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The following guidelines are for use by the committees of Regional branches, Engineering
divisions and Societies, all of whom are at the very co@¢fIA Yy SSNE LNBf I yRQa
Quite simply, Engineers Ireland could not function without the active participation of so

many of our members who give so enthusiastically of their time and talents to serve our

great profession. We trust that you will firjdur time on your committee to be rewarding,

and indeed a valuable part of your continuing professional development as a professional

engineer.

These guidelines have been developed to help newly elected committee members to
understand how Engineers Ireld works and, in particular, thRegional branches,

Engineering divisions angbcieties. It gives a walkrough of the Engineers Ireland year,

from when your committee is established, right through to the AGM at year end. It provides
a broad outline of ha committees should be constituted: the structures, personnel, term of
office, etc. It offers some tips and ideas to help support you in the achievement of your
goals, advising you hotlie teamsat head office can support your activities so that together

we can provide the very best possible service to our members.

As a dynamic organisation, Engineers Ireland is constantly evolving, so this handbook will be

updated regularly to reflect this.

If we have omitted anything that you feel could usefully be included, please let us know (see

revision mechanism in Append

We hope you find these guidelines useful.

Caroline Spillane
Director General
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‘ & Members of Engineers Ireland are categorised by geographical location
(Regional Branches), areafsengineering interest (kgjineeringDivisions), and
specialist areasYcieties). Collectively thesare known as our Sectors.

The secretariat of Engineers Ireland is divided into a number of core te&@usernance, Finance,
HR, Membership, CPD and Marketing and Communicatiathef which work together and with the
YSYOSNE G2 NBItAaS GKS 2NAlFIyAaldA2yQa 3J21faod

Critical to oursuccess as an organisation is effective collaboration between each of these core teams
and the various groups to grow membership, deliver relevant and timely CPD, provide what our
members and potential membeexpect of their membership organisation, maiim standards in
engineering education and uphold the good reputation of the profession via the promotion of our
code of ethics.

Provide industry expertise to the secretariat,

Organise a programme of events, sucheaening lectures, to strengthen our learned body
function and support the CPD requirements of members, sowal/sportingevents to

facilitate networking. Joint events with other sectors and groups outside of Engineers Ireland
enhance this experience.

The function of the committee is to provide a reference point for members who affiliate to one or
more of our sectors, and to provide:

technical papers and/or presentations

social and networking events

in association with our membership team,atcangemembership information evenings
in association with our CPD team, to develofpaaning course and/or seminar of relevance
to members of their group.

All sectors should include the following in their targets for the year:
ensure that advities are aligned with EngineetsNB £ | Y RQ & 3 anld buastraieditld G K S
plan
liaise with the CPD training team in Clyde Rolaichugh the CPD liaison officer, on the
organisation of one seminar or course per year on a topical subject
liaise withthe membership team in Clyde Roaddentifying keyorganisationsn your area
that could be tageted for potential membership
identify the best paper or presentation, presentbyg a member of Engineers Ireland, that
your sector has hosted during the ydar nomination in the Best Presentation category for
the annual Engineers Ireland Excellence Awards
record any lobbying activity that you have undertaken (we will issue reminders in relation to
this as the deadlineapproach) but you should include annders or meetings involving
government ministers and officials and of course submissions and letters made dwing th
timeframe concerned



encourage all your members to keep their contact details with Engineers Ireland up to date
so that they receiveelevent communications from us

encourage all members to log their CPD activities using MyCPD in order to fulfil their CPD
obligations

communicating ideas or suggestions as to what more we could be doiogifonembers via
sector support

Regional branchargets should also include:

liaising with the membership team in Clyde Road in organising membership information
evenings for members and potential méers in your area

Engineers Ireland.

l ! I ! In order to become a committee member of a regiobednch,
l * engineering division or society, you must first be a member of

You should express your interest to the cpaiisonor secretaryg

you will find their contact details on the website. If there is a vacancy on the committee, ypbena
elected immediately or you may have to wait until the next AGM, when the changeover of
committee members occurs and your name d&eformally put forward.

As with all Engineers Ireland committees, election is for a tyesa period but you may stardbwn
at any stage. In the case of an officer (chaison vice chaiperson secretary, etc.) this can be

extended, but we do recommend regular turnover of members in order to inject new blood and fresh

ideas.

Committees should endeavour to get the might and have a group that is reflective of our overall
membership, so when considering new membemnmittees should give some thought to
engineering discipline, membership grade, gender and age profile.

Congratulations on your election to your committee! You are
now part of the team comprising your fellow committee
YSYOSNESX 9y3IAYSSNAR LNBfIlyRQa
Council, and the team at Clyde Road who will in the coming year

foster and pomote the goals of the organisation and together provide the best possible service to
our members. The objectives of regional branches, engineering divisions and societies align with
Oy aAAYSSNA LNBflIyRQa 32Fta& yR OFy 06S adzyYl NR

to promote the use of our registered professional title€hartered Engineer (our gold
standard), Associate Engineer and Engineering Technician

to promote membership of Engineers Ireland

to promote the concept of continuous professional development (CPD3rigineers

to promote ethical standards in engineering

to establish and foster relations and joint activities with allied organisati@tgentific,
educational, social and cultural institutions or societies

to promote engineering and career awareness amérst, second and thirkvel students
to provide expertise and feedback on CPD requirements for your sector
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to promote the professional image of the engineer and of Engineers Ireland

to organise a programme of evergsectures, presentations, site visj debates or
discussions

t2 adzZLJLI2 NI YSYOSNRQ /t5 NBIdZANBYSyda

to promote social contact and networking opportunities and

to provide an effective link between the team at Clyde Road, the Council and Executive
Board, and the members.

