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Towards a new structure 
Building, together, a strong CISV community in London 

 

CISV London was launched by Anna Engstad in 2011. After 8 years of successful 

operations, the Board embarked, last autumn, on a thorough review to explore how we 

could better organize our work and better engage with the multiple talents within our 

London community. The objectives of this new structure are therefore twofold:  

 

1. To clarify roles and responsibilities with a view to better share the workload 

among volunteers on the Board and be more efficient as a local chapter of CISV 

Great Britain 

 

2. To enable the London community to engage and contribute in multiple ways so 

everyone could find the format that suits her/him/they best 

 

In the following pages, we present the new pilot structure as well as a series of role 

profiles of the Board members.  

 

We invite everyone to have a look and put their name forwards if they want either to 

join the Board as coordinator or join one of the sub-committees. For the coordinator 

roles, please send an email to fill this form before October 1, 2019 We will compile all 

applications for a vote at the AGM on 6 October at 12.00 at the end of Mini-Camp. If 

you have any question, feel free to contact the Chair or the Secretary  

 

 

Application by October 1 via this form  

Vote at the AGM on October 6 

https://docs.google.com/forms/d/e/1FAIpQLSdUHNK8evoLs_lZxy-B6rgaZZiKNYmK65m2T0QU_JFIYftNKg/viewform?usp=sf_link
mailto:chairperson.london@gb.cisv.org
mailto:secretary.london@gb.cisv.org
https://docs.google.com/forms/d/e/1FAIpQLSdUHNK8evoLs_lZxy-B6rgaZZiKNYmK65m2T0QU_JFIYftNKg/viewform?usp=sf_link
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This summer, we sent over than 40 children and young people from the London 

Chapter to Villages, International Youth Meeting, Step Up and Seminars across the 

globe. Here, in London, we welcomed 9 delegations from Canada, Germany, Great 

Britain, Hong Kong, Israel, Italy, Norway, Portugal and the USA for our first ever Step 

Up.  

 

From children to leaders, everyone built through these multiple CISV experiences life 

friendships as well as small bridges that little by little provide the web for a more 

peaceful world.  

 

These opportunities are made possible thanks to the enthusiasm, commitment and 

work of volunteers across the globe who give their time and talent to help local 

chapters all year long…  

 
 

 

To carry our work in London and provide horizon opening 

opportunities to more children WE NEED EVERYONE’S HELP! 
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Our new pilot structure 
Engaging at various levels 

 

 

In blue – Coordinators 

Coordinators meet every month as the CISV London Board and commit to 2 to 3 years. 

They report at the monthly Board meetings when relevant on the activity within their 

‘strand’. They are responsible for producing and implementing with the support of the 

sub-committees a budgeted annual plan. They are invited to support the hosting effort 

either ahead and/or during the hosting commitment of the Chapter.  

 

In green – Sub-committees 

Members of the sub-committees could if they want join the monthly board meeting 

but don’t have to. Their commitment could be much more ad-hoc than the 

coordinators. There is no time limit on their commitment. The number of sub-

committees is not limited and sub-committees could be created in response to specific 

needs of the Chapter.  

2020 will be a year of testing so some aspect of the org chart as well as element of the 

role profile may evolve. Once the coordinators will be in place we will recruit for the 

sub-committees. 
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Chair 
General coordinator and CISV London liaison 

 

What is it about? 
 

The Chair is responsible for making sure the chapter is run in an efficient and organised 

fashion, managing all the chapter coordinators as the overall coordinator. This involves 

strategic planning, vision forming, vision communication, and catalysing it into action.  

The chair acts as the main representative of the chapter in relation to CISV GB and 

International 

 

Board commitment 

 

Chair all Board meetings – 2 hours on a monthly basis, preparation for board meetings 2 

hours each time 

 

Hosting commitment 

 

Be available and help out to support the hosting of the annual international camp hosted 

by CISV London 

 

Mandate 

 

2 years renewable once 

In charge of recruiting successor, with the help of the Board, and work as a duo for 3-6 

months transition period. 

 

 
 

What do you do? 
     
