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Welcome to CIPFA North West & North Wales

Firstly a big thank you for taking on this volunteer role.  Without the role of volunteers we would not be able to support our Members and Students as much as we do
About this Pack

This induction pack has been compiled to support regional volunteers in their role and to inform them of the functions and activities to be performed in that role.  The pack will hopefully make volunteers aware of the activities carried out by regional groups and by Society Council that they might not necessarily be aware of in their group role.  

Within this pack other relevant documents have been cited that we hope you will find helpful to your volunteer role.  Most of these documents are available on the Society website as they are moving documents i.e. change annually so it would not be appropriate to keep hard copies with this pack.  The hyperlink to download these documents will be included within the relevant section.

Any standard documents or policies however, have been included with this pack as an appendix
The first appendix to this Induction Pack is CIPFA’s volunteer information pack.  This is a standard document available to all existing and potential volunteers that highlights the benefits of volunteering.  (See Appendix 1)  However this Induction Pack has been compiled specifically for North West & North Wales volunteers as it identifies the activities particular to this region.
We hope you find this pack helpful, however if you feel that it could be more or less detailed in any specific area, please let the Society Secretary know at cipfanwnw@cipfa.org.uk
In this pack, we will be referring to CIPFA Council, the Board for the Regions and Society Council.  These three bodies set the top down strategy for CIPFA from the high level objectives of CIPFA Council, to the overall strategy for the regions by the Board for the Regions, cascading down to delivering that strategy at a local level by Society Council.
To provide some background as to how this strategy runs through to volunteer activities, it will be first helpful to define the roles of these bodies to identify how they fit into the role of volunteers

CIPFA Institute Council

The role of the Institute Council is to govern the Institute, in the public interest, within the terms of its Royal Charter.

The Institute's Council takes the key role in directing the affairs of the Institute to achieve its mission and objectives. The terms of reference of Council include:

· to set the strategic  framework and direction for the Institute, including approval of the medium term strategy set out in the CIPFA Development Strategy; 
· to approve the Institute’s annual budget and business plan; 

· to maintain oversight of the Institute from two key perspectives: 

          -   the public interest
          -   the CIPFA membership;

· to receive regular progress reports from the Board; 

· to appoint the chairs, vice-chairs and members and approve the terms of reference of the Board and other committees (e.g. PFMB, MSDB, Audit Committee etc); 

· to appoint and approve the delegated powers of the Chief Executive; 

· to appoint co-opted members to the Council; 

· to approve any proposals for changes to the Charter, Bye-laws and Regulations of the Institute including those which require resolutions of General Meetings; 

· to approve standards of professional practice and, where appropriate, statements and codes of best practice; 

· to approve and adopt the Annual Report and Accounts of the Institute; 

· To approve the admission of new members to the Institute in accordance with the provisions of Bye-laws 4, 5 and 6. 

Council has established 9 Boards and Committees, one of which is the Board for the Regions.

The Role of the Board for the Regions

The Board's primary role is as a catalyst for renewal, change and responsiveness. To achieve this it has the following terms of reference: 

· To encourage best practice in the Regions through the sharing of ideas and achievements; 

· To act as a communications link between the Regions and with the CIPFA Council, its Committees and their Panels and Boards, complementary to other communication channels; 

· To represent regional views on matters of common interest; 

· To plan, promote and organise an annual Conference of the Regions; 

· To develop and manage an annual work programme in conjunction with the Regions and the Secretariat drawing on the output from the Conference for the Regions; 

· To encourage the development of effective regional planning, e.g. by identifying and promoting high priority activities; 

· To advise on, encourage and support the Regions in the marketing of CIPFA and its qualifications; 

· To advise on, encourage and support the Regions in delivering professional development activities, including CPD, for members and students. 

The Board for the Regions meets quarterly and Society Council meetings are usually scheduled so that they happen the week after, to enable outcomes from the Board to be reported.

Each Regional Council elects a Regional Representative to be a member on the Board.  This representative attends Board meetings and contributes to Board strategy.  In the North West & North Wales, Regional Representatives are elected for a two year period.
The Board is made up of all Regional Representatives as well as Regional Chairs or Presidents plus four Council Members

The Board is also responsible for judging regional awards and allocating funds from the Development Fund – a fund available to Regions to bid from for new initiatives.

