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Association of Chartered Physiotherapists for People with Learning Disabilities (ACPPLD)

Guidelines for Regional Committees
This document gives guidance to the regional committees of the ACPPLD from the National executive committee (NEC) of the ACPPLD. The ACPPLD NEC encourage each region to have a regional committee. This enables the business of the ACPPLD to be promoted at a local level, making it more accessible to members. The presence of regional committees provides an opportunity to share information, good practice and learning opportunities with their regional members and beyond.
Regional Committees Roles and Responsibilities
Whilst there is not a need for a formally elected committee, experience has shown that it is useful to have defined members to run the regional group and for those members to have some identified roles and responsibilities. It is the committee’s responsibility to decide on which roles they feel are relevant to their area and needs. Suggested roles may include:
Chair

· Professional lead of the committee.

· Works closely with other members.

· Keep meetings organised and running to time.

· Allow participants to state their opinions and ideas.

· Secure a commitment to a consensus.
· Summarise the discussion at the end of each item and clarify the decisions made and action to be taken.

Secretary
· Communicate with committee regarding meetings.

· Prepare agenda or plan for meetings with chair and share with committee.
· Record minutes or notes of the meeting and keep track of agreed actions, possibly via an action log.

· Distribute minutes/notes and action log to committee members.

· Maintain up to date list of committee members, their roles and contact details, and share these with the NEC regions officer.

Regional Representative
· Act as the communication link between the regional committee and their regional members.

· Ensure there is an up-to-date record of regional ACPPLD members (available from the NEC membership secretary). 

· Act as the communication link between the regional committee, regional members and the NEC.
· Attend regional representative meetings (held virtually 3 times per year) and prepare a summary of the region’s activities.
· Contribute to the ACPPLD newsletter (twice a year), reporting on the regions activities.

Learning and Development
· Organisation and coordination of regional learning events. 

· Link with NEC to submit application for funding requests.
Social Media 

· Organisation, management and coordination of regions social media (link with social media Officer from the NEC).

Regional Committees Activities
Communication:

· Regular communication with ACPPLD members within the region.
· Regular communication with the ACPPLD NEC. This includes attendance at the regional representative meetings held 3 times per year. 

· Regular communication with the NEC website officer to ensure learning events are highlighted on the ACPPLD website. 

· Contribute to the ACPPLD newsletter twice a year, providing a summary of the regions activities.

· Update NEC on committees roles and responsibilities and contact details, to enable the ACPPLD website and email distribution lists to be kept up to date.

Meetings

· Hold regular meetings throughout the year. There is no specific number of meetings that should be held but there is an expectation there will be enough to allow the organisation of learning or networking events. Additional meetings will likely be required during the year the region hosts the Annual Learning event (see below for specific ALE section). 
· Agree roles and responsibilities.
· Discuss any expenses.

Learning Events:
· Organise regular learning events (virtually or face to face). Details of all learning events and opportunities to be shared within the region and must also be sent to the website officer. This enables all ACPPLD members nationally to be invited and to attend if they wish, ensuring equity for all members.
· If a proposed learning event will incur expenses, an application for funding will need to be made to the ACPPLD NEC.
Participation in National annual learning events (ALE’s)

· National Annual Learning Events are held in different regions every year, on a rotational basis. The regional committee where the ALE is being held are responsible for organising and facilitating ALE, in conjunction with the NEC. Support will be provided by the NEC during the planning stages and the event. 
Expenses and Funding Requests

Regional groups can request/claim money from the ACPPLD NEC central accounts for regional activities that benefit the local or wider ACPPLD membership. 

This includes (but not exclusively):

Regional Network Group expenses:

Members of the regional groups can claim money for running a functional committee. For example, travel and expenses to hold meetings or to attend face to face meetings.

Learning and Development events:

Members of the regional group committee can request or claim costs of organising learning and development events. This could be the cost of organising virtual or face to face events. For example:

· Venue costs.
· Lunch and refreshments.
· Speaker costs.
· Printing (although we encourage event to be paper lite in line with the CSP sustainability pledge as part of the future plans).
· Organising committees travel and expenses.
NB: where there is a cost involved in organising an event, the NEC would expect that the regional group aims to charge attendees to cover the cost of running the event unless in exceptional circumstances*. Any money made from learning and development events are to be paid into the ACPPLD NEC central account. This way the regional group funding pot is sustainable and will fund future events/initiatives. 

	*exceptional circumstances may include hosting an event to re-launch a regional group or to boost memberships engagement. 


Process of claiming money from ACPPLD NEC:

Claiming money retrospectively:

1. Regional group member purchases product or incurs expenses (e.g. travel).
2. Complete ‘expenses’ form: 
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3. Email expenses form to ACPPLD NEC treasurer (acppldtreasurer@gmail.com) in a timely manner**

4. Treasurer to reimburse member.
Request for funding (in advance of the event):

1. Complete ‘application for funding request’ form:
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2. Email request to ACPPLD Regional Reps email account (acppldregionsofficer@gmail.com) in a timely manner**

3. NEC to consider request and respond.
4. Payment can then be made directly to the provider/manufacturer.
	** Claims and funding request should be made in a timely manner and prior to any bookings being confirmed/paid for. 


Please note, the email accounts are checked twice a week and are not monitored in the evenings and weekends.
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ACPPLD Expenses Form


Please send completed expenses forms to acppldtreasurer@gmail.com 


		Name:

		



		Address:




		Postcode:



		Telephone number:

		



		Email Address:




		



		ACPPLD Membership Number:



		



		ACPPLD Region and Role:




		



		Bank Account for expenses to be transferred to:

		Name on Account:


Bank Account:


Account Number:


Sort Code:








		Date

		Details of Claim
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ACPPLD Regional Committee Application for Funding Request Form


Please complete this form and return to acppldregionsofficer@gmail.com 


Your request will be discussed amongst the National Executive Committee, and we will contact you with the outcome. 

Contact Details


		Regional Committee:

		



		Contact Name:



		



		Contact Email Address:

		





1. Please provide details regarding your proposed learning and development event:


2. Please provide details regarding any costs that will be incurred:


3. How will this proposed learning and development event benefit the ACPPLD membership?


4. Any other information:



