Iroviders

National Association of Equipment
Appropriate equipment in the right place at the right time

Terms of Reference

NAEP Regional Group

* Regional Chair

e Vice Chair

e Secretary

* NAEP Individual (Category 1) Membership - to include representatives from across the
designated region and geographical area. This category is applicable for individuals working
in the areas of assessing, commissioning, supporting, or delivering community equipment
services.

*  Guest members may be invited to attend a meeting with the permission of the Regional
Chair / Vice Chair. Regular attendance will require payment of annual membership.

Meetings will be planned 12 months in advance and held quarterly.

Meetings are held in private and are not subject to freedom of information requests.

Minutes are available to the NAEP Chair / Council and members of the regional group.
Confidentiality statements will be signed at the start of each meeting and recorded as suchin
the minutes.

The Group Chair, Vice Chair and regional group membership may not, without the consent of
the Council, enter into any agreement or contract with any person, organisation, or company in
relation to the operation of the regional group.

Sponsorship of Regional Meetings is permitted by those companies involved in community
equipment provision, supply, or manufacture. Attendance at meetings by any sponsor is limited
to a specific time slot. Contact details of those present at the meeting can be shared with the
sponsor, but only with the member's consent.

e Tosupport the aim & objectives of NAEP as stated in the Constitution.

e Toactively promote and market NAEP to maximise the membership potential within the
designated region.

» Toupdate the group on any national and local legislation, or government

e initiatives that may impact on community equipment services and provision.

* To provide a confidential networking forum for individual members.
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To discuss and agree new topics and themes of work for the development of guidance
documents and procedures.

To submit editorial and articles for publication in the NAEP News on the activities,
innovations, and work in progress of the group.

To represent their organisation and make an active contribution at meetings on issues that
may impact on community equipment services.

To maintain the appropriate level of confidentiality expected of individual membership of
NAEP in attendance at regional group meetings.

To take part in sub-groups / working parties as agreed by the Regional Group Chair to
complete tasks on aregional or at a national basis.

To conduct the election process in a timely manner for the appointment of the

posts of Chair, Vice Chair and Secretary of the Group in accordance with the

Constitution and Financial Instructions of the Association

To maintain the appropriate level of confidentiality expected of the Group Chair.

To plan meeting dates 12 months in advance and Chair quarterly regional meetings, or
when necessary, assign the responsibility to the Vice Chair of the group.

To set the agenda for all meetings and distribute all information, reports and

other material relating to the meeting and business of the Association at least

two weeks prior to the meeting date.

To seek sponsorship, if appropriate, for regional meetings.

To ensure minutes are taken by a designated person at each meeting and these

are distributed to the Group and the NAEP Chair within one month of the meeting date.

To submit a summary of the meeting minutes for inclusion in the NAEP News.

To disseminate all relevant information to the regional membership from the Council.

To represent the Regional at National Council meetings and ensure all relevant information,
views and opinions from the Group is conveyed to the Council.

To develop tasks and themes of work appropriate to the membership of the Association.
To implement the establishment of sub-groups / working parties, when deemed
necessary and provide a report within the minutes on the activities and outcomes.

To update the Council on any national and local legislation, government

initiatives and any changes therein, that may impact on community equipment

provision or the work of the Association.

To maintain a database of all regional members and attendees at meetings and to keep all
details on the database confidential and not for onward distribution unless approved by the
NAEP Chair.

To provide regular communications to all paid up members of the group.

To work within the specific area of responsibility, but not at the exclusion of other interests
and projects which the Association may undertake from time to time.

March 2021
As determined by the NAEP Council
NAEP Constitution & Financial Instructions - November 2020
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