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CSAIR Standing Committees
Proposed, February 2005
The following descriptions represent the universe of issues that each committee will ideally strive to address.  Committees will need to prioritize among these tasks and add to them, as they see fit.  Each committee will forge its own agenda, which will likely lead to the modification of these descriptions.   Nevertheless, these descriptions serve as starting points for their work and a means of communicating the goals of each committee to committee members, prospective committee members, and synagogue members at large.
Each committee has one or several subcommittees, events, or projects to oversee.  Committees need not run these events or tackle these projects directly.  Generally, small subcommittees, made up of committee members and non-committee members, should run these program or projects.  The committee’s role is to make sure that each of the projects it “oversees” gets done and to coordinate between those projects.
Please see the CSAIR Committee Guidelines for more about how committees should function.
I. Governance
BOARD OF TRUSTEES
1. Advise, assist, and oversee President, Officers, Executive Committee, other committees, and Staff on behalf of the membership.
2. Make decisions as per the by-laws.

3. Report to membership.

Subcommittees
· Executive Committee
· All standing committees

· Board Tidings

EXECUTIVE COMMITTEE
1. Advise and assist the President, Officers, and Staff on an ongoing basis on behalf of the Board of Trustees and membership.

2. Make decisions as per the by-laws.

3. Report to the President.

4. Oversee and assist all standing committees.
5. Keep minutes of meetings and report regularly to the Board.
Subcommittees
· All standing committees are assigned a Vice President to assist them and to ensure communication with the President, Executive Committee, and Board of Trustees.
· Bimah Duty

II. Governance Committees

PERSONNEL COMMITTEE
1. Assist and advise the President and Board of Trustees in hiring staff, negotiating with staff, and in renegotiating with staff.

2. Oversee the systematic review of all staff.

3. Guide the President and the Board in developing staffing plans, job descriptions, and a pay structure for all employees of CSAIR.
Subcommittees
· Search Committees (as needed)
· Review Committees for professional staff (e.g., Rabbi, Cantor, Executive Director, Education Director)
· Ad hoc committees or task forces, as needed (e.g., Rabbi Sabbatical Committee)

LEGAL COMMITTEE
1. Give advice and counsel to the President and Board of Trustees on all legal matters, including contracts, litigation, and liability.
2. Review the practices and assets of the synagogue to anticipate and assess future legal problems.
Subcommittees/Projects to oversee
· Birch Lease (as needed)

· Ad hoc committees or task forces, as needed
FINANCE COMMITTEE
1. Chaired by the Treasurer.  (The Treasurer serves as the liaison to the Executive Committee and Board of Trustees; no Vice President need be assigned to this committee.)
2. Advise and assist the Treasurer in overseeing the finances and accounting of the Synagogue.
3. Oversee synagogue financial assets.
4. Annually obtain and review detailed proposed budgets from each committee and department of the synagogue.  Assist the Treasurer in developing a synagogue-wide annual budget and ensure that the adopted budget is adhered to.

5. Monitor annual budgets of synagogue, committees, programs, departments, and staff.

6. Review and recommend special budget requests during the course of the fiscal year.  Review proposed expenditures that require approval of the Board of Trustees and present recommendations to the Board.

7. Assist the treasurer and staff in preparing for annual audit.

8. Review, from time to time, the synagogue’s overall dues revenue and the relative proportions of the membership in various dues categories.  Study and recommend changes to the scale and categories of dues, as needed.  Review the fee structure for the use of CSAIR facilities and make recommendations to the Board of Trustees.

9. Make projections and recommendations on the long-term budget needs of the Synagogue.
10. Evaluate current accounting practices and systems and make recommendations for improvements (e.g., software).
11. Coordinate with the Fundraising Committee to ensure the financial strength of the synagogue.
Subcommittees
· Adath Israel Committee

· Financial Secretary

· Ad hoc committees and task forces, as needed

DEVELOPMENT COMMITTEE
1. Identify, develop, and maintain new sources of fundraising.
2. Oversee and coordinate all major fundraising activities, including, but not limited to, the Dinner Dance, Phone-a-thon, Capital Campaign, Hebrew School Fundraiser, Book of Remembrance, Yom Kippur Appeal, and Mishloach Manot.
3. Oversee and set policies for recognizing unrestricted donations to the synagogue (e.g., thank you letters, listing in newsletter, naming and dedication opportunities).

