EAST YORKSHIRE EMBROIDERY SOCIETY, ROLES & RESPONSIBILITIES
2025
The constitution of EYES asks all committee members to attend  75 % of monthly meetings and 50 % of committee meetings.

CHAIRMAN

To undertake the role of Vice Chairman for one year prior to becoming the Chairman for 2 years, followed by a further period as Vice Chairman for one year.

Open the Darby & Joan Hall for the monthly meeting at 2pm and secure the hall after meetings. Hold the keys for the hall, the storage cupboard under the stage and the petty cash box. 

Store gavel and bring this to meetings.

Organise the table on the stage, used to introduce the monthly meeting, assisted by a Stage Display member and using the EYES embroidered cloth.

Chair the monthly meetings and committee meetings, including meetings on-line.

Bring the accident book to all meetings and enter details when necessary.

Liaise with committee members and helpers before the start of each meeting to ensure all aspects of the meeting will run smoothly.

Ensure the hall is secure before vacating the venue.
Support and take forward ideas and suggestions from the committee.

Be a co-signature for banking for the society, with the Treasurer and the Vice Chairman.

Be a party to on-line banking for the society, with the agreement of the Treasurer and the committee. This can be delegated to another committee member.

Receive copies of all e-mails relating to payments on behalf of EYES. To acknowledge each.

Co-ordinate Exhibitions and events, decided by the committee. 
Chair Exhibition Committee meetings.

Report on these to the EYES committee.

Ensure we have adequate ‘young helpers’ to set up and tidy away at monthly meetings. To ensure they have completed forms and training for their roles.

Pay the young helpers from the petty cash after each monthly meeting. Record details in the petty cash book.

Repay committee members for necessary expenses, by receipt. Record the details in the petty cash book. Transfer all receipts to the Treasurer.

Keep the petty cash box and float. Record all cash received from the Cashier in the petty cash book.

Report all cash details to the Treasurer.

Assemble items for Christmas raffle. This can be delegated.

Review the Roles & Responsibilities document yearly and produce a text yearly for the committee.

File papers. Keep the working file of the Chairman upto date for transfer to the next Chairman.

Provide a yearly verbal and written report at the AGM in July.

VICE CHAIRMAN

Undertake the role of Vice Chairman for one year prior to becoming Chairman. Then undertake the role of Chairman  for 2 years and then become Vice Chairman for a further one year.

Support and deputise for the Chairman, as requested.

Undertake roles of committee members absent on the day of any monthly meeting, at the request of the Chairman.

Issue get well and condolence cards.

Act as a co-signature for banking.

Be a party to on-line banking for the society, with the agreement of the Treasurer and committee. This can be delegated to another committee member.

May book D&J Hall, by agreement of the committee, or this role may be delegated.

SECRETARY

Undertake the role for 3 years.
Produce the list of committee members each year, after the AGM. This should include the date of election.

Assist Chairman to review the Roles & Responsibility document yearly. Circulate this to committee members together with the EYES Policies on Outings and Residential .
Liaise with the delegate member who will take the minutes of any monthly meetings.  Receive and circulate these minutes.
Liaise with the Treasurer to be reimbursed for costs of producing copies.

Announce any correspondence at monthly meetings.

Arrange for the Chairman to sign the minutes of the previous monthly meeting. These should include the proposer and seconder. 
File papers relating to the society.

Attend committee meetings. 

Produce the committee minutes, circulate these to committee members and file a signed copy.

Produce minutes of the AGM in July. These should include the minutes of the July monthly meeting. These are circulated before, and approved at, the following July meeting.

Co-ordinate reports submitted to the AGM by all the committee members and send out via the email.
Undertake any secretarial role, as required.

EXHIBITION SECRETARY

Undertake the role for 3 years.

Co-ordinate all paperwork relating to the EYES Exhibition.

Take minutes at meetings of the Exhibition Committee. The members of this committee to be agreed by the EYES Committee.

To file the paperwork.

TREASURER

Undertake the role for 3 years.

Arrange and record payments on behalf of EYES, as required.

Liaise with the Cashier who is delegated to pay cash into the bank. Collate details of monthly meeting fees, sales table, outings, residential, day schools and petty cash. 

Reimburse Committee members for appropriate expenses by receipt.

Collect receipts from the Chairman relating to petty cash.

Provide the Chairman with monthly update on the bank balance.

Copy the Chairman into any e-mails relating to payments. 

Maintain accounts for receipts and payments of EYES. Arrange for independent examination of accounts ( May to April ) by an independent examiner.

