
1 

 

 
 
 
 
 
 

UHC Standard Operating Procedures and Best Practices 

(“UHC SOPs and BPs”)  

  



2 

Contents 

1. OBJECTIVE AND BASIS .............................................................................................. 3  

2. BOARD AND STEERING COMMITTEE ........................................................................ 3  

3. WAYS OF WORKING .................................................................................................... 4  

4. WORKING TEAMS UNDER THE STEERING COMMITTEE ......................................... 5  

5. FINANCIAL CAPACITY, PLANNING & GOVERNANCE  ............................................. 5  

6. FUNDRAISING .............................................................................................................. 7  

7. EDUCATION   ................................................................................................................ 7  

8. PAST PRESIDENTS COUNCIL ..................................................................................... 8  

9. RESOLUTION OF DISPUTES ....................................................................................... 8  

10. CONDUCT OF BOARD MEETINGS  ............................................................................. 9  

11. AMENDING THE CONSTITUTION ................................................................................ 9  

12. SUCCESSION PLANNING  ........................................................................................... 9  

 
VERSION DATED: 13 OCTOBER  2018  



3 

1. OBJECTIVE AND BASIS 

1.1 These UHC SOPs and BPs are working level operating procedures and best 
practices intended to further the governance of UHC Singapore, whose mission 
includes fostering (non-Orthodox) Jewish life and worship in Singapore.  In 
accordance with the Societies Act, these SOPs and BPs shall not alter the 
Constitution in any way. If any section of these SOPs and BPs amends the 
Constitution, it shall be considered void. 

1.2 The Board, and all sub-Committees, shall foster a culture of good, strong and 
transparent governance – and conduct all affairs accordingly – in the interest of the 
long-term sustainability of the Society, and the furtherance of its objectives as set 
out in its Constitution 

1.3 The Board shall require every incoming new Board, sub-Committee member and 
Working Team member to familiarise himself or herself with these SOPs and BPs.  
Each Board, sub-Committee member and Working Team member has a 
responsibility to conduct Board and Society business in accordance with these 
SOPs and BPs.  

1.4 These SOPs and BPs may be amended by a resolution of the Board, and must 
respect principles of good governance. Any amendment to these SOPs and BPs 
shall require a Board vote in accordance with the Constitution, with a majority of 
the Board voting in favour of the amendment. 

1.5 These SOPs and BPs shall be made available to any member upon request and, 
if technically feasible, placed on an internal UHC website (like ShulCloud).  

1.6 The Board also recognizes that certain factors not within the control of the UHC or 
the Board necessarily limit representation on and appointment to the Board. 
Through these SOPs and BPs therefore, the Board will endeavor to ensure 
adequate representation for the full community. 

1.7 For the avoidance of doubt, the word “Board” in these SOPs and BPs means the 
Committee established and so named under the Society’s Constitution, also 
referred to therein as the Management Committee and the MC. 

 

2. BOARD AND STEERING COMMITTEE 

2.1. The Board shall be responsible for financial decisions, governance issues and 
important operational decisions. The Board shall form a Steering Committee (SC) 
to assist the Board on operational matters. 

2.2. The SC shall be comprised of the following representatives: 

• The Society’s President 

• Working Team Heads or their alternates 

• Officers without Portfolio, if any 

• Any member of the Board who requests to sit on the SC 

• The Rabbi   

2.3. The Board shall identify different segments of the community that need to be 
represented in terms of their interest on the SC.  Based on these segments, the 
Board will invite members from these different segments to volunteer their services 
for the Working Teams.  The Board shall from amongst these volunteers select 
Working Team Heads or Officers without Portfolio who shall then be presented to 
the UHC members at the next available EGM or AGM.  Once presented at the 
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EGM or AGM, these Working Team Heads and Officers without Portfolio, plus the 
President, other members of the Board who wish to serve, and the Rabbi, shall 
form the SC.  In the event that any Working Team Head steps down before the end 
of their term, the Board may appoint a replacement, preferably, but not necessarily 
from other members of the SC, who will be presented to the UHC members at the 
next EGM or AGM. 

2.4 There is no limit on the number of SC Members.  

2.5 The SC all meet as often as required but at least four times  a year on a formal 
basis, the SC shall meet with the Board to present strategic plans and 
recommendations.  The SC shall ensure that they formally seek, from the 
community segments that they represent, input on the programmes that they run. 
Inputs can be sought for example through qualitative or quantitative surveys, focus 
groups, town halls or by inviting community members to the steering committee 
meetings.  This input shall feed into the strategic plans and recommendations that 
the SC make to the Board on how programmes are to be implemented for the year 
to include also budgetary matters, human resources and other relevant issues. The 
SC can also meet with the Board more frequently as subcommittees following the 
procedure above. 