 

 Lead the chapter 

 

 Take actions and decisions on behalf of the board 

 

 Oversee financial policy and risk management 

 

 Develop a strategic plan and facilitate the implementation and evaluation of the plan 

 

 Plan and prepare the board meetings and the AGM with others as appropriate.  This 

includes setting the agenda for these meetings 

 

 Chair board meetings ensuring: 



 

 

7 

 

○     A balance is struck between time-keeping and space for discussions 

○     Business is dealt with and decisions are made 

○     Decisions, actions and deliberations are adequately minuted 

○     The implementation of decisions is clearly assigned and monitored 

  

 Ensure the Trustee is kept up to date with the work of the chapter to enable them to have 

effective oversight 

 

 Ensure that a successor is found before the term of office finishes 

 

 Prepare chapter annual report and collect financial report from treasurer 

 

 Ensure 2 chapter representatives are elected annually to attend National Council (NC) 3 

times a year.  This should be the Chair and it is recommended that the second is the 

Treasurer 

 

 Ensure 1 voting member is elected annually to attend GB Annual General Meeting in June.  

This should be the Chair 

 

 Liaise with NC and attend GB council meetings as a voting member 

o Coordinate hosting at chapter level and liaise with NC on the plan 

 

 Respond to any issues/reporting to NC 

 Organise and chair the Annual General Assembly for London 

 

 

In addition the Chair should produce an annual activity plan with major direction and objectives for the 

Chapter. The Chair should also work closely with the Finance and Accounting Coordinator (Treasurer) 

to consolidate the annual budget and review the budget submitted at the end of the year to CISV GB. 

 

 

 

There are no defined Committees within this role.  The Chair can attend 

any committee of choice 

 
 
Policies, procedures, strategies and templates 
 

 Templates 
Annual report  
Branch Report Form (BRF) 
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 Policies and strategies 

• International Chair or President role profile  

• Guide to National Council representative role 

• Guide to AGM representative role 

 

Safeguarding & Risk Manager Officer 
Ensuring CISV London safety 

 

Risk Manager – CISV London 
 
Being CISV London’s Risk Manager is an important and rewarding role in the smooth and safe 
running of our chapter. Although this role carries responsibility, risk management is not a complex 
role, but rather more about applying common sense and procedure to our activities to ensure they 
run safely for all concerned. Specifically in London, you should:  
 

• Ensure all CISV London’s activities comply with UK law, CISV rules and guidelines, and all 
required insurance is in place.  

• Offer RM perspective and advice to the Board, encouraging the Board to always be 
mindful of RM and the safety of all participants.  

• Recommend updates or revision to policies and procedures where appropriate.  

• When sending to programmes, make sure RM process is followed during selection, 
leaders have received training, have had DBS check, and emergency contact channels 
are established.  

• When hosting, work with staff to evaluate site and activities to make sure that risk 
management is undertaken; CISV rules are followed and help deal with any accidents 
/incidents.  

• Establish procedures for communication and handling of national/local risk management 
issues. This includes advising the NA / Chapter on press / media relations regarding risk 
management “incidents.” Follow up on any incident or issue as needed.  

• Follow up as needed on any incidents or issues generated by the issues reports database 
concerning the NA/Chapter.  

• Communicate with the National Risk Manager, International Risk Manager and 
International Office as needed. Be an integral part of the RM network and engage with the 
web page that is dedicated to the risk management community.  

• Ensure private data is held securely, and suitable data protection procedure is kept.  

• Attend the mandatory Risk Management training at the European Regional Training 
Forum, and ensuring your certificate is updated every three years. 

 
The role does not take up much time through the year but requires a bit more attention and 
organising leading up to the summer, or ahead of any hosting activity. Although it may be 
beneficial to sit on the Board to be aware of activities planned, this is not compulsory.  
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CISV International have created a role profile for the Risk Manager which you can 

download here. However, Safeguarding duties are carried out by a separate role in our 

chapter (Safeguarding Officer) but the two roles should work closely together to ensure 

the safety of our participants.  

In addition, the risk manager should produce an annual activity plan. The plan should also 

include a budget to be produced by the coordinator and consolidated by the Finance and 

Accounting coordinator. 

 

Fundraising coordinator 
Fundraising campaigns, merchandising and Social 
Diversity Fund 

 

What is it about? 
 

The Fundraising Coordinator is responsible for overlooking the general fundraising 

strategy of CISV London as well as ensuring that all fundraising events are run 

smoothly throughout the year. 

 

Board commitment 

 

Needs to attend all Board meetings (1 per month except July and August) 

 

Hosting commitment 

 

Be available and help out to support the hosting of the annual international camp hosted 

by CISV London 

 

Mandate 

 

2 years  

 

In charge of recruiting successor (with the help of the board) and work as duo for a 3 to 

6 months transition period. 

 

 

 
 

What do you do? 
 

