Terms of Reference – RSA Branch Secretaries
Introduction. Welcome to the position of Secretary of the branch and on behalf of Maj Gen David McDowall CBE, Chairman RSA, I thank you for offering your services. I would like to assure you that I am here to offer help and advice on RSA matters at any time, so please do not hesitate to get in touch with me whenever you have a concern. If I am not available, you can contact the RSA Admin Assistant who is on telephone number 01258 482130.
RSA Rules. It may help to familiarise yourself with the RSA rules, which can be downloaded as a word document from https://royalsignals.org/royal-signals-association/documents
Branch areas. The RSA has split the UK into areas for branch purposes.  Each Area has an “Area Representative”. The Area Rep passes on branch concerns from his area to the RSA Central Committee, which meets in London annually in March and October. If you have any concerns or points for the AGM agenda they should be sent to your Area Rep.  As part of the administration of the Association, your details will be given to other branch secretaries and the area representatives as the contact for your branch.  This sharing is vital to the smooth running of the Association.
RSA AGM. The AGM is held each year in March, at the Victory Service Club in London and the calling notice is sent to all branches in October/November. Branches are invited to send a representative and most Secretaries take this opportunity to attend, not only to catch up on RSA and Corps news, but to enjoy the company of fellow branch officials. Details of the travel/accn expenses which are paid to facilitate attendance is outlined in the calling notice.
Membership lists. All personal details that are sent between us should be attached as a password protected attachment to an email.  Details about how to password protect a Word or Excel document can be found by searching on a search engine on the internet.  It is necessary to exchange this detail between us when:

· a person is enrolled into the Assn and requests information about your branch on enrolment.  If they subsequently join your branch, then please let me know to receive the membership number.
· a person updates his/her contact details

GDPR.  Your committee members are authorized to hold lists of your members’ details, by signing a MOU (Memorandum of Understanding) about Data Protection.  As you have just been appointed branch secretary, this will be updated.  These lists should be protected as this information is subject to GDPR.  The recommended way to send emails to a list of members is to blind carbon copy (bcc) addressees, unless you have specific agreement from everyone that they don’t mind you sharing their email address.  All personal details sent between us should be password protected as outlined above.
Membership. From the rules, you will see that anyone who served in the Corps (including WRAC attached) is eligible for Life Membership of the RSA. Those who did not serve in the Corps, but express an interest in your branch may become “Associate Members” and this should be agreed under local branch rules).  There is an up to date enrolment form which includes Data Protection choices, please do not use old cards without this information.  We prefer that you use the on-line form rather than the written forms.  If the person is not able to fill the form in him/herself, and gives agreement, plus full details you can fill in the form for him.   
Deaths. You will see that we have a Last Post page on our website -  https://royalsignals.org/rsa/last-post/ If you ever have to report a death of a member, please send full details including the name, relationship and address of the Next of Kin so that a condolence letter can be sent.  
Web page. You can see the Corps website at  https://royalsignals.org/ which has links to other parts of the site (ie RSA/RSI/Benevolence) Branch pages are under the RSA section.  Each branch can choose to nominate a branch member who will be enabled to edit the branch page.  Not all branches do this, and information about the branch web page/updating will be sent on request. 
Accounts. Your Branch Treasurer plays an important role.  It is no longer necessary to send branch accounts to Blandford every year.
Corps Weekend. Corps Weekend is held at Blandford over a weekend in June every year. Detailed instructions are produced in February/March and can be viewed on the RSA website. Those wishing to attend should register in the events section of the website https://online.royalsignals.org/Events.  Accommodation is limited at best on camp but we endeavor to provide this when we can.  The Visit Dorset website -  http://www.visit-dorset.com/  has information about local accommodation. 
Awards. Members of the RSA can be put forward for either 40/50/60/70 year or honour award, (or for Associate Members, associate membership of the RSA).  Copies of the application forms and guidelines, are available from the document area of the website https://royalsignals.org/royal-signals-association/documents.  Applications for these awards are presented to the Central Committee for approval at their meetings.
If you have any other questions, or I can be of any help to you, please do get in touch.

Tracey Muers
RSA Admin Officer

Tracey.muers101@mod.gov.uk
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