FACTSHEET
The Role of the Chair
The Chair leads the group in ensuring the Committee fulfils its
responsibilities for its governance.
The Chair may be the main representative for the Group at
functions, meetings and in the media. Other tasks may include
signing cheques and legal documents. Authorising action to be
taken between meetings of the full Board.
The Chair’s duties will include:
 Regular attendance at meetings
 Acting as spokesperson
 Planning and preparing meetings, setting agendas in liaison
with the Secretary
 Conducting meetings efficiently and controlling discussion
without monopolising it. I.e. Managing time, conflict
 Making sure everyone has the chance to put their views to
the meeting
 Making sure the purpose of the meeting is clear and that it
is achieved
 Ensuring the meeting is properly recorded by the secretary
 Being a support/link for all other committee members
 Acting at all times in the interest of the Group
 Providing leadership to the Committee in its role of setting
the direction and strategy of the Group
 Having the casting vote (depending on governing document)
 To ensure that trustees fulfil their duties and responsibilities
for the proper governance of the Group
 Monitoring that decisions taken at meetings are
implemented

How to Chair a Meeting
It is not always the extrovert or natural leader who makes the
best chair, although some leadership qualities are required.
The skills of chairing meetings can be acquired and largely
depend upon an ability to listen patiently whilst remaining
aware of what else is happening around the meeting table. The
Chair should not be afraid of making unpopular statements.
The following points should be kept in mind when conducting a
meeting, however may not be applicable to all groups.
 Involve new members from the start – if there are people
attending for the first time introduce them to the others,
and ask members to go round the table briefly
introducing themselves in turn to the new person.
 Begin the meeting with a short statement – to summarise
the purpose of the meeting, what facts are known
already, why a decision is required and how you intend to
structure the meeting in order to reach a decision.
 Try to separate fact from opinion – ask members for the
facts first. Summarise these and then go on to seek
members’ opinions
 Guide the meeting with a summary at each stage of the
discussion – this will ensure everyone is clear about what
has been achieved so far.
 At the end of the discussion, summarise the decision
which has been reached and who is responsible for
implementing the decision.
The Vice Chair
The Vice Chair acts for the Chair when the Chair is not available
and undertakes assignments at the request of the Chair. They
will provide support to the Chair and where appropriate use
the role to train as a future Chair.

