
MSA Nour
Committee Guide

Version 3.2
11 June 2020



Table of contents
1. Legal basis

2. Committee set-up

3. Yearly transition

4. Committees of MSA Nour
A. Event Committee (evenementencommissie)
B. Trip Committee (reiscommissie)
C. Charity Committee (liefdadigheidscommissie)
D. PR Committee (PR-commissie)
E. Cash Committee (kascommissie)

5. Communication rules
A. Purposes of committee group chats
B. Principles for committee group chats
C. Board intervention

6. Committee agreements

7. Committee freedom

8. Annual program

9. Legal guidelines for all committees
A. Privacy law

Introduction
What is personal data
Duty of care
Keeping data centralised
Justified reason
Limited access

B. Confidentiality
C. Intellectual property law



1. Legal basis
Committees, workgroups or officers are appointed by the board of MSA Nour, on the basis of
art. 17 (4) By-Laws MSA Nour jo. art. 47 (1) Procedural Rules MSA Nour. On the basis of
art. 27 (c) of the by-laws of MSA Nour, committees are modified or formed on the first
General Member Assembly of the association year (equal to an academic year). More
detailed rules about committees can be found in chapter IV of the Procedural Rules of MSA
Nour.

This Committee Guide has been accepted by the General Member Assembly of MSA Nour
on the 23rd of June 2020. All committee members and organs of MSA Nour have to comply
with the provisions of this Guide. Deviations from this Guide may be made if following it
would, at the discretion of the Board, otherwise be unacceptable according to standards of
reasonableness and fairness. This Guide and all the following amendments to this Guide
take effect immediately after being accepted by the General Member Assembly.

2. Committee set-up
Board I of MSA Nour officially decided upon the following system:
(1) The Board publicly announces that MSA Nour is looking for committee members, and
publicly shares an application form in which applicants can specify for which committee they
want to apply and why.
(2) Only MSA Nour members can apply for a committee.
(3) The Board holds application meetings with all applicants. Preferably three board
members are present, but at least two. The committee head of the committee the applicant
applied for must always be present.
(4) The Board discusses the applications and makes, in its discretion, a selection for its
committees. The vote of the committee head weighs heaviest.
(5) The Board sends out emails of acceptance to all new committee members and emails
informing all those who were not accepted.
(6) The committees are officially formed during the Committee Information Meeting, in which
the Board announces the exact formation of the committees and committee members are
introduced to each other and to the Board.
(7) Committee members are added to the “Team MSA Nour” Whatsapp group, the specific
Committee Whatsapp group, the Google Drive folder of the specific committee and the Trello
board of the specific committee. Participation is highly preferred and deemed necessary for
efficient teamwork and enhanced community feeling.
(8) During their first committee meetings, all committees make clear agreements on which
platforms will be used, average time spent on committees, communication, how you will plan
in meetings, how you will ensure to respect each other's availabilities etc.



3. Yearly transition
Becoming an active member of MSA Nour, i.e. a committee member, is entirely voluntary,
but not without obligation. When a committee member registers for a committee, MSA Nour
assumes that the member abides by the agreements that have been made. In principle,
committee members are appointed for one association year. If a committee member wishes
so, after having consulted the committee head, the member retains the right to leave the
committee in the interim. Committee members are not obliged to quit their function at the
end of the association year, in contrary to board members. Committee members can
therefore in principle remain their position in MSA Nour for an unlimited time. The same
applies for ex-board members who would like to continue being active in a committee, after
having consulted the newly appointed board and with their approval. They may do so without
having to apply for a committee.

At least 1 month before the last GMA of the year, the committee head asks its committee
members whether they would like to stay committee members for upcoming academic year.
Committee members may communicate their choice to their committee heads until 2 weeks
before the GMA.

4. Committees of MSA Nour

A. Event Committee (evenementencommissie)
The event committee is the committee responsible for organising the events of MSA Nour.
From recreational to educational activities, MSA Nour aspires to organise events ranging
from all kind of things. From lectures about the Prophets, powerful women in the Islam to
organising Iftars (evening meal during the fasting month), calligraphy lessons etc.

A member of the events committee is responsible for the enrichment of the knowledge of the
students of Maastricht, on both religious and academic level, coming up with new and
unique ideas for events and letting students get to know each other by organising a diverse
amount of activities.

