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Wg Cdr Purcell

TERMS OF REFERENCE – VICE CHAIRMAN
1. The Vice Chairman is a full member of the RAFMA Executive Committee (EC) with particular responsibility for the following:

a.
Chairing meetings of the EC in the absence of the chairman.

b.
Submitting an operating costs return to the Treasurer by 1st Sep of each year.  The operating cost return is to cover the financial aspects of the Vice Chairman’s responsibilities.

c.
Organise RAFMA’s annual AGM and Dinner.

2.
The Vice Chairman is required to contribute to the general administration of the Association by attending and actively participating in each ECM.

M A AINSWORTH

Wg Cdr

Chairman
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I certify that I understand the requirements of these Terms of Reference.
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Vice Chairman
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TERMS OF REFERENCE – AIRMEN’S REPRESENTATIVE
2. The Airmen’s Rep is a full member of the RAFMA Executive Committee (EC) with particular responsibility for the following:

a.
Promoting the development and growth of the association by encouraging the participation of airmen in RAFMA projects and activities.

b.
Canvassing the thoughts and ideas of the airmen membership and fully representing their interests and welfare in the workings of the EC.

c.
Maintaining a close liaison with all other EC members in order to become familiar with the principles of the administration and organisation of the association.

d.
Regularly attending RAFMA meets and, when required to do so, advising airmen on mountaineering matters to broaden their knowledge and understanding of the Association.

2.
The Airmen’s Rep is required to contribute to the general administration of the Association by attending and actively participating in each ECM.

3. The Airmen’s Rep is responsible for the purchase and financial control of RAFMA merchandise ensuring:

a.
A Stock certificate is completed at the end of each month, and forwarded to the RAFMA Treasurer.

b. Receipts are issued for all sales and a current record of purchases is maintained.

c. Items of merchandise are purchased following agreement from the EC.
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I certify that I understand the requirements of these Terms of Reference.
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TERMS OF REFERENCE – JOURNAL EDITOR
1.
The Journal Editor is responsible for the production of the annual RAFMA Journal.  In this respect he is to:

a.
Assemble material for the Journal, including notes by the President, Chairman and other EC members, reports on RAFMA expeditions, camps and meets, climbing competetions, reports on other mountaineering activities undertaken by RAFMA members and accounts of activities by the RAF MR teams. 

b.
Unless undertaken by the printers, to commission appropriate advertising material for inclusion in the Journal with the aim of recovering, through advertising revenue, as much of the gross cost of the Journal as possible. 

c.
Review the anticipated size and photographic content of the Journal and to ensure value for money for the finished product. 

d.
Obtain the authority of the EC for expenditure incurred in connection with the printing of the Journal and for the rates to be charged for advertising material. 

e.
Arrange, through the Treasurer, for the payment of the printer’s charges and for the recovery of advertising fees.

f.
Organise the distribution of the Journal, seeking the assistance of other EC members as necessary.

2.
The Journal Editor is required to contribute to the general administration of the Association by attending and actively participating in each ECM.
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I certify that I understand the requirements of these Terms of Reference.
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TERMS OF REFERENCE – EQUIPMENT/EXPEDITION MEMBER
1.
The Equipment/Expedition Member is responsible for the storage, maintenance and recovery of all RAFMA owned mountaineering stores and equipment.  In particular he is to:

a.
Maintain by means of permanent stock book an accurate record of all equipment holdings, giving details of items, quantities, dates of acquisition and value at date of acquisition/ purchase.

b.
Maintain an accurate record of all issues, loans and recoveries of equipment held on charge.

c.
Ensure adequate secure storage for all V&A items held on charge.

d.
Issue equipment held on charge only with the authority of the EC.

e.
Before the end of the FY, submit to the EC a written report of all equipment held on charge to reflect current holdings and condition.

f.
Advise the EC on general equipment matters and ensure that such matters as BMC and UIAA test reports and equipment failures are brought to their attention.

g.
Liase with agencies that specialise in equipment matters, for example Bicester.

h. Ensure that no equipment is written off without the full authority of the EC.

i. Maintain liaison with appropriate commercial and industrial organisations with a view to discount for RAFMA members.

j. Maintain liaison with appropriate commercial and industrial organisations with a view to potential sponsorship of major projects.

