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Redbridge Equalities and Community Council 
 

Rules 
 

 

1. Introduction 

1.1. RECC’s Trustees have the power under its Constitution to “from time to time make such 

reasonable and proper rules or bye laws as they may deem necessary or expedient for the 

proper conduct and management of the CIO”. These Rules are made under that power. They 

expand on some matters outlined in the Constitution and deal with other relevant matters 

not covered in it. In general, they do not duplicate provisions of the Constitution, but are 

intended to be wholly consistent with it. In the event of any inconsistency, the provisions of 

the Constitution take precedence. 

1.2. These Rules were approved by RECC’s Trustees on 26 June 2017. 

2. Equalities statement 

2.1. RECC recognises that some groups of people suffer discrimination and disadvantage because 

of their colour, race, culture, nationality, nation origins, ethnicity, ethnic origins, marital 

status, age, gender, disability, religion, and/or sexual orientation. 

2.2. RECC is committed to the promotion of equality of opportunity and the elimination of 

inequality, discrimination and disadvantage in both employment and service delivery.  

2.3. RECC aims to ensure that people from all sections of society have equality of access, equality 

of treatment and equality of outcomes in both employment and the provision of services in 

accordance with their needs. 

2.4. RECC is committed to tackling diversity and crosscutting equalities and human rights issues 

through training, implementation of leading-edge equal opportunities practice, and its Core 

Standards and other policies. 

2.5. RECC’s approach to equality of opportunity is set out in full in its Equal Opportunities Policy.  

3. Membership rules 

3.1. The Constitution says that membership of RECC is open to anyone: 

•  living, working or operating in the London Borough of Redbridge 

• who is interested in furthering its purposes, and  

• who, by applying for membership, has indicated his, her or its agreement to become a 

member and acceptance of the duty of members set out in the Constitution.  

A member may be an individual, a corporate body, or an organisation which is not 

incorporated. 

3.2. No one may be: 

• both an individual member and the nominated representative of an organisational 

member, or  

• the nominated representative of more than one organisational member. 
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3.3. Application process 

3.3.1. An individual or organisation who wishes to be a member of RECC must complete and 

submit an application form. There are different application forms for individual and 

organisational applicants. 

3.3.2. An organisation applying to be a member must provide the names of two people who will 

act as its representatives at General Meetings, etc. 

3.3.3.  The Trustees will consider each application in line with the procedure set out in the 

Constitution and notify the applicant of their decision. The Trustees may delegate these 

responsibilities to a nominated Trustee or Trustees; if so, their decisions must be reported 

at the next meeting of the Trustees. The procedure to be followed if an applicant wishes to 

appeal against a decision to refuse membership is set out in the Constitution. 

3.3.4. The applicant must pay the relevant membership fee as set out in paragraph 3.5 below. 

Their membership starts when both their application has been approved and the fee has 

been received. 

3.3.5. Members will be sent a request to renew their membership one month before it expires. 

3.4. Membership records 

3.4.1. RECC will keep a register of each Individual Member, including their: 

• full name 

• postal address 

• e-mail address 

• home, work and mobile telephone numbers 

and of each Organisational Member, including their: 

• name 

• postal address 

• e-mail address 

• two nominated representatives 

• for each nominated representative, the same details as for Individual Members. 

3.4.2. A member's details must not be disclosed outside RECC without their prior consent. 

3.4.3. It is each member’s responsibility to notify RECC pf any change to their details. 

3.5. Membership fees 

3.5.1. The annual membership fees are: 

• Individual member £10.00 

(Unwaged   £5.00) 

• Organisations  £15.00 

3.5.2. The Trustees may vary the membership fees from time to time, and may waive the fee in 

the particular circumstances of a member or members. They may agree a discounted fee 

for members paying for a period longer than one year. 

4. Meetings 

4.1. Arrangement 

4.1.1. At their first meeting after the AGM, the Trustees will agree dates for Trustees’ Meetings 

and General Meetings for the coming year, including the next AGM. 
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4.1.2. Meetings will normally take place on weekdays. Trustees’ Meetings will normally start at 

6.45 pm and General Meetings at 7.30 pm. Meetings should not last longer than two hours. 

It is the responsibility of all members present to achieve this. 

4.2. Annual General Meeting 

4.2.1. The annual General Meeting will normally take place in July. The Trustees will give members 

at least 28 days’ notice of the date, place and time. The agenda and papers for the AGM will 

be sent to members at least 14 days before the meeting. 

4.2.2. The AGM will be chaired by the President or his representative if present. In their absence, 

the outgoing Chair will chair the meeting (but stand down for the election of the new Chair 

or any other office, if s/he is a candidate). 