2.6 The Board shall consider all such recommendations put forward by the SC or its 
subcommittees and, where required, shall vote on matters forwarded to it by the 
SC or its subcommittees, and inform the SC of its decisions. Where the Board does 
not accept the recommendations put forward by the SC or subcommittees, the 
Board shall document its rationale. 

 

3. WAYS OF WORKING 

3.1. At the beginning of every term, new Board members shall undergo an orientation 
session where they will familiarize themselves with their Board responsibilities, 
including understanding their fiduciary duties.  

3.2. In accordance with the society’s constitution, the Board shall meet at least once 
per quarter.  Meetings may take place in person or by electronic means such as 
conference calls or internet audio/video (like Skype). In between meetings, the 
Board may discuss and vote on issues by email, chat or other electronic means. 

3.3. The Board shall aim to reach consensus decisions.  In matters where a consensus 
cannot be reached, or a formal vote is required, a quorum in accordance with S31 
of the Constitution, is required.  A motion is passed when there are more ‘for’ votes 
than against. 

3.4. Votes can be conducted in person or by teleconference or videoconference.  When 
votes are conducted by teleconference or videoconference, the number of days of 
notice shall be given and the quorum must be present for the conduct of the phone 
vote as set out in S31 of the Constitution.  If voting is done by email, then all 
members of the Board must approve for the vote to be passed.  

3.5. In its deliberations, if the SC is unable to agree on an issue, it shall utilize the same 
decision-making and voting rules that the Board uses.  

3.6. The following items must be brought by the SC to the Board for discussion and 
approval:  operating budgets for each Committee, contracts and commitments with 
any third parties on behalf of the UHC, any issue that may affect the image of the 
Society, issues that impact Society governance, major programmatic changes, and 
Human Resource issues including but not limited to hiring/firing of staff and 
employment contracts and any other matters designated by the Board.    
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3.7. The Board shall set up procedures for the approval of budgets, expenditures, and 
hiring/firing of staff. 

 

4. WORKING TEAMS UNDER THE STEERING COMMITTEE 

4.1. The Steering Committee shall assist the Board with the following UHC operations 
by establishing Working Teams in charge of: 

(a) Fundraising  

(b) Education, including Sunday School and Adult Education 

(c) Programming, including Religious and Social events 

(d) Communications, including Newsletter, Website, Social Media and Public 
Relations 

(e) Membership  

(f) Tikkun Olam and Care Committee  

(g) Rituals 
 

4.2. As set out in Section 2.2, the heads of the Working Teams or their alternates shall 
have a seat on the SC.   

4.3. The Board may establish additional Working Teams to assist with the Society’s 
operations. In such cases, the head of these Working Teams shall also have a seat 
on the SC. The Board may also appoint Officers without Portfolio to the SC.   

4.4. The Board shall set the rules, roles and responsibilities of the SC and the Working 
Teams. Such rules when set shall be added to these SOPs and BPs as appendices 
and  may be changed by an amendment of these SOPs and BPs, as long as such 
amendments respect principles of good governance. 

4.5. Working Team members shall be drawn from the Society’s members and need not 
be Board members.  

 

5. FINANCIAL CAPACITY, PLANNING & GOVERNANCE  

5.1. The Board shall pay significant attention to the financial position of the Society.  It 
shall place as much emphasis on revenue generation (including fundraising, 
membership numbers and membership revenue) to support the institutionalization 
and growth of the Society, as it does on managing costs.  

5.2. The Board shall constitute a Financial Oversight Committee (FOC) who shall assist 
the Board by providing advice to and oversight of the Board’s financial 
management of the Society. 

5.3. Ahead of each financial year, the Board shall prepare a detailed budget with line 
items that includes the following information: 

(a) Projected revenue from annual dues and drawdowns from donations 
(including CDF1) 

(b) Projected expenditures; and 

(c) Projected net income. 

5.4. The FOC shall consist of at least three (3) members.   At least two FOC members 
shall not be Board members. The Treasurer shall participate in FOC meetings and 
discussions as a non-voting member.   
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5.5. FOC members must ideally be financially literate and have a history of service to, 
or understanding of, the Society. 