2.
The Equipment/Expeditions Member is responsible for providing specialist advice regarding expedition proposals and projects brought before the EC.  In particular he is to:

a.
Be fully conversant with current GAIs, MOD and Command instructions and policy pertinent to single and joint service expeditions.

b.
Provide specialist advice and guidance to the EC, and to individual members, concerning expedition proposals and planning.

c.
Chair an Expedition Planning Sub-committee for all major RAFMA expeditions and projects.

d.
Maintain the RAFMA expedition archives for use by members and ensure, through the newsletter, that members are fully aware of the archive contents.

e.
Maintain close liaison and contacts with all possible sponsors, joint service expedition planners and service staffs, to promote early and efficient staffing of all RAFMA initiated expedition projects.

3.
The Equipment Member is required to contribute to the general administration of the Association by attending and actively participating in each ECM.
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Chairman
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I certify that I understand the requirements of these Terms of Reference.
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TERMS OF REFERENCE - TRAINING AND DEVELOPMENT OFFICER
1.
The Training and development officer (TDO) is an EC post and is open to any serving member of RAFMA.

2.
The TDO is responsible to the Chairman for the following:

a.
Actively promoting and developing the Association's Training and Development strategy and in particular:

(1)
Providing advice and encouragement to the Association members wishing to acquire recognised civilian or military qualifications in mountaineering and related activities.

(2)
Promoting the employment of safe practices by RAFMA members through regular articles in the Association's Newsletter and Journal.

b.
Acting as an interface between RAFMA, the BMC, the JSAT scheme and the UK MTB with a view to:

(1)
Remaining fully conversant with policy developments and qualifications relevant to RAFMA activities.

(2)
Liaison with the JSAT Chief Instructor to secure priority allocations for RAFMA personnel applying for courses.

(3)
Providing a point of contact for service and civilian mountaineering bodies.

c.
Maintaining a record of appropriately qualified RAFMA members.

d.
When required, advising the Chairman and Expeditions Member of the qualifications held by prospective meet and expedition leaders. 

e.
Acting as a focal point for the membership in training, qualifications, safety or liability.

f. Advising the Chairman of any problems relating to training, qualifications, safety or liability.

M A AINSWORTH

Wg Cdr

Chairman
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Flt Lt
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TERMS OF REFERENCE - MEMBERSHIP SECRETARY
1.
The Membership Secretary is responsible, through the Treasurer, to the EC for the receipt and banking of all subscription revenue.

2.
The Membership Sec is to maintain a membership database in accordance with the spirit of AP3223.

3.
The detailed duties of the Membership Sec are as follows:

a. Maintain the RAFMA Members database.

b.
To forward a printout of the year's membership receipts to the Treasurer at the end of each FY, so that they may be included with the documents to be audited.

c.
Issue a membership card for each new and renewing member.

d.
Issue each new member with a copy of the 'Guide For New Members' and a copy of the current meets programme.  A copy of the latest Newsletter and the Journal should be included if stocks permit.

e.
Maintain an accurate record of all membership and to ensure that the address list is kept up to date.

f.
Provide membership application forms and the 'Guide For New Members' to any interested enquirer within the RAF.  This is also avalable on the RAFMA website.

g.
Send address labels of paid-up members to the Newsletter Editor in time for each Newsletter.

k. Advise the Airmen's Rep of new members.

l.
Open an account for each new member on the RAFMA Forum.

4.
The Membership Sec is required to contribute to the general administration of the Association by attending and actively participating in each ECM.

M A AINSWORTH

Wg Cdr

Chairman
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I certify that I understand the requirements of these Terms of Reference.

J Percival

Flt Lt
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TERMS OF REFERENCE - PUBLICITY REPRESENTATIVE
1.
The Publicity Rep is responsible for publicity and for the general promotion of the Association and its activities.  In particular he is to:

a. Collect and maintain suitable publicity material, photographs etc, for promotional and advertising purposes.

b. Submit articles on RAFMA activities, expeditions and achievements for publishing in the RAF News, the mountaineering specialist press and elsewhere as appropriate. 

c. Ensure that the Association receives adequate publicity within the Service, particularly at Stn level, by the provision of suitable posters and display material to Stns, through PEdOs and RAFMA Stn Reps.

d. Advise on all aspects of relations with the press, radio and television and sponsor organisations.

e. Maintain the RAFMA Website.

2.
The Publicity Member is responsible for the archiving of suitable material to maintain the RAFMA historical records and photographs for future generations. 

3.
The Publicity Rep is required to contribute to the general administration of the Association by attending and actively participating in each ECM.