4.2.3. The first business of the AGM will be to agree the minutes of the previous AGM and other 

General Meetings during the year, and deal with any matters arising not elsewhere on the 

agenda. It will then receive the annual report of the Trustees, annual accounts and auditor’s 

report for the preceding financial year, and appoint the auditor for the following year. This 

will be followed by the election of honorary officers and Trustees in the following order: 

• Chair 

• Vice Chair 

• Treasurer 

• Trustees. 

4.2.4. The Rules for elections are set out in section 6 below. 

4.3. Other General Meetings 

4.3.1. The Constitution requires the Trustees to call at least two other General Meetings each 

year. The Trustees will give members at least 14 days’ notice of the date, place and time of 

each General Meeting, and send out the agenda and any papers with that notice. 

4.3.2. These General Meetings will be open to the public, and the agenda will usually include: 

• a speaker on a topic of public interest or concern, chosen by the Trustees 

• reports from the Chair, other Trustees and members of staff on RECC’s activities. 

4.3.3. Arrangements for General Meetings called in other ways are set out in the Constitution. 

4.4. Trustees’ Meetings 

4.4.1. The Trustees will meet regularly six times a year.  

4.4.2. In addition, any Trustee may call a special Trustees’ Meeting by giving the other Trustees at 

least seven days’ notice of the date, time and place of the meeting and the matters to be 

discussed. 

4.4.3. For each regular meeting, the Chair, or someone delegated by the Chair, will invite agenda 

items at least 14 days beforehand from the Trustees and the senior employee. They will 

circulate the agenda, minutes of the previous meeting and other relevant papers to the 

Trustees and senior employee at least seven days before the meeting. 

4.4.4. Decisions at a Trustees’ Meeting will be made by show of hands, unless two or more 

Trustees present ask for a secret ballot. 

4.4.5. If a Trustee fails to attend three successive regular Trustees’ Meetings without a satisfactory 

reason, the Chair will write reminding him/her of their responsibilities. If s/he fails to attend 

the next regular meeting without a satisfactory reason and has then been absent from all 
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Trustees’ Meetings for six months, the Trustees may, under Clause 15(1)(b) of the 

Constitution, resolve that his/her office be vacated. 

4.5. Conduct 

4.5.1. Members and Trustees are expected to behave in a polite and reasonable manner at 

General and Trustees’ Meetings, and to respect the authority of the person chairing the 

meeting. The chair of a meeting may warn anyone who, in their opinion, is not complying 

with this, and, if their behaviour then persists, exclude them from the meeting. 

5. Election of Honorary Officers and Trustees 

5.1. Eligibility 

5.1.1. All individual members of RECC and the duly nominated representatives of organisational 

members are eligible for election as Honorary Officers or Trustees. Their membership fee, 

or that of the organisation they represent, must be paid up-to-date at the date of their 

nomination. 

5.2. Nominations 

5.2.1. At least 35 days before the AGM, a letter inviting nominations for Honorary Officer and 

Trustee roles and a nomination form will be sent to all members and the organisations that 

they represent. Nominations will close 21 days before the AGM. 

5.2.2. The content of the nomination form will be agreed by the Trustees. One form must be 

completed for each candidate nominated for each post. The form will include, at a 

minimum: 

• the name of the person nominated 

• the role they are being nominated for 

• their signature accepting the nomination 

• the names and signatures of the members proposing and seconding them. 

5.2.3. A list of the nominees for each contested post and their proposers and seconders will be 

circulated with the agenda and other papers for the AGM. 

5.3. Elections 

5.3.1. If there is more than one candidate to be a particular Honorary Officer, or more candidates 

to be Trustees than there are vacancies, a ballot of members present will take place at the 

AGM. 

5.3.2. As soon as nominations close, candidates for a role subject to a ballot will be asked to 

provide, within ten days, a statement of no more than 200 words setting out the reasons 

why they believe that they should be elected. Statements received within that deadline will 

be circulated to members at least seven days before the AGM. Any statement longer than 

200 words will be cut off after the 200th word before circulation. 

5.3.3. The Trustees will appoint a member of RECC’s staff and a member who is not standing for 

election as returning officers. At the AGM, each member will, as they sign in, be issued with 

a ballot paper for each contested post. A closed box will be provided for completed ballot 

papers. At an appointed time during the meeting, the returning officers will count the votes 

cast and announce the winners. The number of votes cast for each candidate will be 

recorded in the minutes of the meeting. If there is a tied result, the ballot will be re-run 

between the tied candidates only. 
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5.3.4. [Where there aren’t enough candidates, do we need a process for taking late nominations 

or nominations from the floor. If so, what if there are then more candidates than posts? It 

may be simpler just to note anyone willing to serve and consider co-options at the first 

Trustees’ Meeting…] 

5.3.5. If a duly nominated representative of an organisational member who has been elected as a 

Trustee or Honorary Officer ceases to be that organisation’s representative, s/he will 

nevertheless remain in that elected role until the next AGM unless s/he resigns from it or is 

removed from it by a General Meeting under Clause 15(2) of the Constitution. 