The Role of the North West & North Wales Society Council

Society Council is made up of 12 elected Council Members and up to 8 Corporate Members.  Corporate Members are volunteers that are co-opted onto Council because of their commitment to supporting the Society, they are specialists in a particular field, or they are willing to help members and students in specific areas.

The Society has a constitution that has been agreed by the regional members at the Annual General Meeting (AGM).  The constitution can only be amended by agreement at an AGM or an extraordinary AGM.
A copy of the constitution can be found on the Society website homepage at the download area at www.cipfa.org.uk/regions/nw
Society Council meets four times a year.  The Chairs and Secretaries (or their representatives) of all the individual regional sub-groups are invited to attend and contribute to Society business. 

The Roles of the Society Council in carrying out these activities are:
· Implement National strategies agreed at the Board for the Regions across the North West & North Wales region and ensure this is rolled out to the individual regional sub-groups
· Write and implement the Regional Development Plan, ensuring performance is on target within the indicators set
· Develop a programme of support for students and members through organising local events, CPD opportunities, an up to date website and regional e-newsletter
· Produce an Annual Report identifying the performance for the year, and present this for approval to Members at the AGM
· Produce a set of consolidated regional accounts that are presented to the National CIPFA Treasurer
· Hold an Annual General Meeting
· Host the Regional Conference and Annual Dinner

Attendance at Council

Sub-group Chairs and Secretaries (or their representatives) are eligible to attend Society Council meetings and are encouraged to attend and contribute to Council business.  Council values the input of sub-group members from a local perspective to help inform future decisions, set priorities and to feedback to the Board for the Regions.  

On each Council agenda there is an item for feedback from individual groups where representatives have an opportunity to let Council members know what activities they are currently undertaking and if they need Council support in any way.  If sub-group Chairs, Secretaries or representatives are unable to attend Council, they can provide a report to the Assistant Secretary for inclusion on the agenda.

Attendee’s at Council from individual groups should feedback to their 

sub-group members council business following the meeting.  This should be a standing item on the sub-group Executive Committee meetings
Group Chairs and Secretaries have access to the secure Council page on the Society website for access to Council agendas, minutes and reports, and some reports from the Board for the Regions.  If, as a Chair or Secretary, you do not know how to access this page or what the username and password is, contact the Society Secretary or the Assistant Secretary.

Functions of NWNW Sub Groups
There are 6 individual groups that support the role of the Society Council.  The aim of these groups are to offer local support to members and students to help them keep up to date with CPD, offer a network of local contacts, share best practice, maintain a social element and offer specialised support.  These individual groups are:

· Northern Section (north of the Mersey to Cumbria) 

· Southern Section (south of the Mersey to Conwy)

· Audit Group

· Student Forum

· Senior Management Group

· Retired Members Group

Each group will elect a Chair and a Secretary who will call meetings of their Executive Committee on a periodic basis (the frequency of these meetings will depend on each group).  Each group should hold an Annual General Meeting before, or on the same date as the Society AGM so that the notes and impact of any group changes can be notified at the Society AGM.

Each sub-group should be responsible for producing the following:

· Development Plan

· Annual Report

· Set of Accounts (where applicable)

· Event feedback 

· Attendance Statistics

These items will be requested from the Society Secretary or Treasurer on a periodic basis.  It would be helpful if they were standing agenda items on groups’ Executive Committee meetings and a lead person nominated for their collation and submission. (may be a different person for each item)

Skills Matrix

There are many reasons people sign up to be a CIPFA volunteer, the main ones being that:

(a)
once you qualify you are keen to continue an interest in CIPFA,

(b)
you are keen to maintain your CPD opportunities,

(c)
because having been supported through the qualification

yourself you want to give something back to people in a similar position, or more often than not 

(d)
someone persuaded you that it would be a good idea!

Whatever your reason for volunteering, as a CIPFA volunteer, you may not realise how much this will be of benefit to you personally, your career prospects and to your current and future employer.

