Contract of Agreement

The Secretary

As the Secretary of the Brighton and Hove Youth Dance Committee I agree with the following points, and understand that it is my role of responsibility to:

· Taking minutes in meetings

· Keeping files of past minutes and reports

· Letting people know when and where the next meeting is and what it is about

· Helping to prepare agendas for meetings with the Chair

· Writing and receiving letters, emails and texts on behalf of the group

· Keeping members informed of what correspondence has been sent out and received

· Keeping a record of membership

· Keeping a record of important phone numbers on the database

I am also aware that:

· There has to be at least one member of each Head Role present at every meeting

· I need to give as much notice as possible with regards to leaving my role
· I will be considered out of my role if I do not respond to any emails, phone calls or texts after 5 working days.
This Contract of Agreement was agreed at the Brighton and Hove Youth Dance Committee Meeting on: 

05 / 03 / ‘10

Name
    .................................................

Signed    .................................................
