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Preface 
 
 
The following guidelines are for use by the committees of Regional branches, Engineering 

divisions and Societies, all of whom are at the very core of 9ƴƎƛƴŜŜǊǎ LǊŜƭŀƴŘΩǎ ŀŎǘƛǾƛǘƛŜǎΦ  

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 find your 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 Ireland works and, in particular, the Regional branches, 

Engineering divisions and Societies. It gives a walk-through 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 how 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 how the teams at 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 Appendix 5). 

 
We hope you find these guidelines useful. 
 
 
 
 
Caroline Spillane  
Director General  
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Engineers Ireland sectors – how it all works 
 
 
Members of Engineers Ireland are categorised by geographical location 
(Regional Branches), areas of engineering interest (Engineering Divisions), and 
specialist areas (Societies).  Collectively these are known as our Sectors. 
 

The secretariat of Engineers Ireland is divided into a number of core teams ς Governance, Finance, 
HR, Membership, CPD and Marketing and Communications - all of which work together and with the 
ƳŜƳōŜǊǎ ǘƻ ǊŜŀƭƛǎŜ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ƎƻŀƭǎΦ 
 
Critical to our success 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 members expect of their membership organisation, maintain standards in 
engineering education and uphold the good reputation of the profession via the promotion of our 
code of ethics. 
 

The function of the sectors is to: 
 

 Provide industry expertise to the secretariat, 
 Organise a programme of events, such as evening lectures, to strengthen our learned body 

function and support the CPD requirements of members, and social/sporting events  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,  to arrange membership information evenings 
 in association with our CPD team, to develop a training course and/or seminar of relevance 

to members of their group. 
 
 

Targets 
 
All sectors should include the following in their targets for the year: 

 ensure that activities are aligned with Engineers LǊŜƭŀƴŘΩǎ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ ȅŜŀǊ and our strategic 
plan 

 liaise with the CPD training team in Clyde Road, through the CPD liaison officer, on the 
organisation of one seminar or course per year on a topical subject 

 liaise with the membership team in Clyde Road in identifying key organisations in your area 
that could be targeted for potential membership 

 identify the best paper or presentation, presented by a member of Engineers Ireland, that 
your sector has hosted during the year for 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 deadlines approach) but you should include any dinners or meetings involving 
government ministers and officials and of course submissions and letters made during the 
timeframe concerned.     
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 encourage all your members to keep their contact details with Engineers Ireland up to date 
so that they receive relevant 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 doing for our members via 
sector support 

 
Regional branch targets should also include: 

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

 
 

How do I join a committee? 
 
In order to become a committee member of a regional branch, 
engineering division or society, you must first be a member of 
Engineers Ireland. 
 
You should express your interest to the chairperson or secretary ς 

you will find their contact details on the website. If there is a vacancy on the committee, you may be 
elected immediately or you may have to wait until the next AGM, when the changeover of 
committee members occurs and your name can be formally put forward. 
 
As with all Engineers Ireland committees, election is for a three-year period but you may stand down 
at any stage. In the case of an officer (chairperson, vice chairperson, 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 mix right and have a group that is reflective of our overall 
membership, so when considering new members, committees should give some thought to 
engineering discipline, membership grade, gender and age profile. 
 
 

So, you’ve been elected to the committee 
– what now? 
 
Congratulations on your election to your committee! You are 
now part of the team comprising your fellow committee 
ƳŜƳōŜǊǎΣ 9ƴƎƛƴŜŜǊǎ LǊŜƭŀƴŘΩǎ ƻŦŦƛŎŜǊǎΣ 9ȄŜŎǳǘƛǾŜ .ƻŀǊŘ ŀƴŘ 
Council, and the team at Clyde Road who will in the coming year 

foster and promote 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 
9ƴƎƛƴŜŜǊǎ LǊŜƭŀƴŘΩǎ Ǝƻŀƭǎ ŀƴŘ Ŏŀƴ ōŜ ǎǳƳƳŀǊƛǎŜŘ ŀǎ ŦƻƭƭƻǿǎΥ 
 

