ALARA Management Committee and Sub group roles 

Introduction

This document describes the roles of active managerial engagement with ALARA. It accompanies the ALARA Management Committee Policy document, which outlines governing structures and their responsibilities including ALARA’s vision and objectives. The governing roles described in this document implement these responsibilities. The document describes the roles of the Management Committee and other non-committee groups that together support the functions of the organisation. 

Structure of the ALARA Management Committee

1. The Management Committee is made up of two inter-dependent groups which meet as a whole Committee three times a year, and also operate independently of each other in order to progress business.  The two groups are a Working Group and an Executive. 

2. When working as a whole committee the Management Committee is comprised of the following 9 decision-making positions:

· The President

· The Constitutional Secretary and/or the Minute Secretary (1 vote between these positions)

· The Treasurer

· The Global Networks Vice President

· The Australian Vice President

· The Web Services Coordinator

· The Publications Group Coordinator

· The Special Interest Group Coordinator

· The Membership and Marketing Coordinator

3. When working as two interdependent groups:

3a the Executive is made up of the President, the Constitutional/Minute Secretary, the Treasurer, the Global Networks Vice President and the Australian Vice President. 

3b. The Working Group is made up of the Global Networks Vice President, the Australian Vice President, the Web Services Coordinator, the Publications group Coordinator, The Special Interest Group Coordinator, the Membership and Marketing Coordinator..

4. It will be noted that the positions of Australian and Global Networks Vice Presidents are active on both Groups and operate as a formal link between the two.  They may interchange these roles as need requires. They should bring minutes from the Executive to the Working Group’s attention, and minutes from the Working Group to the Executive’s attention, where specific items require discussion/action

5. A chart of the organisation’s management structure concludes this document.

6. Other ALARA members may be invited to participate on either Group as needs require, but do not have voting rights.

7. When the Management Committee meets as a whole both the Executive and the Working Group are expected to attend to agendas and make decisions to progress business by means of deliberation, consensus and voting. At other times, Executive and Working Group meet independently of each other as business requires and progress ALARA business according to the MC policies and annual Action Plan. 

8. The Working Group can also meet with the Special Interest Groups (SIGs) to progress business as needed. 

9. The following descriptions outlay the decision-making processes, roles and responsibilities of all nine Management Committee positions separated in the two groups of Executive and Working Group. 

Decision making

· The decision-making processes are the same for the whole Committee, the  Working Group and Executive

· Decisions are made within the policy and role definitions of Committee members

· Decisions are made by means of deliberation, consensus and voting 

· If an issue cannot be decided upon it is left open for future deliberations and not acted upon until agreement is reached

· Unless differences of opinion are voiced consensus will be assumed 

· If differences of opinion are voiced, consultation and dialogue will be entered into until consensus can be reached

· Where differences of opinion persist and consensus cannot be reached the rules of Association apply

· Where decisions require formality the rules of Association apply

· All decisions are recorded in minutes

· Any abstentions and objections are also recorded in minutes

· All decisions will be abided by all members of the Committee until further decision making is required 

The Roles

The Executive

The President is responsible for:

· Representing ALARA at the World Congress, conferences and other ALARA events as required to further the vision and objectives of the organisation;

· Formal endorsement of financial, legal and other transactions that require the signature of either an office bearer or the President

· Leading and participating in Executive, Management Committee meetings and other fora which require office bearer representation and the endorsement of actions to legitimize them within the bounds of the organisation’s constitution

· Acting as a leader for the organisation where leadership is required, and at all times making the interests of the members and the society the primary interest of any leadership decision or action

· The President is expected to contribute an average of 5 hours a week to ALARA business

The Constitutional/Minute Secretary is responsible for:

· Arranging meeting times and formats (face to face, on line etc) for the Executive, the Working Group and other ALARA fora as required

· Producing minutes from meetings consistent with constitutional requirements (such as recording decisions etc)

· Carrying out administrative tasks that ensure the organisation meets its constitutional responsibilities (organizing special resolutions and annual voting procedures, ensuring new members are formally endorsed by the Executive)

· The Secretary is expected to participate in Executive and Management Committee meetings, and contribute an average of 1 hour a week to ALARA business

· The Secretary also receives minutes from the Australian Conference and World Congress Committee in accordance with communication links between these events and ALARA management forwarding them, or notifying their existence to the ALARA Executive or Working Group as needed

· The Minute Secretary may share the role with a Constitutional Secretary. In this instance the vote is shared, where the person in attendance has the vote. 

· Where both people attend, the Constitutional Secretary has the vote

The Treasurer is responsible for:

· The delivery of an annual budget

· Ensuring that that financial accounts for the organisation are in order and available to an annual audit

· Ensuring that the organisation is always advised regarding its financial position whenever any major (greater than $1000) financial transaction is considered.

