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Board Member Election Pack 2009 – 10 

Southwark MultiFaith Forum (SMFF)
This pack is to help you decide if you would like to be involved in the organisation as a member of the board and what the process is for becoming a candidate. It will tell you how to stand for election, what positions are available and what is expected from being on the board. If you decide you are not interested in standing for election it will also enable you to help make informed decisions about why you should vote at the AGM and the sort of people we need to continue to drive the organisation forward.

What does the board do?

The board’s job is to drive the vision of the organisation, support the staff, represent the membership and primarily ensure that the company runs in accordance to the law and within its financial means

What being a board member means in terms of commitment
Being a member of the board is a voluntary position but requires the following commitment. You will have to become both a director of SMFF the company and a trustee of SMFF the charity. These positions hold legal responsibilities and to be eligible you must fulfil the legal requirements. These include never having been bankrupt or disqualified as being a director. Full details of how to be a Director are available on companies house website, www.companieshouse.co.uk and the charity commissions website, www.charity-commision.org.uk
In addition to the legal requirements, being a board member for SMFF includes the following commitment:

Attendance at meetings

There are 9 full board meetings/year including one AGM. These take place in the evenings from approximately 6pm until 8.00pm usually on a Tuesday.
Attendance at SMFF events

We would hope that board members would take an active role in the networks and events that are organised throughout the year and would expect attendance at the majority of these events.

Regular phone and email contact with the staff

The staff of SMFF sometimes needs to ask board members advice about day-to-day decisions either by email or phone so your contact details and accessibility is much appreciated.
In addition there may be a requirement to attend Extra-ordinary meetings like finance and personnel sub groups, and help with staff appraisals and recruitment. 

You may need to invest a minimum of 2 hours per month of your time to the organisation.  All Board Members are expected to be registered Members of SMFF – and if membership is invalid so is Board membership.

Within the board make up there are some specific roles and responsibilities:

Job descriptions:

Chair – This person is responsible for helping to set the agenda for meetings and actively managing them by making sure that all members have the chance to contribute, that items on the agenda are given adequate time for discussion and sum up contributions for action points and if necessary votes. The Chair is the main point of contact for the staff team and membership, they are the public name of the organisation and often need to write or sign official letters on behalf of the organisation, sign funding applications and legal documents such as leases and contracts. 

The Chairperson needs to be able to keep their cool, listen well and be able to make informed decisions. The Chairperson needs to have a close working relationship with the senior staff members of the organisation. Monthly one-to-one meetings are also important with the SMFF Coordinator. The Chair is also often a cheque signatory and knowledge holder. The Chair should be prepared to represent SMFF with its aims and objectives as a priority at meetings with other stakeholders, funders and at relevant events. The time commitment for this post is in excess of that outlined above.

Vice Chair – This person acts in a supporting and deputising capacity for the Chairperson.

Treasurer – This person needs to ensure that the company is running in accordance to its aims, the conditions of funding and within the law. With the help of the Coordinator and with admin/finance support they oversee financial procedures and help authorise spending. As much of the financial undertakings are concerned with staff this person should have a good working knowledge of employment protocols as well as sound experience in financial management. 

Company Secretary – This person ensures that legal requirements from Companies House and the Charity Commission (if registered as a charity) are adhered to. They act as a signatory for official paperwork to these and other bodies as required.

In addition to these named posts there are vacancies for ordinary members of the board.

Board member – Board members become official directors of the Company and Trustees of the Charity. They have full voting rights at board meetings and will on occasion be asked to head up sub-groups, represent the SMFF or officiate on behalf of the SMFF. Board members should have some area of expertise that is important to SMFF’s overall vision. 

For all positions it is crucial that members openly declare any conflict of interest with other organisations they may be involved with, either as a paid employee, beneficiary or director and that this is noted and a decision made by the MC if it is right and proper for them to participate in specific business that directly impacts their area of conflict.

Co-option – This leaves some places on the board that as and when appropriate the Board will be able to invite non-voting experts in a specific area. These appointments will be advertised to the membership and applicants will be asked to complete a selection process. These co-opted members will not become trustees or directors of the board, but act as advisors to the elected team of trustees until the next AGM.