Strategic role: 

 

http://www.cisv.org/EasySiteWeb/GatewayLink.aspx?alId=2199
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□ Develop in consultation with the Board a fundraising plan. The plan should also 

include a budget to be produced by the coordinator and consolidated by the Finance 

and Accounting coordinator. 

 

□ Scheduling events throughout the year according to the plan: 

 - Fundraising campaign.  (Sport, Projection, Concert…) 

 

□ Keeping a record of fundraising earnings and defining in consultation with the Board 

where funds will be allocated. 

 

Internal communications (in addition to the above) 

 

□ Preparing & circulating a short report on committees progress (or represent them if 

not present at board meetings when on the agenda). 
 

□ Presenting regular report on e-shop financial activity. 

 

□ Informing the Board on the individual requests, result and initiatives linked to the 

Social Diversity fund. 

 

□ Responsible for communicating with Website committee as well as Sending and 

Treasurer Committee members  

 

External communications  

 

□ Responsible for communicating the fundraising event calendar to the social media 

and website committees in consultation with the Communications coordinator 

 
  

 

 

Committees within the Fundraising strand 

 
The Fundraising coordinator is responsible to ensure that all the committees are 

up and running as well as well as fully staffed. 

 
 

Committee Objectives Individuals 

Social Diversity Fund - Assessment of 

applications 

- Review of application 

form 

- Formulate strategic plan to 

reach potential families 

- 3-person committee (min 1 

senior & 1 Junior) 

- Fundraising Coordinator 

- Children sending 

committee member 

 

Fundraising Campaign - Implementation of various 

fundraising activities 

- Fundraising Coordinator 
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- MOSAIC committee 

member 

- JB committee member 

- Event volunteer 

Merchandising / e-shop - Design and manufacture 

coordination of 

merchandise 

- Coordination of 

merchandise for 

delegations 

- Maintenance of E-Shop 

and dispatch. 

- Responsible of 

communicating with 

Website committee  

- Responsible of 

communicating with 

sending committee 

member 

- Responsible of 

communicating with 

treasurer 

- Mini 2 committee 

members 

- volunteers 

 
 

Policies, procedures, strategies and templates 
 

Templates 

• Delegation merchandising order form 

• Social Diversity Fund Application Form 

(https://www.dropbox.com/s/fv7guph7yiezlyt/%20Social%20Diversity%20F

und%20CISV-%20Sponsorship%20Application%20Form.pdf?dl=0) 

• Fundraising calendar annual plan template 

 

Manuals: 

• Procedure to operate e-shop on website 

• Procedure to consult payments page in the account  

• Procedure to edit Fundraising news and other pages online (website & Social 

Media) 

• Procedure update Fundraising calendar online 

• Procedure to run a fundraising campaign 

 

Policies and strategies 

• Annual fundraising plan strategy  

• Social Diversity Fund Selection Policy 

 

../Dropbox/CISV%20London%20committee/%20Social%20Diversity%20Fund%20CISV-%20Sponsorship%20Application%20Form.pdf
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Membership and Family coordinator 
Recruiting and supporting families and members 

 

What is it about? 
 

The Family and Membership coordinator is responsible for developing the local CISV 

community in particular by welcoming new people, new families, establishing a close 

and friendly relationship and encouraging all new comers to become committed 

members and enthusiastic CISVers. Equally ensure that our existing members stay 

committed to CISV and renew their membership annually.   

 

Board commitment 

 

Needs to attend all Board meetings (1 per month except July and August). 

 

Hosting commitment 

 

Be available and help out to support the hosting of the annual international camp hosted 

by CISV London 

 

Mandate 

 

2 years  

 

In charge of recruiting successor, with the help of the Board, and work as a duo for 3-6 

months transition period. 

 

 

 
 

What do you do? 
 

Welcoming new families: 

 

□ Contact each new lead (email) after an info request to acknowledge it and organise a 

call. 

 

□ During the call, obtain kids details, assess knowledge of CISV, answer questions, 

inform about next social event / mini camp and organise to meet then.  

 

□ Send wrapping email following call, including further info sources : website, info 

pack, CISV promotional videos, social media subscription details … 
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Point of contact for families: 

 

□ Attending all meetings and social events : Mini-camp lunch, Xmas Party, Summer 

BBQ with the objective of welcoming and introducing new members to older ones, 

maintaining good communication and relationship within the group. 

 

□ Attending every first delegation meeting alongside the Sending Coordinator for every 

delegation going away to promote CISV London at large, highlight the way parents 

can help and be involved. [Note: information regarding the specifics of the actual 

programme will be communicated by the Sending Coordinator and/or the leader] 
 

□ Leading or providing support to the organisation of social events. It is expected, in 

particular, that the Family and Membership Coordinator organises one open day for 

new families and friends in September.  