Provide a formal independently examined annual account for the AGM in July. Also make a verbal report at the AGM.
Pay the Independent Examiner, as agreed by the committee.
Reimburse Secretary for copying costs, Membership Officer for printing costs and Exhibition Secretary for printing and copying costs.

Ensure insurance for EYES is current and upto date.

Communicate with the Inland Revenue, concerning the EYES tax status, as required.

Arrange yearly for sufficient authorised co-signatures for banking, from among committee members, as agreed by the committee.

PROGRAMME PLANNER

Undertake the role for a minimum of 2 years.

Identify and contact possible future speakers for information concerning availability, fee, travel costs, expenses, lunch, and overnight accommodation. 

Create an acceptance form for the speaker to sign and date. Update this when required.
Confirm the booking, the agreed information and details of any equipment used as part of the presentation.

Contact the speaker 6 weeks before the date of the monthly meeting. 

Confirm there has been no change in the equipment required or other details. 
E-mail the Chairman with an attached copy of the booking form before each monthly meeting.

Liaise with the Treasurer to confirm details and method to pay the speaker, before each monthly meeting.

Meet the speaker, or arrange for another committee member to do so. 

If the speaker requires a sales table for their products, ask for a donation towards our Christmas raffle.

Liaise with Chairman concerning any projector or computer to be used.

Produce annual list of speakers ( September to September ) with the dates and titles at the July committee meeting, following the AGM. Liaise with the Membership Secretary for this information to be included on the annual programme card.

Supply information to Publicity & Website, to advertise meetings.

Maintain an account of costs within an agreed budget. Keep in close discussion with the Treasurer and the committee.

Discussions can be conducted between all committee members by e-mail between committee meetings.

Liaise with Workshop Organizer as speakers may request a day school, in the morning before the monthly meeting, or on the day following.

Liaise with the Chairman so any further information from speakers, eg. concerning exhibitions and on-line courses can be announced at monthly meetings.

Report at committee meetings. Circulate draft lists of speakers, when appropriate during the year, by e-mail attachment to committee members.

Provide a written report at the AGM in July.

WORKSHOP ORGANIZER

Undertake the role for a minimum of 2 years.

Identify possible future tutors.

Contact possible future tutors concerning availability, fees, travel, expenses, lunch, accommodation. 
Liaise with Programme Planner as speakers may request to run a workshop.

Produce an annual list of workshops ( September to September)  with dates and titles for the July committee meeting, after the AGM.

Liase with the Membership Secretary so this list of workshops is included in the EYES annual Programme card.

Budget so workshops over the year are self-funding.

Arrange hall hire, or alternative accommodation for workshops.

Liaise with the Treasurer in advance of each workshop about paying the tutor. 
Transfer monies to the Treasurer, or delegated Cashier, for banking.
Provide an account for the Treasurer for each workshop, once all payments have been made.

Announce workshops at monthly meetings, and in the monthly e-news..
Produce a list of requirements for attendees of each workshop.

Organize purchase of materials, if required. Liaise with Sales Table organizer.
Cancellations, depending on timing, are non-refundable to members, unless a replacement is found.

Provide safe storage for EYES equipment designated for workshops.

Liaise with participants about organizing drinks during the workshop.

Report at committee meetings.

Provide a written report for the AGM in July.

MEMBERSHIP & DATA PROTECTION OFFICER

Undertake the role for a minimum of 2 years.

Produce an annual membership form in July. Committee to agree annual membership fee and means of distribution.

This is to be returned by prospective members before the end of August.

Liaise with Secretary, Programme Planner and Workshop Organizer in July to complete the EYES programme card for the following year ( September to September ).

The printing company we use is Kall Kwick at the Printing Centre, The Woollen Warehouse, South Church Side, HU1 1RR. Tel: 01482 586487. They have our format on record

e-mail  sales@kk1292.co.yj
Proof read the programme card before it is sent to print.

Arrange for the collection of the programme card. Liase with the Treasurer about payment.

Have cards, ready to collect, with receipts of payment for annual membership, for members to collect at the September meeting.

Record and update membership yearly, with contact details. Circulate this by e-mail attachment to all committee members ONLY. Keep the list updated during the year.

Remind the committee to destroy their copy of the membership list relating to the previous year.

If the limit of 150 members is reached, maintain a list of persons interested in joining EYES, together with contact details.

Provide the Welcomers on the door at monthly meetings with a checklist of members.

Keep the check list of attendance at each monthly meeting, in case of fire. Delegate this role to Welcomers if absent from a monthly meeting.
File a record of attendance at meetings and visitors.