Your volunteering activities will provide you with a whole host of new skills or help you to brush up on existing skills that may not have been used for a while.  More often than not you will not even realise that you are learning new or updating skills and it’s not until it’s in black and white that you can actually appreciate the extent of your extended knowledge.

In recent times with increasing pressure on organisations to deliver under limited resources, employers are often unable to continue to allow their staff opportunities to spend time out of the office on volunteer activities.  However they often do not realise that enabling staff to undertake a volunteer role, they are actually benefiting from additional skills learnt being pass-ported into the workplace for no direct financial cost

To help illustrate the benefit gained to both volunteers, potential volunteers and employers, a skills matrix has been developed.  The matrix identifies examples of volunteer roles available, how much commitment needs to given to the roles and the type of additional skills that can be gained by undertaking the role.

Specifically for volunteers and potential volunteers, it also identifies when the role can be undertaken and whether there is any financial remuneration attached to it.

The matrix can be used by volunteers as part of the annual appraisal or performance review meeting with your employer in your organisation if desired.

The skills matrix is available on the Society Matters page of the website where it will be updated as and when required, however a copy has been included in this pack at Appendix 2
Regional Newsletter

The Society produces an e-newsletter that is published around 2 or 3 times a year.  Features include national and local news articles, notices of forthcoming events and event reviews, news about NWNW people, competitions etc. This newsletter is compiled from input from the individual groups and usually there is a specific item of news from each group.  Group Chairs should canvass members for articles to be published in the Newsletter and ideally there should be one article per mailing.  This could be a standing item on the Executive Committee meeting.
Groups might find it helpful to nominate a member to be responsible for canvassing and collating items for the Society e-newsletter.

The Newsletter is distributed electronically to all Members and Students held on the national CIPFA database in the North West & North Wales Region, via an 
e-mail and contains hyperlinks to the website where further information can be found.
If you would like to view past copied of the Newsletter, please go to the website at www.cipfa.org.uk/regions.nw/newsletter.cfm
Spreadsheet Magazine
Spreadsheet magazine is a supplement to CIPFA’s own weekly publication, Public Finance.  Spreadsheet is published bi-monthly and is for members, students and members of the Advanced Diploma network. Jointly developed by the Members' Services Board and the CIPFA secretariat, the magazine provides a forum for CIPFA news. A typical issue features the work of committees and panels, regional news and diary dates, a letters column, volunteering opportunities, student news and details of forthcoming publications and courses.

Regions are encouraged to submit articles to Spreadsheet to inform Members and Students of activities taking place in their region.  If you would like to submit and article into Spreadsheet magazine, please contact the Society Secretary.  
CIPFA has produced a guide for writing articles for Spreadsheet that is available to view on the Regions secure webpage for access by the Society Secretary.  If you would like a copy of this please contact the Society Secretary, otherwise when submitted, the article will be formatted in the appropriate style for you.
Spreadsheet is distributed via the post with Public Finance magazine but back issues can be viewed on the Regions webpage at:

www.cipfa.org.uk/regions/spreadsheet.cfm

Development Plan
The Society is required by the Board for the Regions to produce an annual Development Plan.  This plan should be compiled based on the format of the Regional Activities Model.  This model has been developed by the Board for the Regions to assist regional Council’s in their development planning process and to monitor performance in key areas of regional activity.

The model defines the purpose of the regions and summarises the main volunteer activities which are undertaken at regional level.  The model also provides examples of processes which can deliver these activities, and demonstrate that some processes can contribute to a number of activities.  The model includes eight primary performance indicators which will measure the regional performance against the key activities

Following a consistent format allows benchmarking across all the regions and provides the opportunity for regions that are stronger in specific areas to share best practice with regions needing support.
The input of individual sub-groups is essential to the effective production of the Society’s development plan, as the plan identifies the activities the regions will be undertaking locally to support members and students.

The plan also reports on how well the Society did against the previous year’s indicators and this is important for identifying areas of weakness or potential areas for prioritisation for the future

The Development Plan should be owned by the individual groups and should be a moving document that can be continually updated to reflect the regions response to the changing environment of the public sector.