 to promote the use of our registered professional titles ς Chartered Engineer (our gold 
standard), Associate Engineer and Engineering Technician 

 to promote membership of Engineers Ireland 
 to promote the concept of continuous professional development (CPD) for engineers 
 to promote ethical standards in engineering 
 to establish and foster relations and joint activities with allied organisations ς scientific, 

educational, social and cultural institutions or societies 
 to promote engineering and career awareness among first, second and third-level 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 events ς lectures, presentations, site visits, debates or 

discussions 
 tƻ ǎǳǇǇƻǊǘ ƳŜƳōŜǊǎΩ /t5 ǊŜǉǳƛǊŜƳŜƴǘǎ 
 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 responsibilities of these committees are governed by the Bye-laws of Engineers Ireland 
(see Appendix 1 for the relevant sections). 
 

 
Your committee – who’s who 
 

Chairperson 
The chairperson is elected at the AGM.  They hold office for not 
more than two years, chairing 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 administration of the 
committee. 
 

Vice chairperson 
The vice chairperson is elected at the AGM. They hold office for one year, supporting the chairperson 
and generally succeeding to the chair. In the absence of the chairperson, the vice chairperson chairs 
meetings. 
 

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

Treasurer (regional branches only) 
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) 
 

Council representative (regional branches and engineering divisions only) 
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 group back 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 elected by the 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 Clyde Road with the dates set at the beginning of each session. The new Council takes 
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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 particular meeting, a deputy should 
be nominated. 
 
* Once the new committee has been notified to sector support, the Basecamp project, a web-based 
project management and collaboration tool used by the key committees of Engineers Ireland, is 
updated, new members are added and invited, and the committee is up and running. 
 
 

Liaison committee representative 
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 to foster co-operation and cross-fertilisation 
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 interested in presenting to the regions and vice versa. Effective co-operation 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 recruitment and retention. The terms of 
reference for the liaison committee are detailed in the Bye-law extract in Appendix 1. 
 

CPD liaison officer 
Elected at the AGM, the CPD liaison officer should be someone with a keen interest in continuing 
professional development (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, with the CPD 
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 consistency in terms of the quality of our CPD offerings. 
 

STEPS liaison officer 
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 team in relation to 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 will act as a vital link to alert the committee to volunteer 
opportunities for engineers to engage with the STEPs programme. 
 

Third-level liaison officer 
Elected at the AGM, the third-level liaison officer should ideally be someone in academia or a student 
who will act as a direct link between the committee and any third-level 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 advertising events and to encourage participation at 
the early stages of their career in engineering. They will also be a point of contact for the Engineers 
Ireland third-level liaison team when planning college visits. 
 

Public relations officer (PRO) 
If a PRO is required, 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 communication skills for the preparation 
of public relations and marketing material. 
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The rest of the committee 
Committees should be comprised of the officers and, ideally, eight additional members. Keeping to 
these numbers will assist greatly in turnover. Bear in mind that membership 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 this 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 you find that you do not have the time, 
you should stand down and let someone else take over. Election is generally for a three-year period. 
 
 

So, let’s get started! 
 
The committee is in place and the first meeting has been called ς it is time to 
get started. You can learn from those already on the committee and bring 
yourself up to speed with how the previous year went for the group. 
 

 

Management of meetings 
 The quorum for meetings should be two-thirds 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 two-third 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. 
 CƻƳƳƛǘǘŜŜǎ ǎƘƻǳƭŘ ǊŜǾƛŜǿ ǘƘŜ ƛƳǇŀŎǘ ƻŦ ŀƴȅ ǇǊƻǇƻǎŜŘ ŘŜŎƛǎƛƻƴǎ ƻƴ ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ 

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. 

 
 

Organising events 
You can now get to work on the programme for the year. The liaison 
committee representative will have a list of the most successful events 
held by regional branches, engineering divisions and societies, some of 
which may be of relevance to members in your own sector and can be 
a starting point for the lecture programme. 
 