B. Trip Committee (reiscommissie)
From Liege to Istanbul, from Aachen to Budapest, the trip committee aspires to organise
trips for all students in Maastricht where we combine sightseeing, doing fun activities and
getting to know each other better. The trip committee helps recharging the batteries of the
students in Maastricht, because we all know it is needed sometimes.

The trip committee is the right place for students to express their creativity, learn how to
organise and plan a big event such as a trip and to work together with other motivated



students. A member of the trip committee is responsible together with the secretary of MSA
Nour for planning trips.

“Do they not travel through the Earth, so that their minds gain wisdom and their ears thus
learn to hear?” (Quran 22:46)

C. Charity Committee (liefdadigheidscommissie)
The role of a muslim is not just to offer prayers, fast and pay the alms. A muslim is
encouraged to take on a broader role. One of visiting the sick, feeding the hungry, teaching
people to read, offering help to those who feel alone.

"It is by translating our love of Allah into good actions that we strengthen our Imaan (faith).
Islam is a faith of action and we need to demonstrate our faith by working to make the world
a better place." (Dr. Ahmad Hussein Sakr)

MSA Nour, through its volunteering commission, aims to be a meaningful party in the
landscape of Maastricht. We will dedicate ourselves to cooperate with organisations and
people in Maastricht that are in need.

D. PR Committee (PR-commissie)
The PR committee is about everything which makes MSA Nour visible and recognisable for
the outside world. The world of PR is so varied. Think of social media, flyers and posters,
photography, videography, merchandise and more.

The PR committee is for students who like to be creative, love to take care of the details and
like to keep improving. In the end, it is all about attracting more people to Nour and perfect
marketing is the key. A member of the PR committee will be responsible for a big part of the
creativity of Nour, together with the PR manager.

E. Cash Committee (kascommissie)
The main task of the cash committee is to check the financial reporting of MSA Nour during
the financial year of the association. This includes checking the accountancy, e.g. if all the
receipts are kept and if all the contributions have been collected. Besides this, another
important role of the cash committee is to check whether money has been spent on the right
things and if the expenses fit within the objective of the association. The cash committee
writes a small report about their findings and has a responsibility to advise the members at
the General Members Assembly to approve or reject the financial justification. The cash
committee checks the finances around 2 times a year.

The cash committee is for members who have an affinity with finances and would like to help
MSA Nour with keeping good track of its finances and its financial stability.



5. Communication rules

A. Purposes of committee group chats
Forming a community: MSA Nour encourages forming a (muslim) student community in
Maastricht. Asking help/advice, sharing nice initiatives, being a safe haven for new
(international) students, inviting each other to attaining Allah’s (swt) pleasure. In general a
group to help each other out, grow spiritually, socially and academically. To meet other
brothers and sisters and to combat the feeling of loneliness/homesickness.
Making communication easier between committee members.
Communication between the whole MSA Nour team (board and committees).

B. Principles for committee group chats
Respect each other: please respect that others may have different opinions.
We are not here to judge each other or to put our views on each other. Please make sure to
stand next to each other instead of opposite to each other.
No discussion: Maybe this is a bit of a repetition of the previous point, but please know that
the group conversation is not a place to have discussions and/or arguments about religious
topics.
Questions to board members: please respect the availability of board members.
If you have any questions to the board or a specific board member, please do so by tagging
the board member on Trello or alternatively by sending an email to info@msanour.nl. If you
have any urgent questions that can not wait for a few hours or until the next day, you can
reach a board member by phone call or Whatsapp. Board members are not expected to
respond immediately, and may respond when they want.
No personal conversations: please take in mind that this is a group conversation and not a
place for personal conversations.
Respecting islamic values: please respect all islamic values and boundaries, regardless of
your own religious identity.
Overview conversation: please pay attention to the amount and length of messages sent,
so everyone can have an overview without being spammed.

C. Board intervention
Committee members may always be approached by board members in case of
non-compliance with the rules above. Committee members will respect the opinion and
decision of the board member. In case of disagreement, committee members and board
members should seek for mediation at the president of MSA Nour.



