Sikh Council UK 5th Administration 2018-2020
Guidance Notes for completing Executive Committee Nomination Form

The Sikh Council UK structures

The Sikh Council UK has various structures. The General Assembly is the supreme decision and policy making body consisting of all the delegates sponsored by their nominating member organisations and serve a term of two years. The next term will be the 5th term running from October 2018 to October 2020.
The General Assembly appoints an Executive Committee of 30 delegates. The Executive Committee co-opts a further 21 members to make a total of 51 members of the Executive Committee. A leadership team consisting of Officer Bearers, Office Bearer Assistants and Chairs of Committees will be compromised from the delegates of the Executive Committee. 

Separately, the Sikh Council UK also has a Board of Jathedars consisting of senior Sikhs who have longstanding service in the community and their remit includes serving as a scrutiny and dispute resolution panel of Sikh Council UK.
The 30 delegates of the Executive Committee

The Executive Committee of the Sikh Council UK of the 5th Administration shall consist of 30 delegates appointed by the General Assembly meeting on 13th October 2018. The Executive Committee will appoint the Officer Bearers, Assistants and Committee Chairs and will co-opt a further 21 members to the Executive Committee. 
If you wish to apply to serve on the Executive Committee in the 5th Administration in one of the 30 delegate positions, you need the support of two fellow delegates of Sikh Council UK who are willing to act as nominators to support your application. Any one delegate can only nominate/support one other delegate to serve on the Executive Committee. If you wish to apply, you need to complete parts one and two of the application form. Part one consists of providing your details and information about your skills and experience. Part two consists of providing details of two delegates of the Sikh Council UK who are nominating you. 
The 21 further members co-opted onto the Executive Committee

If you are unable or do not wish to apply to serve on the Executive Committee in the one of the 30 positions for example because you don’t have nominations from two fellow delegates, but you nevertheless wish to serve on the Executive Committee, you may be co-opted onto the Executive Committee in the additional 21 posts available for co-option at a later stage. Where there have been more delegates applying to serve on the Executive Committee than posts available in past administrations the General Assembly has resolved to co-opt more than 21 members in the interests of inclusiveness and positively responding to all expressions of interest.
Office Bearers, Assistant Officer Bearers and Committee Chairs

If you wish to apply to serve as one of the constitutional officers of Sikh Council UK consisting of the Office Bearers, Assistants and Committee Chairs listed below, you are required to also complete part three of the application form as well as parts one and two. Part three consists of expressing interest in up to two posts in order of preference as preference 1 and preference 2. Please read the role descriptions and core criteria (below) carefully before completing part one of the application form detailing your skills and experience. Please note normally only those delegates selected in one of 30 positions of the Executive Committee are eligible to serve in the five Office Bearer positions.
The list of the Office Bearers, Assistants and Committee chairs is the following – 

1. Secretary General 

2. Assistant Secretary General 1
3. Assistant Secretary General 2
4. Treasurer (who will also serve as Chair of finance)
5. Assistant Treasurer
6. Administrative Secretary

7. Assistant Administrative Secretary

8. Spokesperson (who will also serve as Chair of Media and Communications)
9. Assistant Spokesperson

10.  Co-ordinator of Affiliate Organisations

11.  Assistant Coordinator of Affiliate Organisations

12.  Chair of Strategy, Policies and Legal Affairs Committee

13.  Chair of Community Safety Committee

14.  Chair of Indian Sub-Continent Affairs Committee

15.  Chair of European and International Affairs Committee
16.  Chair of General Purposes Committee
Process for selection of the 5th Administration
The following process was agreed at the last meeting of the Executive Committee of the 4th Administration on 8 September 2018:
	17th September 2018
	Closing date for Membership Affiliation forms

	17th September 2018
	Applications open for Executive Committee nominations   

	18th September 2018
	Membership screening panel to review Membership Affiliation applications from non-Gurdwara organisations for eligibility

	1st October 2018
	Closing date for Executive Committee nominations

	6th & or 7th October 2018
	5-member panel to be constituted by the Board of Jathedars Convenors will review Executive Committee nominations and apply selection criteria to recommend 30 Executive Members to the General Assembly 

	13th October 2018 General Assembly Meeting
	Approval of 30 Executive Members by General Assembly following consideration of 5-member panel recommendations

	27th October 2018
	30 Executive Committee members to select Office Bearers, Assistant Office Bearers and Committee Chairs 