5.4. RECC’s Particulars 

5.4.1. It is the responsibility of the Chair to ensure that the particulars of RECC on the Charity 

Commission’s website, including the details of its Trustees, are kept up-to-date. 

5.5. Induction and Training 

5.5.1. All newly appointed Trustees will be sent an induction pack before the first Trustees’ 

Meeting after their election or co-option. This will include: 

• a copy of RECC’s Constitution 

• a copy of these Rules 

• a copy of RECC’s most recent annual report and accounts 

• RECC’s Policies on: 

- Equal Opportunities 

- Safeguarding 

- [what else?] 

• relevant Charity Commission guidance on the role of charity trustees. 

5.5.2. Part of the first Trustees’ Meeting after each AGM will be devoted to a discussion of 

governance issues and Trustees’ training needs. Arrangements for relevant training for 

trustees will be made as necessary. 

6. Role of Honorary Officers 

6.1. Members elected as Chair, Vice Chair or Treasurer are automatically elected as Trustees at 

the same time. 

6.2. Chair 

6.2.1. The Chair’s role is to: 

• preside at general meetings of RECC and Trustees’ Meetings 

• prepare, in consultation with the senior employee of RECC, agendas for meetings of 

RECC and its Trustees 

• act as a principal spokesperson on public occasions or when representations are being 

made on behalf of RECC to public bodies 

• uphold the Constitution and Rules of RECC, to ensure the efficient and proper conduct 

of its affairs, and to encourage cooperation and goodwill among members and paid staff 

in promoting RECC’s Objects and fulfilling its functions. 

6.2.2. If an urgent decision is necessary before a meeting of the Trustees can be called, the Chair 

may take “Chair’s Action”. The Chair must consult with the senior employee and as many 

trustees as practicable before doing so, and take account of their views. Any decision taken 

by Chair’s Action must be reported to the next Trustees’ Meeting. 
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6.3. Vice Chair 

6.3.1. The role of the Vice-Chair is to deputise for the Chair in any of the roles listed in clause 7.1 

above: 

• when requested by the Chair, or 

• if the Chair is absent or otherwise not available. 

6.3.2. ln the absence or non-availability of both the Chair and Vice Chair, the remaining Trustees 

will appoint one of their number to act as Chair. 

6.4. Treasurer 

6.4.1. The role of the Treasurer is to: 

• ensure that proper accounts are kept of all monies received by or on behalf of RECC and 

of all payments made on its behalf, that they are presented annually for audit by a 

qualified auditor, and that the auditor’s report is presented to the Annual General 

Meeting 

• prepare an annual budget to cover the work of RECC, and to keep the out-turn under 

review 

• advise the Trustees on all matters relating to RECC’s financial management 

• present an account of current income and expenditure to the Trustees at least once a 

quarter. 

6.4.2. If the office of Treasurer falls vacant, through resignation or any other cause, the Trustees 

must, as soon as possible, appoint one of their number or co-opt someone to act as 

Treasurer. 

6.4.3. When the Treasurer leaves office it is their responsibility to hand over to their successor, in 

good order, all RECC’s books and financial records.  

7. Financial issues 

7.1. Records 

7.1.1. The Treasurer will ensure that RECC meets the requirements of the Charities Act 2011 

relating to accounting and financial records and reporting. 

7.2. Audit 

7.2.1. A qualified auditor, as defined by the Charities Act, will be appointed each year at the AGM. 

7.3. Income 

7.3.1. The Treasurer will ensure that there are systems in place to ensure that RECC’s income is 

promptly collected and banked – and that, where necessary, an official receipt is issued. 

7.4. Payments and delegation 

7.4.1. The purchase of goods or services must be approved in advance as follows: 

• goods or services costing £1000 or more: by a Trustees’ Meeting 

• goods or services costing £200 or more, but less than £1000 by the Chair or Treasurer 

• goods or services costing less than £200 by the senior employee. 

7.4.2. Payment of invoices for goods and services must be approved by one of the Honorary 

Officers. The Honorary Officer signing the invoice must check that: 

• the purchase to which the invoice relates was properly authorised 

• the invoice is accurate 

• it has not previously been paid 
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• the goods and services to which it relates have been received. Payments in advance are 

not permitted. 

7.5. Banking and investment 

7.5.1. The opening of any bank account must be approved by the Trustees. The Trustees will 

appoint up to four of their number, which will include the Honorary Officers, to be 

signatories on RECC’s bank accounts. All payments and transfers from the bank accounts 

will require the approval of two of the signatories. A signatory may not authorise a payment 

to him/herself. 