Regional Activities Model

There are three key principles which underpin the model:

· The number of activities and the extent to which a region will undertake these will depend on local circumstances

· The examples of process are provided as guidance and the actual process undertaken and the extent of this will again depend on local circumstances

· The number of performance indicators should be kept to a minimum so that scarce volunteer resources are not redirected towards administration rather than delivery of activities

The model is shaped in the form a of wheel with the purpose of the regions described at the hub of the wheel and the model building out through the Core Activities, Examples of Process and Primary Performance Indicators.

The make up of the Model

At the centre of the model, the purpose of the regions, as agreed at Council, is defined i.e. ‘To provide a local interface with Institute members and Students’

The inner ring of the model identifies the eight core activities

The next ring of the model lists the examples of process which can help deliver the core activities.  There are many different examples of process which can contribute to deliver of an activity and some examples are not exclusive to one specific activity.

The outer ring of the model includes the performance indicators that are aimed at measuring the effectiveness of the core activities.  The indicators are referred to as ‘primary Indicators’ due to the varying availability of volunteer resources across regions.  Regions may wish to supplement these with ‘Secondary Indicators’ there appropriate.
Regional Development Model
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The Development Plan can be found on the regional homepage on the website at www.cipfa.org.uk/regions/nw and the Regional Activities Model is included in this pack as Appendix 3
Annual Report

The Annual Report is compiled to report on the progress made in achieving the activities from the regional development plan, and to highlight the success of the activities undertaken by the Society over the past twelve months.
It provides an opportunity for members and students to see the full programme of activities undertaken, how successful they were, whether the Society made a surplus or deficit in delivering the programme and to keep up to date with any good news features that have taken place in the region.  It also includes a reflection from the Chair on whether we achieved what we set out to achieve at the start of the year and any obstacles we overcame to achieve and celebrate our success.  Individual groups are encouraged to contribute information from specific activities held for group members for the year into the report.
The Annual Report can be found on the Society Matters page on the Society website at www.cipfa.org.uk/regions/nw/society.cfm
Set of Accounts

Each group with its own bank account will be maintaining a set of accounts.  During the year there is no prescribed format in how these accounts are kept as long as group Treasurer’s are accounting for income, expenditure and VAT in the correct way.

Treasurer’s are required to submit quarterly VAT returns to the Society Treasurer on the VAT return provided and to submit the annual accounts following the year end on the formal accounting schedules provided.

The final annual accounts should be made available on the group pages on the website and presented with the annual report at the group AGM.  This represents transparency and allows members and students who have attended group events to see how their delegate fees have been utilised.

Although individual groups may maintain their own set of accounts and carry forward any surpluses to support activities in their groups, ultimately any surpluses held are under the ownership of the Regional Society and may be called in from time to time to support regional activities.

The annual Society accounts for 2008 can be found in the Annual Report which is on the Society page of the website at:

www.cipfa.org.uk/regions/nw/society.cfm

Event Planning

Each sub-group is free to arrange events specific to their audience of Members and Students in the way they feel appropriate.  Most groups nominate an events organisation group for each event so as to spread the workload across members of their Executive Committees.  An annual programme of regional events is prepared in advance of the forthcoming year and sub-groups should forward details of their events to appear in this programme.
To assist event organisers, a Guide to Planning Events has been written by one of the regions and shared across all regions as best practice.  Groups may find it helpful to use some or all of the information in guide when planning group events.  This guide is included as Appendix 4
Event Feedback

When providing events for members and students, event organisers must always gain feedback from attendees.  The purpose of this is to identify the delegates’ perception of the event which will in turn provides an indication of whether the delegate will attend again, and pass on positive comments to colleagues which will encourage them to attend future events

Feedback can be gained in any way the groups see fit.  The most popular and recommended format to collect feedback is by using the Survey Monkey package of electronic surveys.  This is the chosen option of the Board for the Regions and CIPFA have set up templates and individual regional pages for us to use.  This method also facilitates automated survey results.

Specific common questions for delegates have been set up on survey monkey which groups can chose to use or amend. 

