CAN Executive and National 

Secretariat Functions

Executive Board Work Programme

The Executive board is made up of 9 English and 1 Welsh regional chairs and a national chair. Both the regional and national chairs’ roles are extensive and must complement their local authority work as the positions are provided on a voluntary basis. Chairs are enthusiastic individuals who believe in their work, what it’s achieving and the importance of how CAN supports their role. 

With the HECAct being proposed for a repeal, the National Indicators becoming a key element of work and a recession to contend with, the Executive and Secretariat wish to review their work to assess whether its providing the best service to its members and the secretariat provides value for money. 

The role and responsibilities of the national chair are outlined below. 

National Chair

· Manage the Associations work programme enabling the core activities to operate affectively as agreed by the Executive.

· To provide leadership and direction in the promotion and marketing of CAN.

· Identify outside funding streams to enable deliver of its core activities and those identified in the annual work programme.  

· Provide support and assistance to the CAN secretariat ensuring that the secretariat provides excellent communication/information service for the membership.

· Attend and chair the quarterly executive meetings and AGM, providing updates on the annual work plan.

· Provide support to the conference steering group and secretariat for the annual conference.

· Prepare and present reports, briefings and presentations on the Associations work and development to relevant stakeholders and organisations.

· Attend meetings with government departments, such as LGA, DECC, EST and EEPH on matters that are deemed relevant by the executive.

Regional Chairs

· Attend quarterly Executive meetings and AGM

· Attend and chair regional meetings

· Attend training days as and when required

· Devise and deliver Executive’s core activities and annual work plan

· Assist in securing funding to continue the role of CAN

· Influence and be a part of governments strategic decision making policy

· Chair and/or sit on working/steering group as and when required

· Secure funding for regional secretariat services, meetings and activities

· Provide two way communication between government and officers

· Provide members with information about legislation, funding etc

· Support regional forum and officers 

· Share good practice examples

· Promote and market CAN activities
· Develop and promote partnership working with neighbouring local authorities, public and private sector, government organisations, charities etc
Secretariat Work Programme – Post June

Currently, the national secretariat has two full time employees, a Project Officer and a Graphic/Web Designer. From April, Rob will be the main contact at the secretariat and there will be a transitional period during April and May of work between Helen and Rob. 

It is proposed that Rob takes on the Company Secretary role and becomes the second cheque signature and debit cardholder. If agreed, Helen will complete all the necessary legal and bank account changes requirements.  From June Rob will be the only person working on the CAN Secretariat function and the Project Officer and Graphics/web designer roles will merge. Therefore the two roles need to be merged appropriately so that the core activities are maintained and deadlines are met.

Along with the graphic designer, the secretariat role is to manage the day-to-day activity of the national secretariat, by: 

Management and Administration: 

· Supporting the Executive Board to develop, co-ordinate and implement the annual work programme and core activities

· Effectively communicating with and supporting the Executive Board, regional secretariats, members and public, private and voluntary sector stakeholders including government bodies, politician’s and local authority senior management

· Being the main point of contact to members, stakeholders and other interested parties

· Providing information and resources of national relevance to support local authority officers in delivering their climate change agendas

· Providing regional secretariat with information of national relevance and providing guidance on CAN matters

· Co-ordinating the Executive Board, Conference Steering Group, Warm Front Strategy Group and East Midlands CAN regional forum activity, meetings, training and events

· Organising venues, food and refreshments for all Executive, AGM, EGM meetings, producing an agenda and providing minutes

· Organising an annual training day for the Executive Board and regional secretariats and any other meeting or event as directed by the Executive

Financial Management:

· Within Company Secretary capacity - maintaining and updating all legal requirements and documentation, such as the company’s Memorandum and Articles of Association, filing documents with Companies House where appropriate

· Managing the company accounts, including all procurement, invoicing, VAT returns, setting and monitoring budgets, monthly accounting, petty cash and debit card, chasing payments and keeping the internal and external treasurers up-to-date with copies of financial records

· Preparing and submitting accounts for the annual audit and filing with Companies House

· Reporting monthly and annually to the Executive Board on company activity, finances and conference evaluation

Raising Sponsorship/Funds:

· Assisting the chairs in sourcing funding for the secretariat services

· Managing relations with sponsors via quarterly progress meetings and reporting accordingly to the Executive Board

· Sourcing sponsorship for the conference and magazines through marketing

· Setting and implementing the marketing strategy and producing marketing material to promote CAN

Marketing and Promotion:

· Designing corporate identity artwork, promotional literature, marketing equipment (exhibition stands), website, national and regional logos and stationery

· Attending and exhibiting at national events, promoting a positive ethos and being the face of CAN

· Co-ordinating an annual conference, including setting a programme, organising speakers, exhibitors, bookings, finances, budgeting etc and direct the conference steering group activities

· Designing and layout of the quarterly news magazines; collating, editing and writing articles and publication on the website and/or hard copies

· Developing and maintaining a national website, which includes regional pages, conference page, magazines, job vacancies, meetings/minutes and events

· Supporting regional secretariats in updating the regional web pages

Dissemination of Information:

· Developing, analysing and evaluating members’ surveys and any other ad hoc* research or projects directed by the executive board

· Assisting partner organisation in disseminating surveys, project delivery, collating information or feeding back from members when requested

· Identifying relevant consultations, collate responses and/or comments to assist the chair in formulating and submitting a national response

*Highlights of ad hoc work previously carried out, include: Set up of UK HECA as a legal entity, change of identity to CAN, launch events (HECA and CAN), working groups (e.g. members’ survey and qualification), Schools conference, Local Authority Energy Day Toolkit, HECA review, ‘Changing Role of the HECA Officer’ Survey and analysis. 