6. Committee agreements
In the first committee meetings, all committees are expected to make clear agreements on
which platforms they will use, how they will communicate together and when they are
available for meetings or other committee work. It is up to the committee to write this down
explicitly in a separate document, or to make sure these agreements are included clearly in
the minutes of that meeting. These agreements are deemed to be known and adhered to by
every committee member. These agreements should include specific action points amongst
the committee members themselves for when the agreements are not adhered to. In times of
repeated non-adherence to committee agreements, the committee head and the committee
member will try to find a solution together. In case of disagreement or conflict, the committee
head and/or the committee member may consult the president of MSA Nour for mediation.

7. Committee freedom
The first and main principle, is that your committee is free to organise itself in the way it sees
fit best, and to do whatever it needs to do to achieve its committee goals within the vision
and mission of MSA Nour. However, this freedom may be limited around the corners where
other organs of MSA Nour may be involved. In order to ensure that MSA Nour runs
smoothly, every committee knows what is expected, members and visitors of MSA Nour
know what MSA Nour will be up to, and to avoid miscommunication or overlap about tasks
and activities - the board has set a couple of main principles.

The annual program (chapter 8)
The board sets a deadline in the beginning of the association year on which it receives draft
annual programs (DAPs) from all separate committees for the whole association year. Based
on these DAPs, an MSA Nour wide annual program is made by the board for the whole year
so that all committees and board members know when something is going on, and when not.

Legal guidelines (chapter 9)
All committees are expected to comply with Dutch law, the By-Laws of MSA Nour, the
Procedural Rules of MSA Nour, the decisions of the Board of MSA Nour, the privacy policy of
MSA Nour, the committee guidelines in this document and more specifically the legal
guidelines in chapter 9 of this document.

External communication
Please realise that whenever you’re talking with an external party, you are the representative
of our whole association, the board is (legally) responsible for any expectations that you may
give the other party or other consequences, and the other party will think of you when
thinking of MSA Nour. That’s why the board wants you to make clear agreements with your
committee head (board member) about communication with external parties. Whether you’re
allowed to contact an external party by yourself or not, whether you first have to discuss with
your committee head etc. is up to your committee head, your fellow committee members and
you to decide together.



Emailing
Your committee appoints one person - preferably the secretary - who will be in charge of
your committee’s email address. The committee head will entrust the appointed person with
a document called ‘e-mail guidelines’ and the password to the email account, which may not
be spread. In the beginning, the appointed person may be checked or instructed by the
committee head. Over time, independance is aimed at. This person will be responsible for
checking incoming emails regularly and making sure that replies are sent out timely. This
person also makes sure that emails are written professionally, that they are signed by one
person from the committee who will be the main contact person to the receiver, that they
follow the default template of MSA Nour and that they are free from grammar and spelling
mistakes. If this person has any questions or concerns about an email - the email should be
first shown to the committee head.

Inviting external parties
Guest speakers, lecturers, teachers may be invited to MSA Nour to share their knowledge
and / or opinions. It is important however that we know well who we invite and ‘give a stage’.
Therefore, before inviting external parties, the board would like to receive a small overview
(can be 0.5 A4 page) with the following background information:

● (Past) education and religious education.
● Organisations that this person is affiliated with.
● Has this person been invited by another organisation (before)? Which topics did this

person talk about?
● What is the topic you want to invite this person for? Is it a controversial topic? Is it

controversial amongst islamic scholars themselves? Is it controversial from a western
non-muslim perspective only?

● Does this person explicitly associate himself with a certain school of thought or
branch within islam? Which one?

● (How) is this person portrayed in the news?
● Does your committee trust / doubt / distrust this person?
● How do they present themselves while talking. How does it come across?
● Have other organisations/associations invited them before? For which type of event

were they invited?

When inviting a person to share their knowledge and / or opinions through MSA Nour, tell
this person that you will audio / video record the session. You may tell the person that this
audio / video recording will be stored safely and will not be shared without having asked the
person for prior consent. Later on - if there is any misconception from UM, the news or
whatever about something that was said during an activity organised by MSA Nour, we can
use these recordings or (in case we did not get permission to use the audio/video) transcribe
what was said word for word to clear any misconceptions.

Tip: if you want to invite someone for a lecture or event, try to contact them at least 3 weeks
beforehand.



Islamic principles
Another limitation of the freedom of a committee is the limitation based on islamic principles.
Your committee is expected to be involved in projects that are within the boundaries of what
is islamically correct. In order to ensure this - please always make sure that you do not cross
borders of what is islamically correct, and try to always have a solid religious foundation for
the choices your committee makes. E.g. if the committee wants to spread religious
knowledge - make sure to give clear hadith/verse/scholarly references so that people can
check the main sources themselves or make their own judgement of whether they trust the
opinion or not.