Be aware of and conform to Data Protection Guidelines.

Report updates and changes to the committee.
Provide a written report to the AGM in July.

STAGE DISPLAY
Oversee safe storage of display stands in storage containers in the cupboard under the stage. Wash and iron the grey sheets if required. 
Take photographs for inclusion in the Instagram account and website

Maintain card index of members names, to be used to identify work on the stage. 

Encourage members to feel comfortable to display their work.

Ensure supply of safety pins, pens and cards. Purchase more cards if required.

Liaise with Chairman for re-payment of small costs, such as purchase of card names, by receipt.

Liaise with young helpers to have required tables set out on the stage. Cover these tables with grey cloths and put out display stands. Place ‘Do Not Touch’ cards on the tables.

Be present before the monthly meeting to receive items for display from members. Arrange the presentation and watch over the work.

Remain on stage during the tea break and prevent any drinks being brought onto the stage.

Return all work to members. Ensure display stands and cloths are returned to storage.

May photograph all items on the stage display to send to the Website.

Provide a written report to the AGM in July.

RESIDENTIAL

Undertake the role for a minimum of 2 years.

Identify a potential tutor offering a suitable topic. 

Confirm availability for the first weekend in July ( Friday afternoon/evening, all day Saturday and Sunday until mid-afternoon ).

Confirm the number of participants permitted and  tutor’s fee, including travel expenses.

Take ideas to the committee for approval. Ensure a wide range of topics is covered over the years.

Identify venue, taking into account meals and specific requirements eg. water, sockets, lighting. Check deposit required.

Confirm dates and venue with the tutor.

Announce the topic, tutor and venue at the appropriate EYES monthly meeting with an estimate of cost per person. These weekends should not make a loss. They should be non-profit making with a calculation to allow for inflation etc over the months before the event.

The organizer should work within the EYES RESIDENTIAL POLICY.
Accept names and deposits. The deposit is defined by the venue. Create a waiting list. 

Keep accounts.

Receive deposits and payments. Monies may be paid at the monthly meetings. The balance must be paid in full by MAY. Keep accounts for each individual. Issue and keep receipts. 

Liaise with the Treasurer and the Cashier.

Make information on material required, kits available, or illustrations, available to participants as and when the tutor provides information.

When the list of participants has been finalised, inform the venue of any special diets or access problems.

Report at committee meetings.

Provide a written report to the AGM in July.
OUTINGS

Undertake the role for a minimum of 2 years.

Receive requests and ideas from members. Identify prospective outings. Estimate cost of travel, tickets etc.

Work within the EYES OUTINGS POLICY
Announce dates, venues and estimated cost of proposed outings at monthly meetings.

Collect deposits which will typically be £10 and non-refundable. 
The full fee must be paid by all participants before the outing date.

All outings should be planned to be self-funding.

Purchase tickets and book transport.

Provide participants with full information on times and pickup locations. The organizers should give their mobile phone number to all participants.  

Keep a list of emergency home contact details for each participant. Destroy this record after each outing.

Prepare a full account for the Treasurer after all accounts have been settled.

Suggest excursions to members at the monthly meeting which they might visit by themselves. These suggestions can be sent to the Website.

Report at committee meetings.

Provide a written report at the AGM in July.

LIBRARY

Undertake the role for a minimum of 2 years. 

Take responsibility for keeping library stock upto date, ensuring safe storage under the stage at the D&J and setting out the table at monthly meetings.

Liaise at monthly meetings with the young helpers.

With library helpers ensure the loan of books at monthly meetings are recorded on the information card for each book. This should include the name of the member and the date. Loans should be for one month, unless a longer loan is agreed.

If there is high demand for any book, to compile a waiting list of members to ensure all have the oppurtunity to borrow that book for one month.

Keep a copy of the membership list to use in case of need to contact any member about a book loan. To destroy this list when a new membership list has been received.

Books can be purchased by the librarian on the request of members and donations can be received. Funds should be agreed by the committee and purchases should be minuted.

To determine the purchase price. To liase with the Treasurer for repayment by invoice and receipt.

To undertake an annual inventory check. To donate any obsolete books to the sales table, or to external organisations.

Inform the Chairman of any large donations, so a letter of thanks can be sent.

To provide a written report to the AGM in July.

SALES TABLE

To undertake the role for a minimum of 2 years.
To receive donated materials at monthly meetings, or collect as required from external sources. To evaluate if items are suitable for the sales table.

To price items using a tiered pricing system.

