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1. [bookmark: _Toc481334473]All Committee Members:

1.1. Ensure that the club is being run according to the members’ wishes, which are reviewed annually via a member survey/questionnaire and RPS’s Constitution
1.2. Welcome new members and find out what their interests are. (offer copy of questionnaire) 
1.3. Run/organise/support the programme and club nights 
1.4. Attend committee meetings
1.5. Attend the AGM



2. [bookmark: _Toc481334474]Chairperson

2.1. Welcome members and guests at weekly meetings with club updates/news and introductions to guest speakers/judges (ensure background info on judges/speakers is available from whoever invited them.)
2.2. Update members at the weekly meetings with programme information and instructions
2.3. Primary source for email communications to committee and/or club members
2.4. Chair committee meetings 
2.5. Chair the AGM in conjunction with the Secretary.  
2.5.1. Chairperson’s annual review 
2.5.2. Ensure relevant prizes/awards have been organised.
2.5.3. Present the Most Improved Photographer Award
2.5.4. Present the winner of POTY competition 
2.5.5. Follow AGM agenda when new Chairperson appointed  
2.6. Introduce new members when they first attend
2.7. Encourage members to actively engage with the club
2.8. Encourage/promote the EAF to RPS members.as it is a resource for the members to use.
2.9. Ensure that the club is being run according to the members’ wishes and RPS’s Constitution
2.10. Overall responsibility for ensuring the programme is balanced to meet the majority of members’ interests, within budget and has the best interest of the members’ at heart.
2.11. Monitor RPS Group Facebook page for advertisements and any inappropriate entry. (Report same to Facebook administrators or Sarah Ryan / Rhiannon Maslen who should be able to remove offending entry) However, Inappropriate should not be used as a form of censorship.
2.12. [bookmark: _GoBack]Primary responsibility for ensuring the RPS website is current and updated including the diary pages, competition rules and constitution
2.13. Run / organise / support the programme and club nights 
2.14. Sign the certificates for competition winners
2.15. Make speeches on special occasions and events e.g. Welcome back at start of new term, Private Viewings at exhibitions, annual BBQ, Xmas Meal 
2.16. Attending community meetings where necessary e.g. Royston Arts Festival 
2.17. Ensure arrangements are made for the set-up and strip down of the for annual Museum Exhibition and the Arts Festival Exhibition
3. [bookmark: _Toc481334475]Vice Chairperson

3.1. Stand in for Chairperson when absence (covering duties)
3.2. Welcome new members 
3.3. Encourage members to actively engage with the club
3.4. Alongside the Chairperson ensure that the club is being run according to the members’ wishes as taken in the annual survey and RPS’s Constitution
3.5. Together with the Chairperson and other committee members ensure the programme is balanced, within budget and has the best interest of the members’ at heart
3.6. Monitor RPS Group Facebook page as described in 2.11 above.
3.7.  Assist with running, organising and supporting the programme and club nights
3.8. Help with set up and arrangements for annual Museum Exhibition and the Arts Festival Exhibition




4. [bookmark: _Toc481334476]Secretary

4.1. RPS committee meetings (quarterly)
4.2. Prepare committee meeting agenda, liaising with the Chairperson as necessary and distribute to committee members (via email)
4.3. Attend meetings and record minutes
4.4. Distribute minutes to committee members (via email within a month of the last meeting)
4.5. Keep and hold records of the RPS meetings, events including constitution
4.6. Forward EAF communications, emails, events/programme info on to club members via email or hard copy as required
4.7. Obtain copies of EAF directory, hand copy to Programme Secretary and Competitions secretary
4.8. Prepare certificates for internal club competitions 
4.9. Prepare information for AGM including:
4.9.1. Nomination forms for committee members  
4.9.2. Agenda, for club members
4.9.3. Minutes of AGM, for club members 
4.9.4. Attend AGM and record events – ensure minutes are signed off
4.9.5. Prepare secretaries report for AGM
4.9.6. Obtain copies of officer reports and Treasurers accounts for records
4.9.7. Chair section of the AGM when committee members step down
4.9.8. Reply to correspondence from members of the public regarding membership copying the Chairperson.
4.10. Retain copies of the whole yearly programme for insurance purposes
4.11. Help complete EAF annual membership application forms and insurance forms (in December) with treasurer and agree the budgeted fees.
4.12. Issue copies of PL insurance certificates as required by venues and committee members (for School hire or other venue hire).
4.13. Retain standard documents – letter heading, membership record sheet for Treasurer
4.14. Communicate with chairperson and send email(s) to committee and/or club members
4.15. Maintain contacts list 
4.16. Arrange RPS weekend trips
4.17. Assist with running, organising and supporting the programme and club nights. 
4.18. Help with set up and arrangements for annual Museum Exhibition and the Arts Festival Exhibition
4.19. Opening up and locking up venue (ensuring alarm system set) when main key holder is not available



