THE CONSTITUTION OF TOPO STEERING GROUP 

1. THE NAME OF THE ORGANISATION is The Old Post Office campaign steering group (TOPO SG)  

2. ITS TERMS OF REFERENCE are to make a start on establishing a sustainable community hub in central Kingston hosting a number of social, creative and environmental enterprises.

3.  THE ACTIVITIES BY WHICH TOPO S G WILL CARRY OUT ITS AIMS AND PURPOSES are by:

       3.1 Phase 1 - Strategic planning for the community hub: spatial planning, business planning, 
researching funding streams, preparing a campaign and networking strategy.

       3.2 Occasional public meetings and campaigns to gather ideas, support and participation.

       3.3  Raising funds and donations to be used for Phase 1 and beyond.

       3.4  Working with supporters and other partners to achieve Phase I and progress towards 
   
  
Phase 2.

       3.5  Presenting our proposals to the developer, Kingston Council, local media, the public...

       3.6  Facilitating a handover to a new entity and "committee" for Phase 2.

4. STEERING GROUP MEMBERSHIP 
4.1. Potential main community group users and members with relevant skills may be co-opted in order that the SG is representative and able to carry out its functions.

4.2. There will be no discrimination in membership or practices on grounds of age, sex or sexuality, race, religion or belief, disability, political affiliation or ability to pay.

4.3. The Steering Group may refuse to admit to meetings anyone whose conduct is, in its opinion, inconsistent with the objects or policies of TOPO, or to publish content on the TOPO website or Facebook page inconsistent with the objects or policies of TOPO.

5. STEERING GROUP FUNCTIONS 
5.1. The SG may decide how many meetings it will hold. 

5.2. The SG may elect officers to take notes, chair meetings, act as treasurer, form working groups and take on other roles, as needed.

5.3. Decisions shall be taken by a majority of the members of the SG present at meetings or by email, with a quorum of over 50% of members. 
5.4. No member of the SG shall benefit financially from the work of TOPO, allowance being made however for out of pocket expenses. 

5.5. Members of the Committee will take all due care to deal with money and relate to other members and TOPO supporters and volunteers with integrity, openness and transparency.

5.6. The SG shall keep and publish Minutes of its meetings.

5.7. The SG should stand down once Phase 1 is achieved in order to hand over to a more formally constituted entity for Phase 2 which will raise and administer funds, negotiate with developers and RBK, and move the project forward. 


6. FINANCE

6.1. Any funds of TOPO SG  may only be used to achieve its purposes and aims. 

6.2. Members of the SG may not receive payment for their services to the Group.

6.3. In the event of the TOPO campaign having to wind up, after payment of liabilities all remaining funds shall go to a local community group with similar aims and purposes.

6.4. TOPO funds may be held temporarily as a sum ring-fenced for TOPO use in Kingston Environment Centre bank account, and the SG shall keep accounts of its financial transactions. If funds exceed an agreed amount TOPO should set up its own bank account to be operated by the SG, overseen by a Treasurer and examined by a competent person outside the Committee annually. There shall be two signatures on any of TOPO's cheques.

7. ANNUAL GENERAL MEETINGs should be held annually from November 2012 to account for funds, review activities, and seek assistance in moving to Phase 2, with a more formal constitution, structure and management committee. SPECIAL GENERAL MEETINGs may be held as necessitated by events, and/or to officially hand over to a new team for Phase 2.
8. AFFILIATIONS: the Committee may affiliate TOPO to other local community groups and organisations relevant to its aims and activities.

9. WORKING GROUPS: may be formed ad hoc to help carry out the functions of the SG  and should include at least one member of the SG.

Agreed by the Steering Group, March 2014