The positions available for election include:

Chair, Vice-Chair, Treasurer, Company Secretary and up to 11 ordinary members in accordance with the faith make-up of the nomination form however nominees are being voted on to the MC and the MC votes on who will be the lead officers or Directors.

Clause 36 states:

The numbers of trustees shall be not less than five but (unless otherwise determined by ordinary resolution) and not more than fifteen from 3 different religions. 

The composition of the trustees shall be as follows:

(1) 4 representatives from the Christian community in the London Borough of Southwark

(2) 3 representatives from the Muslim community in the London Borough of Southwark

(3) 1 representative from the Hindu community in the London Borough of Southwark

(4) 1 representative from the Sikh community in the London Borough of Southwark

(5) 1 representative from the Jewish community in the London Borough of Southwark

(6) 1 representative from the Bahá’í community in the London Borough of Southwark

(7) 1 representative from the Buddhist community in the London Borough of Southwark

(8) 1 representative from the Rastafarian community in the London Borough of Southwark

(9) 1 representative from the Jain community in the London Bough of Southwark

(10)
1 representative from the Zoroastrian community in the London Borough of Southwark
I wish to be nominated for election to the Management Committee of the Southwark Multi Faith Forum. I can confirm that I am legally eligible to stand as a Director and as a Trustee of Southwark MultiFaith Forum.

Name:…………………………………………………………………………………………..

Organisation:…………………………………………………………………………………

Religion:……………………………………………………………………………………….

Signature:……………………………………………………………………………………..

Date:……………………………………………………………………………………………

Nominated by

Name:…………………………………………………………………………………………..

Organisation:…………………………………………………………………………………

Religion:……………………………………………………………………………………….

Signature:……………………………………………………………………………………..

Date:……………………………………………………………………………………………

To be valid you must also complete and attach a short personal statement  (maximum 500 words). The statement should include your reason for nomination and the skills and experience you can bring to the management committee. You should also provide us with the name and address of a referee. 

This nomination form must be received hard copy by 5:00 pm 6th November 2009. However you can in addition email. Please return nominations to Trevor Udennis – Please return nominations by Hand or post to: Trevor Udennis – Southwark MultiFaith Forum, Communities Law and Governance, PO BOX 64529, London, SE1P 5LX
Finally Please note: If your organisation is not registered as a member you will not be allowed voting rights at the AGM.

To be eligible for election we require:

1) Your completed nomination form. 

This must include the position you wish to stand for, a signed declaration that you are eligible to be a company director and charity trustee. Get another member of SMFF as your nominee and another member as a seconder should sign this form. 

2) Your manifesto

This must be no more than one side of A4 paper printed on point 12 Times Ariel font. It is the tool you will use to sell yourself and gain members votes. Manifestoes will be circulated to members before the Annual General Meeting and can be a crucial tool to winning confidence of the membership particularly if the posts are contested.  The manifesto can include any information that you consider appropriate, this could be details of your experience and how it will be helpful to SMFF, why you wish to be considered for membership of the board and what you think you will bring to the organisation. 

What happens then? 

Once you have completed your nomination form, had it signed by a nominee and seconder and written your manifesto you need to send them all to the SMFF office for the attention of the “Returning Officer” by the deadline which is 5pm on the date requested. You can e-mail your documents in addition - c/o Trevor Udennis, SMFF coordinator to Trevor.udennis@southwark.gov.uk  YOU MUST ALSO SEND HARD SIGNED COPIES AS WELL. Address:

Returning Officer Ref: AGM


C/o Southwark Council
Communities Law and Governance
Community Engagement Division

160 Tooley Street

London SE1 2TZ
Tel: 020 7525 5444
Tel: 020 7525 5444
                    Email:Trevor.udennis@southwark.gov.uk

Website: www.smff.org.uk

Please note also that during the Interim period between the return of the manifestos and the AGM we will be reviewing the candidates for recommendation to the AGM.  This is another reason for e-mailing your documents in addition to hard copies. Those accepted by the MC will go on to appear in the documentation on the day. 