The role and resportsilities of these committees are governed by the Byws of Engineers Ireland
(see Appendix 1 for the relevant sections).

The chaipersonis elected at the AGMThey hold office for not
more than two yearsghairing meetings and representing the
regional branch, engineering division or society as required.
Together with the secretary, they are responsible for calling
meetings, recording and disseminating the decisions reached, and the general administfakien o
committee.

The vice chapersonis elected at the AGM. They hold office for one year, supporting thepdran
and generally succeeding to the chair. In the absence of theperaon the vice chapersonchairs
meetings.

The secretary is elected at the AGM. They hold office for one year and, together with the
charperson are responsible for calling meetingscording and disseminating the decisions reached,
and the general administration of the committee. They are ithain point of contact with the Clyde
Road teams and liaise with sector support in relation to the programme of events.

The treasurer is elected at the AGM. They hold office for one year and are responsible for the
financial management of the regional branch, submitting an annual financial statement to the
finance committee. The treasurer is also responsible for liaising in relation to the annual capitation
grant. (See Appendix 4 for a comprehensive guidance document for Regional branch Treasurers)

The Council representative is elected at the AGM from among the committee members. This is an
important role and the representative may hold office for up to three years, representing their
regional branch or engineering division on Council, keeping the committee up to speed with Council
activities and decisions and bringing the views of the giteaigk to the Council. All Council
documentation is made available via the Council project on Basecamp,* and each representative will
be given access to Basecamp for their tenure of office.

Council is the governing body of Engineers Ireland, and is elbgtdte members. In order to ensure

the fullest representation of our overall membership, each engineering division and regional branch
nominates a representative to Council. There are five Council meetings per year, held on Saturday
mornings in 22 Clydeddad with the dates set at the beginning of each session. The new Council takes



office following the Engineers Ireland AGM, with its first meeting generally held in late May/early
June.

In the event that the Council representative cannot attend any paeicmeeting, a deputy should
be nominated.

* Once the new committee has been notified to sector support, the Basecamp project,-hageld
project management and collaboration tool used by the key committees of Engineers Ireland, is
updated, new membersra added and invited, and the committee is up and running.

The Liaison committee representative is elected at the AGM. The recommended term of office is two
years but they may serve for up to three. The representative attends and represents the sector on
the liaison committee, which meets three times a year tadogo-operation and crossertilisation

of ideas between the regional branches, engineering divisions and societies. When an event is well
attended in Dublin for instance, it may be possible for the organiser to ascertain if the presenter
would be intereted in presenting to the regions and vice versa. Effectivepmration between each

of these groups and the team at Clyde Road is critical to ensure that we provide the best possible
service to our members, which in turn leads to membership recruitmedtratention. The terms of
referencefor the liaison committee are detailed the Byelaw extract inAppendix 1.

Elected at the AGM, the CPD liaison officer should be someone with a keen interest in continuing
professionabdevelopment(CPD), who will act as the point of contact for the CPD team in relation to
CPD issues. The recommended term of office is two years but they may serve for up to three.
Communication between the CPD liaison officer and the team should be two way, witRihe C

liaison officer relaying suggestions or requests for seminars and courses from the committee to the
CPD team, and the CPD team contacting the CPD liaison officer to discuss suggestions or queries that
may come through Clyde Road. This ensures consisiarierms of the quality of our CPD offerings.

Elected at the AGM, the STEPS liaison officer should be someone with a keen interest in promoting
engineering as a career, who will act as the point of contact for the STEPS teaatiom tel STEPS
programme activities in their area. The recommended term of office is two years but they may serve
for up to three. The STEPS liaison officer will receive quarterly updates from the team in relation to
initiatives in the programme, and wdkt as a vital link to alert the committee to volunteer
opportunities for engineers to engage with the STEPs programme.

Elected at the AGM, the thirlbvel liaison officer should ideally be someone in academia or a student
who will act as a direct link between the committee and any thédel institutions in their area. The
recommended term of office is two years but they may serve for up to three. This will allow the
committee to tap into the student cohort when advertisingeewsand to encourage participation at

the early stages of their career in engineering. They will also be a point of contact for the Engineers
Ireland thirdlevel liaison team when planning college visits.

If a PRO igequired, they should be elected at the AGM. The PRO may hold office for up to three
years and should generally be someone with good media knowledge, who is comfortable dealing
with media representatives and has appropriate writing and communicatios &hilthe preparation
of public relations and marketing material.



Committees should be comprised of the officers and, ideally, eight additional members. Keeping to
these numbers will assist greatly in turnover. Bear in mind thetnfership of your committee

should be reflective of our overall membership in terms of age profile, gender, engineering discipline
and membership grade.

Some knowledge of how the committee functions is very important before becoming an office
holder, so his is where it all starts. Members are generally elected at the AGM, unless a position falls
vacant during the year, in which case new members can be added. It is important to fully commit to
the committee and endeavour to be an active participant. If fiod that you do not have the time,

you should stand down and let someone else take over. Election is generally for yéarggeriod.

