Community Council Member’s Handbook 2025 - 2029
Section 5.4

The Secretary

Role Purpose:
The Office Bearer’s collective task is to:
· Ensure that the Community Council stays true to its values and mission;
· Ensure that the Community Council has the right operating structure in place;
· Make sure all Community Councillors understand the roles of the Office Bearers;
· Ensure that the Community Council has a plan for achieving its goals, is effective, accountable and lawful and has everything in place for the Community Council to work effectively.
· 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 (section 17 of the Scheme of Establishment)
· The community council has to nominate one person to be the office holder although the duties may be allocated to more than one person. 
· To be successful, a Community Council must have an energetic and conscientious Secretary prepared to put in the necessary time and effort.  It is incumbent on all Members but especially the Chairperson to spread the Secretary’s load by, for instance, delegating some of their responsibilities to others, either individually or to small sub-committees. 
· It is poor policy to overload your Secretary, you might find difficulty getting volunteers. It is essential that the Secretary has access to word-processing and photocopying facilities.

Specific Tasks:
The Secretary is responsible for:
· Notice of the meeting, featuring the date, time and venue, calling meetings of the Community Council and its committees shall be posted prominently within the Community Council area for a minimum period of 7 days before the date of any such meeting, and, where possible, be advertised by other suitable means. (Scheme 14b)

· The Agenda; must be sent out  advance of the meeting and posted in public places, such as libraries and noticeboards, online and social media. (Scheme 4.4.2.c) 
· Agenda- template provided. 

· The Minutes of the meeting must be posted in public places, such as libraries and noticeboards, online and social media. Minutes – template provided
· See standing orders 4 for information about what minutes should include. 
· The secretary should record decisions and action to be taken and by whom.
· Make sure minutes are available to all committee members before or at committee meetings. Keep copies of all minutes for future reference.
· Minutes of the meeting must be presented to the Moray Council’s nominated contact within 30 days from the date of that meeting, and ratified minutes within 14 days of approval and be circulated to Community Council members, relevant elected members and other interested parties (4.4.2.d) 
· Minutes must be sent to CCLO for storage in Council archives 

· Answering all correspondence;
· Writing any letters;
· Circulating information to Members;
· Public relations, dealing with the Press, TV and Radio (this could also be delegated to the Chairperson) and social media (this could also be delegated to someone with skills in this area)
· Looking after visitors;
· Arranging the venue for meetings; Scheme 13.2 for types of venues and frequency of meeting dates
· Liaison with officials of the Local Authority;
· Supporting the Chairperson and providing (or obtaining) legal and other specialist advice.
· Send to the CCLO an annual calendar of the Community Council’s prescribed meeting dates, times and venues (constitution 14a)
· Inform the CCLO of special meetings of the Community Council of the date, time venue and subject(s) of debate of such meetings, at least 7 days in advance of the meeting date. (constitution 14b)
· Inform Moray Council’s nominated contact of any change in membership (Scheme4.4.2.j)
· Send notice of any proposed co-option is required to be intimated to all of the Community Council’s members at least 14 days prior to the meeting (Scheme 9.2.3)

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 secretaries to attend. 
· From secretaries 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. 