Please note that in order to be eligible to vote you MUST have signed up to be a Southwark MultiFaith Forum Member. 

All parties who previously considered themselves to be a SMFF ‘Member’ but are not currently up to date MUST RE-REGISTER through this process to formalise their membership and be approved before being eligible to vote.

For anyone standing for a contested post, candidates will be given up to 1-minute speech followed by up to 1 minutes of questions (if required) before moving to a vote. If requested by the moderator or returning officer this vote will be carried out by secret ballot of attending members. For contested posts all candidates can be notified by the returning officer on close of nominations and asked if they require a secret ballot. A secret ballot has to be requested at the time you submit your application / nomination so the returning officer can prepare ballot papers unless the MC so directs the staff in advance. Only members who attend the AGM will be eligible to vote.

SMFF Annual General Meeting and Ballot procedure

Only faith organisations that have signed the appropriate SMFF membership form can vote once the MC has approved them. 

In addition, those organisations that owe the Forum money are not entitled to vote until it is paid (n/a at this time).

New Organisations that have joined must be approved for membership. Any organisations that do not have up-to-date completed membership forms are technically not members at that time.

Nominations to the management committee must be approved prior to being eligible to be voted unto the committee.

New organisations are welcome to join on the day and should speak to one of the staff however they cannot vote until their membership has been approved. 

(i.e. the Trustees have checked that they meet the criteria for full membership: 

1. Southwark-based; 

2. Are faith groups; 

4. They have given us a copy of their constitution

5. Their management committee has agreed/ signed the membership form

Suggested AGM Agenda

1. Apologies for Absence

2. Minutes of the last AGM

· Read

3. Matters arising

· Minutes approved by all present

4. Presentation of the Annual Report (Chairperson)

· Sent in advance – Summarise to all present

· Attendance & membership

· Feedback on progress

· Overall financial position

· Retiring committee members

· Vote of thanks – sponsor & helpers

· Invite questions from the floor

· Proposed – seconded – all in favour

5. Presentation of the Annual Accounts (Treasurer)

· Copies of accounts sent to all members

· Explain the position

· Questions from the floor

· Propose the approval of the accounts & get it seconded. All in favour.

6. Appointment of Auditor (if needed)

· Proposed

· Seconded – all in favour

7. Election of new committee

a. Current members of MC named and introduced

b. Those stepping down identified. 

c. Clarify the numbers of vacancies under consideration.

d. Clarify who has been nominated – let them stand

e. Put the vacant posts forward for election enbloc or individually if opposed. They are proposed, seconded and all in favour show hands.

f. If there is a contest let each of the contestants speak for 1 min and receive questions for 1 mins if required.

g. Let them be voted on in turn by the members present. This same procedure applies where more than the allotted faith representation comes forward for a vacant post on the MC.

h. Let the nomination of Directors (also called officers) take place at MC rather than at AGM.

8. Speaker be allowed to speak while counting goes on (when the voting is not simple)

9. Proposed Motions (if any)

10. Guest Speaker/s

11. Any other Business

· Raised – process as normal.

· Non-raised

      12. Social Event (if planned)
THE ELECTION PROCESS:

The election to the management committee will take place at the AGM. Formal invites will be circulated shortly before the AGM, and the AGM will be advertised on all our networks. 

Those people standing for election in non-contested posts may still be given up to 1 min of questions from the floor before moving to a vote by a show of hands or ballot as the moderator deems appropriate.

Membership and nomination is clarified at a meeting in the appropriate time span before the AGM (see memorandum and articles of association). The MC agrees appropriate members and nominations in line with constitution.

Election will be decided by a simple majority

· The ballot papers are printed individually with each member organisation having one ballot paper of the chosen colour and one vote per agenda item.

· The representative of the organisation should complete the ballot form. These can be different colours each year and held up for show of hands or used to vote as necessary.

· After placing the ticks in the boxes of the nominees your organisation wants to vote for (when required) you should tear the ballot paper as appropriate, fold it in half and hold it up to be collected.