4. Oversee and establish policies for acceptance and use of restricted gifts to synagogue.
5. Oversee and set guidelines for fundraising for specific purposes (e.g., purchase of siddurim, kiddush sponsorship).

6. Work with major donors to structure their gifts and agree upon acceptable uses of their gifts.
7. Review and make recommendations to the Board of Trustees regarding gifts that are made with restrictions.

8. Manage the annual fundraising calendar to maximize giving and minimize conflict or overlap between different campaigns.
9. Set priorities for fundraising and recruit volunteers to lead or assist in new projects.

10. Create and set guidelines for donor opportunities, such as naming spaces in the synagogue, dedicating programs, forming endowment funds, planned giving.

11. Coordinate with the House Committee and Beautification Subcommittee on gifts for the synagogue building and grounds.
12. Coordinate with the Finance Committee to ensure the financial strength of the synagogue.
Subcommittees/Projects to Oversee
· Routine Donations & Acknowledgments
· Capital Campaign

· Dinner Dance
· R & R Committee / Phone-a-Thon

· Kiddush

· Tree of Life
· Book of Remembrance

· Kol Nidre Appeal
· Fred Marcus Haftarah Scroll (with the Men’s Club)

· Dedications & Naming Opportunities

· Ad hoc committees and task forces, as needed

MARKETING AND COMMUNICATIONS COMMITTEE
1. Oversee and assist in the preparation of all Synagogue publications (e.g., weekly announcements, Synagrams, promotional brochures, flyers, special holiday booklets).
2. Ensure that materials published by the synagogue accurately reflect the interests and mission statement of the congregation and promote a positive public image.

3. Ensure that personnel are in place to create and disseminate public relations materials and coordinate PR activities.

4. Establish an information gathering network to collect and appropriately disseminate information for all public relations materials and publications.

5. Develop outreach to other community organizations in relation to all Synagogue activities.

6. Advise synagogue departments and programs in marketing and publicity.

7. Maintain the CSAIR web site.
8. Maintain the CSAIR listserv and post announcements.

9. Coordinate the CSAIR phone tree.

10. Develop new methods for communicating within the synagogue membership as well as reaching out beyond the synagogue.
11. Coordinate with the Membership Committee in marketing to prospective members and providing information to new members.
Subcommittees
· Weekly announcements
· Synagram
· Flyers

· Website

· Listserv

· Press Releases, PR, and Outreach

· Phone tree

· Ad hoc committees and task forces, as needed

MEMBERSHIP COMMITTEE
1. Develop protocols to respond to inquiries about CSAIR and reach out to prospective members.  Help to acquaint these individuals with the synagogue, our programs, and the Conservative Movement.
2. Reach out to potential members who have had little or no contact with CSAIR.
3. Recruit and coordinate CSAIR members to personally reach out to prospective and new members.

4. Develop effective means to welcome new members in order to encourage their participation in the synagogue and foster a feeling of acceptance and warmth in the community (e.g., send flowers, provide documentation on all aspects of CSAIR, provide information about the Conservative Movement).
5. Coordinate Shabbat meal invitations for appropriate prospective and new members.

6. Collaborate with CSAIR divisions (e.g., Hebrew School, YCFP) to encourage non-member consumers of those services to join the synagogue.
7. Monitor membership resignations or lapses, determine the reasons for leaving, coordinate goodbyes, and reach out to prevent resignations when possible.
8. Retain a list of former members and Hebrew School families and their addresses for future contact and for use by the Development Committee.
9. Help in greeting all individuals attending services or programs at CSAIR.
10. Assist office staff in maintaining an accurate membership list.

11. Ensure the collection and dissemination of accurate pertinent information on members of CSAIR to staff and appropriate individuals.
12. Develop and maintain membership applications.
13. Propose changes to membership rules and guidelines.

14. Coordinate with the Marketing and Communications Committee in marketing to prospective members and providing information to new members.
15. Collaborate with the Financial Secretary and staff in reaching out to members in arrears and members considering resignation.
Subcommittees
· Ad hoc committees and task forces, as needed
HOUSE COMMITTEE
1. Supervise and consult on the regular maintenance and upkeep of synagogue building, grounds, and parsonage.