 

 

Updating our CISV London databases: 

 

□ Entering details of every new comer (for each child in a family, name as on passport, 

date of birth, gender and contact details) to the Google Drive database and to the 

Mail Chimp one.  

 

□ Developing the database further so we could keep a record of all participations to 

programmes for each family / member and help everyone to assess CISV 

involvement. [Note: Currently not the case but would make sense and should be 

discussed with the Board bearing in mind GDPR]. 

 

 

Membership subscription and renewal: 

 

□ Organising the annual membership campaign in December1 each year via Mail 

Chimp and providing renewed members with new passwords. 

 

□ Ensuring that membership is bought by all those participating in programmes, from 

the second mini-camp attended (the first being considered as a trial). 

 

In addition the Family and Membership coordinator should produce an annual activity 

plan. The plan should also include a budget to be produced by the coordinator and 

consolidated by the Finance and Accounting coordinator. 

 

 

 

 

 
1 We might need to move this forward to November 
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Committees within the Family and Membership strand 

 
The Family and Membership coordinator is responsible to ensure that all the committees are up and 

running and fully staffed.  

 

 

 
Policies, procedures, strategies and templates 
 

 Templates  

• Welcome to CISV email (in progress) 

• After call email (in progress) 

• Membership renewal email on Mail Chimp 

• Members’ password to website on Mail Chimp 

 

 Information sources provided to new comers 

• CISV London website 

• Info pack (under review) 

• CISV Promotional videos on YouTube 

• CISV London Social media details  

 

 Policies and strategies 

• Membership Policy (to be discussed and put together) 

Committee Objectives Individuals 

Recruitment (new 

members) 

- Organisation of one 

introductory day per year 

to attract new family 

(Sep/Oct) 

- Establish a strategy to rich 

out to more people 

- Targeting events to 

represent CISV Charity 

- Find a way in through 

schools 

 

- Minimum: 2 people 

- F & M Coordinator  

- Volunteer 

-  

Membership renewal  

 

 

-  -  
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‘Hosting’ coordinator 
Ensuring the success of the annual intl. programme hosted in 
London  

     What is it about? 
 

The Hosting Coordinator is responsible for making sure all international camps hosted 

by CISV London are organised according to CISV values following official programme 

guides 

 

The Hosting coordinator contributes to growing the chapter as the more we host the 

more we grow 

 

Board commitment 

 

Needs to attend all Board meetings – 2 hours on a monthly basis 

 

Hosting commitment 

 

Be available and help out to support the hosting of all international camps hosted by 

CISV London 

 

Mandate 

 

2 years renewable 

 

In charge of recruiting successor, with the help of the Board, and work as a duo for 3-6 

months transition period. 

 

 

 
 

What do you do? 
 

Hosting background 

 

□ Familiarise yourself with the specific programme, its goals and structure 

 

□ Keep up-to-date with CISV Education principles and content 

 

Hosting tasks 

 

□ Organise and chair a hosting committee for each camp 

 

□ Responsible for finding suitable sites  
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□ Ensure that programme deadlines are kept for hosting and that fees and penalties are 

understood 

 

□ Ensure staff are selected in a timely fashion in cooperation with the volunteer and 

training coordinator 

 

□ Ensure that post camp evaluation is carried out within a reasonable time frame 

 

□ Work with the board to develop a long term hosting plan 

 

In addition, the Hosting coordinator should produce an annual activity plan. The plan 

should also include a budget to be produced by the coordinator and consolidated by the 

Finance and Accounting coordinator. 

 

 

 

Committees within the Hosting strand 

 
The Volunteer coordinator is responsible to ensure that all the committees are operating within their 

charter.  

 

Committee Objectives Individuals 

Hosting committee - hosting a successful 
programme each and 
every time 

- Hosting Coordinator 
- Volunteer Coordinator 
- anyone with an interest in 

hosting 

 
 
Policies, procedures, strategies and templates 
 

 Templates 

• Hosting template 

• Sites 

• Menu guidelines 

• Shopping lists 

• Wish lists 

• Kitchen staff plans 

• Laundry 

• Bedding 

• Resources 
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• Logistics 
 
 

 Policies and strategies 

• Annual hosting plan 

• Family hosting guide 
 

Volunteer and training coordinator 
Recruiting and training volunteers  

 

What is it about? 
 