‘jﬁh t%’ii‘l’ The committee is in place and the first meeting has been calle$ time to
) tlt: h get started. You can learn from those already on the committee and bring
yourself up to speed with how the previous year went for gneup.

The quorumfor meetings should be twthirds of the overall membership. Without a

quorum the committee may still meet but no decisions can be validly taken.

The minutes of the previous meeting, an agenda and papers for the next meeting should be
forwarded to all committee members at least a week prior to the meeting.

Minutes should be kept reasonably brief but should include a record of all decisions reached
and actions assigned to named individuals.

Decisions should be by a twthird majority of members present.

Meetings and events should be scheduled so as not to clash with other key Engineers Ireland
events, e.g., annual conference, presidential address, Excellence Awards, AGM, etc.
QRYYAGGSSa aK2dzZ R NB@GASSG GKS AYLI OG 2F Fyeé LN
reputation and finances.

If costs other than routine costs are involved, prior approval is required.

Committee members should be expected to participate regularly in meetings.

Frequency of meetings can be determined by the committee.

8 9 1V
wﬁ 18 You can now get to work on the programme for the year. The liaison
4|15 ¢ i committee representative will have a list of the most successful events
p‘\\E\‘\D 25 held by regional branches, engineering divisions and societies, some of
1 22 et which may be of relevance to members in yown sector and can be

e ‘ a starting point for the lecture programme.

s an | 2an | 21 |

As a professional body, continuing professional development (CPD) underpins the very essence of
O9YIAYSSNAE LNBflIyRQa SEA&AGSYyOSd 9y &dzNAfeBngSEOSt £ Sy
means that the organisation is relevant and responsive to the needs of members and engineering
employers. The committee and the CPD team should liaise, via the CPD liaison officer, to ensure that
Engineers Ireland is the key provider of CPD cayseminars, lectures and other activities to meet

the needs of engineers within each specific sector.



Working with the CPD team and sector support, the committee should aim to incorporate in the
programme:

one annual revenugenerating CPD seminar; and,

four evening lectures on relevant topics.

Working with the membership team and sector support, each regional branch should also aim to
incorporate:
one membership or registered professional titles information evening.

Working with the STEPS team, throyglur STEPS liaison officer, incorporate in the programme:
an Engineers Weelelated eventor events

Working with the thirdlevel team, through your thirdevel liaison officer, regional branches should
ensure that some studerfbcused activity is incograted.

Members attend events primarily to increase their knowledge of the subject matter, but also to meet
with their peers and develop new contacts. While it is a learning experience, it is also a social one.

[
\—\elpr\ We have a range of marketing material available to help you with queries and can
Tips | give you a supply that will be useful when you get queries in relation to aspects of

| Engineers Ireland membership. Téah be requested using oGupport Material
request formand returning it tosectorsupport@engineersireland.ie

Material that is available includes information on:

Introduction to Engineers Ireland
Why Be a Member

Registered Professional Titles
Benefits of Membership
Continuing Professional Development
Pathways to Membership
Benefits to Business

CPD Calendar

Voice of Engineers

Groups & Network

Chartered Engineekpplications
Corporate Partner Membership

As a committee:
consider what has worked well for your particular sector
consider what type of events might help engineers to improve their knowledge and skills
includeany current hot topics or issues that are relevant to your audience
invite members to submit topiosget interest at an early stage
source experienced, reputable speakers who can speak well on a topic and entertain the
audiene
look for crosspromotional, joint lecture opportunities with another regional branch,
engineering division, society or another professional body such as the RIAI, SCSichktc.
co-operative ventures expand the influence of the seaad help raise the prdé.


18%20Support%20Material%20Request.pdf
18%20Support%20Material%20Request.pdf
mailto:sectorsupport@engineersireland.ie

If your event is to be held in Clyde Road, make sure to book
the required room well in advand@nd notify us of any
change of plans so that rooms not required can be released)

Room capacity at Clyde Roadais follows:

lecture theatreq 130 (fixed seating);

conference roont, 30 boardroom style, 40 classroom sty36, theatre style;
pNB a A R S yqeQtoardiddr 3fyle24 classroom style30 theatre style;
boardroomg 12 boardroom style

library ¢ 12 boardroom style

When booking a room in Clyde Road (\dactorsupport@engineersireland.ox 01665130), make
sure you indicate:

the type of meeting (lecture, committee meeting, workshop, etad the expected number
of attendeesg we can then assign you the most appropriate room;

the start and finish time;

any AV requirements;

any catering requirements (tea/coffee and sandwiclaes availabldor committee meetings
only), and the numbesto be catered forg be realistic in terms of numbers as ovandering
is wasteful; and,

teleconference facilityf required

Do bear in mind that webcasting/recording is only possible in the lecture theatre. Once your room
booking has been confirmed, yaan press ahead with your arrangements.

When cowidering the venue, you should bear in mihe following:
is the venue easily accessible by public transport?
doesit have ample car parking?
is it readily accessible for th@ajority ofmembers in your regional branch?
if your region is wide ranging, you could consider varying the locations in order to facilitate
more of your members.

As part of the 2015 sector funding approved by @muncil, webcasting
equipment was provided to all Regional brancteesnable them to live
stream and/or record presentations, making some of our regional
events available to a wider audience.

