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HOSPITAL CATERERS ASSOCIATION

STANDING ORDERS FOR HONORARY NATIONAL SECRETARY   

1.      APPOINTMENTS

1.1 An Honorary National Secretary shall be elected annually at the Associations' Annual General Meeting.

2.      HONORARY NATIONAL SECRETARY'S DUTIES

2.1 Provide a secretarial service to the Council, Executive and at the AGM of the Association. 

2.2 Deal with directly or manage the Administrative Service Provider to deal with correspondence and enquires received and to table correspondence at Council and Executive meetings of the Association.

2.3 Respond to press and media requests for suitable contact names of experts as well as expressing the views of the Association.

2.4 Prepare and distribute directly or manage the Administrative Service Provider to distribute to all members of Council copies of the Council meeting minutes or reports requested/commissioned by Council.

2.5 Prepare and distribute directly or manage the Administrative Service Provider to distribute to all members of Executive, Executive committee meeting minutes or reports requested/commissioned by Executive.

2.6 Distribute directly or manage the Administrative Service Provider to distribute to our President, Vice President and Branch Secretaries copies of the minutes of Council and Executive meetings.

2.7 Give notice of and prepare and distribute the agenda within 14 days of the Annual General meeting of the Association for this Annual General meeting of the Association.

2.8 Maintain a minute book.

2.9 Assist the Council and National Officers in gathering information or in carrying out surveys as may be required.

2.10 Co-ordinate meetings, set up venues and agendas for all Council and Executive meetings and the AGM of the Association.

2.11 Distribute directly or manage the Administrative Service Provider to deal with correspondence to Branches and Branch officers, plus distribute copies of Branch minutes and Branch AGM minutes to the Honorary National and Vice Chairman, and the National Treasurer. 

2.12 Provide sufficient copies of the Minutes of the previous year's AGM, the National Chairman, and GP Chairman’s reports at this year's AGM.

2.13 Act as a point of contact between the Conference Secretary and the Council of the Association. 

2.14 Invite the Official guests of the Association to Conference and prepare the conference brief with the Conference Secretary. 

2.15 Record any changes that are made at the Association's AGM and incorporate them in the constitution and rules of the Association. Check the proofs before the publication of the Association's Constitution and Rules in the Association's Reference Book.

2.16 Give the Honorary National Chairman guidance and assistance in all matters appertaining to the welfare of the Association.

2.17 Undertake on behalf of council such other duties and assignments as may be directed by Council.

2.18 The National Secretary will serve formal notice on the Administrative Service Provider and is the "Authorised Officer" for all matters not falling under the control of the National Treasurer.

2.19 The National Secretary will provide sufficient and timely contact opportunities and the response necessary for the Administrative Service Provider to fulfil their obligations under the Administrative Service Provider's Contract.

2.20 The National Secretary should provide direction in writing as to how different items of correspondence should be handled by the Administrative Service Provider.

2.21 The National Secretary will seek nominations from council for Executive and General Purpose Committees members after the Annual General Meeting.

3.
ARRANGEMENTS FOR COUNCIL and EXECUTIVE MEETINGS AND the ANNUAL GENERAL MEETING OF THE ASSOCIATION
3.1
Agenda

a. An agenda will be prepared by the National Secretary and agreed by the National Chairman.

b. The agenda will be circulated to Council Representatives/Members of Executive 14 days before the date of the meeting.

c. Notices of motions or items for the agenda should be sent to the National Secretary in writing not less than 28 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 National Secretary.

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