[image: image1.jpg]


[image: image2.emf]
Association of Chartered Physiotherapists for People with Learning Disabilities (ACPPLD)

Guidelines for Regional group committees

 (Based on CSP Guidelines)

This document gives guidance to the regional groups of ACPPLD from the National executive committee of ACPPLD. It details the meetings regional groups may hold, office bearers that each regional committee should have (including their role) and general advice regarding regional group activities.
Regional Group Activities

The main function of the ACPPLD regional group is to promote the business of the ACPPLD at a local level making it more accessible to members. The group’s core business must include:

· Holding an Annual General meeting once per year to elect a committee and conduct appropriate business

· Organise a minimum of one study day or learning event per year for members in the region

· Promote membership of the ACPPLD within the regional area
Regional Group Meetings - There are four types of meetings which the regional group may hold:
Committee Meetings
	These meetings are the main business of the regional group. It is up to the regional group to decide how many committee meetings they require in a year. As guidance, committees should have a minimum of 2 meetings per year but up to 6 may be necessary to carry out the groups standard business. The aim of this meeting is to:

· To discuss any group business.

· To discuss and monitor the groups finances

· To organise regional group study days and events

· To discuss and act upon information received from the national executive committee




Annual General Meeting

	This meeting may form a part of the agenda of a study day or a conference. The aim of this meeting is to:

· Elect by ballot or otherwise at the meeting, the officers of the committee. Specific roles need not be elected, this can be decided by the committee at the first meeting of the committee following the AGM;

· To receive and adopt the annual report and accounts for the previous year;

· To transact any other business.

21 clear days of notice must be given to members of an AGM.   The AGM must be held between February and April each calendar year in order that the appropriate documents can be ratified and then presented at the Regional representatives meeting held annually in May.

Quorum – It is recommended that there are enough members in attendance to have meaningful discussions and for appropriate decision-making i.e. 1/3 of regional group membership is considered desirable.

General Meeting

General meetings are called at the discretion of the committee.  14 days clear notice must be given to members.  The meeting should be chaired by the Chair.  General meetings are held to discuss the group’s business, and are usually attached to study day/conferences.

Extraordinary General Meeting 
These are usually held to discuss urgent business.  The secretary shall call and arrange an extraordinary general meeting:

Either

· On receipt of instructions from the committee;

or

· On receipt of a written requisition signed by a given percentage of the membership (50%).

14 days clear notice must be given to members of an extraordinary general meeting. The extraordinary general meeting shall usually be chaired by the Chair.  The extraordinary general meeting shall be limited to the business for which it was called.




Regional Group committees

Each regional group must elect a committee which consists of a Chairperson, a Secretary, a Treasurer and a regional representative. The regional representative role may be carried out as a dual role by another officer if there is no alternative to this. This means a committee can only be formed with a minimum of 3 committee members.
The role of the Chair
	1.1
	The office of Chair carries with it a significant amount of responsibility, but this does not imply that someone requires years of experience.  A Chair should basically be a good communicator and have the ability to facilitate a group of people.



	1.2
	The Chair is the professional lead of the group; of both the group and the committee, and must be prepared to take charge whenever the need arises.  He/she should work closely with other committee members, particularly the secretary, who deals with the administration of meetings.  The Chair chairs meetings of the committee, AGMs and EGMs, and may chair study days/conferences, 


In the Chair

	1.3
	The purpose of having a Chair present is to keep a meeting organised, whilst allowing its participants to state their opinions and ideas, and securing a commitment to a consensus.  (In the absence of the elected Chair, any member can take the chair as long as that person is nominated and seconded by the committee and a majority of members present agree)


The Chair should:
	1.4
	Ensure that there is a quorum.  The quorum agreed by the National executive committee is 50% of committee members.  



	1.5
	Maintain the order of the agenda.



	1.6
	Listen, test understanding, canvass opinions and summarise the discussions.

	1.7
	Ensure that everybody gets a fair hearing, and has an equal opportunity to express their views in a non-judgemental environment.