Before an event can be promoted as being webcast, formal cinse
needs to be given by the presenter so, when inviting your speaker to present, you should ask if they
would be happy for us to live stream the presentation and/or allow us to record it for subsequent


mailto:sectorsupport@engineersireland.ie

upload to Engineers TV. Consent must be given ooffieal Webcast Presenter Consent Form
signed by the presenter and returned to Sector SuppiiB: We cannotadvertise an event as being
webcast until such time as we are in receipt of the signed consent form.

Clickhere to upload events olog in directy to the website and, in the Member's Area select
"Create an Event" and complete the-tine form- all fields marked with an asterisk must be
filled (title, venue, date and time)

Under event description, include a piece about the event itself and alliogfaphy of the
speakeralong with the contact person for the event

If you have a flyer for the event or additional instructions please email this to
sectorsupport@engineersireland.ie once you have submitted the evetinen

Please ensure that you haedl details confirmed before submitting

Priority is given to events submitted for publicationlame. This method ensures that your
event will appear on the website far quickeBubmitting event details in stages (by email or
flyers only) can result iarrors- the online system allows you greater editorial control as you
can pop in the details exactly as you'd like to see them appear.

Eventscannotbe promoted as being webcast until such time as we are in receipt of the
official consent formsigned bythe presenter

For Clyde Road webcasts, details must be submitted no later than the Wednesday of the
week before the event. It is on this day that room bookings are finalised and support
resources allocated. It may not be possible to facilitate late retgue

Please ensure that any PowerPoint presentations submitted for broadcast and recording are
in a 4:3 format rather than wide screen

Presenters for Clyde Road based events, must use the equipment in the Lecture Theatre and
their presentations should bsubmitted at least one day in advance of the broadcast so we
can upload it to the podium in the Theatre for testing to ensure that everything is working.
This is especially important if there is video content.

Once event details are received, they are
edited and published on the websitehere they appear on the Everist and the individual
events page of the host sector sectors in the case of joint events
the event is scheduled for theeeklyEvents Briefvhich typically displays a2week
window
an eventspecific email alert is prepared and scheduled for issue approximately a week to 10
days in advance of the eveat earlier if you wisl{please note that only one email alert is
issued per evergo getting the timing right is important
details ofyourevent are sent to the Editor of EngineersJournal.ie as it may form the basis of
an article and allow some advance publicity

Once the Events Brief is issued, a draft of all scheduled evestaaded to sector chajrersonsand
secretariesyiaBasecamp, giving the date by which events to appear in the cominggaw@ek wilNA S ¥
be given.

on our website where it will appear chronologically on the Events page and on the events
page of the hossector/s

our weekly Events Brief that issues on Wednesday to all members

direct email to subscriber@ve only issue one email per event, so timing is key)


Webcast%20Presenter%20Consent%20Form.pdf
https://www.engineersireland.ie/Events/Submit-Event.aspx

if sufficient notice is given, it may be possible to run an associated feature article in
EngineersJournal.ie or the Connect newsletter
when an event is of broad appeal, we may publicise it via our Social Medial channels

We would encourage you to send details to any sneember colleagues it broaders our reach and
gives a great introduction to Engineers Ireland.

When closing an everind thanking your speaker, you could give details of the next event being
held. Remind attendees to keep their contact details with Engineers Ireland up to datestwe
they receive information that is relevant to theamd to record their attendance in MyCPD

General Data Protection Regulations place strict guidelines around the maintenance of data and
Engineers Ireland policy is that all email communication rissste centrally. No email listing of
members can be held by our sectarsee appendix 2 for guidelines in relation to GDPR

When preparing an event flygend dzZNB & 2 dzZNJ a4 SO 2 NI
qustryinour g | displayed at the top left hand sidesector logos are

g " available from sector support. Keep the flyer egtching

\ with the title, date and time prominety displayed Avoid

jargon and acronymshey areirritating and best avoided.

In particular, ensure that the terngineers Ireland is

used in full for both internal and external
communications). Using the title properly ensures that
the term engineer is to the fore and, as the promotion of
engineers and engineering is what we are all about, it is
important that we do not dilute thdull impact of our title.

Hrst impressions cournt keep it simple, clear and striking
to capture interest

Typeface is important Arial 12/ Calibri 11for normal text
is clear and looks professional.

Flyers are very useful as they can be downloaded and used by members to promote the event among
colleagues and can lposted on the notice board in the workplace

2 K8y AYSAGAY3I |+ ALISEH | foNdggdest wakteEidgBelaiding. A (i Q& |+ 3
Suggest thathey focus on a short presentation of insights, ideas and assumptions and follow

this with a series of questions to stimulate discussion. The more members engage and

interact, the more they will learn.

Choodnga powerful and positivétle will attract a suitable audience.

Thed | 0 2 dzii (i Er&graphéh8ujd e shartland punchy, indicating what the audience

will gain by attending

The speaker biography should detail thiNB & S gkpebeNda &f the subge matter, etc.

and not be simply a CV



One of the strengths of Engineers Ireland is its actively engaged members so we very much welcome
volunteers and encouragaember participation. du should note that all volunteer activities with
Engineers Irelandan be counted toward your overall 35 hours CPD per year.