	10th November 2018
	First Executive Committee meeting of the 5th Administration 


Core Criteria for serving as Sikh Council UK officers
The agreed core criteria for serving as an Office Bearer, Assistant Officer Bearer or Committee Chair is set out below. The delegate wishing to apply for a role as an officer is requested to review this carefully and ensure he or she can meet the requirements before applying. 
The delegate must be:
· Amritdhari (for any of the 5 Office Bearer Roles)

· able to commit the time required for SCUK work

· able to access and respond to emails/correspondence on a regular basis
· able to make and take calls regularly 
· willing and able to travel long distances for meetings/events as required 
· able to meet own reasonable level of out of pocket and travel expenses
· able to take leave from work when needed to attend daytime meetings (usually London)
· able to use initiative and build teams in delivering agreed priorities within the role portfolio and lead on raising external resources where necessary 
· able to manage any pressures that may result from commitments with any other organisations or voluntary work 
· able to act objectively in the best interests of and safeguard the independence of Sikh Council UK
· able to represent the Sikh Council UK on media with appropriate briefing

· able to inspire unity and collective action and avoid divisions
· able to identify and pursue opportunities of own initiative 
· able to maintain confidentiality 
Descriptions of Sikh Council UK officer roles

The Secretary General shall: 

i. be responsible for convening the General Assembly, preparation of the necessary working papers and agenda and maintaining a record of proceedings and resolutions in a Minutes book 

ii. direct the work of the Executive Committee in implementing the policies set by the General Assembly 

iii. present a report of activities to meetings of the General Assembly 

iv. be the official spokesperson of the SCUK 

v. be responsible for maintaining a record of proceedings and resolutions of the Executive Committee in a Minutes book 

vi. be an Amritdhari Gursikh of high moral character having achieved distinction in some field 

The Administrative Secretary shall: 

i. support the Secretary General by preparing and managing correspondence, reports and documents 

ii. organise and coordinate meetings, conferences, travel arrangements 

iii. type and distribute minutes of meetings 

iv. implement and maintain office systems, schedules and calendars 

v. handle incoming mail and other material and set up and maintain filing systems. 

If the Secretary General resigns or is impaired or otherwise fails to fulfil the assigned responsibilities, the Administrative Secretary shall act as Secretary General. If the Administrative Secretary is unable to undertake this role then the Treasurer will assume this responsibility 

Produce an electronic bulletin of the preceding month’s work by the 5th of each month fro circulation and posting on the website. The affiliated organisations will be requested to display it upon their notice boards. 

Aim to respond to all enquiries within 10 working days majority of the communications is expected to be through the electronic media. 
The Treasurer shall:

i. keep proper accounts of the finances of the SCUK and may be responsible for the management of the financial affairs of the SCUK 

ii. provide accounts for audit at least once a year by the auditors appointed by the annual meeting of the General Assembly 

iii. be Chairperson of the Finance Committee 

iv. maintain an overview of any external funding applications 

If the Secretary General resigns or is impaired or otherwise fails to fulfil the assigned responsibilities, the Administrative Secretary shall act as Secretary General. If the Administrative Secretary is unable to undertake this role then the Treasurer will assume this responsibility 

The Secretary General, Board of Jathedars and Treasurer has the delegated power to authorise expenditure within the specified budget and single transactions of up to £4,000.

The Co-ordinator of Affiliate Organisations shall: 

i. maintain proper records of all Affiliate Organisations and Delegates 

ii. establish effective communication systems with all Affiliate Organisations and Delegates 

iii. establish and keep under review strategies for increasing SCUK participation 

iv. will take a lead on identifying the skill and other requirements for co-opted members in liaison with the Chairs of the Special Committees and the other office holders 

v. where there is sufficient evidence or reason to believe that any member or Affiliate Organisation is in contravention of the aims of the SCUK carry out investigations and report these to the Executive Committee to take whatever steps are deemed appropriate 

vi. provide an annual report to the General Assembly 

vii. be a member of the Finance Committee 

viii. be responsible for maintaining membership and to recruit new members
 ix. ensure that regular communication takes place with the affiliated organisations on the work of the Council
The Spokesperson shall: 

i. work closely with the Secretary General in overseeing the external representation of the SCUK 

ii. planning, developing and implementing public relations strategies 

iii. liaise with and answer enquiries from media, individuals and other organisations, often via telephone and email 

iv. research, write and distribute press releases to targeted media and collate and analyse media coverage 

v. prepare and supervise the production of publicity and promotional material and organise events including press conferences. 