As a professional body, continuing professional development (CPD) underpins the very essence of 
9ƴƎƛƴŜŜǊǎ LǊŜƭŀƴŘΩǎ ŜȄƛǎǘŜƴŎŜΦ 9ƴǎǳǊƛƴƎ ŜȄŎŜƭƭŜƴŎŜ ƛƴ ŘŜƭƛǾŜǊȅ ŀƴŘ ǊŜƭŜǾŀƴŎŜ ƛƴ ŀƭƭ ƻǳǊ /t5 ƻfferings 
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 courses, seminars, lectures and other activities to meet 
the needs of engineers within each specific sector. 
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Working with the CPD team and sector support, the committee should aim to incorporate in the 
programme: 

 one annual revenue-generating 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, through your STEPS liaison officer, incorporate in the programme: 

 an Engineers Week-related event or events. 
 
Working with the third-level team, through your third-level liaison officer, regional branches should 
ensure that some student-focused activity is incorporated. 
 
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. 
 
 

Marketing material that you can have available at your events 
 
We have a range of marketing material available to help you with queries and can 
give you a supply that will be useful when you get queries in relation to aspects of 
Engineers Ireland membership.  This can be requested using our Support Material 
request form and returning it to sectorsupport@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 Engineer Applications 
 Corporate Partner Membership 

  
 

How to choose a lecture topic and speaker 
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 
 include any current hot topics or issues that are relevant to your audience 
 invite members to submit topics ς get interest at an early stage 
 source experienced, reputable speakers who can speak well on a topic and entertain the 

audience 
 look for cross-promotional, joint lecture opportunities with another regional branch, 

engineering division, society or another professional body such as the RIAI, SCSI, etc.  Such 
co-operative ventures expand the influence of the sector and help raise the profile. 

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

Events in Dublin 
If your event is to be held in Clyde Road, make sure to book 
the required room well in advance (and notify us of any 
change of plans so that rooms not required can be released). 
 
 

 
Room capacity at Clyde Road is as follows: 
 

 lecture theatre ς 130 (fixed seating); 
 conference room ς 30 boardroom style, 40 classroom style, 50 theatre style; 
 pǊŜǎƛŘŜƴǘΩǎ ǊƻƻƳ ς 24 boardroom style, 24 classroom style, 30 theatre style; 
 boardroom ς 12 boardroom style 
 library ς 12 boardroom style 

 
When booking a room in Clyde Road (via   sectorsupport@engineersireland.ie or 01 6651300), make 
sure you indicate: 
 

 the type of meeting (lecture, committee meeting, workshop, etc.) and the expected number 
of attendees ς we can then assign you the most appropriate room; 

 the start and finish time; 
 any AV requirements; 
 any catering requirements (tea/coffee and sandwiches are available for committee meetings 

only), and the numbers to be catered for ς be realistic in terms of numbers as over-ordering 
is wasteful; and, 

 teleconference facility if required 
 

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

Events in regional branches 
When considering the venue, you should bear in mind the following: 

 is the venue easily accessible by public transport?  
 does it have ample car parking? 
 is it readily accessible for the majority of members in your regional branch?   
 if your region is wide ranging, you could consider varying the locations in order to facilitate 

more of your members. 
 
 
 

Webcasting / recording events 
As part of the 2015 sector funding approved by the Council, webcasting 
equipment was provided to all Regional branches to enable 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 consent 

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
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upload to Engineers TV.  Consent must be given on the official Webcast Presenter Consent Form 
signed by the presenter and returned to Sector Support.  NB:  We cannot advertise an event as being 
webcast until such time as we are in receipt of the signed consent form. 
 
 

Submitting events for publication 
 Click here to upload events or log in directly to the website and, in the Member's Area select 

"Create an Event" and complete the on-line 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 a brief biography of the 
speaker along 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 event on-line. 

 Please ensure that you have all details confirmed before submitting. 
 Priority is given to events submitted for publication on-line. This method ensures that your 

event will appear on the website far quicker.   Submitting event details in stages (by email or 
flyers only) can result in errors - the online system allows you greater editorial control as you 
can pop in the details exactly as you'd like to see them appear.  

 Events cannot be promoted as being webcast until such time as we are in receipt of the 
official consent form signed by the 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 requests. 