Aside from committee membership, there are many ways in which members in your sector can
volunteer and become more actively invetl inthe work ofEngineers IrelandHere are some
suggestions (please note, this list is not exhaustive):

Volunteering for ouSTEPS programme

Becoming an interviewdn the membership procegprofessionalriterviews)

Becoming a mentdfior candidategyoing through the professional review process

Oy IAYSSNAE LNBftlIyRQa /2dzyOrAt FyR 9ESOdziA @S
Presenting a paper to a Regional branch, Engineering division or Society

Introducing potential speakers or suggesting hot topics for the programme

If members canot commit to full committeenembership, they may like to be brought on
board for special projects such as social evesite visits or hosting an event in their
organisation

Engineers Week
Engineers Week is held annuallyFebruaryMarch with events scheduled throughout the country.
Our STEPS team will be in touch with you via your STEPS liaison to encourage involvement.

Excellence Awards

Heldannually in Novembewith an award category specifically for Sectors where you will be invited
to nominatethe best Presentatiompresented by a member of Engineers Ireland to your secidnis
eventshowcaseengineers angngineering and it receives national publicity. Paperganised by
your groupthat areeligible for consideration .@. where the presenter, or one of the presenters, is a
member of Engineers Ireland, will be highlighted in the yayaa report you will receive from sector
support.

Conferring of registered professional titles ceremonies

Conferring ceremonies are held in some of our Regional branhese significant numbers of
members complete the professional review process for our registered professionahtiles with
the main conferring ceremony talg place in Dublin. These are formatonferring ceremonies
presided over by the President, and can beoedinated with our membership team. Generally they
are linked to a presidential address or other key event in the regional branch.

Presidential address

If you would like to invite the President to presdhe RresidentialAddress in youRegional branch,
you should do so through the Director General's offitle first presentation of the address,
however, is traditionally held in Clyde Road.

Annual conference

The Annual Conference of Engineers Ireland is an opportunity for our membership and other
delegates, to come together to share ideas and experiences in a conference session. The conference
format has varied over the years in terms of subjmatter, duration and location.



Annual Ball
Traditionally held in January, this evesta great networking opportunity with many organisations
using it to entertain clients.

The dates of all these major events in the Calendar will be circulatall Chaipersonsand
Secretaries as soon as they are available to assist with event planning.

Throughout the year, the Sector Support team are here to assissgda contact us with any issues
or concerng/ou may have via- mail to sector support we will be happy to help!

Financial support for Regional branches
For regional branchesn annual capitation grant is availalgeletails of this and the roles and
responsibilities of the Treasurer are appended (appendix 3)

Financial support for Engineering divisions and Societies

EachEngineering division and8ety of Engineers Irelandi | £ £ 2 OF ( SR000per6o dzZR3ISiG 2 F
calendar yearwhich can be drawn down against expenses incurred by the committee in carrying out

its work.

Exceptional additional expenses may also be reimhayrisat only with prior approval. Applications
for additional funding should be made tectorsupport@engineersireland.imitially.

ltft26l0fS S B nNY SnéyBar, debds towse
speaker travel expenses and accommodation Ggosts
room hire,
entertainment after an event

Funds are not advanced in anticipation of expendituRayment for expenses incurred will be made
promptly on receipt of &ignedexpense claim form detailing these expendituresill expenses must
be receipted.

Other allowable expenses

Expenses inared in relation to travel toikison committee or Council meetings can be reclaimed
but only on receipt of an expenses claim form together with all receitaims should be for the
calendar month and will be paid during the following month.

For those travelling by car, the rate e is currently 50c/km.

Your AGM should take place in advance of the Engineers Ireland AGM, which is generally held on the
last Thursday of May each year.

Details of your AGM should be submitted in advatoggetherwith an agenda so it can be uploaded
as an event, encouraging attendance and inviting new committee members.

At the AGM, you should note the committee members standing down (after their three years on the
committee) and formally thank them.


mailto:sectorsupport@engineersireland.ie
file://///engineersfp01/supportservices/Sector%20Budgets/2017-2018/Expense%20Claim%20Form.xlsx

You shouldchave a list of members interested in joining the committee and, if necessary, hold an
election for the available committee places.

When electing the committee, you should endeavour, in so far as is possible, to ensure that it
adequately reflects the makep of the general membershipby engineering discipline, age profile,
gender and membership grade.

Once the AGM has been held and the new committee appointed, the date for the first meeting
should be decided upon. The secretary should then adsd@stor Qupport of the new committee and
officers, using the template that will be provided, so that the details on the website and Basecamp,
etc., can be updated and the new year commences.

¢



In the Bydaw revision, it was felt that the details in relation to Regional branches, Engineering
divisions and Societies would be mosefully compiled in these guidelines rather than in the Bye
laws themselves.

1.1 The Council shall establish and recognise Regional Groups of members sharing a common
defined geographical area to be known as Regional BranthesCouncil may amalgamate
or dissolve such Regional Branches and modify their remit from time to time. Any such
RSOAaA2Y 2F [/ 2dzyOAf FFSOGAYy3I wSIA2y I . NI yOr
committee of that Regional Branch.

1.2 The title of a Regional Branch and rules for the conduct of its affairs shall be subject to the
approval of Council.

1.3 The Council shall publish guidelines for Regional Branches, Engineering Divisions and
Societies. Regional Branches, Engineering Divisions and Societies shall operate in accordance
with the current edition of these guidelines.