2. Present to the Board of Trustees estimates and costs for any repairs and improvements in synagogue property, parsonage, and grounds and recommend individuals and companies to carry out these tasks.
3. Develop rules and regulations for the use of the physical facilities of the CSAIR.

4. Oversee and make recommendations regarding the development and completion of short-term and long-term capital projects.
5. Coordinate with the Treasurer, the Finance Committee, and the Fundraising Committee and its subcommittees (e.g., Capital Campaign, Phone-a-thon) on proposed building repairs or projects.
6. Oversee and make recommendations regarding the sale, rental, or purchase of real estate, when relevant.
Subcommittees
· Grounds / Gardening
· Beautification

· Shoah Garden

· Ad hoc committees and task forces, as needed
RITUAL COMMITTEE
1. Assist and advise the rabbi in making ritual and halachic (Jewish legal) decisions regarding the synagogue.  (The rabbi is the synagogue’s mara d’atra – halachic decisor – and makes all final decisions regarding ritual and halachic decisions.  The cantor is fully responsible for his pulpit.  The committee’s role is to provide lay input on behalf of the congregation, when requested by the rabbi and cantor.)
2. When major changes in ritual practice are proposed, assist the rabbi in educating the congregation about the issues, presenting plans and options to the Board of Trustees and membership, and soliciting input from as much of the membership as possible.  In those cases, the Ritual Committee serves as a working group of the Board of Trustees, and the Board of Trustees or full membership represents the congregation, if a vote is necessary.
3. Evaluate ritual practices and propose new ideas or modifications to the rabbi and cantor to enhance the spirit and meaningfulness of religious life in the synagogue.
4. Encourage active participation (both attendance and leadership) in religious life, including daily minyanim; Shabbat, holiday, and other special services; and religious celebrations. 
5. Assist the rabbi in developing protocols for events in the synagogue (e.g., B’nai Mitzvah), to ensure that they meet the religious standards of CSAIR and the Conservative Movement.
6. Assist the rabbi in ensuring that CSAIR is operating in accordance with the basic values and halachic rulings of the Conservative Movement and educating the congregation about those standards.
7. Contribute to planning High Holiday services.
8. Assist rabbi and cantor in developing procedures for life cycle events.
9. Recommend Haver honorees to the Rabbi.
10. Coordinate with the Jewish Life Committee on setting policies for annual religious services and programs.
11. Coordinate with the Adult Education Committee to increase the congregation’s knowledge of and participation in religious services and decisions.
12. Confer with the Hebrew School Board and Youth Activities Committee on those aspects of synagogue services and ritual that involve youth participation.
Subcommittees
· Morning & Evening Minyanim
· Gabbai

· Torah Reading, Haftarah, and Ashrei
· High Holiday Auxiliary Service

· Ad hoc committees and task forces, as needed
NOMINATION COMMITTEE
1. Assist the President and Board of Trustees in identifying, recruiting, and nominating prospective new Board members with the purpose of promoting a Board with a strong, active, and diverse membership.

2. Propose a slate of officers at each election.
3. Interview prospective board members to inform them of members’ responsibilities and educate them about the board.
4. Organize a timely search process (beginning no later than February), giving an opportunity for members of the Board of Trustees, staff, and the general membership to suggest nominees.
5. Evaluate existing board members to ensure that they are fulfilling the responsibilities of membership and make recommendations about whose terms should be renewed.
6. Advertise the opportunity to join the board to the general membership, encourage members to submit themselves for nomination, and screen members who wish to be nominated.