5.6. The Board shall use best efforts to accommodate any special requirements that a 
significant donor shall request to monitor the use of their funds, in addition to those 
normally carried out by the FOC.  For the purpose of this requirement, a ‘significant’ 
donor shall be considered as an individual or family that has donated a significant 
sum (threshold to be set by the Board) to the Society. 

5.7. FOC members shall serve a term of two (2) years. If requested by the Board, they 
may renew their term of service, but shall not serve more than 3 consecutive full 
terms. Should a seat on the FOC be vacated, the Board shall appoint a 
replacement as soon as possible.  

5.8. Prior to the start of the next financial year, the Board shall submit a detailed 
financial budget and financial targets (the Financial Plan) to the FOC for its review. 

5.9. The FOC shall compare the Financial Plan against the Constitution, SOPs and BPs 
to ascertain that the Budget and Financial Targets are in compliance with the 
Constitution, SOPs and BPs.  The FOC may request, and the Board shall provide, 
such explanations and additional information as the FOC may require to meet this 
responsibility. 

5.10. After the FOC has reviewed the Financial Plan, it shall communicate its views on 
the Financial Plan to the Board, in writing and, if the FOC or Board requests, 
through a presentation at a Board meeting, including recommending any 
improvements or adjustments. 

5.11. If the Board does not want to implement the FOC’s recommendations, it shall 
document its rationale for not doing so. 

5.12. If due to a major extraneous event, there is a material positive or negative change 
in the financial circumstances of the Society during that financial year (for example 
a significant unexpected donation, or a sudden decline in membership), the Board 
shall keep the FOC updated on the event and its impact and may submit revised 
targets and a revised budget to the FOC for review.  

5.13. The FOC has the right at the AGM to address the Society’s members on any 
aspects of their financial oversight or if necessary to call an EGM for this purpose.   

5.14. In drafting the detailed targets and budget for each financial year, the Board shall 
have regard to the following overriding financial priorities. 

5.15. The Board shall focus on avoiding annual losses and ensuring that the Society is 
financially self-sustaining. To this end, the Board shall strive for the following 
revenue mix: 

(a) Approximately 80% of the annual budget to be met from annual dues; and 

(b) Approximately 20% of the annual budget to be met from donations. 

5.16. The Board shall raise new funds to assist with budgeted expenditure, as well as to 
finance the next major steps in the Society’s institutionalisation.  

5.17. The Board shall establish and maintain a Reserve Fund, sourced from donations 
and surplus cash, if any, from the General Account at the end of each financial 
year.  The Board shall strive to ensure that the Reserve Fund equals 150% of 
annual expenditure. 
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6. FUNDRAISING 

6.1. The Fundraising Team (FRT) shall consist of a minimum of two (2) members. The 
head of the FRT shall be presented to the members at a General Meeting per 
Section 2.2. Appointees should ideally have displayed an ability to raise funds in a 
business or non-profit setting. 

6.2. Members of the FRT shall ideally serve a term of two (2) years. If requested by the 
Board, they may renew their term of service. Should a seat on the FRT be vacated, 
the Board shall appoint a replacement as soon as possible. 

6.3. The FRT may involve such members of the Society in its work as it deems helpful 
in fulfilling its aims. 

6.4. The Board and FRT shall agree upon detailed, quantified Fundraising Targets to 
be achieved for a specified period of time. 

6.5. The Fundraising Targets shall comprise two categories:- 

(a) Annual (rolling) donations to meet 20% of the Society’s annual budgeted 
expenditures; and 

(b) Major donations to accumulate capital to finance the next steps in the 
Society’s institutionalisation. 

6.6. The Head of the FRT shall submit to the Board a detailed Fundraising Plan 
detailing how it intends to achieve the Fundraising Targets.  The plan shall include 
specific milestone dates matched with consensus-building and fundraising 
activities (such as town halls and membership surveys), donor outreach actions 
(discreet or publicised) and dollar targets. 

6.7. When consulting with members of the Society, the FRT shall pay attention to 
specific demographic groups and constituencies, including families, empty-nesters 
and young adults. 

6.8. The FRT shall execute the Fundraising Plan and make a progress report to the 
Board on a quarterly basis. 

6.9. The FRT shall provide recommendations to the Board and other members of the 
Society, as needed, on messaging that may be required for the FRT to fulfill its 
role.  