Special, or more expensive items, can be announced at monthly meetings as open to offer. These can be sold at the discretion of the Sales Table Organizer.

If a member has an item to sell for their own benefit the Sales Table organizer should liase with them and the Chairman to agree a price. EYES will receive 10 % commission. 

Liaise with the young helpers at the monthly meetings.

Ensure stock is stored correctly either in storage containers under the stage at the D&J Hall, or if necessary, and if acceptable, at home.

Ensure stock rotation. A discounted bargain box can be displayed, or unsold items can be given away to members at the monthly meeting, or to external organisations, schools etc.

Ensure there are enough helpers for each monthly meeting.

Liaise with the Cashier at every monthly meeting.

Liaise with the Treasurer concerning the monthly account. 

Report at committee meetings.

Provide a written report at the AGM in July.
PUBLICITY & WEBSITE  ( may be divided into two )/
Undertake the role for a minimum of 2 years.

Update the website to include diary dates, photographs, appropriate to the aims of the society.

Identify places to advertise monthly meetings and contact those locations.

Organise distribution of posters and fliers, if appropriate.

The role may include photographing items in the monthly stage display and sending these to the Website, if the role is divided.

Liaise with Treasurer to be repaid for expenses.
Provide a written report to the AGM in July.

REFRESHMENTS

Undertake the role for a minimum of 2 years.

Organise a rota of volunteers to serve refreshments at monthly meetings.
Announce names of helpers at monthly meetings and remind those helping at the next monthly meeting.

Purchase washing up liquid, tea, coffee, sugar, milk and biscuits, or other refreshments, before the monthly meeting. Liase with the Chairman to be repaid by receipt.

Before monthly meetings switch on water boilers, retrieve storage box, oversee young helpers who will set out.

Greet the speaker and offer a drink, or water. Offer another drink after the talk and ensure that it is delivered.

After the speaker has finished their presentation, oversee the serving of refreshments.

Ensure committee members, who are busy and unable to go to the counter, are offered a drink.

Oversee the washing up by the young helpers.
Check the kitchen is clean and tidy. Repack the storage box and entrust it to the young helpers for storage under the stage.

Launder tea towels and return at the following monthly meeting.

Provide a written report at the AGM in July.

Were workshops are taking place between monthly meeting ensure fully stocked storage box is left at the front of the storage area by the young helpers at the end of the meeting.  Whoever is running the workshops to bring milk and biscuits.

LOANS & EQUIPMENT

To undertake the role for a minimum of 2 years.
Keep a list of EYES equipment available for hire and loan.

Keep a record of loans made. Ensure prompt return.

Arrange for the purchase of items, as requested by members and authorized by the committee. Liase with the Treasurer for repayment by receipt.

Announce and sell items at monthly meetings or workshops, as agreed by the committee.

Liaise with the Cashier at monthly meetings.

Keep simple accounts of purchases and sales. Liase with the Treasurer.

Provide a written report to the AGM in July.

CARDS ( Not a committee role in itself. To be held with another Committee role )

To receive a copy of the annual list of members with contact details.

To liaise with the Chairman and other committee members.

To purchase appropriate cards and send them to EYES members, as requested. 

To liase with the Treasurer to be repaid, by receipts.

TECHNICAL SUPPORT ( not a committee role )
To be appointed by the committee.

Support and advise on the use of technical equipment to ensure monthly meetings run smoothly.

Support any technical requirements of the speaker, including the screen, computers and overhead projector.

Be responsible for the hand controls and ensure they are locked into the D&J designated safe at the end of the meeting.

WELCOMERS/ DOOR ( not a committee role )
To be appointed by the committee.

Membership Secretary to provide a list of names of members for each monthly meeting.

To record attendance and collect meeting fees.

Use the ‘click counter’ to ensure that the 120-seating capacity is not exceeded.

To liaise with the Cashier at each monthly meeting.

Respond to the Chairman’s question, at each monthly meeting, concerning the numbers present, and number of visitors present ( if allowed ).

To keep the checklist of attendance at monthly meetings if the membership Secretary is not present. To take this to the assembly place in case of fire.

CASHIER ( not a committee role )

To be appointed by the committee

To liaise with the Treasurer and provide details as required.

To liaise with the Welcomers, Loan Equipment, Sales Table, Outings, Residential, Membership, Workshops and Treasurer at monthly meetings.

Liaise with Chairman at monthly meetings. To replenish petty cash by receipt.
Bank cash.

Agreed by the EYES Committee     date  ………………

Signed   ………………………………..
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