
Guidelines for Effective Committees 

[Adapted from the American College of Sports Medicine Website]

Committees are established to do the work of the Council. The main function of a committee is to contribute to the economy and efficiency of the Council. Most committees are concerned either with aiding the Board in the decision making process or in communicating information. Committees represent, involve, and serve members, as well as provide an important training ground for future Board members. Committees are an effective workforce for the Council - they ensure group participation in problem solving and provide a forum for the many interests within the Council.

Effective committees unify, represent, motivate, coordinate, consolidate, and communicate. They function best when their members are selected appropriately and when a clearly defined mission exists. 


Types of Committees
· Standing Committees: These committees should be designed to make policy recommendations to the Board, to undertake long-term assignments, and to carry out the on-going work of the chapter. 

· Ad Hoc Committees: These special committees are generally formed to accomplish a specific objective. Their existence stems from a new or current problem or project that the Council is facing. When the problem is resolved, the information is gathered, or the project is completed, the committee will disband. The life of the ad hoc committee varies depending on the directive, but typically lasts for a year.


Committee Operating Codes
Committee operating codes are created to provide firm guidelines for the functions of each committee. Committee structure, reporting responsibilities, and basic mission should all be defined in the Operating Code. Operating Codes should be reviewed on an annual basis to allow for changes in the direction of the Council:

· Organizational Information (size of committee, subcommittee information, etc.)

· Objectives that align with the Council’s Goal: MEMBERSHIP
· Procedures (provide as much detail as possible)

· Benchmark dates

Committee Size
Typically, committees are relatively small. Size recommendations range from at least three to six members depending on the mission and activities of the committee. Larger groups - six or more members - are able to solve a greater variety of problems because of varied skills which are likely to increase with the group's size. Smaller groups tend to be more coordinated and focused. Where a group task requires interaction, consensus, and modification of opinion, the task will be solved better with a small group.


Committee Administration
· Committee Chair
The committee chair is responsible for facilitating the work of the committee, providing oversight, and ensuring timely communications within the committee and between the committee and the Board.

· Executive Board Liaison (who may not be the committee chair) who serves as its liaison to the Board. This person serves as a resource to the Board regarding the committee's activities.

· Committee Reports
The committee chair is responsible for keeping leadership informed of the committee's activities. A written report of goals and achievements should be provided to the Board for each scheduled Board meeting.

· Committee Charge
In addition to the general committee charge defined in the committee operating code, the President may charge the committee with specific work. The committee chair is responsible for keeping the work of the committee focused on the charge and aligned with the chapter's strategic plan [membership]. At the conclusion of each year, the committee chair is expected to make recommendations to the Board regarding the future work of the committee.

· Committee Responsibilities
Committees are accountable to the Board. They may not commit to expenditure of funds and may not express opinions or represent positions in the name of the Council, unless specifically authorized by the Board. In proposing a program or activity that may involve expenditure of funds, committees should submit a program description and budget to the Board for approval.

Sample Timeline for Committee Work
· Before committee meeting: Chair develops agenda and distributes to the committee and the Executive Board.

· Two weeks after meeting: Minutes are mailed to the committee and Executive Board.

· One week before Board meeting: Committee chair submits a report to the Executive Board.


Attributes of an Effective Committee
· Has a clear statement of its purposes in written form.

· Believes in and respects democratic values.

· Has a responsible leader who guides the committee process.

· Has a carefully selected membership.

· Carefully plans the work to be done.

· Works through its assignments one step at a time.

· Has a sense of priorities and timing.

· Members who participate in deliberation and discussion.

· Works as a team rather than as individuals.

· Has adequate agendas, minutes and records.

· Gets infusion of "new blood" periodically.

· Evaluates itself regularly.

Conclusion
Committees can be a very powerful force within the Council. The workload of the Board is greatly reduced when the committees are functioning properly. All dimensions of committees - size, leadership, membership, and reporting - are affected by the task to be performed. Care should be given when selecting committee chairs, members, and charges. A good committee Operating Code can go a long way to assisting the committee in its work. At the very least, the objectives of the committee must be spelled out in the Operating Code.
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