1.4 The affairs of the Regional Branch shall be managed by a Regional Branch Committee, which
shall be constitidd and elected as specified in these guidelines. The Committee shall submit
to the Director General an annual report accompanied by a Statement of Accpprisved
by the Annual General Meeting of that Branch.

15 The Annual General Meeting of a Rem@ibBranch shall be held at least one month before
the Annual General Meeting of Engineers Ireland.

1.6 Each Regional Branch shall elect annually, at its AGM, from among its members, a Committee
for the management of its affairs.

1.7 The Officers sHhbbe elected by the Committee from among its members.
1.8 A member elected to a Regional Branch Committee may hold office for not more than three
consecutive years, unless such Member becomes®@@personor Chaiperson in which

case service maye longer.

1.9 A member may hold the office of Cha@rsonof a Regional Branch for not more than two
consecutive years.

1.10 Each Regional Branch shall appoint a Representative to the Council. Such representative may
serve for a period of up to theeyears.

1.11 Each Regional Branch shall appoint a representative to the Liaison Committee of Council.
Such representative may serve for a period of up to three years.



1.12

1.13

1.14

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

2.9

2.10

Engineers Ireland may contribute funds toward Regional Branch expensesher film

objects of Engineers Ireland but it shall not be responsible for any liability incurred by or on
behalf of any Regional Branch in respect of its activities beyond any amount previously
allocated or contributed by the Council.

The Counciinay impose on any Regional Branch such obligations, financial or otherwise,
towards Engineers Ireland as it deems desirable.

Each Regional Branch shall submit their annual financial statement to the Council by a date
specified by Council.

The Council shall establish and recognise groups of members sharing a common disciplinary
interest, to be known as Engineering Divisions. The Council may amalgamate or dissolve such
Engineering Divisions and modify their remit from time to time. Any decision of the Council
FFFSOGAY3a 9yIAYSSNAY3IA 5AGAaizya dzy RSN GKAa
Committee of that Engineering Division.

The Council shall lish guidelines for Regional Branches, Engineering Divisions and
Societies. Regional Branches, Engineering Divisions and Societies shall operate in accordance
with the current edition of these guidelines.

The affairs of the Engineering Division shall be managed by an Engineering Division
Committee, which shall be constituted and elected as specified in these guidelines. The
Committee shall submit to the Director General an annual report.

The AnnualGeneral Meeting of an Engineering Division shall be held at least one month
before the Annual General Meeting of Engineers Ireland.

A member elected to an Engineering Division Committee may hold office for not more than
three consecutive years, wds such member becomes \fichaipersonor Chaiperson in
which case service may be longer.

A member may hold the office of Chaérsonof an Engineering Division for not more than
two consecutive years.

Each Engineering Division shall aimp@a Representative to the Council. Such representative
may serve for a period of up to three years.

Each Engineering Division shall appoint a representative to the Liaison Committee of Council.
Such representative may serve for a period of ughtee years.

Engineers Ireland may contribute funds towards Engineering Division expenses to further the
objects of Engineers Ireland but it shall not be responsible for any liability incurred by or on
behalf of any Engineering Division in respafdts activities beyond any amount previously
allocated or contributed by the Council.

The Council may impose on any Engineering Division such obligations, financial or otherwise,
towards Engineers Ireland as it deems desirable.

Of



2.11

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

4.1

Each Engineering Division may, with the approval of the Executive Board, set up committees
for special activity within the Engineering Division.

The Council may establish and recognise groups of Members anchaorbers of Engineers
Ireland, other than Engineering Divisions or Regional Branches, with specific interests, to be
known as Societies. The Council may amalgamate or dissolve such Societies or modify their
remit from time to time. Any decision of the Council affecting Saesaeinder this clause
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The Council shall publish guidelines for Regional Branches, Engineering Divisions and
Societies. Regional Branches, Engineering Divisions and Socieliepshate in accordance
with the current edition of these guidelines.

Societies shall be run in accordance with the current Guidelines for Regional Branches,
Engineering Divisions and Societies as approved by Council.

The affairs of Societies shall be managed by a Society Committee, which shall be constituted
and elected as specified in these guidelines. The Committee shall submit to the Director
General an annual report.

The Annual General Meeting of a Socitgll be held at least one month before the Annual
General Meeting of Engineers Ireland.

A member elected to a Society Committee may hold office for not more than three
consecutive years, unless such Member becomes®@@personor Chaiperson in which
case service may be longer.

A member may hold the office of Chaérsonof an Engineering Division for not more than
two consecutive years.

Each Society shall appoint a representative to the Liaison Committee of Council. Such
representative must be a Member of Engineers Ireland and may serve for a period of up to
three years.

Engineers Ireland may contribute funds toward Society expenses to further the objects of
Engineers Ireland but it shall not be responsible for atjility incurred by or on behalf of

any Society in respect of its activities beyond any amount previously allocated or contributed
by the Council.

The Council may impose on any Society such obligations, financial or otherwise, towards
Engineersreland as it deems desirable.

Council shall establish and recognise a Committee to be known as the Liaison Committee.
Each Engineering Division, Regional Branch and society, shall appoint a Representative, who
in all casesust be a Member of Engineers Ireland, to the Liaison Committee.