	1.8
	Keep the meeting in order ensuring, that it does not go off at a tangent, by exercising firm control and tact.



	1.9
	Summarise the discussion at the end of each item and clarify the decisions made and action to be taken.



	1.10
	Adjourn the meeting.  The Chair may adjourn the meeting if a quorum is not present or if order cannot be maintained.  In each case a motion to that effect needs to be proposed and seconded and carried by the committee.



	1.11
	Check and approve the minutes.



The role of the Secretary

	2.1
	A secretary has to be organised, as administration forms a large part of the workload.  If possible, secretarial assistance with typing of minutes and general correspondence is useful.  It is vital to work closely with the Chair and keep him/her informed of matters and developments.


	2.2
	As a secretary a major part of the role is to provide the administrative support to the committee. The other main areas of responsibility are categorised under two headings: General administration and meetings.



	2.21
	The following is a list of general administrative responsibilities that may be held by the secretary:

· Maintaining up to date lists of officers, their roles and responsibility within the regional group, contact addresses, telephone numbers and email addresses;

· Acting as a correspondence link between the group and outside organisations;

· Dealing with enquiries 

· Administering the election of honorary officers and the committee;

· Sending minutes of regional group Meetings and up to date lists of officers, their roles and responsibility to Member Networks annually, or as officers’ details change;

· Dealing with correspondence in consultation with the Chair.



	2.22
	Meetings

The role of the secretary for any group meetings  is to:

· Send notification of the meeting to members

· Prepare the agenda in conjunction with the Chair

· Record minutes of the meeting

· Distribute minutes of the meeting to members



The role of the Treasurer 

(NB: A treasurer’s support document is available from the CSP)

	3.1
	The role of the treasurer is to keep control of the group’s finances by recording financial transactions. This should be done as simply as possible, both to avoid unnecessary labour and to make them easily understandable.  

The treasurer should:

	3.2
	Prepare annual statement of accounts and have them checked and approved by someone who is financially aware. 

	3.3 
	Present the approved accounts at the Annual AGM for acceptance by the membership. 

	3.4 
	Ensure the accounts are submitted to national executive committee within the set timescales and in order to comply with financial governance arrangements from the CSP




The basic transactions are receipts and payments.
	3.5
	Receipts most commonly received are:

· Interest on funds held on deposit

· Income from courses and study days
· Donations and sponsorship



	3.6
	Payments most commonly made are:

· Meetings of the committee - venue, catering and travel expenses (at the regions discretion)
· Printing

· Postage

· Telephone

· Stationery

· Expenses of officers

· Expenses of courses

· Expenses of others

· Honoraria




	3.7
	Account books:
Should be kept in accordance with CSP guidelines and by using the CSP templates provided

	3.8
	All records should reflect income and expenditure of the group and should record the balances held within any bank accounts. All supporting receipts, cheque stubs and statements should be kept for verification purposes.

	3.9
	All records are written up as soon as possible thus ensuring that they are always up to date and that no large backlogs of work accrue




Preparation of annual accounts

	3.10
	The financial year for regional groups runs from 1st January until 31st December. Accounts for the previous year should be prepared in January and checked by a financially aware person prior to your AGM in February/March. 

	3.11
	The opening balances of the financial year must be identical to the closing balances of the previous year’s accounts.  The totals of the receipts and payments columns should agree.

	3.12
	The prepared accounts should be approved by the membership at the AGM then forwarded within the timescales specified to the National executive committee.


Bank accounts

	3.13
	The ideal bank account for a group would permit cheques to be drawn on it, pay a reasonable rate of interest and make no charges.  The normal practice for most groups is to operate a bank account on which cheques are drawn, plus an interest-bearing building society account.  One point to watch regarding interest earned is that it should be paid after deduction of income tax, thus ensuring that the group does not have the trouble preparing tax returns, dealing with the Inland Revenue etc.  It is normal practice for the account to have two authorised signatories, who may each sign for monies up to an agreed limit. Above the agreed limit, both have to sign. 




Accounts for courses/conferences
	3.14
	It is essential to keep a careful but simple record of all receipts and payments in respect of individual courses and conferences.  Receipts will consist mainly of fees from participants for which a list of attendees and the fees each has paid will be a sufficient record; payments should be evidenced by invoices which should be retained.



