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A. Why do we need this Procedure   

This document sets out the process for creating / recruiting to an auxiliary role at NBB. 

B. Who is responsible for this Procedure 

The Vice-Chair of the group is responsible for the maintenance of this Procedure.   

The Executive Committee is responsible for approving this Procedure. 

All members of NBB Committee should be familiar with the information in this Procedure. 

C.  When will this Procedure be reviewed 

The Procedure will be reviewed a maximum of One Year following its approval. 

D.  How will changes be notified 

The latest version of the Procedure will be made available via the members’ library on the 

group website.  New versions will be announced via email to all members of the executive 

committee.  

http://www.northumbriabloodbikes.org.uk/


1. Aims of the Procedure 

1.1. The Executive Committee of NBB are aware of the risks to the charity posed by having too much 

operational knowledge and experience vested in the hands of only a few members.  Further the 

new charity constitution, by mandating a proportion of the Executive Committee be re-elected 

each year has highlighted the need for succession planning. 

1.2.  As a response to these two issues the Executive Committee has begun a process to introduce 

Auxiliary roles, to assist with the operations of  the charity. 

1.3. This procedure sets out the steps by which Auxiliary roles are created and filled.   

2. Activities 

2.1. A committee member identifies a need for a new role. 

2.2. The committee member fills out a role description from the template.   

2.3. The committee member liaises with the ICT Officer to ensure that suitable systems are / can be 

put in place to support the needs of the new role and for it to be effective. 

2.4. The role description is submitted to the full committee for consideration.  This ensures that all the 

touch points and overlaps with other areas of responsibility can be adequately accounted for and 

that the role description is sufficiently clear.   

2.5. The committee approve the creation of the role, and if deemed necessary choose a selection 

panel for approving candidates. 

2.6. The ICT officer prepares any changes to the ICT systems that are required to support the new role 

2.7. The responsible committee member begins a recruitment process for the new role. 

2.7.1. If appropriate candidates are known they may be approached directly 

2.7.2. Expressions of interest may be sought from within the membership and suitable candidates 

may be selected from the responses   

2.7.3. Expressions of interest may be sought outside the membership if subject matter expertise 

is deemed to exist elsewhere (other blood bike groups, Universities, suppliers).  Any 

prospective candidate would be expected to join NBB before appointment. 

2.8. Once a suitable candidate is found they will complete an “NBB Eligibility for Auxiliary Role 

Declaration.”  A sample is provided as an appendix to this document.   

2.9. The NBB secretary will perform background checks to validate the information in the declaration 

2.9.1. Should any issues be established as a result of the background checks then the candidate 

will be excluded and another selection process will be run. 

2.9.2. On successful completion of the checks the NBB secretary will inform the relevant parties. 

2.10. The ICT officer will make live any necessary changes to the ICT systems and issue any new 

system credentials  

2.11. The Membership Officer will assign any additional permissions required to the member 

2.12. The responsible committee member will appoint the successful candidate and announce the 

appointment and any changes to procedures to the membership.
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Appendix A – Process Flow for Auxiliary Role Creation 
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Appendix B – Eligibility Declaration 
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Date Version Author: Reason For Change 

Oct 2016 1.0 Michael Thompson  First Version  

Dec 2019 1.0 Ronnie Paton Document review no changes 

 

 
 
 