The Volunteer Coordinator is responsible for making ensuring that we have an active 

volunteer community on which the chapter can rely as and when needed.  

 

The Volunteer Coordinator is responsible for recruiting all leaders and staff for all 

programmes for CISV London 

 

Board commitment 

 

Needs to attend all Board meetings 

 

Hosting commitment 

 

Be available and help out to support the hosting of the annual international camps 

hosted by CISV London 

 

Mandate 

 

2 years 

 

In charge of recruiting successor, with the help of the Board, and work as a duo for 3-6 

months transition period. 

 

 
 

What do you do? 
 

Leader and staff (including camp director) selection and training   

 

□ Recruiting using social media, direct contact using the CISV forms set up for this in 

consultation with the Communication coordinator 
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□ Interviewing candidates and then selecting the most suitable ones.  This should 

ideally be done by more than one person 

 

□ Making sure they attend information meetings, minicamps 

 

□ Making sure they attend national leadership training in March 

□ Arranging DBS checks with the Safeguarding/Risk Manager 

□ Arrange any ad hoc training that’s needed outside Leadership training 

 

Any other volunteer recruitment 

 

□ Respond to all volunteer requests from the website 

□ Supporting Hosting Coordinator with recruitment of kitchen staff and host families 

for international camps 

 

□ Recruitment of other volunteers for events 

 

□ Ensure other volunteers received appropriate training 

 

□ Contact with various volunteering services like UCL or other universities, clubs, 

schools, etc 

 

□ Attending volunteering fairs 

 

□ Attend hosting committee 

 

In addition, the Volunteer and Training Coordinator should produce an annual activity 

plan. The plan should include a budget to be produced by the coordinator and 

consolidated by the Finance and Accounting coordinator. 

 

 

 

Committees within the Volunteering strand 

 
 

Committee Objectives Individuals 

Leader and staff 
selection committee 

- Ensuring that we have the 
right type of volunteers 
for our programmes 

- Volunteer coordinator 
- Hosting Coordinator 
- Camp director 
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Policies, procedures, strategies and templates 
 

 Templates 

• Volunteer form on website 

• Staff/leader application form 
 

 

 Policies and strategies 

• Annual volunteer and training plan 

• Selection process for staff and leaders 

• CISV London induction 

• What makes a good leader? 

• Guide for leaders 

 

‘Sending’ coordinator 
Coordinating the process to send our members to intl. 
programmes 

 

What is it about? 
 

The Sending Coordinator is responsible for selecting participants for all international 

programmes 

 

The Sending coordinator is also responsible for organising all travel for international 

delegations 

 

Board commitment 

 

Needs to attend all Board meetings – 2 hours on a monthly basis 

 

Hosting commitment 

 

Be available and help out to support the hosting of the annual international camp hosted 

by CISV London 

 

Mandate 

 

2 years  
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In charge of recruiting successor, with the help of the Board, and work as a duo for 3-6 

months transition period. 

 

 
 

What do you do? 
 

Sending background 

 

 Familiarise yourself with the specific programme, its goals and structure 

 

 Keep up-to-date with CISV Education principles and content 

 

 Promote the programme and lead to growth in sending 

 

 

Sending tasks 

 

 Work with the board to develop a long term sending plan 

 

 Work with the Board to recruit children for all camps 

 

 Develop a process for recruiting children from outside CISV 

 

 Define communication methods for promoting opportunities 

 

 Organise and define the selection of delegations and delegates for the various 

programmes in line with CISV International guidelines 

 

 Keep up-to-date on the sending opportunities and act on them as needed 

 

 Plan ahead for each sending season by keeping an eye on the pipeline 

 

 Ensure someone attends National Council in October with the list of which 

invitations to request during the GB invitation process 

 

 Coordinate travel arrangements for all international delegations including providing 

travel cost estimates to the Treasurer for inclusion in delegation costs 

 

 Work with Volunteer coordinator to select leaders for each delegation 

 

 Work with Treasurer to ensure everyone is invoiced correctly for each programme 

 

 Attend the first delegation meeting along with the Family coordinator 

 

 Sending out pre camps to leaders 
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 Coordinate emergency rota for leaders and staff during Sending season 

 

 Responding to issues on a daily basis – 5-10 hours/week.  This will be particularly 

intense from November to March 

 

In addition, the Sending Coordinator should produce an annual activity plan. The plan 

should also include a budget to be produced by the coordinator and consolidated by the 

Finance and Accounting coordinator. 

