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HOSPITAL CATERERS ASSOCIATION

STANDING ORDERS FOR HONORARY BRANCH SECRETARIES

1.
APPOINTMENTS
1.1
Each Branch of the Association shall appoint an Honorary Branch Secretary at the Branch Annual General Meeting.

1.2
Each Branch of the Association may at the discretion of the members of the Branch appoint an Honorary Branch Assistant Secretary at the Branch Annual General Meeting.

2.
HONORARY BRANCH SECRETARIES DUTIES

2.1
Apart from any duties allocated by the Branch Committee or members from time to time, it shall be the duty of the Honorary Branch Secretary to:-

2.1.1 Provide a secretarial service to the Branch.

2.1.2 Prepare and distribute to all members copies of the Branch minutes or reports of all branch Meetings.

2.1.3 Maintain a minute book.

2.1.4 Table minutes of Council, Executive and General Purpose committee meetings for general information at the Branch meeting immediately following their receipt.

2.1.5 Assist the Council and National Officers in gathering information or in carrying out surveys as may be required from time to time.

2.1.6 Undertake on behalf of council such other duties and assignments as may be directed by Council from time to time.

2.1.7 Give the Branch Chairman guidance and assistance in all matters appertaining to the welfare of the Branch and the Association.

3. ARRANGEMENTS FOR BRANCH MEETINGS

3.1
Agenda

a. An agenda will be prepared by the Chairman of the Branch who will send it to the Branch Secretary.

b. The agenda will be circulated to Branch Members 14 days before the date of the meeting.

c. Notices of motions or items for the agenda should be sent to the Branch Chairman in writing not less than 21 days before the meeting at which they are to be discussed. Such motions will be placed on the agenda or included under any other business by the Branch Secretary.

d. Any member wishing to add items to the agenda should notify the Branch Secretary in accordance with c.  Any emergency items for discussion should be put before the Chairman for there approval. 

4.
BRANCH MINUTES

4.1
The Honorary Branch Secretary shall include the following information in the minutes of the Branch meetings.


The number of Full, Associate, Life, Honorary Members 

and Patrons of the Association.


The names and designations of any new members enrolled.


The number of members as at the time of the Branch meeting.

4.2
Such information as is required to conform with 4.1 may be obtained from the Honorary Branch Treasurer in accordance with Standing Order for Branch Treasurers, Section 2.1.6.

4.3
To distribute a copy of the minutes of all Branch meetings to Branch members, to send one copy to the Honorary Editor of HCA Publications and six copies or one electronic copy of such minutes to the Honorary National Secretary for distribution to the National Officers.  This should be as soon as possible after Branch Meetings.

5.
BRANCH ANNUAL GENERAL MEETING
5.1
Each Branch of the Association shall hold an Annual General Meeting on or before the 14th January each year

5.2
The Honorary Branch Secretary shall submit one copy respectively of the minutes of the Annual General Meeting and the Annual Audited Accounts of the Branch, not later than the 1st February in each year and a list of Branch Officers elected at the Annual General Meeting to the Honorary National Secretary.

6.
  COUNCIL, EXECUTIVE AND GENERAL PUROPOSE COMMITTEE MINUTES

6.1
Council, Executive and General Purpose Committee minutes are sent to Honorary Branch Secretaries.  These should be made available to Branch members as detailed in section 2.1.4.  
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