 

7. EDUCATION 

7.1. The Board has established a weekend program for the children of members to 
learn about the Jewish religion and tradition (the “Sunday School Program”).  
These activities are congruent with the Objects of the Society, as set out in its 
Constitution.   

7.2. Only children whose family members are fully paid-up members of the Society may 
attend the Sunday School Program. 

7.3. The Board may charge money for the activities conducted during the Sunday 
School Program as it does for other membership activities. 

7.4. The Board may enter into contracts in furtherance of activities conducted during 
the Sunday School Program. 

7.5. The Board has also established adult education activities to further the education 
of adult members. 
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7.6. The Sunday School Programme and the Adult Education Programme shall be run 
by the Education Team (ET).   

7.7. The ET shall comprise: 

(a) Members who are Leaders of the Sunday School; 

(b) the Rabbi;  

(c) A member in charge of Adult Education activities 

(d) other Society members who wish to serve. 

7.8. Prior to the commencement of the next Sunday School Program year (“School 
Year”), the ET shall submit a detailed budget for that School Year to the Board for 
agreement and approval. 

7.9. The budget shall be self-funding to the greatest extent possible. It shall aim to be 
at least break-even and ideally modestly profitable to enable the Sunday School 
Program to grow. 

7.10. Prior to the commencement of that School Year, the Board shall review and, if it 
sees fit, approve the budget. 

7.11. After the end of that School Year, the ET shall report to the Board in writing on the 
performance of the Sunday School Program relative to the budget for that year. 

7.12. This report shall be circulated to all members of the Society.  

7.13. Prior to the commencement of the next School Year, the ET shall submit a detailed 
learning program for that School Year to the Board for agreement and approval. 

7.14. The program shall have close regard to the Objects of the Society set out in its 
Constitution and the preferences of the members whose children participate. 

7.15. Prior to the commencement of that School Year the Board shall review and, if it 
sees fit, approve the program. 

7.16. After the end of that School Year, the ET shall report to the Board  in writing on the 
performance of Sunday School relative to the approved program for that year. 

7.17. This report shall be circulated to all members of the Society. 

 

8. PAST PRESIDENTS COUNCIL 

8.1. The PPC automatically consists of past Presidents of the Society, who remain 
active, current members of the Society, and served at least one full term as society 
president. 

8.2. The Board and Working Teams may consult, as and when necessary, with the 
PPC on any matters that the PPC can contribute to in terms of its experience and 
background information.  

8.3. The PPC’s role is purely consultative and advisory.  The PPC shall, when 
consulted, use best efforts to provide assistance to the Board and the Working 
Teams. 

 

9. RESOLUTION OF DISPUTES 

9.1 Any dispute requiring resolution shall be escalated in the following sequence until 
resolved:  

(a) If within a Working Team, to the full membership of that Working Team. 



9 

(b) If within a Committee, to the full membership of that Committee. 

(c) If not resolved, or not within a Committee rather within the Board, to the full 
membership of the Board. 

(d) If not resolved, to the Society in general meeting. 

 

10. CONDUCT OF BOARD MEETINGS 

10.1 The Secretary shall circulate the Board Meeting agenda to the Board, together 
with any papers related thereto, and the Minutes of the preceding Board meeting 
at least 5 days before the Board Meeting to be consistent with Section 31 of the 
Constitution. 

10.2 The Board may with respect to an item on the agenda invite a Society member or 
outsider in whose judgement or capabilities they have faith in the matter to speak 
to the item. Notification thereof shall be included in the meeting agenda circulated 
by the Secretary. 

10.3 Any Board member may request the Secretary to place an additional item on the 
meeting agenda, circulate papers related thereto and notify the Board of an 
intention to invite a guest in whose judgement or capabilities they have faith in the 
matter to speak to the item. 

10.4 The Secretary shall circulate this additional information to the Board prior to the 
meeting date.  Any Board member shall however have the right to request that 
such additional item be deferred to the next Board Meeting if the Board member 
feels that there has been insufficient notice of the new agenda item. 

10.5 The Board shall discuss the items on the agenda at the meeting and, where a 
vote or board resolution is necessary or desirable in relation thereto, vote on the 
matter. 

 

11. AMENDING THE CONSTITUTION 

11.1 To amend the Society constitution, the Board shall follow the rules set out in the 
constitution as well as relevant Singapore regulations, including 

(1) pre-submission to, and in principle approval by, the Commissioner of 
Charities and/or Registrar of Societies,  

(2) provisional approval by the Board 

(3) submission of the proposed changes to Society members at least two 
weeks prior to an AGM or ten days prior to an EGM  

(4) approval by the Society’s general membership in a vote at an AGM or 
EGM,  

(5) submission to, and approval by, the Registry of Societies, and upload to 
the Charities Portal. 