5. [bookmark: _Toc481334477]Treasurer

5.1. Overall responsibility for the club’s finances
5.2. To collect subscriptions and obtain member data when enrolling 
5.3. Pass on members data to the Chairperson and Secretary to ensure email addresses are updated
5.4. Pay judges and lecturers directly 
5.5. Pay the rent for the room and the insurances
5.6. Bank any cheques and pay any expenses that are needed throughout the year
5.7. Report at Committee Meetings membership totals and financial issues
5.8. Report to at the AGM annual finances


6. [bookmark: _Toc481334478]Competition Secretary Internal 

6.1. Book judges for the forthcoming season from the PAGB handbook by May/
June ensuring poor judges are not rebooked. Also send details of judges to both the Chairperson and Vice Chairperson so that they may introduce them correctly without further research. 
6.2. Send a thank you email to a judge with a copy to the Chairperson after each competition
6.3. Score internal competitions and circulate members’ scores by email within one week of the competition
6.4. Provide rules for the internal competition themes and ensure all rules are clearly detailed on the website
6.5. Update Chairperson and members by email of any changes to rules and competitions
6.6. Primary responsibility for PDI competitions, collating and projecting images using the society’s Digital Projector and using specific software to record competition scores on the society’s laptop computer in the same software.
6.7. Arrange the engraving of the POTY trophy at year end



7. [bookmark: _Toc481334479]Competition Secretary External 

7.1. Subscribe to East Anglian Federation (EAF) bulletins, newsletters and exhibitions lists. In particular consider the EAF exhibition and whether entries can be gathered from club members.
7.2. Obtain a copy of the most up to date EAF judges’ handbook for contact details etc. and ensure that this or a copy is available to committee members.
7.3. Respond or send invitations to appropriate club secretaries regarding competitions as required. This often has a strict deadline for entry and may be in two parts: registration of entry and submission of image entries.
7.4. Organise payment if required for competitions at other clubs.
7.5. Collect payment if required for inter club events held by Royston Photographic Society (RPS).
7.6. Understand and confirm Competition Rules to club members. The competition rules vary from one to another and are sometimes amended even after first notification. This may include specifics such as image sizes, number of entries per person and confirmation that a club member does not also have an entry in the same competition with another club.
7.7. Obtain author’s permission to submit images.
7.8. Where we are hosting a competition a judge will need to be booked and expenses paid. Better to book a judge as soon as possible and remind the judge at least a week before the event. Ensure that he has venue address details and times.
7.9. Liaise with Events Secretary and Chairperson regarding the upcoming itinerary especially if it affects club nights (Thursdays).
7.10. Collect suitable prints and images following internal club competitions wherever possible.
7.11. Allow enough time to make the image selection for the external competition.
7.12. Prepare and submit RPS entries within the deadlines set. The preparation may include image adjustments such as resizing PDI or additional embedded data on the PDIs such as Author Name, Club name, Round to be entered or on the image mount if printed.
7.13. Arrange that RPS events are listed on the EAF Website

7.14.        Frequent competitions that RPS takes part in:

7.14.1. Cambridge Inter Club digital competition. – Entry and payment on first come basis. Submission of entries online by end November/beginning December. Event in mid-January.
7.14.2. St Ives Inter print – Often held mid-February.
7.14.3. Melbourn Friendly - An annual competition between the 2 local clubs and held at their venues on alternate years. This is usually held in February/March as per both clubs calendars. Liaise with Melbourn Club Secretary to agree terms about image requirements and competition rules
7.14.4. Melbourn Trophy - An annual knock out comp organised by Melbourn CC
7.14.5. EAF Exhibition - An annual event.