 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 be submitted 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 website where they appear on the Events list and the individual 
events page of the host sector or sectors in the case of joint events 

 the event is scheduled for the weekly Events Brief which typically displays a 2-3 week 
window  

 an event-specific email alert is prepared and scheduled for issue approximately a week to 10 
days in advance of the event or earlier if you wish (please note that only one email alert is 
issued per event so getting the timing right is important) 

 details of your event 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 events is e-mailed to sector chairpersons and 
secretaries, via Basecamp, giving the date by which events to appear in the coming weekǎΩ .ǊƛŜŦ will 
be given.   
 
 

Our available channels for publicising your events 

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

 our weekly Events Brief that issues on Wednesday to all members 
 direct email to subscribers (we only issue one email per event, so timing is key) 

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

Other ways you might publicise your events 

We would encourage you to send details to any non-member colleagues ς it broadens our reach and 
gives a great introduction to Engineers Ireland. 
 
When closing an event and 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 date to ensure 
they receive information that is relevant to them and 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 must issue centrally.  No email listing of 
members can be held by our sectors ς see appendix 2 for guidelines in relation to GDPR.   
 

Publicity flyers for events 
 

When preparing an event flyer, enǎǳǊŜ ȅƻǳǊ ǎŜŎǘƻǊΩǎ ƭƻƎƻ ƛǎ 
displayed at the top left hand side ς sector logos are 
available from sector support.  Keep the flyer eye-catching 
with the title, date and time prominently displayed.  Avoid 
jargon and acronyms, they are irritating and best avoided.  
 

In particular, ensure that the term Engineers 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 the full impact of our title. 
 

First impressions count ς keep it simple, clear and striking 
to capture interest. 
 

Typeface is important ς Arial 12 / Calibri 11 for 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 be posted on the notice board in the workplace. 
 
 

Briefing your speaker before the event 

 ²ƘŜƴ ƛƴǾƛǘƛƴƎ ŀ ǎǇŜŀƪŜǊ ǘƻ ǇǊŜǎŜƴǘΣ ƛǘΩǎ ŀ ƎƻƻŘ ǘƛƳŜ to suggest webcasting/recording. 
 Suggest that they 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. 

 Choosing a powerful and positive title will attract a suitable audience. 
 The άŀōƻǳǘ ǘƘŜ ŜǾŜƴǘέ Ǉaragraph should be short and punchy, indicating what the audience 

will gain by attending. 
 The speaker biography should detail the ǇǊŜǎŜƴǘŜǊΩǎ experience of the subject matter, etc. 

and not be simply a CV 
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Volunteers 

One of the strengths of Engineers Ireland is its actively engaged members so we very much welcome 
volunteers and encourage member participation.  You should note that all volunteer activities with 
Engineers Ireland can 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 involved in the work of Engineers Ireland.  Here are some 
suggestions (please note, this list is not exhaustive): 
 

 Volunteering for our STEPS programme 
 Becoming an interviewer in the membership process (professional interviews) 
 Becoming a mentor for candidates going through the professional review process 
 9ƴƎƛƴŜŜǊǎ LǊŜƭŀƴŘΩǎ /ƻǳƴŎƛƭ ŀƴŘ 9ȄŜŎǳǘƛǾŜ .ƻŀǊŘ 
 Presenting a paper to a Regional branch, Engineering division or Society  
 Introducing potential speakers or suggesting hot topics for the programme 
 If members cannot commit to full committee membership, they may like to be brought on 

board for special projects such as social events, site visits or hosting an event in their 
organisation 

 

Significant annual events 

Engineers Week 
Engineers Week is held annually in February/March with events scheduled throughout the country. 
Our STEPS team will be in touch with you via your STEPS liaison to encourage involvement. 
 
Excellence Awards 
Held annually in November with an award category specifically for Sectors where you will be invited 
to nominate the best Presentation presented by a member of Engineers Ireland to your sector.  This 
event showcases engineers and engineering and it receives national publicity. Papers organised by 
your group that are eligible for consideration (i.e. where the presenter, or one of the presenters, is a 
member of Engineers Ireland, will be highlighted in the year-end report you will receive from sector 
support. 
 