 

12. SUCCESSION PLANNING 

12.1 Subject to the requirements of the UHC Constitution and the Registrar of 
Societies and Commissioner of Charities, the Board shall establish a transparent 
and open procedure to facilitate the appointment of new members to the Board 
for succession planning and to ensure the sustainable effective leadership of the 
UHC. 
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12.2 The current procedure for appointment of new members to the Board is set out 
in Appendix 1.  

 

 

 
 
 

APPENDIX 1  
 
 
 
 
MANAGEMENT COMMITTEE* (MC) ELECTION PROCESS   
 
A.  MC Election Facilitator  
 

1.  The MC Election Facilitator (“Facilitator”) shall be a member appointed by the MC at 
the start of every financial year. The Facilitator’s role is to facilitate the smooth election of UHC 
MC members in accordance with the process set out below.  

 
2.  The Facilitator shall be advised by the Rabbi and shall work in consultation with the 
incumbent  
MC.   
 

3.  A current MC member may not be a Facilitator.   
 

4.   A person who wishes to serve on the next MC may not be a Facilitator.  

 
5.   A Facilitator shall serve for a term of two (2) years.  If requested by the MC, he or 
she may renew their term of service.  Should the Facilitator resign from this position, the MC 
shall appoint his or her replacement as soon as possible.   
 
B.  MC Election Process  

1.   Approximately 12 weeks prior to the General Meeting, the MC together with the 
Facilitator will send out information to all members of the UHC on the MC positions that are 
expected to be open, including responsibilities associated with each position, and invite any 
members who wish to be considered as candidates to notify the Facilitator of their 
interest.  The announcement will also appear in the UHC newsletter and on the UHC 
homepage.  

2.  Approximately, 8 weeks prior to the General Meeting, all potential candidates must 
have submitted expressions of interest to serve on the MC to the Election Facilitator. 

3.  The Facilitator shall upon receiving any candidate applications: 

(i)  discuss the responsibilities of the open MC positions with the candidates; 

(ii) encourage the candidates to talk to current office holders to understand the role of 
the MC;  



11 

(iii)  review each candidate to ensure that he or she meets the eligibility criteria; and 

(vi) ensure that the slate complies with the requirements of the Constitution and any 
other applicable legal requirements.  

4.  If multiple candidates have indicated an interest in running for one position or one or 
more opposing slates emerge,  the Facilitator will use best efforts to  avoid a contested 
election by proposing options to the various candidates and slates.  This shall be done, where 
necessary, in active consultation with the incumbent MC.  For example the Facilitator could 
propose that potential candidates or existing office holders consider other MC positions or that 
current office holders step down.   The Facilitator shall conduct mediations where necessary 
to resolve difficulties and reach consensual outcomes.   The Facilitator shall also try (as far as 
possible) to ensure that the slate is composed so as to be gender inclusive and representative 
of diverse constituencies from the UHC.  If the Facilitator is  unable, after using best efforts, 
to prevent a contested election, he or she will allow the election to proceed as a contested 
election.  

5.  Approximately 4 weeks prior to the General Meeting, the Facilitator will submit the 
proposed slate/slates and the proposed  candidates to the MC and request the MC to put the 
slate and candidates forward at the General Meeting for voting in accordance with the 
Constitution.   

6.   Approximately 3 weeks prior to the General Meeting, the MC will prepare and send 
out to UHC members, sufficient information on the proposed candidates or proposed slates 
along with statements, if any, from the candidates or slates so as to enable UHC members to 
make an informed vote. 

7.  The Facilitator may, where necessary, adjust some of the above timelines.  

C.  Eligibility criteria for MC members  
 
1. The following eligibility criteria shall apply to all candidates running for a position on 
the  MC:  
 

(i)  Be a fully paid-up member of the UHC; 
(ii)  Be a permanent Resident or Singapore Citizen (unless this requirement is waived 
by the Singapore government); and 
(iii)  Be willing to serve the UHC and its members and promote the interests of the UHC.  
 
 
* The Management Committee is the official name of the UHC Board.  To avoid any 
confusion, the Management Committee and the Board are simply different names for 
the same entity. At the UHC, we tend to use both names interchangeably.  

 
 


