Management Board Terms of Reference 

A      introduction

Wimbledon Park Co-operative is a Friendly Society registered under the Industrial and Provident act 1965. The Constitutional Requirements are as set out in the Co-operative Rules & Memorandum and Articles of Association 

 Issues covered are:
     Objectives of the Association

     Powers of the Association

     Financial Regulation

     Liability of Members

     Membership of the Association

     Rules concerning the dissolution of the Association

     Regulations for the calling of and proceedings at General & Extraordinary General

     Meetings

     Votes of Members

     Membership of the Management Committee

     Powers of the Management Committee

     Company Secretary

     Company Seal

     Disqualification of Members of the Management Committee

     Rotation of Members of the Management Committee

     Proceedings of the Management Committee

     Accounts

     Audit

     Notices

B      POWERS & RESPONSIBILITIES OF THE MANAGEMENT COMMITTEE                                
1. The Management Committee manages and directs the affairs of the Co-operative and the staff to whom it may delegate authority. Ultimately however, responsibility for    Wimbledon Park Co-operative conduct and performance rests with the Management Committee. It is the Management Committee’s responsibility to ensure that it receives adequate information and reports to enable it to make policy and strategic decisions and to ensure that any authority, which it chooses to delegate, is clearly defined.

2. The Management Committee will ratify staff and Management Committee appointments and discipline staff team / Committee members in breach of guidelines.

3. The Management Committee may appoint such Sub Committees as it sees fit and may delegate such powers as it sees fit to Sub Committees.

4. The Management Committee will determine the structure, terms of reference, delegated authority and standing orders under which Sub Committees and staff, operate (See C - Definitions).

5. Delegated powers to Sub Committees are set out as follow

Finance Sub Committee                              Section  F

Staffing Sub-Committee                              Section G
6. The day-to-day management responsibilities and strategic planning has been delegated to the General Manager whose authority is defined in the General Manager’s job description.

C      DEFINITIONS

"Terms of Reference" define the scope of the Delegated Authority.


"Standing Orders" are a series of instructions, which remain in force until altered or repealed by the Management Committee.


"Delegated Authority" describes the power, which has been passed down to a lower level in order to enable a specific function to be carried out.

D       DELEGATED AUTHORITY GUIDE
1.          STANDING ORDERS

             RULES

          
Wimbledon Park Co-operative is constituted under the Companies Act 1985. Members and 
Management Committee Members are at all times to conduct the affairs of the company in 
accordance with the law.

2.         MANAGEMENT COMMITTEE MEETING

 The Management Committee shall meet bi-monthly; Exceptionally special meetings may be called [at any times on the instructions of the Chair or two members of the Management Committee]. The frequency of the meetings may change as the                                      management committees members sees fit

 Notice of all Management Committee meetings, together with an agenda shall be  issued by the Company Secretary seven days before the date of the meeting.

3.         CHAIR' S ACTION

 Any urgent matter requiring decision between Management Committee Meetings may be referred by the Estate Manager to the Chair of the Management Committee for immediate action, any such action should have regard to previous Management Committee decisions and policies and shall be recorded and reported at the next, Management Committee Meeting. The Chair shall be accountable for decisions taken in this way.

 Alternatively, a resolution in writing and signed by all members of the Management             Committee shall be valid and effective as if it had been passed at a meeting of the

         
Management Committee duly called and constituted.

4.        CO-OPTION

 The Management Committee may at any time co-opt suitable persons to serve on the Management Committee or Sub Committees who are not members of the Management Committee.       
 Co-op tees have no right to vote. 
 No more than four co-op tees shall serve on the Management Committee or on any Sub Committee at any one time.

5.         SUB COMMITTEES

· Each Sub Committee should include within its membership at least two members of the Management Committee and a senior staff could be in attendance if required

· The Chair of the Management Committee shall be an ex-officio member of all Sub Committees.

· A member of the Management Committee appointed from time to time to be a member of a Sub Committee shall be expected to attend the Sub Committee. Non- attendance at a Sub Committee by a member shall be considered as non-attendance at a Management Committee in accordance with the Rules of the Association.

· Any member of the Management Committee may attend any Sub Committee whether a member of it or not as an observer

· The Sub Committee’s chair shall be selected and appointed by the management committee 

· Each Sub Committee shall meet at least four times a year except for the staffing sub-committee, which will be held as and when required to deal with staffing issues and all acts and proceedings shall be reported to the Management Committee.

· No Sub Committee shall incur expenditure on behalf of the Wimbledon Park Co-operative other than in accordance with a budget previously approved by the Management Committee.

· Any member of the Sub Committee who disagrees with any resolution of any Sub committees shall have the right to raise an objection at the next following Management        Committee meeting, by notification in writing to the Company Secretary, for the objection to be added to on the agenda for that meeting.

· All Sub Committees are under an obligation to report to the Management Committee

any issue which would have a bearing on Wimbledon Park Co-operative  performance and  ability whether or not it is mentioned in the terms of reference or delegated authority.

· Wherever possible, any staff member reporting to any Sub Committee should do so in person.