Conferring of registered professional titles ceremonies 
Conferring ceremonies are held in some of our Regional branches where significant numbers of 
members complete the professional review process for our registered professional titles along with 
the main conferring ceremony taking place in Dublin.    These are formal conferring ceremonies, 
presided over by the President, and can be co-ordinated 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 present the Presidential Address in your Regional branch, 
you should do so through the Director General's office.  The 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 subject matter, duration and location.   
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Annual Ball  
Traditionally held in January, this event is a great networking opportunity with many organisations 
using it to entertain clients. 
 
The dates of all these major events in the Calendar will be circulated to all Chairpersons and 
Secretaries as soon as they are available to assist with event planning. 
 
 

Support for Sector committees 

Throughout the year, the Sector Support team are here to assist you so do contact us with any issues 
or concerns you may have via e- mail to sector support ς we will be happy to help! 
 
Financial support for Regional branches 
For regional branches an annual capitation grant is available ς details of this and the roles and 
responsibilities of the Treasurer are appended (appendix 3) 
 
Financial support for Engineering divisions and Societies 
Each Engineering division and Society of Engineers Ireland iǎ ŀƭƭƻŎŀǘŜŘ ŀ ōǳŘƎŜǘ ƻŦ ϵ1,000 per 
calendar year, which can be drawn down against expenses incurred by the committee in carrying out 
its work.  
 
Exceptional additional expenses may also be reimbursed, but only with prior approval.  Applications 
for additional funding should be made to sectorsupport@engineersireland.ie initially. 
 
!ƭƭƻǿŀōƭŜ ŜȄǇŜƴǎŜǎΣ ǳǇ ǘƻ ϵ500 in any one year, are as follows: 

 speaker travel expenses and accommodation costs, 
 room hire, 
 entertainment after an event 

 
Funds are not advanced in anticipation of expenditure.   Payment for expenses incurred will be made 
promptly on receipt of a signed expense claim form detailing these expenditures.  All expenses must 
be receipted. 
 
Other allowable expenses 
Expenses incurred in relation to travel to Liaison committee or Council meetings can be reclaimed 
but only on receipt of an expenses claim form together with all receipts.  Claims should be for the 
calendar month and will be paid during the following month. 
 
For those travelling by car, the rate payable is currently 50c/km. 
 
 

And finally, at year end – the AGM 
 
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 advance together with 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
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You should have 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 make-up of the general membership ς by 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 advise Sector Support 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. 
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Appendix 1 
 

Bye-laws in relation to Regional Branches, Engineering Divisions and Societies 
(extracted from the Bye-laws of Engineers Ireland during the 2011 Revision): 
 
In the Bye-law revision, it was felt that the details in relation to Regional branches, Engineering 
divisions and Societies would be more usefully compiled in these guidelines rather than in the Bye-
laws themselves. 
 
 
 

1.  Regional Branches 
 
1.1  The Council shall establish and recognise Regional Groups of members sharing a common 
 defined geographical area to be known as Regional Branches. The Council may amalgamate 
 or dissolve such Regional Branches and modify their remit from time to time. Any such 
 ŘŜŎƛǎƛƻƴ ƻŦ /ƻǳƴŎƛƭ ŀŦŦŜŎǘƛƴƎ wŜƎƛƻƴŀƭ .ǊŀƴŎƘŜǎ ǎƘŀƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ƻƴŜ ƳƻƴǘƘΩǎ ƴƻǘƛŎŜ ǘƻ ǘƘŜ 
 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 constituted and elected as specified in these guidelines. The Committee shall submit 
 to the Director General an annual report accompanied by a Statement of Accounts approved 
 by the Annual General Meeting of that Branch. 
 
1.5  The Annual General Meeting of a Regional Branch 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 shall be 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 Vice-Chairperson or Chairperson, in which 
 case service may be longer. 
 
1.9  A member may hold the office of Chairperson of 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 three years. 
 
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. 
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1.12  Engineers Ireland may contribute funds toward Regional Branch expenses to further the 
 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. 
 