4.2

4.3

4.4

4.5

4.6

The Liaison Committee shall:

(a) foster ceoperation between Regional Branches, Engineering Divisions and Societies;
(b) facilitate and promote the dissemination of information o thctivities to the

membership;

(c) act as a forum in which operational matters relevant to Regional Branches, Engineering
Divisions and Societies are discussed and recommendations to Council and the Executive
Board are agreed;

(d) communicatevith Council, the Executive Board and the Secretariat as appropriate; and,
(e) coordinate an Annual Programme of Events including the promotion of joint events of
Regional Branches, Engineering Divisions and Societies.

The membership of the Liaison Committee shall consist of one nominated representative or
an alternative representative of each Regional Branch, Division and Society.

The Chapersonof the Liaison Committee shall be a VVRReesident of Engineers leand
appointed by Council.

The Liaison Committee shall elect from among its members a Secretary who shall submit a
written report to Council after each meeting.

The Liaison Committee shall meet not less tttaee times per annum.



What is data protection?

When a person provides personal details to an organisation or individual, they have a duty to keep
these details private and safe. This process is known as data protection. We refgatisations or
AYRAGARdZE fa 6K2 O2yGNRt (GKS O2yidaSyda FyR dzasS 27

Most people give information about themselves to groups such as Government bodies, banks,
insurance companies, medical professionald gelephone companies to use their services or meet
certain conditions. Organisations or individuals can also get information about us from other sources.

Under data protection law, you have rights regarding the use of these personal details and data
controllers have certain responsibilities in how they handle this information.

National legislation including the Data Protection acts 1988/2§i®&:rnthis area. Engineers Ireland
must:

obtain and process the information fairly;

keep it only for one or me specified, explicit and lawful purposes;

use and disclose it only in ways compatible with these purposes;

keep it safe and secure;

keep it accurate, complete and #p-date;

paip-gip s A o

The General Data Protectiorulations take effect on May 22018 and represent a significant
change toexisting legislation. This applies to all organisations and your employer may already have
made you aware of the new legislatioblnder the legislation:

A Engineers Ireland will have to show that it has permissibmembers or an individual to
O2YYdzyAOIGS AGK GKSY o0W2LIi AyQuo

A There will also have to be documenterbpesses for securing, storiagd transmitting personal
information.

A In the event of a breach of tHegislation Engineers Ireland could potentially be finaplto 4%
of revenue and the aggrieved individual may also be financially compensated.

What does this mean for Regional branches, Engineering divisions and
Societies?

There are a number of practidahplications:

A Head Office will ensure that memts€consent has been recorded to use their information to
receivespecificcommunicatiors.

All emails to membersnust issue via Sector Support

If there are noAmembers at eventensure that you obtain theipermissiorbefore adding their
details to adistribution list (e.gthat they sign a tickbox). These lists must contagmly non-
member contacts.

At events, be aware of where sigmsheets are visible and do not leave them behind.
Securely destroy gigin sheets once Sector Support have received a copy.

The legislation is adhcompassing hard copy material, email and video.

Ensure there is permission for recording of web casts. |djteps for Regional webcastbould
be securely stored withestricted access and not contain any personal information.

¢
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September 2" 2017

The role of the Treasurer is one of 3 key positions in each of our Regional branch structures which
also includehe Chairperson and Secretary.

The Treasurer should be elected oralected as the case may be by the members of the Regional
Branch committee on an annual basis and good practice would indicate that the position should not
be held by thesame member for more than 5 consecutive years. Members may-bteoted after a
break in office.

Budget:

The Treasurer is responsible for the preparation of an annual budget for the Regional Branch, and
ensuring income and expenditure are within this budget. This budget shoulthpeoved by the
Regional Branch committee at the commencement of each Engine&edand year typically at the
first meeting following the AGM, generally held in May of eapéar.

Income:

The Regional Branch Bank Account(s) should be the primary recipient of income for the Regional
Branch. Cheques and cash received should be thdgectly to the bank account as soon as
possible.

Incoming cheques must be made payable to the Regional Branch, and not to any individual
committee member of the Regional Branch.

Income received by post or in person should be held securely, and opgrigeb members of the
committee, the Treasurer and one other, and immediately recorded and banked as soon as possible.

Income received online, if any, should be reconciled to the income stream/activity and recorded as
same.

Receipts should be issugthere requested as soon as possible.

Expenditure and authorisations:

Where possible, all expenditure should be agreed in advance by the Committee, the quorum will
dictate numbers required.

Each bank account should require 2 signatories for all payments.

The other signatories would usually be the Chairperson and Secretary with 2 of the 3 required for all
payments.



It is expected that save in exceptional circumstances Regional Branches will not have credit cards but
can have debit cards associated witietRegional Branch Bank account, to facilitate ease of
payment.

Where internet banking is used to pay suppliers etc. 2 authorisations should be used to maintain the
same security levels associated with cheque book payments.

Suppliers should be approved by 2 YSYO6SNB 2F (KS O2YYAGGHSSod C2NJ
guotes should be obtained in writing, and recorded in the committee minutes.

All expenditure must be included in the Branch accounts.

Alternative signatories:

Alternative signatories over andave the Officer Group can also be agreed in advance, recorded
and approved by the committee and approved by the bank, to ensure no delays to the operations of
the committee due to the absence of the Treasurer, Chairperson or Secretary.

The alternative iginatories should only be used during agreed periods of absence or unforeseen
periods of absence of the Officer Group and not as standard practice.