· Ensuring that all financial transactions are conducted in such a way as ALARA meets its constitutional responsibilities

· The Treasurer is expected to participate in Executive and Management Committee meetings, and contribute an average of 1 hour a week to ALARA business 

The Global Networks Vice President is responsible for:

· Representing ALARA in the President’s place in Global Network and regional events and network communications where the President cannot attend

· Progressing ALARA’s international networks and memberships (individual members, affiliates and associations), enhancing access to international resources, and augmenting opportunities to act in the interests of action researchers and action learners in non-Australian and global forums

· Participating in Executive meetings and engaging in dialogue and decisions that effect ALARA’s organizational capacity and development

· Participating as a Working Group member and in that capacity supporting the World Congress from initial negotiations to final evaluation and financial accounting. It is noted that the WC responsibility is a 3 year commitment, and that should the GVP lose or resign their place on the Committee then appropriate hand over responsibilities are needed to ensure managerial consistency between ALARA and the WC organizing group. 

· Reporting to the Executive on Working Group activities where they effect the GVP’s responsibilities and interests

· The Global Network Vice President is expected to contribute an average of 2 hours a week to ALARA business

The Australian Vice President is responsible for:

· Representing ALARA in the President’s place in national and regional events in where the President cannot attend

· Progressing ALARA’s Australian national and local regional networks (individual members, affiliates and associations), enhancing access to resources, and augmenting opportunities to act in the interests of action researchers and action learners in Australia 

· Participating in Executive meetings and engaging in dialogue and decisions that effect ALARA’s organizational capacity and development

· Participating on the Working Group by supporting the Australian annual conference from initial negotiation to final evaluation and financial accounting

· Reporting to the Executive on Working Group activities where they effect the Australian VP’s responsibilities and interests

· Supporting without directly engaging with other local events as required by regional ALARA networks in Australia 

· The Australian Vice President is expected to contribute an average of 2 hours a week to ALARA business

The Working Group

The Working Group is made up Coordinators of core functions including Special Interest Groups, (SIGs). Accordingly the Working Group comprises the following core function coordinator positions:

· Publications Coordinator 

· Website Coordinator

· Marketing and membership Coordinator

· World Congress Coordinator (international VP)

· Australian Annual Conference Coordinator (national VP)

· Special Interest Groups Coordinator (SIG’s include for example, Post Graduate Supervision, AR in Development Settings)

Each Working Group Coordinator is responsible for:

· Carrying out their role to meet members’ needs in accordance with ALARA policies and guidelines, and developing specific activities in line with the Annual Action Plan as required in their area of responsibility

· Implementing procedures for the benefit of succession planning and smooth operations

· Sharing in the co-ordination of Working Group meetings when needed

· Keeping individual Working Group members appraised of their activities

· Coordinators are expected to contribute an average of 1 hour a week to their Working Group role. More than this and delegated assistance may be needed. 

Non-Committee Groups

Special Interest Groups

ALARA members network with each other and may work up an idea into a group activity. Such an activity might include an event, a policy development, an exploration of an aspect of practice or a reading. These groups are referred to as Special Interest Groups (SIGs). Any financial member of ALARA can form a SIG with any other individuals. SIGs may also include non-ALARA members.  

When SIGs need Management Committee support they report to the SIG Coordinator on the Working Group.  SIG members are not expected to participate in Management Committee meetings, but are expected to work within ALARA’s constitution, vision and objectives and within agreed budget and policy. A SIG lasts only for as long as its interest remains active. Extended inactivity will lead to the convener closing the group.

The Advisory Group

The Advisory Group is available for consultation by the Executive and the Working Group. This Group has unspecified numbers and is made up of representatives from three groups:

· Life Members/ALARA Council of Treasures

· Members offering specific expertise 

· Affiliated organisations representation where affiliates wish to participate in the development of ALARA

The Advisory Group provides advice in the formulation of the Action Plan and offers information, links and advice when requested by the Working Group. Members of the Advisory Group are not expected to participate in any regular meetings or produce any reporting of their activities. Any financial member can recommend individuals to the Advisory Group through the President. 

The ALARA Life Membership Network

This group is made up of esteemed members who have contributed to ALARA for many years. It is an honor to be nominated to the Network, which any financial member may do via the President. The Life Member may also offer advice to the Management Committee by means of their inclusion in the Advisory Group, however Advisory Group members are not necessarily Life Members, and Life Members are not necessarily Advisory Group members. There is no obligation for a Life Member to meet, produce records or be actively engaged in ALARA. The Life Membership policy details the rights and responsibilities of this endorsement.

General Membership

Financial members are encouraged to engage with ALARA’s activities and fellow members in their region. The range of activities offered by the organisation include:

· The World Congress

· An annual Australian conference

· Opportunities to be published in the ALARA journal

· Opportunities to know about developments in the field, and to advertise their own activities through a members’ newsletter

· Global Networks and local AR and AL network events and connections 

· Website interactions and resources

· Opportunities to set up local events such as workshops to suit the needs of local networks and members

· Opportunities to engage with ALARA’s governing responsibilities to its members in the form of participation on the Management Committee and its various functions

Members are encouraged to promote ALARA to their colleagues and networks and build financial membership for the organisation. 

Members are considered “members” when they have paid their annual membership fees. Failure to pay membership fees will result in removal of a person from ALARA’s membership lists and services. See organizational chart overleaf
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