1.13  The Council may impose on any Regional Branch such obligations, financial or otherwise, 
 towards Engineers Ireland as it deems desirable. 
 
1.14  Each Regional Branch shall submit their annual financial statement to the Council by a date 
 specified by Council. 
 
 
 

2.  Engineering Divisions 
 
2.1  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 
 ŀŦŦŜŎǘƛƴƎ 9ƴƎƛƴŜŜǊƛƴƎ 5ƛǾƛǎƛƻƴǎ ǳƴŘŜǊ ǘƘƛǎ ŎƭŀǳǎŜ ǎƘŀƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ƻƴŜ ƳƻƴǘƘΩǎ ƴƻǘƛŎŜ ǘƻ ǘƘŜ 
 Committee of that Engineering Division. 
 
2.2  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. 
 
2.3  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. 
 
2.4  The Annual General Meeting of an Engineering Division shall be held at least one month 
 before the Annual General Meeting of Engineers Ireland. 
 
2.5  A member elected to an Engineering Division Committee may hold office for not more than 
 three consecutive years, unless such member becomes Vice-Chairperson or Chairperson, in 
 which case service may be longer. 
 
2.6  A member may hold the office of Chairperson of an Engineering Division for not more than 
 two consecutive years. 
 
2.7  Each Engineering Division shall appoint a Representative to the Council. Such representative 
 may serve for a period of up to three years. 
 
2.8  Each Engineering Division shall appoint a representative to the Liaison Committee of Council. 
 Such representative may serve for a period of up to three years. 
 
2.9  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 respect of its activities beyond any amount previously 
 allocated or contributed by the Council. 
 
2.10  The Council may impose on any Engineering Division such obligations, financial or otherwise, 
 towards Engineers Ireland as it deems desirable. 
 



 

SECTOR HANDBOOK JANUARY 2018                         PG.  17 

 

  

 

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

3.  Societies 
 
3.1  The Council may establish and recognise groups of Members and non-members 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 Societies under this clause 
 ǎƘŀƭƭ ōŜ ǎǳōƧŜŎǘ ǘƻ ƻƴŜ ƳƻƴǘƘΩǎ ƴƻǘƛŎŜ ǘƻ ǘƘŜ /ƻƳƳƛǘǘŜŜ ƻŦ ǘƘŜ {ƻŎƛŜǘȅΦ 
 
3.2  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. 
 
3.3  Societies shall be run in accordance with the current Guidelines for Regional Branches, 
 Engineering Divisions and Societies as approved by Council. 
 
3.4  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. 
 
3.5  The Annual General Meeting of a Society shall be held at least one month before the Annual 
 General Meeting of Engineers Ireland. 
 
3.6 A member elected to a Society Committee may hold office for not more than three 
 consecutive years, unless such Member becomes Vice-Chairperson or Chairperson, in which 
 case service may be longer. 
  
3.7  A member may hold the office of Chairperson of an Engineering Division for not more than 
 two consecutive years. 
 
3.8  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. 
 
3.9  Engineers Ireland may contribute funds toward Society expenses to further the objects of 
 Engineers Ireland but it shall not be responsible for any liability incurred by or on behalf of 
 any Society in respect of its activities beyond any amount previously allocated or contributed 
 by the Council. 
 
3.10  The Council may impose on any Society such obligations, financial or otherwise, towards 
 Engineers Ireland as it deems desirable. 
 
 

4.  Liaison Committee 
 
4.1  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 cases must be a Member of Engineers Ireland, to the Liaison Committee. 
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4.2  The Liaison Committee shall: 
 (a) foster co-operation between Regional Branches, Engineering Divisions and Societies; 
 (b) facilitate and promote the dissemination of information on the activities 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) communicate with 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. 
 
4.3  The membership of the Liaison Committee shall consist of one nominated representative or 
 an alternative representative of each Regional Branch, Division and Society. 
 
4.4  The Chairperson of the Liaison Committee shall be a Vice-President of Engineers Ireland 
 appointed by Council. 
 
4.5  The Liaison Committee shall elect from among its members a Secretary who shall submit a 
 written report to Council after each meeting. 
 
