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Refugees and Asylum Seekers Participatory Action Research



Standing Orders
1. MEETINGS
1.1. RAPAR shall conduct its meetings in accordance with these Standing Orders and with the principles set out in Citrine's "ABC of Chairmanship", as determined by the Chair.  The ruling of the Chair on any question under the standing orders or on points of order or explanation shall be final, unless challenged by at least three members, and unless two thirds of the members present vote against the Chair’s ruling.

1.2. All mobile phones shall be switched off/to silent during the meetings. 

1.3. Visitors who ring to enter the office shall be asked to come back when the meeting is concluded.

2. QUORUM
2.1. The Quorum for a RAPAR Ordinary General Meeting(OGM) is at least ten (10) members, including three (3) members of the Management Committee.  If the meeting is inquorate 15 minutes after the time advertised the RAPAR Committee Members present may then deal with urgent matters of business in accordance with the Chair’s ruling. The Quorum for a RAPAR Committee Meeting is five (5) Committee members.

2.2. A Committee meeting shall not make decisions whilst it is inquorate.  The Chair may suspend business until the quorum is re-established or close the meeting. 

3. ORDER OF BUSINESS - THE AGENDA
3.1. The Chair and one of the Joint Secretaries shall prepare an Agenda for each RAPAR Meeting and this shall normally take precedence over all other business.

3.2. The Chair shall read the Agenda out at the start of the meeting, may alter the order of business during the course of the meeting and may identify items for consideration under Any Other Business.

3.3 The Chair and Secretary should be notified prior to the commencement of the meeting of any items intended for consideration under Any Other Business 

3.4 Agendas should be distributed ten days before the meeting.

4. ARRANGEMENTS FOR TUFR GENERAL MEETINGS
4.1. The Annual General Meeting (AGM) shall normally be held November, starting at 1800hrs and ending not later than 2000hrs.  

4.2. Management Committee Meetings (MCM’s) shall normally be on the first Tuesday of every month, starting and finishing between 1100 and 1400.

4.3. Ordinary General Meetings(OGM’s) shall be called through an MC meeting and shall normally be held at least once every quarter and will be open to all membership.

4.4. Emergency General Meetings (EGM’s)  The Chair and Joint Secretaries may agree to call an EGM.  The Chair and Joint Secretaries shall normally approve all reasonable requests for Emergency General Meetings meeting the criteria that follows.  Members requesting an EGM should contact one of the Secretaries stating:

a) the purpose of the meeting,

b) the reason why this business cannot wait until the next meeting

5. MOTIONS, AMENDMENTS AND SPEECHES
5.1. Motions should normally be submitted in writing to the Secretary - this may be during a meeting if the motion arises from discussion of an agenda item. 

5.2. Every motion or amendment at a RAPAR meeting must be proposed and seconded by members present at the meeting.  Seconders are not required at Committee meetings.

5.3. Once moved and seconded, motions and amendments may only be withdrawn with the consent of the meeting.

5.4. When an amendment to a motion is moved, no further amendments shall be discussed until the first amendment is disposed of.  However, notice of the wording of any further amendments must be given before the first amendment is put to the vote.  

5.5. If an amendment is adopted, the amended motion becomes the substantive motion.  After all amendments have been disposed of, the surviving proposition may be put to the vote.

5.6. The mover of the original motion shall be allowed 5 minutes to move and 5 minutes for a “right to reply” to arguments raised against the motion.  Other members may speak once on the motion, for 3 minutes, and once on each amendment, for 3 minutes.  The mover of the amendment shall be allowed 5 minutes and has no right of reply. 

5.7      The Chair shall call a vote immediately after the mover has had the

           right to reply and no further discussion shall be allowed.  

6. VOTING

6.1       All matters shall be determined by a simple majority of votes of the 

            Members present, and in the event of an equality of votes the 

            Chair shall have a casting vote in addition to his/her deliberatative      

            vote      

6.2      Voting shall be by show of hands. 

    6.3     One member, one vote.
7 ELECTIONS:
7.1       Candidates shall be nominated and seconded.

7.2       AGM Elections: 
a) Committee Officers: Chair, Vice Chair, Joint Secretaries, Treasurer, Assistant Treasurer, Matrons and Patrons (up to 5 at any one time)
b) Additional Committee Members agreed by the AGM:  Who have experience of refugee status/ asylum seeking issues or are currently seeking asylum within the United Kingdom. 

7.3     Co-opting Additional Committee Members outside of AGM’s
At Management Committee meetings, additional members proposed for the committee may be put forward and, if they are accepted, their positions should be endorsed at the next Ordinary General Meeting. 

