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Guidelines for Chairs of Groups and Sections

Chairs should:

1. Be familiar with the aims and objectives of the Library Association of Ireland and the Memorandum and Articles of Association.  Ensure that the objectives of the group which they represent are in keeping with those of the association.  The group should have a formally agreed constitution, validated by the Executive Board.

2. Guide the work of the group and encourage a vision for the future. 

3. Devise terms of reference for the committee if these are not implicit in the group’s constitution.  Terms of reference should be brief and mainly cover the remit of the group and the terms of office of officers and committee members.

4. Chair meetings, approve the agenda in advance, ensure that meetings keep to time and sign off on minutes, the annual report etc.

5. Ensure fairness in representations at meetings and in all dealings.  Exercise good judgement.

6. Ensure best practice in relation to communications (Sec.) and finance (Treas.).

7. Ensure that smooth communications are in place between the committee and the Executive Board.

8. Keep a watching brief on the work of the association and its groups in order to minimise duplication and maximise efficiency.  

9. Until an archival policy has been agreed ensure that the records of the group are maintained in a sustainable medium.

10. Seek advice from the Executive Board and/or officers as required.
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