M A AINSWORTH

Wg Cdr

Chairman
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I certify that I understand the requirements of these Terms of Reference.
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Publicity Rep 









Aug 08

RAFMA/Sec/005

Aug 08

Sqn Ldr M Catt

TERMS OF REFERENCE - NEWSLETTER EDITOR

1.
The Newsletter Editor is responsible for the following aspects of the RAFMA Newsletter:

a.
The collection and collation of information, ensuring that sufficient details are given of forthcoming meets and other activities and, where possible, that recent past meets are reported upon.

b.
The production of the Newsletter in the most cost effective manner. 

c.
The distribution to all current members and approved recipients in the most cost effective manner, seeking assistance where necessary.

2.
The Newsletter Editor is responsible for publishing the Newsletter quarterly, in the month following the ECMs.

3.
The Newsletter Editor is required to contribute to the general administration of the Association by attending and actively participating in each ECM.
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TERMS OF REFERENCE - TREASURER

1.
As Treasurer you are responsible to the Executive Committee (EC), through the Chairman, for the correct financial administration of the Association.   In particular, you are to:

a.
Maintain books of account.

b.
Pay all bills incurred by RAFMA, after satisfying yourself, by reference to the minutes of the ECMs, that such expenditure has been authorised by the EC.

c.
Present an up to date picture of the financial position of RAFMA at each ECM. 

d.
Prepare the books for an annual audit at the end of each financial year. 

e.
Co-ordinate the production of the annual Operating Costs Submission to the RAF Sports Board.

f.
Co-ordinate the production of the 5-year Financial Plan for grants from the RAF’s central funds through the RAF Sports Board.

g.
Prepare and maintain an accurate set of Standing Orders and instructions which precisely detail all routine treasurer's duties, which may be used as an aide memoire and guide by subsequent treasurers. 

2.
You are to contribute to the general administration of the Association by attending and actively participating in each ECM.

M A AINSWORTH

Wg Cdr

Chairman
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TERMS OF REFERENCE - MEETS SECRETARY

1.
The Meets Sec is responsible for the planning and organisation of regular meets within the UK.  In particular he is to:

a.
Plan and submit to the EC for approval a programme of meets at least 12 months in advance, to include:

(1) Six RAFMA meets.

(2) Three joint-service meets.

b. Sufficient additional meets to provide at least one meet per month throughout the year.

c.
Liase with the organisers for the RAF Climbing Competition and Joint Service Climbing Competition and include the venues in the meets list.

d.
Produce a meets list for publication in the quarterly newsletter, giving venue details at least 9 months ahead, and details of accommodation and meet leader at least 6 months ahead.

e.
Arrange accommodation for each meet.

f.
Arrange for a leader for each meet and ensure that each meet leader is fully briefed as to his duties before, during and after the meet.

g.
On the behalf of the EC, to check and endorse travel claims for RAFMA members attending each travel assisted meet, and keep a permanent log of such authorisations.  This task can be delegated to the meet leader if necessary.

h.
Provide an information service on UK climbing areas, huts and camping facilities for RAFMA members.

i.
Produce individual Administration Instructions for the Summer and Winter Week meets.

j.
Produce a generic Administration Instruction for the monthly meets.

2.
The meets Sec is to contribute to the general administration of the Association by attending and actively participating in each ECM.

M A AINSWORTH

Wg Cdr

Chairman
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TERMS OF REFERENCE - SECRETARY

1.
The Secretary is responsible for the general administration of the Association.  His duties include:

a. Arranging ECMs on a tri-annual basis.

b. Obtaining authority from the RAF SB to hold ECMs and AGMs, and obtaining approval for travel and subsistence for them under QR 2484(2).

c. Obtaining authority from the RAF SB to hold RAFMA annual meets program, and obtaining approval for travel for them under QR 2484(5) or (6) and (7).

d. Maintaining liaison and acting as the focal point with the BMC for BMC associated membership.

e. Preparing and circulating ECM agendas, after consultation with the Chairman, to all EC members, 2 weeks prior to the meeting.

f. Preparing and circulating AGM agendas, after consultation with the Chairman, to all Association members, along with a pre-AGM report and EC nomination details, 4 weeks prior to the AGM.

g. Producing and distributing minutes of ECMs and AGMs.

h. Handling all correspondence pertinent to the secretariat of the Association.

2.
The Secretary is to contribute to the general administration of the Association by attending and actively participating in each ECM.

M A AINSWORTH

Wg Cdr

Chairman
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