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Guidelines for Secretaries of Groups and Sections
Be familiar with the Memorandum and Articles of Association of the Library Association of Ireland.  In particular, articles 82-87 relate to Groups and Sections.
For Regular Meetings

Liaise with Chairperson to set agenda for regular meetings. Most of the agenda may be fairly standard, and the headings may repeat from meeting to meeting.

In advance of the meeting, circulate agenda and draft minutes of the previous meeting to the members/committee.

Send a reminder about the upcoming meeting about a week in advance of the meeting.

Prepare a list of correspondence received, for tabling at the meeting.

At meetings

Circulate attendance list.

Take minutes of meetings unless they are taken in rotation or otherwise.

Have the agreed minutes signed by the Chairperson.


After Meetings

Archive agreed Minutes.

Type up new minutes or seek them from the minute-taker.

Act on any decisions made, e.g., write letters, forward queries to people etc. Draft up Action List for circulation.

Notify committee members/members who were unable to attend of the date of the next meeting asap so that they can calendar it. 

Prepare a few main points from the meeting for Leabharlann-e and send to the Development Manager for inclusion in the next edition.

Inform the Executive Board via the Secretary of forthcoming events, planned activities or projects.
For AGM

Discuss agenda and motions for AGM with the Chairperson

Seek nominations for the officerships in accordance with the agreed regulations/procedures of the group.

Bring list of motions received for the AGM to the meeting for discussion.

Bring draft of Annual Report to meeting for discussion and agreement.

Following AGM, decide on dates of meetings and the date for AGM. (The date of the AGM and notice periods may be laid down in the rules of the Group/Section.)

Liaise with Chairperson about what action should be taken in relation to motions which have been passed at the AGM.

After AGM update contact details for Officers and notify changes of officerships to the Hon Sec LAI.
Develop Schedule for AGM-related activities.

Annual Report

Discuss content of the Annual Report with Chairperson.

Prepare Annual Report for AGM.

Prepare Annual Report which is sent for inclusion in LAI Annual Report.

General

Maintain and update membership contact list.

Deal with any correspondence addressed to the Group/Section and in consultation with the Chairperson, circulate to members as necessary.

Look after maintenance of the Group/Section Website or send material for website to designated member.

Publicise events through the Development Officer 

Publicise events through the website.

If in doubt on procedural issues or any other matter contact the Hon. Secretary of the Association who will be pleased to assist you.

Kieran Swords

Honorary Secretary
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