vi. maintain and update information on the SCUK’s website; 

vii. will Chair the Media and Communications Special Committee 

viii. using own discretion and depending on the sensitivity attached, will seek advance clearance of communication of the SCUK with the media and governmental agencies with the Secretary General. 
Assistant Office Bearers

Each of the office bearers will have assistants to draw upon from members of the Executive Committee whose role will be to support them in executing their responsibilities and where circumstances demand, deputise on a temporary basis for the respective office bearer. In exceptional cases the assistants may be from outside of the Executive Committee.
Chair of Finance Committee functions shall be: 

1. to supervise the raising of funds, the management of any assets and the disbursement of funds for the work 

2. to take responsibility for keeping proper accounts of all the finances and for presenting annual audited accounts to the General Assembly 

3. to set up a Secretariat with paid staff where necessary to carry out the day to day functions and ensure its efficient functions. 

4. to consider and make recommendations to the Executive Committee on applications received for membership

5. to keep categories of membership under review and make recommendations to the Executive Committee, when appropriate 

6. to prepare data and advise on the representation of bodies to the General Assembly and collect affiliation fees
Chair of Media and Communications Committee functions shall be:

1. to develop and implement a communications strategy reflecting the policies of the SCUK 

2. to monitor and interact with the media and inform the SCUK on issues of interest and to take action as agreed with the Secretary General 

3. to provide the necessary services to the Executive Committee in public relations. 

4. to advise the membership of the stance being taken by the SCUK so as to inform media interaction with the community and organisations 
5. to train/develop individuals for the media role develop relationships with all of the Sikh Media 

6. be the representative committee to liaise with the British Media.
Chair of Strategy, Policies and Legal Affairs Committee functions shall be:

1. keep an accurate database on Sikh institutions and community activity for the purpose of effectively serving the community 

2. monitor demographic, social and economic trends in the community in order to inform policy making and encourage good practice in community development 

3. provide legal advice and support to other committees and task groups 

4. receive documents that need response from the SCUK and seek comment from appropriate committee/task group before drafting final response for approval by the Secretary General 

5. initiate and co-ordinate, where appropriate, action on matters that require legal experience or knowledge

6. receive and debate any proposals from any of the subcommittees and forwarding the same to the Executive. 

7. develop strategies and policies to safeguard Sikh interests, achieve aspirations and respond to current and future issues 

Chair of Community Safety Committee shall be: 
1. to keep record of hate crimes and other attacks on the Sikh on the grounds of race, religion and beliefs 

2. to liaise with relevant agencies and develop networks to ensure community safety 

3. to develop community safety strategies and champion their implementations

Chair of Indian Sub-continent Affairs Committee functions shall be: 
1. to develop strategic alliances with organisations and agencies on the Indian Subcontinent for the benefit of the UK Sikhs 

2. to provide support, advocacy and aid for isolated minority Sikh communities 

3. to promote understanding of the unifying Sikh code of conduct and way of life and the value of Ek Granth and Ek Panth in achieving unity within the Sikh community 

4. to promote positive relationships with people of other nations 

5. to work towards preserving the built heritage of Sikhs in their traditional homelands in the Indian subcontinent and beyond 

6. to proactively pursue and create opportunities for the benefit of the Sikh Community 

Chair of European and International Affairs Committee functions shall be: 
1. to form close links with other similar national Sikh Councils in Europe and where these do not exist assist in the establishment and development of such bodies within all countries of Europe with significant Sikh communities 

2. to support Sikhs across Europe and further afield on issues that effect Sikhs within their specific countries 

3. to work across and between the national Sikh Councils of Europe to represent and lobby for the interests of Sikhs at a European level and world level on issues of common concern to Sikhs 

4. to contribute to the organisation of Europe wide political, cultural and religious events to promote the image and interest of Sikhs 

5. to work towards evolving an overarching structure for the establishment of a European Council of Sikhs 

6. to pursue any funding opportunities to improve understanding of Sikhs and Sikhism in United Kingdom 

Chair of General Purposes Committee functions shall be:

1. to deal with those matters that are not in the remit of the other committees  

2. to review and recommend terms of reference for the other committees as and when appropriate