8. [bookmark: _Toc481334480]Web Manager

8.1. Updating group email lists and ensuring new member’s emails are collected and updated
8.2. Overall responsibility for all maintenance and information on the website
8.3. Report website costs and developments to the committee
8.4. Resolve issues with website
8.5. Ensure the website is “safe” for members and external visitors
8.6. Review and update monthly or sooner if necessary the diary page with programme information as provided by the Events Secretary
8.7. Include a link on the RPS website to the EAF website.

9. [bookmark: _Toc481334481]Publicity Officer

9.1. Agree with the Chairperson and Vice Chairperson which events require publicity
9.2. Compose publicity articles which include photographs for submission within the required timeframes to local newspapers and magazines
9.3. Events that generally require coverage are:
9.3.1. Club Anniversaries
9.3.2. Exhibitions (Museum and Arts Festival)
9.3.3. Major club events e.g. High profile Guest Speaker, Club Trips, External Competition/s 

10. [bookmark: _Toc481334482]Equipment Officer

10.1. Maintain and publish a record of all RPS equipment and the storage location for each item. 
10.2. Monitor any equipment on loan to members ensuring the safe return.
10.3. Ensure any damaged equipment is reported to the Chairperson and assist where and as necessary with repair or replacement within budgetary constraints.


11. [bookmark: _Toc481334483]Events Secretary 

11.1. Organise & agree with the committee the programme and update any changes as required ensuring the programme is balanced to meet the needs of the club.  The programme is required to be planned approx. 12 months in advance. 
11.2. Ensure Guest Speakers and events are within budget with costs reported back to the committee.
11.3. Ensure that the Chairperson and Vice Chairperson are aware of and have enough information on the guest speaker so that appropriate introductions can be made.
11.4. Book by email the Guest Speaker and reconfirm arrangements at least one week in advance (ensure equipment and costs are discussed)
11.5. Send a thank you email to Guest Speakers and copy the Chairperson after their visit
11.6. Organise, where necessary, the committee & RPS members to run events ensuring adequate notice is given.

12. [bookmark: _Toc481334484]Member with Specific Responsibilities

Terry Hartga:
12.1. Opening up and locking up venue (ensuring alarm system followed)
12.2. Setting up equipment, print stand and filling Tea Urn
12.3. Welcoming Judges/Guest Speakers
12.4. Liaison with school re booking of the premises, hire charges and availability
12.5. Getting out chair and table trolleys
12.6. Ensuring that all equipment, tables & chairs are put back in correct places and school left tidy
12.7. Acting as Chair when Chairperson and Vice Chairperson are unavailable



[bookmark: _Appendix][bookmark: _Toc481334485]13	Change History

	Iss.
	Description of Change
	Date
	Person

	1
	Initial Document (labelled version 2)
	Jan 2017
	Sarah Ryan

	2
	Comments added and sent for review to committee
	Feb 17
	Richard Schramm

	3
	Updated with returned  comments (new format)
	15 Mar 17
	Richard Schramm

	4
	Changed  layout format for easier referencing
	17 Mar 17
	Richard Schramm

	5
	Added Appendix and hyperlinks from references to Facebook page monitoring.
Added 2.5.2 within Chairpersons responsibilities.
Changed Committee Member to Member with Specific Responsibilities (Terry Hartga)
	22 Mar 17
	Richard Schramm

	6
	Changed Facebook monitoring as agreed at committee meeting and removed reference to name specific softeware used for PDI. Removed Appendix.
	26 April 17
	Richard Schramm
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