Class Handout  for year 10 week 7.

“I hope that thou wilt… endeavour to teach some high-ranking and influential persons, for the hearts of the people have become attracted to the Cause of God and their minds bewildered and enthralled by its awesome grandeur. Those who occupy high positions, too, have become profoundly receptive to its message. The loved ones of God should therefore make a determined effort and guide these distinguished souls to the Cause.”

‘Abdu’l-Bahá (Teaching Prominent People, UHJ comp.28, #1.)


COMMITTEE ORGANISATION

(1)
Authority

Committees are appointed by the Spiritual Assembly and have only such authority as is delegated to them by the Assembly under whose direction they work. Normally this authority is summarised in the terms of reference given to the committee when it is appointed, which state the objects of the committee. From time to time the terms of reference are supplemented by specific directions given in letters from the Assembly.

(2)
Committee Officers

The officers of a committee are usually a chairman and a secretary, although a vice-chairman, treasurer, assistant secretary, or other officers may be found advisable also. The chairman takes part in the discussion and votes like any other member. He should see that the meeting is conducted in an orderly manner. The secretary acts as a focal point for correspondence between meetings and should see that all relevant matters are brought to the attention of the committee. Neither has any authority beyond the authority given them by the committee.

(3)
Responsibility of Members

All members have an equal responsibility for the efficient functioning of the committee. They should study the agenda with a view to contributing their own ideas to the discussion or initiating fresh topics. It is also the responsibility of every member to consider the minutes carefully before passing them as correct. They should be prepared to relieve the secretary of work which does not inevitably have to be done by the secretary.

(4)
Emergency Action

Most committees will find it advisable to make provision for emergency action between committee meetings. Frequently it is agreed that the chairman and secretary should be responsible for taking emergency decisions, or a special sub-committee may be appointed for the purpose. Important emergency decisions are often best taken by correspondence, the chairman and secretary jointly assuming responsibility for judging the feelings of the committee from the letters received.

  COMMITTEE PROCEDURE

(1)
Calling Meetings

Committee meetings are only valid when properly called. This is when each and every member has been duly informed of the date, time and place. In the case of most committees it is preferable that the date and place of the next meeting should be agreed upon not later than the conclusion of the previous meeting. The first meeting of a committee is convened by a member appointed to do so by the assembly. When it is found that full attendance is not possible, a quorum validates a meeting, the quorum to consist of the next whole number above half the committee.

(2)
Use of Agenda


Agenda are made out by the secretary but it is the privilege of all committee members to submit items to be included in the agenda. The form of the agenda may be modified, as necessary, by the committee. In the case of small committees a simple form of agenda would suffice. The chairman, or other member, may suggest taking items out of order as the occasion arises.

(3)
Prayer


The use of an opening and closing prayer by all Bahá’í committees is strongly to be recommended. This is not a matter of formality but is of special significance in the spiritual and material conduct of all meetings. It is permissible and advisable that a prayer be used in the middle of a meeting should awkward situations arise or it be found difficult to reach decisions.

(4)
Minutes

Minutes of all meetings should be taken and in most cases recorded in book form, either in the secretary's own hand-writing or on typed sheets, and signed by the secretary. It is preferable that proposals be worded in the committee before being voted upon and, after being passed, recorded in the minutes as a resolution in these identical words. Copies of minutes should be sent, as early as possible, after each meeting to all members of the committee.

(5)
Reaching Decisions


The same general principles should be observed as for spiritual assemblies.

(6)
Sub-Committees


These are appointed by a committee, usually to undertake a particular investigation or fulfil a designated task entrusted to them by that committee, to which they are directly responsible and must report. All committees are empowered to appoint sub-committees from their own members. If a committee wishes to appoint sub​committees with members not on the committee, it should first obtain the authority of the assembly.

SAMPLE AGENDA   for a committee:

Date
Place
Time                          

1.
Prayer or short Devotional Programme.

2.
Approval of Minutes

3.
Matters arising from the Minutes

4.
Secretary's Report:

  (a)
Correspondence

  (b)
Reports and recommendations, if any

  (c)
Budget and expenses

5.
Unfinished and New Business (itemised) relating to the Terms of Reference 


of the Committee.

6.
Closing Prayer.

Archives

Another necessary and highly commendable undertaking is the founding of a Bahá’í

Archives in each of the Bahá’í provincial administrative centres. . . .Anyone who,

spontaneously and of his own free will, donates material to the Archives of his National Spiritual Assembly – whether this be Tablets, books, pictures, objects or the like – and especially if his inheritors are not accounted of the people of Bahá, or are not considered by him as trustworthy or reliable, will have performed a highly meritorious act in the sight of God, and his name will be perpetuated in the records of the Spiritual Assemblies and his memory enshrined in the Archives for ever."

(Shoghi Effendi, July1925)

The Universal House of Justice has received your letter of 13th November, 1975
asking about the policy to be followed for keeping correspondence and we have been asked to reply as follows:

"While it is within the jurisdiction of the National Spiritual Assembly to decide which papers in its files are not of long-term value and to have them destroyed you should always bear in mind the historical value of your files. Letters which at this time

seem to be of little value could prove to be of great interest to future historians of the development of the Cause of Bahá'u'lláh in the... We suggest that when your secretary has sorted out from among your files the papers which she feels could be destroyed, you should appoint a committee composed of members of your National Assembly to go over them with their historical value in mind and submit a recommendation to your National Assembly. Obviously, those records or letters needed for legal purposes should be retained."

(letter written on behalf of the Universal House of Justice, November 26, 1975)
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