4.6  The Liaison Committee shall meet not less than three times per annum. 
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Appendix 2 
 

Our obligations under GDPR 
 

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 refer to organisations or 
ƛƴŘƛǾƛŘǳŀƭǎ ǿƘƻ ŎƻƴǘǊƻƭ ǘƘŜ ŎƻƴǘŜƴǘǎ ŀƴŘ ǳǎŜ ƻŦ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ǇŜǊǎƻƴŀƭ ŘŜǘŀƛƭǎ ŀǎ ϥŘŀǘŀ ŎƻƴǘǊƻƭƭŜǊǎϥΦ 
 

Most people give information about themselves to groups such as Government bodies, banks, 
insurance companies, medical professionals and telephone 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 1988/2003 govern this area.  Engineers Ireland 
must: 
Á obtain and process the information fairly; 
Á keep it only for one or more specified, explicit and lawful purposes; 
Á use and disclose it only in ways compatible with these purposes; 
Á keep it safe and secure; 
Á keep it accurate, complete and up-to-date; 
 

The General Data Protection Regulations take effect on May 25th 2018 and represent a significant 
change to existing legislation. This applies to all organisations and your employer may already have 
made you aware of the new legislation.  Under the legislation: 
 

Á Engineers Ireland will have to show that it has permission of members or an individual to 
ŎƻƳƳǳƴƛŎŀǘŜ ǿƛǘƘ ǘƘŜƳ όΨƻǇǘ ƛƴΩύΦ 

Á There will also have to be documented processes for securing, storing and transmitting personal 
information. 

Á In the event of a breach of the legislation, Engineers Ireland could potentially be fined up to 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 practical implications: 
Á Head Office will ensure that membersΩ consent has been recorded to use their information to 

receive specific communications. 
Á All e-mails to members must issue via Sector Support. 
Á If there are non-members at events, ensure that you obtain their permission before adding their 

details to a distribution list (e.g. that they sign a tick-box).  These lists must contain only non-
member contacts. 

Á At events, be aware of where sign-in sheets are visible and do not leave them behind. 
Á Securely destroy sign-in sheets once Sector Support have received a copy. 
Á The legislation is all-encompassing ς hard copy material, email and video.   
Á Ensure there is permission for recording of web casts.  The laptops for Regional webcasts should 

be securely stored with restricted access and not contain any personal information.   
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Appendix 3 
 
 

Guidelines for Treasurers of Regional branches 
September 2nd 2017 

 

 

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

Term of Office: 

The Treasurer should be elected or re-elected 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 the same member for more than 5 consecutive years. Members may be re-elected after a 
break in office. 
 
 

Responsibilities: 
 

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 should be  approved by the 
Regional Branch committee at the commencement of each Engineers  Ireland year typically at the 
first meeting following the AGM, generally held in May of each  year. 
 

 

Income: 
The Regional Branch Bank Account(s) should be the primary recipient of income for the Regional 
Branch. Cheques and cash received should be lodged directly 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 opened by two 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 issued where 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. 
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It is expected that save in exceptional circumstances Regional Branches will not have credit cards but 
can have debit cards associated with the Regional 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 ǘǿƻ ƳŜƳōŜǊǎ ƻŦ ǘƘŜ ŎƻƳƳƛǘǘŜŜΦ CƻǊ ŜȄǇŜƴŘƛǘǳǊŜ ƻǾŜǊ ϵрлл ǘǿƻ 
quotes 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 and above 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 signatories 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 report to Engineers 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 previous year to the 
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 facilitates the 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: 
 

 A Treasurer's Report for the period ending December 31st. 
 A list of the committee members of the Regional Branch. 
 A summary of activities of the Regional Branch. 
 Copies of all receipts over ϵмΣлллΦ 
 Copies of all expense invoices over ϵмΣлллΦ 

 Bank statements and bank reconciliations for all bank accounts at 31st December of the 
preceding year. 

