
Appendix A - Roles and Responsibilities.

Chair - Arronge withthe Secretory itemsto be included on Agendasfor oll meetings, Chair

oll Meetings unless unoble (appoint o Deputy act as Choir in ony absence)' Make urgent

decisions without referralto the committee; must inform committee of such decisions at

next committee meeti ng.

Secretarv - to be the focal point of the HRA, deal wittt ony correspondence (including emoils)

fro* ,uia"nts/members ond forwarding them to the oppropriate Committee Member if

necessory, maintain the register of membership in coniunction with the Treasurer, prepare

Agendas for Committee Meetings, Quarterly Generol Meetings Qaul ond the Annual

General Meeting (AGM), toke the Minutes of those meetings (in the cose of Committee

Meetings circuloting the unopproved minutes within seven doys of the meetinE) unless a

Minutes & Membership is appointed, book appropriote premises for all meetings (if

required), arronge speakers for QGMs, ensure that notices for QGMs and the AGM are

included in the locol poper and Look Mogazine, as well as being posted on the HRA

noticeboards, ensure Annual Public Liabitity lnsuronce is renewed, Look ofter any property of

the HRA, ond be wilting to provide home address for postol correspondence and a londline

number for contact detoils. Undertake to mointain ond update the HRA website with ony

informotion, articles or other items thot the comrnittee deem oppropriote.

Treasurer -to msintoin HRA Bank Account(s), Banking Receipts, Collect Membership

Apptication Forms and Payments and tiaise with the Secretary obout the some, ensure

invoices ore sent out regarding adverts within the Quarterly Mogozine, record poYments

made, poying pubtic Liabitity lnsuronce renewo! and undertaking to research the best policy'

plannins - Both commercia! & Residential Development - check for ony planning

ipplicotions/decisions thot may impact on the residents af Holland an Seo, liaise with

District/County Councillor(s) regording such opplicotions, reseorch and write letters of

objections or support, liaise with TDC's Plonning Department regarding any Breaches of

Planning Conditions) &

Highways & Transport - Roads, Povements & Street Signs - ensure that any defects are

reported to the relevont outhority and record such defects, Bus & Rail Services - attend ony

meetings thot relote to these (ontine or otherwise), ond provide regulor updates as to any

decline/improvement in the services, attend monthly meetings with County Councillor and

TDC representative, monitorTDC Locol Highways Panel meetings in relation to any scheme

affecting Hotlond on Seo & putting forward suitable schemes through the District ond County

Cou nci llors for i ncl usio n.

Health and Wellbeine - Health - be the lioison contoct t'or Surgeries and PPG's who deol

with residents of Holland on Sea, Crime - monitor crime rates ond other motters that might

impoct on the safety of residents, Rubbish - repart ony areas that might be suitable for a
,litter pick'& lioise with the Litter Picking Group re. some, or in the case of Flytipping ensure

it is reported to TDC online, Recreotion - including Clubs & Organisations thot supply

recreation, establish Lioison Contocts with each, ond ossist them to publicise their events etc,


