THE PURPOSE AND ROLE OF COMMITTEES AND THEIR MEMBERS

1. NATIONAL YOUTH SCIENCE FORUM (Web site: www.nysf.edu.au)
Purpose 

To act as a liaison between participating districts and the executive of the National Youth Science Forum (the executive).

Responsibilities

· Maintain contact with the executive to ensure that Rotary concerns and requirements are understood and accepted;

· Maintain contact with governors of participating districts to ensure that they are fully informed of the requirements of the executive and of the administration of the program; and

· Report to each Institute on the activities of the previous National Youth Science Forum and advise on any appropriate action that is required.

2. SIEMENS SCIENCE EXPERIENCE (Web site: www.scienceexperience.com.au)

Purpose

To provide Rotary representation on the Federal Coordinating Committee of the Siemens Science Experience.

To be the link between the Federal Committee and Australian Rotary districts and local organising committees.

Responsibilities

· Have input into the effective operation and future direction of the national program for the benefit of grade 9 students.

· Assist with the preparation of budgets, marketing strategies, promotion and execution of the program, in conjuction with Siemens and other sponsors. 

· Report to the Institute on the activities of the committee and maintain a liaison between all districts in the zone and the committee.

NOTE: There are usually four or five meetings a year, all held in Melbourne. There is no assistance or subsidy available for travel and other expenses incurred in attending meetings. A telephone conference system has been established to enable inter-state members to participate. A National Director and an administration staff member are employed.
3. HISTORY AND ARCHIVES

Purpose


To select and preserve archival material for retrieval when required.


To publish historical material in the future as may be determined by the Institute.

Responsibilities

· Obtain information from all Rotary clubs and districts and from other available sources concerning significant Rotary activities.

· Seek information annually about significant Rotary activities from all the above sources, select material for permanent preservation, establish a Rotary archive and supervise the lodgement therein of the material selected.

· Publish future historical works and provide access to archival material as determined by the Institute.

· Negotiate with the management committee of RDU for the provision of the necessary professional services and facilities to meet the purposes of the committee.

· Develop a viable financial plan for the project and take any necessary action to maintain progress.

· Report to each ensuing Institute and obtain approval for action taken or proposed.

4. RECORDS MANAGEMENT

Purpose


To manage the computerised record of Institute resolutions, elections and other necessary data and to ensure the ongoing integrity of such records.

Responsibilities

· Direct and supervise the Institute master file of records established on the RDU data bank including at least: resolutions - election results - committee members and duration of membership - financial statements and other reports.

· Advise each planning committee chairman on:

· the administration of standard procedures for proposed resolutions;

· the current membership of all committees;

· vacancies on committees and any statutory offices for which nominations shall be called; and

· the standard format to be used for ballot purposes.

· Obtain from the Institute secretary at the conclusion of each Institute:

· details of all resolutions “carried” and “not carried”;

· results of all elections and any casual vacancies filled at the Institute;

· an audited statement of receipts and expenditure; and

· the “Record of Proceedings” of the Institute.

· Ensure that all those records are incorporated in standard format into the relevant sections of the master file and made secure for future use.

· Provide access to the master file for approved Rotary purposes.

· Confer with successive convenors and chairmen to ensure that the management of the Institute records is appropriate for future needs and to take any action practicable to meet such needs.

· Review the management of Institute records from time to time and advise the Institute of any action required to ensure their integrity, continuity and accessibility into the future.

5. INSURANCE

Purpose

To maintain and promote common insurance cover for all Rotary activities carried out by clubs in Australian based districts.

Responsibilities

· Represent all Rotary participants in the common Australian Rotary Insurance Scheme.

· Negotiate the most cost effective insurance cover for Rotary activities in the relevant countries.

· Regularly review the adequacy and effectiveness of the Scheme and advise the governors accordingly.

· Report to each Institute.

6. RYPEN

Purpose

To liaise with all districts in the zone so as to improve and extend RYPEN, to enhance its effectiveness and strength, and advise on improvement or changes.

To assist in further extension of RYPEN outside the zone when requested.

Responsibilities

· Contact Australian districts and obtain reports on management, operation and effectiveness of RYPEN programs held in districts.

· Brief incoming governors on the worth, current status and operation of RYPEN and encourage its extension.

· Respond to requests from overseas districts with the object of encouraging them to initiate RYPEN seminars, assisting with information and experience of Australian programs.

· Report to each Institute on the current status of RYPEN in Australia and overseas.

7. ROTARACT

Purpose

To conduct, on behalf of the governors, an annual training program for incoming Rotaract district representatives held at a venue in Sydney or Melbourne on a 2 yearly rotation.

Responsibilities

· Make all arrangements for and ensure the successful conduct of the annual program involving all available incoming district representatives.

· Obtain overall approval for each program in regard to content and costs from the governor in whose district the venue lies and to operate within such budget limits.

· Maintain such books of accounts for each program as can be duly audited and shall demonstrate the financial accountability of the committee to the governors at the next following Institute.

· Facilitate continuity by providing to the next chairman full records of previous programs.

· Report to each Institute on the previous program and to make any appropriate recommendations.

8. VOCATIONAL SERVICE DIRECTORS GUIDE

Purpose

To review the Vocational Service Directors Guide, which is printed and published by Rotary Down Underas a valuable resource for club Vocational Service Directors.

Responsibilities

· Conduct a positive and constructive review of the guide, with the object of improving its value and effectiveness.

