five-minute time out can be called for at the discretion of the Chair 
· Raise any concerns in an appropriate manner and at an appropriate time and place

· Wherever possible jargon should be avoided; if it is used then a full explanation should be given

· It is the responsibility of each member to ensure that they are prepared for the meeting by reading all the relevant papers and bringing them to the meeting. 
Decision Making

· The Chair shall seek agreement to changes to the agenda for the meeting

· The Chair shall allow issues to be properly debated as far as possible and will ensure that there is sufficient time for the agenda to be covered

· When a proposal is put to the Committee, the Chair shall take a vote at the end of the discussion. Any member may call for a vote on a proposal if the Chair fails to do so

· Votes take place by a show of hands and the Chair gives the result.  If a member queries the result, the Chair shall take the vote once more only and ask another member to re-count

· A member can give a proxy vote in writing to the Chair, if they are unable to attend a meeting, where they know a proposal is being put to the Committee
· In the situation of a hung vote, the Chair will have the deciding vote or be able to recommend the matter is referred back for further discussion.
Conduct of Chair

A good Chair helps the meeting to run smoothly and efficiently. A good Chair aims to get a balance between hearing everyone’s view and keeping the agenda moving.  They should never use the position of Chair to voice their views or opinion to dominate or exclude others.

Conduct of Secretary

A Secretary arranges meeting venues, lets people know when meetings are being held, makes a written note of decisions made at meetings, keeps copies of minutes, helps the Chair set agendas for meetings, receives and writes letters for the association, keeps a record of who has joined the RA and keeps a record of important contacts, including names, phone and e-mail addresses. 

Conduct of Treasurer

As Treasurer, you have day to day responsibility for the Committee’s money and bank account.  The Committee has joint responsibility to decide how to raise and spend funds; these collective decisions need to be made and recorded formally.  You need to record, as a basic minimum, an income and expenditure accounts record.  This can be done electronically, but be sure to save a back up file somewhere.  
Basic rules for dealing with money:

· Be methodical – keep a clear record every time you receive or pay out money
· Make sure you have a paper trail for money in or out for example receipts, stubs etc

· Keep your records in either date order or a coded number system, so you know where to find things

· Always record exact amount; for example if you receive money, but spend some on tea and coffee, then record both separately in and out – this is a clearer audit trail

· It is sensible to have 3 signatories, with 2 always required for any transaction

· Never sign a blank cheque - only sign cheques when they have been completed in full and checked by both signatories
· Never mix your money with that of the committees

· Check bank statements regularly with your records; at least monthly.  If you have online banking, ensure your computer is fully protected and that you print out regularly the information you require. 

· Updates on the balance should be given at each and every committee meeting and an annual statement of information given to the community at the AGM of:
· The cash balance

· The bank or building society balance

· Total receipts and payments to date

· Expected receipts and payments over the next month or quarter.
Confidentiality
· Members should respect all individual residents’ confidentiality, whether present or not, and refrain from mentioning specific individual cases which may cause embarrassment or identification of an individual
· Any information or items shared with Committee that is of a confidential nature must not be disclosed to anyone else apart from the members of the committee in order to allow the business of the meeting to take place.

Conflict of Interest

· The position of [Insert Group Acronym] Committee Member is held on trust and must not be used for personal gain

· Committee Members must not expect to receive more or less favourable treatment because of their membership of the committee
· Individual members should disclose any interest, whether personal or on behalf of any group they represent, that could be perceived to affect or influence their approach to the matter under discussion, and withdraw from the discussion of that subject if appropriate.
Representing [Insert Group Acronym] and the Committee 

· Members should be aware that as [Insert Group Acronym] Committee Members, they publically represent the [Insert Group Acronym] community as a whole and are expected to represent the interests of all [Insert Group Acronym] residents.
· Committee Members should avoid engaging in outside activities that could bring the association into disrepute or adversely impact on its residents

· Committee Members must not speak or write on behalf of the [Insert Group Acronym] Committee except by agreement with the Chair
· Any correspondence sent on behalf of the Committee should be made available to all members of the Committee.
 Political/Religious Affiliation

· Individual members may be affiliated to/or be members of a political party or religious organisation but they may not represent a political party or religious organisation in their role as a Committee Member of [Insert Group Acronym].
Discrimination

· No member will discriminate on any grounds against any other member of the Committee or resident of [Insert Group Acronym]. Racist, sexist, homophobic or other discriminatory language or behaviour will not be tolerated under any circumstances
· All those who attend meetings have the right to be treated with dignity and respect regardless of their race, colour, ethnicity, nationality, gender, marital status, age, sexual orientation, religion or any other matter that causes people to be treated with injustice.
Breach of the Code of Conduct

· Members must conduct themselves in an acceptable and reasonable manner at all times. Code of Conduct (CoC) Enforcement procedures (see Appendix 1) may be invoked against any member of the [Insert Group Acronym] Committee who does not abide by the Code of Conduct

· At meetings, the Chair has the power to warn the member that if they break the CoC again after a warning, they may be asked to leave the meeting

· The Chair may give the member two further warnings (a maximum of three warnings in any one meeting/event and a total of three meetings/events).  If warnings are given at three separate meetings, a written warning may be issued by the Chair or the enforcement procedure may be invoked
· If the Chair does not abide by the CoC, members can raise a point of order
· If the Chair continues to ignore points of order, a member can ask for a vote of no confidence, which must be supported by two other members. If carried by a two-thirds majority of those present and voting, the enforcement procedure may be invoked
· Serious breaches of the CoC will be dealt with via the enforcement procedure. 
I have read and understand the Code of Conduct for members of the [Insert Group Name] Residents’ Association and agree to abide by the Code.
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