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Section 5.3

The Chairperson

Role Purpose:
Ensuring that Community Council meetings run smoothly.  
The Chairperson is elected in accordance with the rules set out in the Community Council’s own Constitution

Specific Tasks:
1. Know the rules by which the Community Council operates, and ensure that at all stages of its work the Community Council is operating in accordance with any procedures that are set down.
2. Present the Chairperson’s annual report on the Community Council (constitution 12b)
3. Call special meetings of the Community Council with at least 7 days public notice (constitution 12d)
4. The Chairperson is the person to whom notice of resignations is given by other community councillors (constitution 7a)
5. Property and other assets belonging to the Community Council shall be vested in the Chair, Secretary and Treasurer of the Community Council and their successors in these respective offices. (constitution 17a)
6. The Chairperson’s role extends out with the meeting itself.  The Chairperson may be called upon to act on behalf of the Community Council between meetings, or to represent the Community Council in dealing with outside bodies.  This role may also be delegated by the Community Council to other Members.
7. In the event of disorder arising at any meeting and with reference to the Unacceptable Actions policy, if adopted, to adjourn the Community Council meeting to a time he/she may then, or afterwards, fix (Standing orders 5b)

During meetings: 
1. In regular meetings the role of the Chairperson is a formal one; all speakers will be expected to address their comments to the Chairperson
2. To determine that the meeting is properly constituted and that a quorum is present;
3. To inform himself as to the business and objects of the meeting;
4. To preserve order in the conduct of those present;
5. To confine discussion within the scope of the meeting and reasonable limits to time;
6. To decide whether proposed motions and amendments are in order;
7. To formulate for discussion and decision questions which have been moved for the consideration of the meeting;
8. To decide points of order and other incidental questions which require decision at the time;
9. Decide all questions of order, relevancy and competency arising at meetings of the Community Council (standing orders 5a)
10. To ascertain the sense of the meeting by:
11. Putting relevant questions to the meeting and taking the vote thereon 
12. To declare the meeting closed when its business has been completed

Commitment:
· [bookmark: _Hlk210826612]Regular attendance at community council meetings. Normal meetings are held monthly/6 weekly (amend as appropriate) 
· Completion of other duties as listed above when required. 
· An honorarium might be available for the role.
· Expenses incurred can be reimbursed (see your Community Council’s expenses policy for exact details). 


Support and Training: 
· [bookmark: _Hlk210826669]From other community councillors, in particular other office holders.
· From the Community Council Liaison Officer at Moray Council. 
· Training can be organised by the CCLO and details of relevant training sessions are shared for chairpersons to attend. 
· From chairpersons at other community councils

Location of role:
· [bookmark: _Hlk210826684]Mainly within your Community Council area.
· Normal meetings are held _______________
· Other venues within the Community Council area
· Other venues within Moray Council area. Such as for the quarterly meetings of the JCC. 

	The Formal Chairperson
	The Enabling Chairperson

	General role and responsibilities

	Encourage fair play
	Have an overview of the task/goals of the meeting

	Stay in charge
	Help to clarify goals

	Remain neutral
	Help the group to take responsibility for what it wants to accomplish

	Agenda and timekeeping
	Help the group to carry out its tasks

	Open the meeting
	Have little emotional investment

	Introduce all agenda items
	Run through the agenda at the beginning and get the meeting's approval for it

	Be familiar with all agenda items
	Arrange in advance for someone to introduce each agenda item

	Get through the agenda in the allotted time
	Update latecomers
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	Keep track of the time
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	Evaluate how the meeting went at the end

	Discussion

	Select speakers
	Encourage and help everyone to participate

	Summarise discussion
	Encourage expression of various viewpoints

	End discussion
	Encourage people to keep to the subject

	Make sure that people keep to the subject
	Clarify and summarise discussion
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	Make it safe to share feelings
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	Suggest ways of handling conflict

	Decision making and voting

	Make sure decisions are taken and agreed
	Suggest structures for decision making

	Decide when to vote
	Look for areas of agreement

	Conduct the vote
	Test to see if there is agreement

	Make sure that the responsibility for action is allocated
	Make sure someone will carry out decisions
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