8. Annual program
(1) DAPs
Once the committees are set-up, the board sets a deadline on which it receives draft annual
programs (DAPs) from all separate committees for the whole association year. The DAPs
should include the amount of projects a committee wants to undertake over the whole year,
and for every project, the following questions are to be answered:

● What is the event about?
● For who is it? (members or non-members) and how many can join?
● Do people need to pay a fee?
● When will it take place/when will it be launched?
● What do we exactly do during the event, and what do we expect from the

participants?
● What do we need and how much does it cost? (detailed!)
● With whom do we work together? (think of other committees, but also external

parties!)
● Anything else of importance?

Committees should pre-select the best amongst their ideas and should only include those
ideas that they are enthusiastic about, able to perform and willing to perform.

(2) Board review
Based on these DAPs, an MSA Nour wide annual program is made by the board for the
whole year so that all committees and board members know when something is going on,
and when not. The board will communicate its decisions on which projects from the DAPs
got accepted and which not with the committees on a preset date.

(3) Deviations
This process is meant first and foremost to create a framework for the rest of the association
year. It does not mean therefore that new projects can not be started at a later stage, nor
that the committee is bound to undertake the proposals exactly as imagined at first. Possible
deviations from the annual plan that the board had made before should always be
communicated with the board on time however, and new project ideas should still be
submitted as proposals to the board.



(4) Project Plan
1 month before an event or other activity takes place, whether online or offline, the exact
details of a project should be given in a Project Plan. This project plan may include
background checks on speakers such as described in chapter 6, specific logistic or
organisational details, specific costs and/or content such as PR materials, presentations etc.

(5) PR information
Minimum 2 weeks before an event/other action takes place, whether online or offline, make
sure to answer these questions and submit them to the PR committee.

● What kind of activity will it be?
● When will it take place? (exact date & time)
● will there be an external person (speaker)? if yes, who is that person?
● are there limitations in spots (f.e. max 20 participants)
● Is it only for members or for everyone?
● Is it only male/female or mixed gender?
● is there a registration link? if yes, put the link in your card
● Write a short promotion text for your activity.

(6) Treasury information
2 weeks before an event/other action takes place, whether online or offline, make sure to
answer these questions and submit them to the treasurer of MSA Nour.

● Do you need money? How much?
● Are there alternatives?
● What do you exactly need money for?

9. Legal guidelines for all committees

A. Privacy law

I. Introduction
As a committee, whether it’s trips, events, charity, PR, or cash, you’ll most probably
find yourself in situations where you will need to collect or process some type of
personal data of people for whatever project your committee is involved in. This is
completely fine, since you probably have a very reasonable goal in mind with this
certain data. As soon as you are involved with any type of information about any
person while working on a project for MSA Nour however, the General Data
Protection Regulation (GDPR) will apply, and MSA Nour is legally bound to comply
with these regulations. Privacy Statement version 2.0 MSA Nour is the completion of
the GDPR for MSA Nour. In paragraph II, III, and IV we will turn the legalese of the
GDPR and the Privacy Statement version 2.0 MSA Nour into concrete guidelines so
that you know exactly what to look out for.



II. What is personal data
Personal data includes any information about any person, in the broadest sense.
Examples are names, birthdates, birthplace, email addresses, studies, hobbies,
religion, origins, written texts, spoken messages, photos, videos, allergies, ID /
passport copies, CVs, motivation letters etc.

III. Duty of care
Committee members of MSA Nour shall comply with the Privacy Statement of MSA
Nour. They shall furthermore comply with all the requirements of the General Data
Protection Regulation and other laws and treaties relating to privacy legislation in the
Netherlands. These obligations do not lapse as a result of the termination of the
relationship between a committee member and MSA Nour.

IV. Keeping data centralised
In order for the board to be able to assess correctly whether there is a justified
reason for processing personal data, that personal data is made accessible only to
those who need to access it, that personal data is stored safely and that personal
data is removed when it is no longer necessary, it is important that the board has an
easy and clear overview of this personal data. To achieve this, it is best if the storage
of personal data in MSA Nour is kept as centralised as possible. This means - on as
little devices as possible, scattered over as little different platforms as possible, and
over as little different folders and files as possible.