7.5.2. RECC may obtain from its bank(s) credit card facilities to enable on-line purchases. Up to 

three cards may be obtained, two to be held by members of staff and one by an Honorary 

Officer other than the Treasurer. Expenditure using these cards must be approved in 

advance in line with paragraph 7.4.1 above. All expenditure must be notified immediately 

to the Treasurer, who will review the credit card account at least monthly. 

7.5.3. With the approval of the Trustees, RECC may open an interest-bearing bank account in 

which to invest temporarily surplus funds. Transfers between the current and interest-

bearing accounts will be reported to a Trustees’ Meeting at least quarterly. 

7.6. Salaries 

7.6.1. The Treasurer will ensure that there are systems in place for the accurate payment of staff’s 

salaries into their bank accounts each month, for making the required deductions from 

them, and for meeting HMRC and other reporting requirements. 

7.6.2. Each member of staff will maintain a weekly time sheet showing the hours for which they 

are contracted to work each day, the hours they actually work, any absence from work they 

may have had and any entitlement to time off in lieu which, in accordance with their 

contract, they are carrying forward. Completed timesheets must be approved by the senior 

employee or a Trustee authorised to do so by a Trustees’ Meeting, and, once processed. 

filed. 

7.7. Travelling expenses 

7.7.1. Staff are entitled to the payment of authorised travel and subsistence expenses in line with 

their contracts of employment. Volunteers may also be entitled to claim travel expenses. 

Claims for these expenses must be authorised by the senior employee, Chair or Treasurer. 

7.7.2. Under paragraph 5(1)(a) of its Constitution, Trustees who properly incur reasonable 

expenses when acting on behalf of RECC are entitled to be reimbursed. Claims must be 

authorised by the Chair or Treasurer. Any expenses paid will be reported to the next 

Trustees’ Meeting. 

7.7.3. No one may authorise their own claim for expenses.  

7.8. Inventory 

7.8.1. The Trustees will ensure that there is a system in place to maintain an inventory of 

equipment and furniture belonging to RECC with a purchase price of £300 or more, and to 

update it as equipment and furniture is acquired or disposed of. Disposals must be 

authorised by the Trustees. 
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7.9. Petty cash 

7.9.1. The Trustees will authorise a cash advance which can be used only to defray petty cash and 

other expenses. 

7.9.2. A member of staff will be delegated to operate the petty cash account. Payments may be 

made only if supported by a petty cash voucher authorised by the senior employee or an 

Honorary Officer and a receipt for the expenditure claimed. The claimant will sign the petty 

cash voucher as a receipt. All petty cash transactions will be recorded in a register by the 

delegated member of staff, which will be reviewed monthly by the Treasurer. 

8. Staff 

8.1. Appointment procedures 

8.1.1. Appointment of staff is a responsibility of the Trustees. Staff’s terms and conditions of 

employment and salaries will be set by the Trustees and reviewed from time to time, having 

regard to the terms and conditions of employment of relevant staff employed by LB 

Redbridge and taking into account any representations made by or on behalf of staff. 

8.1.2. If the Trustees decide to appoint to a permanent position, or one with a fixed term of more 

than 12 months, they will: 

• agree the job description, person specification and salary for the post 

• determine where the vacancy should be publicly advertised 

• nominate an appointment committee of three Trustees to shortlist candidates and 

appoint to the post. 

The appointment committee will have authority to appoint to the post on behalf of the 

Trustees. Its decision will be reported to the next Trustees’ Meeting. The appointments 

committee may appoint an expert advisor to assist it, but its decisions will be made by its 

Trustee members alone. 

8.1.3. If the Trustees decide to make a temporary appointment, an appointment to a post with a 

fixed term of 12 months or less, or other short-term appointment, they may agree an 

abbreviated selection process consistent with the principles of equality of opportunity; this 

could include recruitment through an agency. 

8.1.4. A Trustee who applies for paid employment with RECC must immediately stand down for 

the duration of their candidature. A Trustee who is appointed to a paid post must 

immediately resign as a Trustee. 

8.2. Attendance at meetings 

8.2.1. The senior employee of RECC will normally attend Trustees’ Meetings. The Trustees may 

invite any other member of staff to attend Trustees’ Meetings or any other meeting. 

8.2.2. Members of staff must withdraw from any meeting when their personal terms of service or 

other matters about their employment are discussed. 

8.3. Grievance and disciplinary panels 

8.3.1. RECC’s Grievance Procedure and Disciplinary Procedure require the involvement of 

Trustees in hearing staff grievances and disciplinary cases and any subsequent appeals. In 

nominating Trustees to fulfil these roles, care must be taken not to discuss the content of 

cases or otherwise risk prejudicing the judgement of Trustees who are, or may later be, 

involved. 

26 June 2017 

Update April 2018 