6.        DECISIONS AND VOTING

· Decisions will normally be made by consensus. Where there is a significant disparity of views, the decision of the relevant Sub Committee must be made by an affirmative vote of Management Committee members on that Sub Committee and present at the meeting.
7.         MINUTES AND AGENDAS

· The Company Secretary shall be responsible for ensuring that the minutes of all meetings are taken. These shall be circulated to all members of the Management Committee with the papers for the next meeting and shall be approved at the beginning of that meeting.

8.        QUORUM

· Two members of the management committee shall form quorum for the management committee meetings.

· Two members of the Management Committee shall form a quorum for any Sub Committee.

9.        STANDARD REPORTS

The Management Committee shall receive standard reports as part of the agenda as follows:

· Management Committee:


Use of Company Seal


Chairs Action


Sub Committee reports (Finance,)


Members of the Company and Committee 

· Finance Committee Report


Arrears report


Monthly accounts


Cash flow 


Budgets


Fund raising

· Housing Services Management Report


Housing Management and services report


Tenants Participation


Support and resettlement
· Health and Safety


Incidents report

10.      CHEQUE SIGNATORIES

· All cheques issued on behalf of the Cooperative must carry two signatures. 
· Signatories are to be determined by Committee resolution.

11.      COMPANY SEAL

·  Any use of the Company Seal must have prior approval of the Management Committee or must carry the signatures of two Committee Members and the Secretary.

E        POWERS OF THE COMMITTEE OF MANAGEMENT

1.       
 TERMS OF REFERENCE

The Management Committee Shall:
(a) 
Determine the policies of Wimbledon Park Co-operative

(b) 
Control Monitor and Evaluate the operation of Wimbledon Park Co-operative

(c) 
Determine the objectives of Wimbledon Park Co-operative and determine the acquisition                                          
and use of resources in order to pursue the objectives
2.    
  AUTHORITY

2.1   
In order to fulfill these obligations the Management Committee shall have authority to: 
determine its own term of reference and the followings:

3.     
 STRATEGY

(a) 
Determine Wimbledon Park Co-operative strategy and objectives

4.     
 DELEGATION

(a) 
Delegate such powers as it thinks necessary to Sub Committees and to the General 
Manager,

(b) 
Determine the Terms of Reference of the Management Committee and Sub Committees;

(c) 
Determine the membership of Sub Committees;

(d) 
Require production of reports to monitor the use of delegated power.
5. 
   PERSONNEL & ADMINISTRATION

(a) 
Appoint, dismiss and discipline the staff and approve their job descriptions;

(b) 
Determine staff establishments, salary, grades and conditions of service;

(c) 
Determine personnel policies and procedures; 

(d) 
Delegate responsibility for aspects of the personnel function to the General Manager

(e) 
Direct and monitor the general administration of the organisation

6.  
  FINANCE

(a) 
Determine the Annual budget, amendments to it, and performance against it;

(b) 
Determine the Annual Accounts for submission to the Annual General Meeting;

(c) 
Determine financial standing orders and internal controls.

F           POWERS OF THE FINANCE SUB COMMITTEE

1           TERMS OF REFERENCE

· The Management Committee shall appoint the Finance Sub Committee from time to time.

· Consider Wimbledon Park Co-operative budget and make recommendations to the Management committee.

· Consider draft accounts and make recommendations to the management Committee.

· The Sub Committee shall meet at least four times a year.

· The quorum of the Sub Committee shall be two members of the management Committee and one senior staff member in attendance

2.    
 DELEGATED AUTHORITY ON FINANCIAL AND ADMINISTRATIVE MATTERS

           
 The Sub Committee has authority to:

· Monitor the Management Accounts and determine proposals for corrective action for ratification by management committee

· Receive and approve cash flow projections and monitor cash balances.

· Determine and monitor internal financial controls and standing orders (financial -.

Regulations).

· Review an monitor on a quarterly basis performance against budget and make recommendation to the Management Committee on corrective action if necessary

· Recommend to the Management Committee policies for fund-raising, arrears, rent setting, voids (etc.) and to monitor these policies.

· Determine and recommend to the Management Committee for approval the Co-operative financial regulation.
· Advise and make recommendation to the management committee and write offs and allocation of funds between budgets headings.
· Ensure the preparations of quarterly Financial report on the position of the Co-operative affairs    (management Accounts, balance sheet) to be presented to the Management Committee.

· Recommend to the management Committee any changes in the financial policies and control systems

· Present at the AGM each year not more than 3 months after the end of the financial year a set of audited accounts and balance sheet, signed by the auditors and incorporating the auditors reports

· Review the performance and appointment of the auditor each year and make recommendations to the Management Committee and the Annual General meeting.

· Conduct as and when necessary not less than twice a year an internal audit to monitor the effective implementation of the organisation Financial Procedures, standing orders and recording and accounting of all transactions

G 
Delegated Authority of the Staffing Sub-Committee

· Appointment of and disciplinary decisions requiring board intervention, including dismissal of staff in conjunction with the estate manager, if appropriate, having taken the necessary legal advice on employment law where necessary.  
· If a decision is required on an urgent matter and it is not possible to hold a sub-committee meeting the decision shall be taken by the Management Committee Chair, having taken legal advice if appropriate. If the Chair is unavailable the Secretary shall make the decision, having taken legal advice if appropriate.
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