Lewisham NCT

Area Rep – Role Description and Key Tasks
Overview of the Role
This is a vital role which gives contact, support and friendship to parents in your area. The Lewisham branch is very large so we’ve divided it into 7 areas, each with somewhere between 50-150 members, and each area has an Area Rep and New Parents Supporter. 

Therefore the Area Rep is an important route of communication between members and the branch; it makes members feel part of their local community of parents; it enables us to provide focused, specific support depending on what is needed by the families in each area.
Key Tasks
· To provide a point of contact and support to parents in your area (both NCT and non-NCT members)

· Working with New Parents Supporters, arrange meetings, groups and local activities which enable parents to make contact with other parents and form social and support networks that can help and improve their parenting experiences

· Work with Lewisham NCT Committee members and other branch volunteers to ensure we have a borough-wide provision of parent  support

· Support the NCT’s aim of ‘enabling parents to have an enriching experience of pregnancy, birth and early parenthood’

	Specific Tasks
	How Often?
	

	Check the Area Rep Webmail account regularly, and respond to enquiries from members / potential members. 
Tip: If you receive any enquiries you are unsure about, you can ask the Chair or a Committee member for advice.
	At least once a week, or as and when you have time.
	

	Send regular emails to members with details of NCT news and events. 

Tip: when sending out the news emails, put members email addresses in as BCC, so that their email addresses are kept confidential.
	Monthly, or as and when necessary
	

	Keep the members email list on webmail up to date.
	Monthly

	After you have received the latest members database from the membership secretary

	Arrange Open Houses and events, collate, write text for your area for Broodsheet, and send to Editor.

TIp: email members a couple of weeks before the listings are due in, asking for open house volunteers.
Tip: See the ‘Open House Guidelines’ document, which can also be circulated to open house hosts.
	Every 3 months
	Listings have to be sent to the editor a month before the next Broodsheet is due out.

e.g. for the Spring Broodsheet (March, April, May) listings have to be to the Editor by end of January. 

	Hold 1 open house per quarter if possible.
	Every 3 months, or as possible

	

	Broodsheets are mailed out centrally to all members by the printing house. Each Area Rep will be given a number of spare copies – these are to be used to encourage parents to join NCT and for any members whose copy has not arrived.
	Every 3 months
	Spare Broodsheets are collected at the AR/NPS meeting which takes place every 3 months. The secretary will let you know the meeting date. 

	Endeavour to attend and contribute to branch meetings when possible (held once every six weeks), in particular the ‘Area Rep and NPS’ meetings which are held every 3 months. Give feedback to Chair and other volunteers on news and issues from your area.

	Every 3 months (AR & NPS meetings)

Every 6 weeks (Branch meetings) but only if you have time.

	

	Produce / keep up to date ‘Local Activities’ documents. These are posted on the website. 

Send the new version to the web editor.

	When you have time.
	

	Contact Committee members for support as and when necessary.

	As necessary
	

	Keep your area webpage up to date, inform webteam of any changes and events to be added.

	As necessary
	

	Liaise regularly with New Parents Support (going to the pub occasionally isn’t a bad idea!).
They should be contacting new members in your area and arranging regular new mums tea groups. Liaise with the NPS to make sure this is all going OK.

Tip: See ‘New Parents Support Guide’ document for more details.

	As necessary
	

	Set up fundraising / social / support events if possible, or encourage other members in your area to do so. 
Tip: Look through open house and events listings from other areas  for ideas of things you can do. You can always ask Reps from other areas for advice. 


	If you have time
	

	Attend open houses as possible.

	If you have time
	

	Keep the branch secretary informed about the correct Area Rep webmail address and password.
	As necessary
	

	Try to identify a potential successor prior to stepping down.

Tip: email all your area members to inform them you are stepping down, and ask for a volunteer to take over the role.
	If possible.
	


Further Recommendations

· Area Reps should be supported and encouraged by Committee members
· Do contact other Area Reps for support, ideas and advice (the Volunteer Coordinator keeps a list of other Reps contact details; or see the Website)
· Area Reps should be familiar with the basics of data protection, in particular protecting members personal details (e.g. not letting businesses email the members; keeping members email addresses and other contact details confidential and only used for NCT purposes). Ask you Branch Chair for a copy of the NCT’s Data Protection guidelines.
· Area Reps should be sent a pack of posters and cards which they can display locally

· Area Reps are encouraged to attend NCT Regional Training Days and the Annual Conference if they wish (contact Chair / Secretary to book a place)
· Area Reps are encouraged to contribute articles / ideas to the Broodsheet Editor
· The Lewisham NCT Facebook page and Lewisham NCT Yahoo chat forum are a good place to contact members, advertise events, post messages, etc.

· See other documents for further information: ‘New Parent Support Guide’ and ‘Open House Guidelines’
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