Important: in order to keep track of which data is collected, how long and for which
reasons, all organs of MSA Nour share the responsibility of maintaining this file
tiny.cc/msanourdataregister for any types of personal data. Please read the notes
by hovering over the second row and do use this file for any type of personal data
you process, whether you are a board member or committee member. If you’re in
doubt about what should or should not be in this register, approach your committee
head with your question.

V. Justified reason
In general
In principle, we can collect, store and process any type of personal data as long as
we have a justified reason to do so. Make sure to clearly state the goals of collecting
this data in this document tiny.cc/msanourdataregister.

Photos and videos
If you are organising an activity such as an event or trip during which you would like
to make photos or videos, this is definitely possible (par. 1.2 Privacy Policy version 2
MSA Nour). Make sure to clearly state the goals in this document
tiny.cc/msanourdataregister. E.g. for marketing, documentation or as
remembrance for the visitors.

http://tiny.cc/msanourdataregister
http://tiny.cc/msanourdataregister
http://tiny.cc/msanourdataregister


● You may always take pictures/videos and publish those pictures/videos if you
have permission from the person(s) you take the pictures/videos of. This may
be explicit permission that you explicitly asked for, or implicit permission such
as ‘someone posing for the camera’.

● It is also okay to take a picture/video without permission, as long as the goal
is to capture big groups / the general ambience / the overall impression of an
activity, and not to capture (a) specific person(s).

● The same applies to a speaker or special guest who plays a central role in the
event - it is okay to capture them directly without having explicit permission.

● During online activities, one might think of taking a screenshot of the event
instead of having an actual photographer walking around. Please do be
aware however that by making a screenshot - you will probably have max.
9/10 people in 1 screen - and all in portrait view. We believe that this does not
give a mere overall impression of an activity - so permission would be
needed.

● If you’re not sure about your specific circumstance - please contact your
committee head with your question.

VI. Limited access
Amount of people
For any kind of personal data - only give access to those people who actually need it
to fulfill their task. If not everyone in a committee will need the data for his/her tasks -
then don’t make it accessible to everyone. The board always has access to all
personal data.

Time limit in general
In general, do not keep personal data stored somewhere longer than necessary. This
can vary depending on the specific data in the specific circumstances. Photos and
videos, for example, may be stored for an indefinite time (par. 1.3 Privacy Policy
version 2 MSA Nour).

Time limit for storage food preferences
Food related preferences must be removed within 2 weeks, starting from the day
after the last day of the activity (par. 1.2 Privacy Policy version 2 MSA Nour).

Time limit for storage identification copies
Passport copies, ID copies, ID numbers and document numbers must be removed
within 2 weeks starting from the day after the last day of the activity (par. 1.4 Privacy
Policy version 2 MSA Nour).



B. Confidentiality
Committee members are obliged to keep information confidential that is disclosed to them in
their capacity as committee members of MSA Nour and that is, by its nature, not intended for
distribution to third parties. These obligations do not lapse as a result of the termination of
the relationship between a committee member and MSA Nour.

C. Intellectual property law
Using photos, texts, audio, music, gifs, videos in presentations, flyers, social media - etc. Is it
allowed?

Public domain
The only works that are allowed to be used / spread / copied / modified without having to be
paid for / having to give a source reference are works that fall in the public domain. Works in
the Netherlands are considered part of the public domain (1) 70 years after the death of the
artist of the works or (2) when the works have a ‘Creative Commons Zero’ (CC0) license /
another public domain license. The main message is: try to only use works that have such a
license. Is there a work without such a license that you would really like to use? Try to
contact the artist (e.g. the photographer) and ask him/her whether you can use it for your
purpose / see if there is budget to use this work.

Links
The following website lists 13 databases with images that fall under the public domain, and
can be freely used / modified / spread etc. without having to pay or give reference:
https://wptavern.com/13-sources-for-free-public-domain-and-cc0-licensed-images

Furthermore, please note that there are also stock photo pages out there that do not have
CC0 licenses, but do have very flexible arrangement (such as being able to use a photo as
long as you give the artist a small reference in your post).

And lastly: please note that everything said in this paragraph applies equally to different kind
of works - whether they are audio, video, photo or something else.

https://wptavern.com/13-sources-for-free-public-domain-and-cc0-licensed-images