7. Manage the annual board and officer election process and assist in planning the Annual Congregational Meeting.
8. Support new board members to find their roles in the synagogue’s leadership.
9. Coordinate with the Volunteer Committee to develop the skills and experience of potential board members and officers and identify members whose service suggests that they could contribute to the governance of the synagogue.
10. Propose guidelines for Board membership and develop educational materials for Board members.
Subcommittees
· Ad hoc committees and task forces, as needed
VOLUNTEER COMMITTEE
1. Assist the President, staff, and committees in identifying and recruiting volunteers for standing committees, program committees, ad hoc committees, office support, and all other volunteer opportunities.  (The president retains the authority to determine the makeup of all committees.)
2. Establish mechanisms to identify and solicit volunteers.
3. Advocate for increased volunteering, advertise volunteer opportunities, and educate the membership about volunteering for the synagogue.
4. Assist the President in evaluating the functioning of committees according to committee guidelines and helping committees to improve functioning.
5. Maintain current membership lists of all committees and ensure the continual refreshing of committees so that they are responsive to synagogue needs and maintain continuity beyond individual volunteers’ work.
6. Develop mechanisms to recognize and thank volunteers.

7. Assist Nomination Committee in identifying and recruiting new Board members.
Subcommittees
· Board Organization Committee (ad hoc)

· Ad hoc committees and task forces, as needed

HEBREW SCHOOL BOARD

1. Oversee all aspects of the functioning of the Hebrew School and its related programs (e.g., children’s services on Shabbat and holidays).

2. Provide ongoing supervision and support to the Education Director and teaching staff.

3. Research and develop a salary schedule for teachers, taking regional trends into account.
4. Assist the Education Director in planning special Hebrew School programs, including family programs.
5. Collaborate with the Education Director and professional staff in choosing curricula and designing a scope and sequence for the entire Hebrew School.
6. Make policy for and respond to problems in the Hebrew School.
7. Develop annual budgets for the Hebrew School in collaboration with the Education Director, Treasurer, and Finance Committee, subject to the approval of the Board of Trustees.
8. Fundraise to support the Hebrew School generally as well as specific programs in collaboration with the Fundraising Committee.
9. Publicize the Hebrew School and its programs and recruit new students.
10. Initiate new programs to improve the educational depth and reach of the Hebrew School and its related programs.
11. Ensure and advocate for educational opportunities for post bar/bat mitzvah students (e.g., Prozdor, Riverdale Community Hebrew High School).
12. Coordinate with the Youth Activities Committee and its subcommittees (e.g., YCFP, USY) on informal and family education programs 
13. Encourage the integration of Hebrew School students, Jewish day school students, and other children within the synagogue, in conjunction with the Youth Activities Committee and Parents’ Association.

Subcommittees
· Parents’ Association

· Hebrew School annual fundraiser
· Chanukah Workshops

· Purim Carnival

· Model Seder
· Salute to Israel Parade (with Youth Activities Committee)
· Ad hoc committees and task forces, as needed

III. Program Committees

YOUTH ACTIVITES COMMITTEE
1. Oversee and coordinate between youth activities groups, including Young Children’s Family Program (YCFP), Kadima, and United Synagogue Youth (USY).

2. Oversee Shabbat and holiday services and programs for youth (e.g., Shabbat Shelanu, Teen Minyan, Shabbat Groups), except those that are part of the Hebrew School (e.g., Got Shabbat, High Holiday youth services).

3. Initiate and plan special programs for youth of all ages.

4. Encourage the integration of Hebrew School students, Jewish day school students, and other children within the synagogue, in conjunction with the Hebrew School Board and Parents’ Association.

5. Develop programs that integrate young people within the Synagogue community.

6. Coordinate with the Hebrew School Board on overlapping and overarching programs, especially Shabbat and holiday services and programs.
Subcommittees/Programs to Assist and Oversee
· Young Children’s Family Program (YCFP)

· Kadima

· United Synagogue Youth (USY)

· Got Shabbat

· Pick Up Davening

· Teen Minyan

· Shabbat Groups

· High Holiday children’s services

· Salute to Israel Parade (with Hebrew School Board)

· College Outreach

ADULT EDUCATION COMMITTEE
1. Assist the professional staff in arranging classes and lectures for adults.
2. Develop and oversee discussion and study groups, such as Perek Yomi, Mishnah Yomit, and Hug Ivri.
3. Plan and oversee lectures, discussion groups, special programs, and events.
4. Plan and oversee scholar-in-residence programs.

5. Assist in publicizing educational classes, events, and programs in collaboration with the Marketing and Communications Committee.
6. Coordinate and assist the Jewish Life Committee and other divisions within the synagogue in planning educational programs (e.g., Tikkun Layl Shavuot, Israel-oriented lectures and debates).
7. Coordinate with area synagogues and other institutions in sponsoring adult education programs and classes.

