
 
Policy and Procedures for SCRCC Committees 

 
1. COMMITTEE CHAIR:  

a. The committee chair is to primarily be a facilitator.  
b. The committee chair will choose or appoint committee members. 
c. A committee member should not invite others to the committee without first talking to the chair. 

2. AGENDA:  
a. Committee Chair will provide an agenda for each meeting 3 days prior to the meeting.  
b. Committee Chair will use the committee meeting agenda template. (SEE BELOW) 

3. MINUTES: 
a. Minutes will be kept for each meeting and turned into the SCRCC secretary within 3 days after a 

committee meeting. 
b. See Committee Minutes Template below.  

4. OBJECTIVE: 
a. The SCRCC Board and/or the SCRCC Chair will provide the clear objectives or reason for the committee. 

(SEE TEMPLATE BELOW) 
5. SCOPE:  

a. The parameters or guardrails for the committee will be given by the SCRCC board and/or the SCRCC 
chair.  (SEE TEMPLATE BELOW) 

6. DEBATE:  
a. Robust debate should take place in the committee to get the best results.  
b. Alternating between pros and cons should take place during debate. 
c. Alternating between for and against should take place during debate. 

7. DECISIONS:  
a. Decisions made on the committee will be a vote of the simple majority or by 50% +1 of those on the 

committees. 
b. All decisions must be documented in the committee minutes.  
c. All decisions that are policy and procedures must be ratified by the SCRCC board.  
d. All decisions ratified by the SCRCC board must be documented in the SCRCC policy and procedure 

manual.  
8. ONE VOICE:  

a. Committee members will only speak what the committee has decided, not personal opinions. 
b. An individual misrepresenting or causing division on a committee will be given 1 written warning from 

the committee chair and then the committee chair has the right to remove them from the committee.  
i. Misrepresenting can include but not limited to 

1. Speaking for the committee when the committee has not spoken on a matter.  
2. Speaking for the committee when the committee has not decided on a matter. 

ii. Causing Division can include but not limited to 
1. Putting down decisions made by a committee either publicly or privately.  

9. CONSULTANTS:  
a. All consultants are to be approved by the Committee Chair.  

10. BUDGETS:  
a. Budgets shall be provided to the SCRCC board by the committee. The SCRCC must approve all budgets. 

11. REPORTS:  
a. The Committee Chair or his/her delegate will report to SCRCC any updates from the committee.  

12. IMPASSE:  
a. If a committee hits an impasse, the impasse should be submitted to the SCRCC board for direction 

and/or the SCRCC chair.  



Committee Agenda Template 
 
Committee Meeting Date: _______________________________ 
 
Committee Meeting Location: _______________________________ 
 
Committee Meeting Time: _______________________________ 
 
Celebrations: 
 
 
 
 
 
 
 
Reports: 
 
 
 
 
 
 
Unfinished Business: 
 
 
 
 
 
 
 
New Business: 
 
 
 
 
 
 
 
 
Future Business:  
 
 
 
 
 
 

  



Committee Minutes Template 
 
Actual Date: _______________________________ 
Actual Location: _______________________________ 
Actual Time: _______________________________ 
 
Attendance: 
 
 
Recorded Celebrations: 
 
 
 
 
 
 
 
One Sentence Summary of Reports Given: 
 
 
 
 
 
 
Unfinished Business – Items discussed but NOT decided upon: 
 
 
 
 
 
 
 
New Business – Items discussed and decided upon: 
 
 
 
 
 
 
 
 
Future Business – items NOT discussed and NOT decided upon:  
 
 
 
 
 
 
 
 
 



Committee Objective and Scope Template 
 
Date Committee was started: 
 
Who appointed or started this committee: 
 
Objective: Why was this committee started? 
 
 
 
 
 
 
 
 
 
 
Scope: Any DO NOTs  
 
 
 
 
 
 
 
 
 
Scope: Any must haves 
 
 
 
 
 
 
 
 
 
 

 