Newly appointed treasurers

	3.15
	The best single piece of advice for a new treasurer is to find out all you can from your predecessor – he or she will undoubtedly know more about your group’s accounts than anyone else.  The other fundamental piece of advice is to ensure that your predecessor hands over to you all the books, papers, bank statements etc.




Role of the Regional Representative

	4.1
	The main role of the Regional Representative is to act as the communication link between the regional group and the National executive committee.


	4.2
	To contact National executive committee with any issues that your membership wish you to raise for discussion at national level

	4.3
	To respond to any requests for regional information which may be required by the national executive committee

	4.4 
	To attend regional representatives day which is held once per year. 

NB - Attendance at the regional reps meeting is mandatory for all regional groups, therefore if the regional representative is unable to attend, then an alternate from the region must attend instead.

	4.5
	At regional reps meeting you must present a report on the years activities for your group, including minutes from your AGM and your groups approved accounts for the year. If an alternate is to attend the regional reps meeting it is the responsibility of the regional representative to ensure the alternate is fully aware of the groups activities, and brings the appropriate paperwork to the meeting.

	4.6
	To send copies of regional committee meeting minutes to the National Regional representatives officer in order that they keep abreast of regional activities (contact details on final page of the ACPPLD newsletter)


Additional Committee roles
The essential officer roles which each regional group requires are detailed above. There are however a number of ACPPLD regional groups who have more than three members willing to serve on their regional committee. For these groups some or all of the following additional officers are suggested:
· Course secretary
· Support worker representative
· Website & social media 
Several of the regional groups already have these roles in place on their committees and our recommendation of their inclusion is based on the positive outcomes for these groups in having these officers.

Course secretary

A committee member who takes responsibility for the administration side of study days and learning events i.e. processing applications, sending invoices, preparing delegate packs etc. This is a good alternative to overloading the Secretary with these tasks and leaves them free to concentrate on minutes, letters and AGM correspondence etc.

Support worker Representative

It is important that the ACPPLD not only meets the needs of our Physiotherapist members, but also the associate members who work within the specialty. We are also keen to encourage more support workers to join the ACPPLD and be able to attend study days etc. Having a support worker representative on your committee gives a dedicated person to address these issues, and also sends a clear message that the ACPPLD and its committee’s are not only applicable to qualified staff.

Website & social media
Whilst this is not an essential role, it is useful to consider having a specific person who will link with the National website officer. This ensures all relevant activity from your Region is publicised appropriately.

Regional Group study days and learning events

· Regional groups should organise a minimum of one study day or learning event per year

· Study days must either be for ‘members only’ or should offer a significantly reduced rate for members

· The non-member fee for study days should be at least the cost of the study day plus the ACPPLD annual membership fee. This is to encourage membership of the ACPPLD and ensure that there are significant benefits to being a member.

       e.g. 
Member study day fee = £10


Non member study day fee = £40 (£10 plus the current membership fee of £30)

Regional group closure

If an ACPPLD regional group requires to close, due to lack of support & membership, the following procedure should be followed:
· An extraordinary general meeting (EGM) should be called and all current regional group members must be invited

· A decision on closure of the group should be taken at the EGM and confirmed via a members vote

· The Chair or regional representative should notify the chair of the National Executive committee as soon as possible following the EGM.

· The treasurer should prepare a final set of accounts detailing remaining funds. Once the decision to close the regional group has been taken, all remaining funds are ACPPLD property and must not be utilised for any other purpose within the region

· The treasurer should arrange for the transfer of any remaining funds to the national executive treasurer. 

· All remaining members should be asked what region they wish their membership to transfer to and a list should be sent to the National membership secretary.

· The National Executive committee members can be contacted for support and guidance throughout this process if required.

These guidelines are necessary to ensure continuity of business across the ACPPLD, and to ensure that the whole professional network fulfils our registration requirements. 
The consequences of any regional groups not following these guidelines would result in the CSP taking action against the ACPPLD, and having our professional network registration at risk of withdrawal.
ACPPLD National Executive Committee
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