 

 

 

 

Committees within the Sending strand 

 
 

Committee Objectives Individuals 

Selection committee - Sending full delegations 
and appropriate 16+ 
candidates 

- Sending Coordinator 
- anyone else with an interest 

in sending 
- Volunteer Coordinator 
- The person in charge of 

selection cannot be a parent 
with children available for 
selection 

Travel committee - Organising travel for 
delegations within CISV 
London guidelines 

- Individuals with good 
knowledge of the travel 
industry 

Emergency contacts - Produce emergency 
contact procedure and list 
of contacts 

- Individuals good at 
coordinating 

 
 
Policies, procedures, strategies and templates 
 

 Templates 
o Who we are sending spreadsheet 
o Invitation requests 
o Emergency rota 
 

 Policies and strategies 
o Annual chapter invitation requests 
o Selection process for delegations 
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o Selection process for 16+ 
o Emergency rota process 
o Travel policy 
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JB and local events coordinator  

Ensuring an active local life for our children and young people 
(mini-camp + MOSAIC) 

 

What is it about? 
 

The Junior Branch and Local Events Coordinator is responsible (1) for providing a 

channel of communication which allows the younger members of CISV London to 

have a say and actively have an impact on their local community. (2) Responsible for 

coordinating regular local events and social gatherings. 

  

 

Board commitment 

 

Needs to attend all Board meetings (once per month except July and August) 

 

Hosting commitment 

 

Be available and help out to support the hosting of the annual international camp 

hosted by CISV London 

 

Mandate 

 

2 years  

 

In charge of recruiting successor, with the help of the Board, and work as a duo for 3-

6 months transition period. 

 

 
 

What do you do? 
 

Junior Branch 

 

□ Attend Junior Branch Training 

 

□ Organise AGM for LJR elections 

 

□ Feedback Junior Branch ideas 

 

□ Guide the LJRs in their role 

 

□ Keeping the log of agreed actions for review at each meeting 
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□ Managing the general CISV London email address and dispatching     

    correspondence to the relevant Coordinator [note: this may be limited work   

    if each coordinator has his/her own email] 

 

Minicamp 

 

□ Suggest calendar for minicamps 

 

□ Choose and book Site for minicamps 

 

□ Be point of contact for minicamps (sign-ups, email queries, during minicamp) 

 

□ Appoint leader for minicamp and ensure staff group is in line with policy 

 

□ Communicate information regarding minicamp through MailChimp 

 

Mosaic 

 

□ Suggest calendar for mosaic events 

 

□ Reach out to new charities/organisations for potential mosaic collaborations 

 

□ Be point of contact to Mosaic partners 

 

□ Maintain current Mosaic partnerships 

 

□ Communicate Mosaic opportunities to Junior Branch and Alumni database 

 

□ Communicate with Mosaic coordinators from other Chapters/NAs from CISV 

 

 

Alumni 

 

□ Appoint Alumni Secretary with Board 

 

□ Liaise with Alumni Secretary to report updates to Board at meetings 

 

□ Create calendar for social and fundraising events 

 

In addition, the Junior Branch and Local Events Coordinator should produce an 

annual activity plan. The plan should also include a budget to be produced by the 

coordinator and consolidated by the Finance and Accounting coordinator. 
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Committees within the Junior Branch and Local Events strand 

 
The Junior Branch and Local Events Coordinator is responsible to ensure that all the committees 

“bubbles” are operating within their charter.  

 

Committee Objectives Individuals 

Junior Branch - Work with LJRs and JB to 
gather ideas and plans 
for Junior Branch on 
Chapter level 

- Facilitate LJR 
communication with 
both JB and London 
Board 

- Support LJRs in leading 
Minicamps 
 

- Junior Branch and Local 
Events Coordinator 

- LJRs 
-  

Minicamps - Organise staff liaising 
with <Hosting/Sending> 
Coordinator regarding 
Leaders 

- Coordinate planning of 
activities/ schedule 

- Act as main point of 
contact for parents 
throughout minicamp 

- Lead the minicamp 
weekends or where not 
available, appoint 
suitable leader for the 
weekend 

- Report feedback to the 
London Board 
 

- Junior Branch and Local 
Events Coordinator 

- LJRs 
- Staff Members 

Mosaic - Explore new possibilities 
for mosaic programmes  

- Maintain current mosaic 
programmes 

- Liaise with <alumni sec> 
for participants 
 

- Junior Branch and Local 
Events Coordinator 

- Alumni Secretary (head of 
Alumni bubble) 

- Mosaic contacts 
- Volunteers  



 

 

26 

 

Alumni - Create database of CISV 
London CISVers 

- Coordinate local social 
gatherings 

- Alumni Secretary 
- Volunteers 
- Alumni 

 
 
Policies, procedures, strategies and templates 
 

 Templates 

• Sign Up Email for Minicamp  

• Staff Registration Form  

• Minicamp Schedule 

• CISV Introduction Mosaic Presentation 

• A Little Bit About CISV Booklet 
 

 Guides 

• Minicamp Guide 
 

 Policies and strategies 

• Mosaic strategy 

• Minicamp staff policy 

• Minicamp safeguarding policies 

 

Treasurer  

Accounting and finance coordinator 

What is it about? 
 