 Back up for Prize Bonds held (if any). 
 Back up for Fixed Assets held (if any). 
 List of any amounts owed to the Regional Branch with back up for amounts greater than 
ϵмΣллл. 

 A Creditors listing with back up for amounts greater ǘƘŀƴ ϵмΣллл. 

 

 

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

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. 
 
The ŎǳǊǊŜƴǘ ŎŀƭŎǳƭŀǘƛƻƴ ƳƻŘŜƭ ƛǎ ŀǎ ŦƻƭƭƻǿǎΥ ϵоΦтр ǇŜǊ ƴƻƴ-student member at January 1st each year 
plus ϵнΣлллΦ ¢Ƙƛǎ ƛǎ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ǎƳŀƭƭŜǊ wŜƎƛƻƴŀƭ .ǊŀƴŎƘŜǎ ŀǘ ƭŜŀǎǘ ǊŜŎŜƛǾŜ ŀ ōŀǎŜ ǎǳƳΦ 
 
The grant is available for draw down once the Annual Financial Statement 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 available on deposit 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. 

 
 
 
 
John Byrne 
Finance Director 
August 23rd 2017 
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Appendix 4 - Event checklist 

 Before the event 
 Invite speaker ς ask about webcasting/recording/sharing pdf of slide presentation at this point 

 

 Ensure your venue is confirmed 
  

 Submit details for publication on the website ς title, date, time and venue ς ǇŀǊŀƎǊŀǇƘ άŀōƻǳǘ 
ǘƘŜ ŜǾŜƴǘέΣ ǇŀǊŀƎǊŀǇƘ άŀōƻǳǘ ǘƘŜ ǎǇŜŀƪŜǊέ ŀƴŘ ǘƘŜ ƴŀƳŜ ŀƴŘ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ƻŦ ǘƘŜ ŜǾŜƴǘ 
organiser 
 

 If there is a flyer associated with the event, email it to sectorsupport@engineersireland.ie so 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 link 
to a booking system should be included 
 

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

 

 On the night 
 Arrange to have someone meet your 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 greet the 
attendees as they arrive and ensure they sign the attendance sheet ς only non-members 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 devices on 
άǎƛƭŜƴǘέ ŀƴŘ Ǉƻƛƴǘ ƻǳǘ ǘƘŜ ŜƳŜǊƎŜƴŎȅ ŜȄƛǘǎ ōŜŦƻǊŜ ƛƴǘǊƻŘǳŎƛƴƎ  the speaker  
 

 After the presentation, the MC should facilitate the Q&A session, having perhaps a question or 
two themselves to get the ball rolling 
 

 Following the Q&A, the MC should formally thank the presenter and the attendees, drawing 
attention to any forthcoming events that they might like to note 
 

 

 After the event 
 The morning after the event, the attendance sheets should be scanned and emailed to 

sectorsupport@engineersireland.ie so 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 report that is circulated to all 
Chairpersons ŀƴŘ {ŜŎǊŜǘŀǊƛŜǎΦ  ¢ƘŜǎŜ ƛƴ ǘǳǊƴ ŦŜŜŘ ƛƴǘƻ ŜŀŎƘ ǎŜŎǘƻǊΩǎ ƛƴŘƛǾƛŘǳŀƭ ȅŜŀǊ-end report 
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 success?  Could the subject matter form the basis for a potential training 

programme or seminar? If so, discuss it with the CPD training team. 
 If eligible, should it be considered for nomination in the Best Presentation category of 

the Engineers Ireland Excellence Awards? 
 Might the speaker be interested in presenting to another regional branch, engineering 

division or society? Share your success with other sectors. 

mailto:sectorsupport@engineersireland.ie
mailto:sectorsupport@engineersireland.ie
mailto:sectorsupport@engineersireland.ie
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Appendix 5 
 
 

Revision mechanism: 
 
Sector Support will update and distribute this handbook to the chairpersons and 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. 
 
Any suggestions regarding additions or amendments to this handbook would be most welcome and 
should be notified to sector support during the year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Engineers Ireland 
22 Clyde Road, Ballsbridge, Dublin 4 
Tel: +353 (1) 6651300 
www.engineersireland.ie 