8 THE RAPAR Management  COMMITTEE
8.1     The RAPAR Committee shall consist of the elected RAPAR Officers/

          Committee members. 

8.2      The Committee shall be accountable to RAPAR, shall be 
     responsible for organising the business of RAPAR and shall meet as  

           required.  

         8.3     Management Committee members may be removed from their 

committee positions at the discretion of the rest of the committee 

and if they miss more than three consecutive meetings.


7. EXECUTIVE POWERS: 
The Chair and Joint Secretaries shall have executive power to act, together, on behalf of the charity within the framework of policy determined by RAPAR.  When there is no RAPAR policy on an issue, they shall consult at least five voting RAPAR Committee members.  They shall seek endorsement for any executive actions at the next RAPAR meeting.

8. FUNDING ACTIVITIES & PAYMENT OF OUT-OF-POCKET EXPENSES
8.1. RAPAR will hold a bank account with a banking provider.

a) The treasurer will hold that account with at least two signatories who will be Committee Members who will normally be the Chair and Secretary. 

8.2. In all cases, members shall obtain prior approval, according to available funds for:

· Singel items of expenditure under £50 and up to £200 per month: the RAPAR Treasurer may approve.  

· Expenses over £50: a RAPAR Meeting, the RAPAR Committee or the Secretary and Chair in consultation with the Treasurer may approve.

8.3      The Committee will be responsible for fund raising initiatives and will 
           work with and assist the Treasurer in all matters financial.  

9. THESE STANDING ORDERS: 
9.1. May be amended at the Annual General Meeting by two thirds of the members present voting for a motion circulated with the AGM agenda;

Glossary and Notes
Alphabetical
	Agenda:  Annual General Meeting (AGM).  The Agenda may include:

1. Apologies 

2. Treasurer's report (financial report, appeals, subscriptions and affiliations)

3. Minutes of previous AGM

4. Matters arising from the minutes

5. Election of Committee Members

6. Resolutions (AGM business only)

7. Close of business



	Agenda: Emergency General Meetings:  The Agenda will depend on the emergency and the business required to deal with it.  It should normally include only the relevant emergency or "special" business.  




	Agenda: Ordinary General Meetings.  The Agenda shall normally include:

Apologies

Minutes of previous meeting

Matters arising

Treasurers Report

Branch Committee report and correspondence (Secretary)

Resolutions

Any other business

Close of meeting




	Membership: Membership is available to all refugees/ persons seeking asylum/ and those interested in the issues and prepared to abide by the memoranda and articles of the charity. 
The standard cost of affiliate/ individual membership is to be determined byt eh management committee.

The Committee will exercise discretion in respect of membership fees according to individual circumstance. In any case, membership shall be offered free to unwaged colleagues.

Affiliation: The cost of organisation affiliation to RAPAR will be determined by the Management Committee 
Any RAPAR Officer/ Committee member who fails to attend three properly notified meetings of the Committee without tendering apology or good reason may result in that member being replaced by another RAPAR member at an ordinary general meeting.



	


	RAPAR  Meetings: attendance and participation:  This section covers all “general” meetings of TUFR: the Annual General Meeting (AGM); Management Committee meetings, Emergency General Meetings (EGM’s); “Ordinary General Meetings”  



	Citrine.
Citrine’s “ABC of Chairmanship” is the definitive reference on this issue.



	

	Elections are held at the AGM in November whenever practicable.



	

	Motions and Resolutions.  Any proposal moved, i.e. put forward, for adoption by a meeting is a “motion”.  The process by which a motion becomes a “resolution” depends on whether decisions are agreed by consensus or by determining the majority view.  If a majority are in favour of a motion, it is “carried” and is then called a resolution.  That is, the meeting has resolved to take the point of view and/or course of action detailed in the motion.

It is not always necessary to publish a “Notice of motion” on the Agenda and/or meeting notice - most proposals arise in the course of discussion of Agenda items.  However, vitally important motions, contentious motions and motions involving significant expense should be advertised in advance.  The Chair may rule that a proposal arising during a meeting should be advertised for debate at another meeting if it is to be discussed at all.
Speakers should start by stating whether they are speaking in support or against the motion or amendment in question. 



	Quorum. 
This is the number of members who must be present for business to be conducted.  RAPAR Standing Orders stipulate the quorum required for a RAPAR Ordinary General Meeting/ Emergency General Meeting and for a RAPAR Committee Meeting.  



	Standing Orders.  These are the rules of conduct for an organisation’s meetings.  




 Chair 




             Secretary 




Signed: 




  Signed___________________
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