The Accounting & Finance Coordinator is responsible for the financial well-being of 

the Chapter with a view to ensure the organisation stability and the sustainable growth 

of the Chapter. S/he is responsible for the collection of income and the sensible 

spending of financial resources. S/he is responsible for producing the financial 

statements for the quarterly reports as well as the end of year report.  

 

The Accounting & Finance Coordinator doesn’t need to be an accountant, but should 

have a sense for numbers, financial concepts, and some financial planning for the 

future. 

 

As such, the Accounting & Finance Coordinator is also a key support to the Chair to 

develop the 5-year strategic plan.  

https://www.dropbox.com/s/cpgo5bl6g7kt5i4/CISV%20London%20Minicamp%20Template%20Email%20Structure%20and%20Content.docx?dl=0
https://www.dropbox.com/s/wcj99ocuwe5v1v9/Minicamp%20Staff%20Registration%20Form%20Content.docx?dl=0
https://www.dropbox.com/s/ey9dvr2dbtsoxxg/Minicamp%20Schedule%20and%20Notes.docx?dl=0
https://www.dropbox.com/s/y0afqrzcslrmpjy/CISV%20Presentation%20for%20Linking%20Kids.pptx?dl=0
https://www.dropbox.com/s/87irgh8agdz4nw3/A%20little%20bit%20about%20CISV%20booklet.pdf?dl=0
https://www.dropbox.com/s/lzabgv29znhah5f/Minicamp%20Guide%20updated.docx?dl=0
https://www.dropbox.com/s/y9yam09btpkwenz/Minicamp%20Staff%20Policy%2031-May-2019.docx?dl=0
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Board commitment 

 

Needs to attend all Board meetings 

 

Hosting commitment 

 

Be available and help out at the annual international camp hosted by CISV London 

 

Mandate 

 

2 years  

 

In charge of recruiting successor, with the help of the Board, and work as a duo for 3-

6 months transition period. 

 

 

 
 

What do you do? 
 

Accounting (through Xero) 

 

□ Regular bank reconciliation on Xero 

 

□ Authorise payment (eg. booking site, training, donation for LEMO, etc.)  

 

□ Monitor cash flow 

 

□ Invoicing and chasing payment for the international camps (sending) 

 

□ Liaise with the Merchandising / e-shop manager to ensure sale are properly  

    accounted for (eg. sales not done via the website: camps, minicamps) 

 

□ Production of financial statement for end of year report and simplified  

    documents for the quarterly reports 

 

□ Keep up to date with the financial situation and give financial perspective to  

    the discussion during board meetings 
 

 

Financial strategic planning 

 

□ Manage and set up an annual budget with the budget board 

 

□ Develop cashflow forecast 
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□ Contribute in tandem with the Chair to develop the 5 year strategic plan for the 

Chapter 

 

Responsibility with GB 

 

□ Feed the annual CISV London financial report to GB Treasurer for GB  

    annual report 

 

□ Cross-check and pay GB invoices 

 

□ Attend the GB annual general meeting in June and National Council three  

    times a year as a voting member 

 
 

 

 

Committees within the Accounting & Finance strand 

 
The Accounting & Finance coordinator is responsible to ensure that all the committees are operating 

within their charter.  

 

Committee Objectives Individuals 

Strategic planning - To steer in tandem with 
the Chair and the Board 
the development of the 5-
year strategic plan 

- To ensure the growth of 
the Chapter 
 

- Accounting and Finance 
Coordinator 

- Chair 
- Fundraising Coordinator 

 

Quarterly reporting - To collate reports from all 
the finance coordinators 

(if you do a google slide it is 
done through there, it should 
be the individual coordinator 
responsibility) 
- To produce the quarterly 

financial report 
 

- All coordinators  

Training - To ensure that we have a 
Chapter trained as 
necessary 

- Accounting & Finance 
Coordinator 

- Hosting & Volunteer 
coordinator 
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- To develop a training 
strategy aligned with the 
5-year strategic plan 
 

- JB and Local events 
coordinator 

Accounting - See above  

 
 
Policies, procedures, strategies and templates 
 

 Templates 

• From Xero for the financial reports 
 

 Policy & Strategy 

• Financial Policy (in DropBox) 

• 5-year strategic plan (to be done) 

• Annual budget forecast 
 

 Procedure  

• Finance Process CISV 
 

 Manual for using Xero 
 

Communication coordinator 
Secretariat + effective & efficient internal and external 
communication 

 

What is it about? 
 