Presently, the secretariat staff roles are split with the Project Officer carrying out all the administration and management of the work programme, finances and projects and the Graphics/Web Designer maintains and updates the website, designs and fits the layout of the quarterly magazine and produced artwork for promotional literature, corporate identity and event programmes etc. Below highlights the percentage of time spent on activities of each job role. 
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It should be noted that as the company is a legal entity and has its own bank account a high percentage of time is spent on the compiling accurate financial records, procurement, invoicing and chasing outstanding payments. The rest of the time is spent on organising events, supporting members and completing project work. 
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The majority of the Graphic/Web Designer’s time is spent on design work and the website. The new format website, however, is nearly ready for launching and will only require maintenance and updating. 

Below is the current work programme that is provided by two staff members.  

	Carbon Action Network - Work Plan 2009/10

	Core Activities
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul

	A
	Annual General Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B
	Quarterly CAN Executive meetings
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	C
	Executive Training Day
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	D
	Facilitate the Annual CAN Conference
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	E
	Quarterly Carbon Action News Magazine
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	F
	2008/09 Annual report
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	G
	Identify and secure funds for CAN
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	H
	Maintain and support regional forum/officers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	I
	Manage relations with sponsor
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	J
	Review and update work programme
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Work Programme
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul

	A
	Communicate with Government, GOs, RDAs about representation on other networks/meetings
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B
	Work with partners to devise/deliver training on National Indicators
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	C
	Extend membership to other climate change professionals
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	D
	Exhibit at regional and national conferences
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	E
	Respond to relevant consultations
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	F
	Facilitate the Warmfront Strategy Group Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	H
	Develop, collate and report on 'Changing Roles' members survey
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Proposed Revised Secretariat Function

The pie chair below represents how the secretariat time will be spent on activities. It maintains CAN’s core activates but at a reduced capacity. Areas where resources can be revised or refocused are listed below the pie chart. 
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Meetings

The secretariat has budgeted for all meetings to continue, but cannot cover travel expenses of the chairs. Eaga provides the Warm Front Strategy Group venue and food and the meeting is organised by the secretariat. Unfortunately, due to the time constraints the secretariat will not be able to provide the East Midlands Secretariat services but will remain an active part of the group. 

Annual Conference

The 2010 event was postponed and in the interim the secretariat has put forward a proposal to host a number of one-day conferences instead, which will be discussed separately. 

Carbon Action News Magazine

It was agreed at the EGM in February to continue with the publication of the quarterly magazine but it will now be published electronically on the website. 
Dissemination of Information 

The EST and EEPH, amongst others, provide free electronic news updates to local authority officers, so the secretariat has not sent out email new updates as not to duplicate work. The Secretariat only sends out relevant national information that is of importance to members. Regionally, the secretariats provide updates of local events, training, consultations, updates.

Funding and Sponsorship

The Secretariat has written a number of proposals for generating income for discussion at the Planning Away Day and will continue to search for sponsorship and grants. 

Training Opportunities

As a means of generating revenue and providing training services for members, the secretariat has written a discussion paper to develop a government recognised training package. 

Project work

The time spent on projects will be greatly reduced or should be incorporated in to the work programme. It may be necessary to revise the work programme to schedule any ad hoc projects. 

Finances

A more robust system for chasing outstanding invoices is required and the use of a debt collection agency to chase payments after 3-month period has elapsed. This would free up time to spend on other projects. However, it is imperative that VAT returns and the audit is submitted on time to avoid any charges.

Secretariat Work Programme

The Gantt Chart below shows the spread of work load for the secretariat over a year. 
	Secretariat Work Programme

	Core Activities
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr
	May

	A
	Administration
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	B
	Finances
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	C
	Legal Entity
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	D
	Dissemination
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	E
	Events
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	F
	Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	G
	Reporting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	H
	Research
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	I
	Projects
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	J
	Ad hoc work
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	K
	Magazine
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	L
	Website
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	M
	Design/artwork
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	N
	Regional support
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Recommendations: 

· Approve Rob is main CAN Secretariat contact of from 1st April

· Approve transitional period of work (April & May)

· Approve Rob as the new Company Secretary

· Approve Rob as new cheque signatory and debit card holder

· Agree to maintain current activity, but at a reduced capacity

· Agree a new work programme for the secretariat, post June 2010

PAGE  
1

_1330243197.xls
Chart1

		Admin

		Finances

		Legal Entity

		Dissemination

		Events

		Meetings

		Reporting

		Research

		Projects

		Ad Hoc work

		Magazine

		Website

		Design/artwork

		Regional support



Proposed % Time Spent on Secretariat Activites

8

12

2

5

15

10

2

1

5

5

10

10

10

5



Sheet1

		Admin		8

		Finances		12

		Legal Entity		2

		Dissemination		5

		Events		15

		Meetings		10

		Reporting		2

		Research		1

		Projects		5

		Ad Hoc work		5

		Magazine		10

		Website		10

		Design/artwork		10

		Regional support		5

				100





Sheet1

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0

		0



Proposed % Time Spent on Secretariat Activites



Sheet2

		





Sheet3

		