8. Encourage the use of the synagogue library and its collection of Jewish books and periodicals.  Oversee the purchasing of new books and periodical subscriptions.
Subcommittees/Programs to Assist and Oversee
· All classes, discussion/study groups, and educational events

· Learning in the Living Room

· Scholar-in-Residence

· Tobia Frankel Learners Program

· Shirah B’Tzibbur

· Library/Beit Midrash
· Adult Bat/Bar Mitzvah

· Torathon

· Shabbaton

· Book discussions

SOCIAL ACTION COMMITTEE
1. Initiate and plan social action and community service programs.

2. Develop intake and referral systems for community members who are in physical, financial or emotional need (with the Bikkur Cholim Committee).
3. Advocate for and participate in community-wide tikkun olam activities and programs through the lens of Jewish tradition and principles.

4. Educate CSAIR members about community issues and tikkun olam.

5. Coordinate between existing social action and community service programs (e.g., Bikkur Cholim, Blood Drive).
6. Advocate to, coordinate with, and assist other synagogue divisions in their hesed projects.
7. Coordinate with the Israel Affairs Committee on Israel-oriented social action and service programs.
Subcommittees/Programs to Assist and Oversee
· Bikkur Cholim
· Blood Drive

· Project H.O.P.E.
· City Harvest

· Knitting

· High Holiday Food Collection

· Tikkun Olam Day

· FEGS Seder and Hanukkah

ISRAEL AFFAIRS COMMITTEE
1. Initiate educational and cultural programs to ensure the synagogue’s strong connection with the State of Israel and Masorti Movement.
2. Develop programs and discussion groups on issues facing Israel that respects a variety of views.
3. Encourage individual and congregational trips to Israel.
4. Advocate for Israel-oriented educational, cultural, and service programs for synagogue youth.

5. In collaboration with the staff and other committees, plan programs for Yom Hazikaron and Yom Ha’atzmat and participate in the planning of the Salute to Israel Parade.
6. Promote membership in MERCAZ, the Zionist organization of the Conservative Movement.
7. Liaison with local, national, and international Israel advocacy groups.
8. Coordinate with the Fundraising Committee on fundraising projects for Israel for Israel-based charities.

Subcommittees/Programs to Assist and Oversee
· Riverdale Lifeline to Israel
JEWISH LIFE

1. Enhance Jewish life through creative programming.

2. Promote and coordinate events and programs with a Jewish and or religious content including holidays and annual observances (e.g., Yom Hashoa, Kristallnacht, Slichot).
3. Coordinate and collaborate with the Ritual Committee, Adult Education Committee, Hebrew School, Youth Activities Committee, Israel Affairs Committee, affiliates, and other relevant divisions on annual religious and cultural programs.
Note: Since many of these programs are created and run by the affiliates, each affiliate should have representation on this committee.
Subcommittees/Programs to Assist and Oversee
· High Holidays
· Slichot

· Sukkot dinner

· Kristallnacht

· Mishloach Manot

· Yom Hashoa

· Yom Hazikaron / Yom Ha’atzmaut

· Tisha B’av

· Jerry Smith Memorial Concert

· Retreat
· Shabbat Across America

· Hike
· Ad hoc committees and task forces, as needed
IV. Affiliates

HAVURAH

Synagogue-Wide Projects and Events
· Tikkun Layl Shavuot

· Tu B’Shvat Seder (with Sisterhood)

MEN’S CLUB

Synagogue-Wide Projects and Events
· Yom Hashoah Candles
· Fred Marcus Haftarah Scroll (with Development Committee)
· Stanley Stern Tefillin Fund / World Wide Wrap
· Kristallnacht
SISTERHOOD

Synagogue-Wide Projects and Events
· Gift Shop

· Bazaar

· Book Fair

· Sukkah Dinner

· Tu B’Shvat Seder (with Havurah)

YOUNG CHILDREN’S FAMILY PROGRAM (YCFP) – YCFP should probably be a subcommittee of the Youth Activities Committee rather than an affiliate.
Synagogue-Wide Projects and Events
· Shabbat Shelanu

· D’vash

· Young Children’s Havurah

· Holiday Programs