ELECTION PROCESS FOR GENERAL VOTING ON THE AGM

1. A moderator will be appointed by the MC to manage the process of election/ Re-election.

2. All officers will stand down for the purposes of the election or re-election process.

3. Those nominees eligible for election/ re-election are read out – Composition is noted for that faith group.

4. Those eligible to vote will do so using their voting cards to select who are to them the 4 most eligible nominees in each category. The person/s with the most votes in their specific category is deemed voted unto the management committee.

5. Any cards with more than 4 choices per category will be deemed void.

6. The decision as to who was successfully elected unto the Management Committee will be given on the night.

7. Should there be any ties, the representatives will be given a timed opportunity to speak to the meeting and be questioned by the meeting, after which voting will be repeated for the tied post again. Should this process fail, then the MC will be allowed to make a fair and equitable decision after their first business meeting on who will in their view best serve with them during the coming year.

8. The Management Committee at the first business meeting will choose the Officers for the SMFF after the Annual General Meeting.

ELECTION PROCESS FOR CHOOSING THE DIRECTORS OF THE MANAGEMENT COMMITTEE

1. Someone who is not a member of the MC will be chosen to moderate the election

2. All MC members will be given a ballot paper with the relevant posts for election printed on it.

3. Those intending to stand for the proposed posts will be allowed to make their intention known (one position per person only may be chosen).

4. The MC members will write one name in each of the relevant positions.

5. The ballot paper should be signed and dated.

6. The ballot papers will be collected and counted by positions and names

7. Those names with the most votes for their category/ position will be deemed as having been elected to the post.

SOUTHWARK MULTIFAITH FORUM SUMMARY OF RULES

1. MEMBERS

· Those who have filled out membership form and approved by the trustees.

· Membership is for representatives of groups

· Company shall maintain a register of members

· Privileges cease when membership ceases by running out, issue based cessation.

2. AGM

· Must be held once a year.

· Not more than 15 months should elapse between AGM’s

· Any other general meeting is to be called extraordinary.

· Notice for the calling of AGM shall be at least 21 clear days for an extraordinary meeting 14 days and must be in writing to all members, trustees, auditors and any entitled party.

3. PROCESS AT AGM

· Meeting must be quorate – 10 persons entitled to vote each being a representative of a Duly Authorised Organisation and representing at least 3 different religions.

· If less than this is present within ½ hour of start time, meeting must be adjourned till same day next week same time and place if possible.

· Trustees are still entitled to speak at AGM’s even if they are not a member.

· Chairs with the consent of a meeting can adjourn it at any time.

· Resolutions can carry on a show of hands unless a different method is requested before voting decision. By the Chair, two voting members, by members representing 1/10th of the voters present.

· Chair has the casting vote

· Polls on the election of a Chair or a question of adjournment shall happen immediately. Anything else is as the Chair directs.

4.
TRUSTEES

· Not less than 5 or more than 15 at least 3 religions.

· Trustees have the right to co-opt up to three individuals.

· Trustees are company directors

· A meeting of trustees where there is a quorum may transact business on behalf of the company.

· At the first AGM all trustees shall retire from office and every subsequent AGM one third shall retire or the nearest amount.

· If only one trustee is subject to retirement then it’s by rotation and always by those longest in office by appointment.

· If there is no one to fill the vacancy then the retiring trustee can be reappointed unless the meeting does not want to fill the position when put to the vote.

· New trustees must be recommended to the trustees not less than 14 or more than 35 days before the AGM and must be over age 18.

· Neither less than 7 nor more than 28 clear days entitled persons must receive notice of the meeting and who is recommended by trustees for appointment or reappointment as a trustee.

· Trustees can also appoint a person by ordinary resolution either to fill a vacancy or as an additional trustee and may determine the rotation in which any additional trustees are to retire. This kind of post can only be held until the next AGM.

· Trustees may be paid all reasonable traveling and other expenses properly incurred in connection with attendance at meetings or the discharge of their duties otherwise no payment.

· Trustees may appoint one or more of their unremunerated peers to the office of Managing Director or other executive posts. This ceases if they cease to be trustees.

· No trustee shall take or hold any interest in property ect. Belonging to the company.
· A trustee can call a meeting of the trustees via the secretary. And there must be at least 4 trustee meetings per year.
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