The Communications Coordinator is responsible for ensuring that internal and 

external communication run smoothly with a view to (1) ease the running of the group 

and its operations and (2) ensure positive profile and visibility is gained externally.  

 

The Communications coordinator is officially responsibilities of Secretary of CISV 

London, and as such will carry out those duties.  

 

Board commitment 

 

Needs to attend all Board meetings 

 

https://www.dropbox.com/s/1soo1vw5qm1tn4k/Finance%20Policy.docx?dl=0
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Hosting commitment 

 

Be available and help out to support the hosting of the annual international camp 

hosted by CISV London 

 

Mandate 

 

2 years  

 

In charge of recruiting successor, with the help of the Board, and work as a duo for 3-

6 months transition period. 

 

 
 

What do you do? 
 

Secretariat        

 

□ Scheduling the monthly board meetings and managing the e-invite  

 

□ Preparing & circulating agenda and papers for the monthly Board meetings  

    a week ahead of the meetings and after approval by the Chair 

 

□ Writing the minutes of the meeting, circulating a week after the meeting and  

    saving approved minutes on DropBox  

 

□ Keeping the log of agreed actions for review at each meeting 

 

□ Managing the general CISV London email address and dispatching     

    correspondence to the relevant Coordinator [note: this may be limited work   

    if each coordinator has his/her own email] 

 

Internal communications (in addition to the above) 

 

□ Updating the members’ calendar on the website 

 

□ Administration the WhatsApp group for the Board [Note: currently not the case but 

would make sense to update when relevant] 

 

□ Weekly update of membership and mini-camp log 

 

□ Dispatch to relevant coordinator of the request coming via the website  

 

□ Ensuring that the mailing list on Mailchimp is correctly set up and that the  

    registration via the website are well organised  
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External communications  

 

□ Producing an annual communication plan in consultation with the Board. The plan 

should also include a budget to be produced by the coordinator and consolidated by 

the Finance and Accounting coordinator.  

 

□ Updating the website section re: the news and marketing campaign online in  

    support of other coordinators and committees 

 

□ Updating the website re: annual programme and mini-camp 

 

□ Ensuring communications via social media channels is   

    consistent and coordinated properly  

 

□ Review & support of all external campaign with a communication output 

 

 

 

Committees within the Communications strand 

 
The Communications coordinator is responsible to ensure that all the committees are operating 

within their charter.  

 

Committee Objectives Individuals 

Social media - Develop and deliver social 
media strategy 

- Overseas and do social 
medial communication 

- Ensure it keeps all records 
for log-in  

- In consultation with the 
Board, sign-up to new 
relevant social media 
channel 

- Communication Coordinator 
- People communicating via 

social media + Mailchimp 
- People who could help with 

the strategy 

Website - To ensure overall liaison 
with webmaster to 
support resolution of 
website related issue 

- To update website policy 
and procedure document 
 

- Communication coordinator 
- Anyone interested in and / or 

relevant skills 
- E-shop manager 

Forms & website data - To ensure that 
information exported 
from the website are 

- Communications coordinator 
- Membership & Family 

coordinator 
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useful and circulate in the 
right way 

- Sending coordinator 
- JB and local event 

coordinator 
- Hosting coordinator 
- E-shop manager 
- Accounting and Finance 

coordinator 
 

Secretariat See above - Communications coordinator 

Mailing list - Review the Mailchimp and 
other mailing to ensure 
we make the most of it 
and that there is no safety 
issue 

- Members & Family 
Coordinator 

- Communications coordinator 
- Volunteer & Training 

Coordinator 
 

 
 
Policies, procedures, strategies and templates 
 

 Templates 

• Agenda 

• Minutes 
 

 Website manual 

• Procedure to update calendar 

• Procedure to edit news and other pages online 

• Procedure to extract data for membership, minicamp 

• Procedure to run an online campaign 
 

 Policies and strategies 

• Annual communication plan 

• Social media strategy 
 
 

 
 


