Terms of Reference
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Title and Purpose

NAEP Conference Special Interest Group
This Special Interest Group (SIG) has been established as the primary lead for the strategic
planning and delivery of an annual NAEP Conference to the membership. The Group will act
as a hub for the representation of the views of the membership and the Council, to ensure
that the conference reflects the needs of the membership and the strategic goals of the
Association.
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Membership
• Chair
• Vice Chair
• Secretary
• Representatives from the membership (number to be agreed by the Council)
• The core membership of the SIG will consist of members of the Association. Nonmembers of the Association will have the right of attendance, subject to invitation
and prior notification to the Group Chair.
• The Group may co-opt participants with a particular expertise – voting rights of
such participants will be subject to holding a membership of the Association.
• The quorum for decision making shall consist of the Chair (or Vice Chair) and 4
attending members.
• Group members are encouraged to attend as many meetings as feasible and to play
an active role in the activities of the Group. The Chair or Vice Chair of the Group
will keep a list of all attendees and exercise discretion on member’s attendance.
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Frequency and Confidentiality of Meetings
Meetings will take place on 4-6 occasions per year and dates will be linked to the planning
requirements of the conference. Where possible meeting dates will be scheduled to take
place before and after a Council meeting to ensure clear communication pathways
between the group and the Council.
Confidentiality statements will be signed at the start of each meeting and recorded as such
in the minutes. Meetings are held in private and are not subject to freedom of information
requests.
The Secretary or a delegated alternative will take the minutes at every meeting. The
Chair/Secretary will forward the agreed minutes within 1 month of the meeting date to the
NAEP Chair for circulation.
The Chair or Vice Chair will present a report to Council meetings.
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Limits to Authority
The Group Chair, Vice Chair and SIG 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 SIG.
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Sponsorship and Finances
Sponsorship should be sought wherever possible for Group meetings.
Expenditure should be kept to a minimum and in the event of extraordinary costs being
incurred, prior notification and approval should be given by the NAEP Chair.
Members of the Special Interest Group will be entitled to the reimbursement of reasonable
expenses that are incurred in the attendance of meetings and in accordance with the
Association’s current rates. Completed claim forms, supported with appropriate receipts
are to be sent to the Group Chair for counter signing and forwarding to the Treasurer.
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Role of the Group
• To project manage the conference in conjunction with the NAEP Executive Team.
• To canvass opinions/input from the membership in the formulation of the
conference programme / speakers and workshops.
• To ensure that the conference appeals to a broad based and national market.
• To produce an action plan for the conference identifying relevant tasks and
timescales.
• ensure that the annual conference event is representative of a return of
investment and the profit contribution to the Association is proportional to
expenditure.
• To offer the membership competitive delegate conference rates, which will be
reviewed annually in conjunction with the current membership fee structure.
• To utilise all available resources within the structure of NAEP to maximise
attendance to the event.
• To provide a post conference evaluation report to the Council on the delegate and
commercial sponsor’s feedback.
• To make all relevant post conference information available to the membership
through the Associations web site.
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Responsibilities of the Group Chair
• To maintain the appropriate level of confidentiality expected of the Group Chair.
• To plan meeting dates in advance and Chair 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, action plans and
other material relating to the meeting at least two weeks prior to the meeting date.
• To seek sponsorship, if appropriate, for SIG 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 disseminate all relevant information and report to the Council.
• 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.
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