Records and Reports:
Records should be kept and updated monthly, to facilitate an annual rep&mgineers Ireland.

The Regional Branch Treasurer should report quarterly to the Regional Branch committee of the
financial state of affairs of the Regional Branch.

Each Regional Branch Treasurer must send an annual financial statement for the pyewioigsthe
Engineers Ireland Finance Director to allow for income, expenditure and reserves of the combined
Regional Branches to be included in the Audited Financial Statements of Engineers Ireland contained
annually in the Annual Report. It also factitsthe preparation of an Income and Expenditure

Account and Balance Sheet for each of the Regional Branches.

The Annual Financial Statement must be submitted to Engineers Ireland by 31st January for the
preceding calendar year and should include:

ATreasurer'sReportfor the period ending Decemb&1®.
Alist of the committee membersof the RegionaBranch.
A summaryof activitiesof the RegionaBranch.
Copiesof allreceiptsovere M2 nnn @

Copiesf allexpensdanvoicesovere mzZ nnn @

Bankstatementsand bankreconciliationsfor all bankaccountsat 315t Decemberof the
precedingyear.

Backup for PrizeBondsheld (if any).

Backup for FixedAssetsheld (if any).

Listof anyamountsowedto the RegionaBranchwith back upfor amountsgreaterthan
EMZ.ANN

A Creditorslistingwith backup for amountsgreaterii K y € MmZ nnn

Auditing of Regional Branch Financial Statements:
While some Regional Branches do have their Financial Statements independently audited this is not a
stipulated requirement.



Process for new Treasurers / Signatories:
When a new Treasurer or another signatory is appointed the bank account mandates must be
updated. This should be agreed at a Regional Board Meeting and recorded in the minutes.

Resigning Treasurers must ensure that all fitanecords, documents, as well as cheque book(s)

etc. are handed over to the newly appointed Treasurer in a timely manner and that a hand over
period is put in place. This will ensure the integrity of the process and financial assets of the Regional
Brand.

Funding from Engineers Ireland:

The current funding model to fund the Regional Branches in their activities is by the annual
Capitation Grant. This model has been in place for many years but the calculation formula has
changed over the years.

TheOdzZNNBy i OF t Odzf F G A2y Y 2-88ént Medber afJardn2 i each gearY e o ©1 p
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The grant is available for draw down once the Annual Finaneisr8éent has been submitted to
Clyde Road by January 31st for the previous year. However, the grant must be applied for in writing.
Grants will not be paid retrospectively.

Treasury management:
For Regional branches with larger deposits, advice is alaibabdeposit options from Clyde Road.

Conflict of Interest:
All Treasurers must be upfront about any conflict of interests. In the case of a conflict of interest, the
Treasurer must excuse themselves from any discussion or decisions.

JohnByrne
Finance Director
August232017



Invite speaker, ask about webcasting/recording/sharing pdf of slide presentation at this pc
Ensure your venue is confirmed

Submit details for publication dine websitec title, date, time and venue LJ- NJ 3 NJ LJk
0KS S@SyGéx LI NFINIFLK aloz2dzi GKS &LISI TSI
organiser

If there is a flyer associated with the event, email iséxtorsupport@engineersireland $® it
can be attached to the event entry on the website

If booking is required for attendance, the details of the person managing the bookings or
to a bookingsystem should be included

If the event is to be broadcast, the signed consent form should be emailed separately, to
sectorsupport@engineersireland.ie

Arrange to have someone megbur presenter to run through their presentation and make
sure they have everything they need

For events being held outside of Clyde Road, arrange to have a committee member gree
attendees as they arrive and ensure they sign the attendance shey nonmembers who
might be interested in considering membership need leave their email address

Whoever is acting as MC should welcome the audience, ask them to put any mobile devi
GairftSyidé yR LRAY(O 2dzi (KSheSpegksdASy O& SE;
After the presentation, the MC should facilitate the Q&A session, having perhaps a quest|
two themselves to get the ball rolling

Following the Q&A, the M&hould formally thank the presenter and the attendedswing
attention to any forthcoming events that they might like to note

The morning after the event, the attendance sheets should be scanned and emailed to
sectorsupport@engineersireland $® that attendee numbers can be recorded and member
leads logged for follow up by the Membership Development team

This information will form part of the monthly Sector Activity repoet il circulated to all
Chairpersons YR { SONB Gl NASa o ¢tKSasS Ay (-eabdgporF S
and the overall end of year report that is issued to the Council and Executive Board.

Evaluate The committee, in evaluating the event should consider
Was it a successould the subject matter form the basis for a potential training
programme or seminar? If so, discuss it with the CPD training team.
If eligible, fould it be considered for nomination in the Best Presentation category
the Engineers Ireland Excellendeards?
Might the speaker be interested in presenting to another regional branch, enginee
division or society? Share your success with other sectors.


mailto:sectorsupport@engineersireland.ie
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Sector 8pport will update and distribute this handbook to thbaipersonsand secretaries of the
regional branches, engineering divisions and societies annually at the start of the Engineers Ireland

year.

An electronic version will be available on the Engineers Ireland website for all members for
reference.

Anysuggestions regarding additions or amendments to this handbook would be most welcome and
should be notified to sector support during the year.

Engireers Ireland

22 Clyde Road, Ballsbriddzyblin 4
Tel: +353 (1) 66518
www.engineersireland.ie