Generally, the main feedback that should be collated from delegates should include their perceptions on the:
· Venue – room layout, acoustics, lighting, directions and parking

· Refreshments – quality and sufficiency of breaks, lunch and dinner (if provided)

· Speakers – quality of presentations, presentational aids, clarity of diction

· Topics – relevance of topic, whether the topic title and short paragraph fitted in with the main presentation, understandability of subject

· Future topics delegates would like to see featured

· Whether the delegate would like to become involved in volunteering in CIPFA activities

Delegate feedback features as a Performance Indicator in the Development Plan and the results of the feedback will be requested from individual groups by the Society Secretary on a quarterly basis.  It is recommended that individual groups nominate a lead person to provide this information on a quarterly basis.
Attendance Statistics

To enable groups to identify who their delegate audience is, it is necessary to collate statistics on who has attended events.  This is important in identifying where gaps occur in attendance from:

· Geographical areas

· Specific organisations that have declining number of attendees

· Categories of public sector organisations e.g. health, not for profit etc

· Category of Member e.g. student, full, AAT, other CCAB

If it is evident that there are common themes to gaps in specific areas, the Society could prioritise resources to identify how this can be rectified in the annual development plan.  This is one of the areas where sharing best practice from other regions who may have had similar issues will be helpful.
Statistics are also collected for the number of first time attendees at an event.  This is an important indicator on how successful groups are at encouraging new attendance.

Attendance at events is a reporting requirement of the Board for Regions on a quarterly basis and also for the annual report.  As a result, the event attendance statistics will be requested from individual groups by the Society Secretary on a quarterly basis.  It is recommended for individual groups to nominate a lead person to provide this information on a quarterly basis.

Regional Events

Each individual group will be holding their own events during the year that volunteers will help to organise and most probably attend.  In addition, group volunteers may also find it beneficial to attend and support the events of the other individual groups in the region or across regions.

The regional Society hold three events during the year in its own right that volunteers are welcome to help organise and support and attend.  For some of these events, the organisation is done by a small sub group made up of volunteers from the individual groups so that the whole Society feels like they have had been able to input into the event and has ownership of the event.

The three Society events hosted are:

1.
Annual General Meeting 

Usually held in March or April at a venue chosen by the incoming Society President i.e. in his geographical area of work or home.  This is usually a half day event that also includes one or two CPD speaker presentations to make the event beneficial for delegates to spend time out of the office.  The AGM includes Election of Officers, presentation of the Annual Report and Annual Accounts and President’s Address.

This is a free event open to all members and students
2.
Regional Conference and Annual Dinner

This event is usually held around October or November time and is a full day conference followed by the Annual Dinner at the same venue in the evening.

The conference programme includes a variety of technical, update and ‘soft’ topics to enable delegates to gain a rounded knowledge of public sector issues.  The conference is chaired by the Society President and the venue alternates every two years from the Northern and the Southern areas of the region.  There is a delegate fee which is kept to the lowest cost possible.

The Annual Dinner takes place on evening following the conference.  Delegates do not have to attend both functions and can opt to attend either or both.  The Dinner is an opportunity for new members to have their certificates formally presented to them by the National CIPFA President who attends the event and to meet past regional Presidents and Presidents and Chairs of other regional CCAB bodies.

The event commences with the Regional President’s drinks reception before the three course dinner.  Following the after dinner speaker, entertainment is laid on, usually a disco or a band.

The event is black tie but is an informal occasion to catch up with past colleagues, meet new ones or just socialise with friends.  There is a small charge for the dinner and overnight accommodation is usually available at the venue.

3.
Fylde Trophy

The Fylde Trophy is the Society quiz.  Its name comes from the Fylde section of the then Student Society who first arranged the event many years ago.  The original trophy was a silver plate but having been passed on by each of the winners for many years, now resides at CIPFA HQ in London.  The current trophy is a claret jug and the privilege of holding the title for the next twelve months.  The event is a social occasion co-ordinated by the Student forum but organised by support from the individual groups and along with the quiz, usually has some other form of entertainment available for this evening free event. 

Other relevant events

National CIPFA Conference

CIPFA holds a national two day conference in June each year.  This event is usually held in the South East but is sometimes moved north and has previously been held in Blackpool, Harrogate and Manchester.

The North West & North Wales Society does not sponsor any volunteers to attend the event as generally volunteers will attend on behalf of their own organisation.

When held in the North West & North Wales, the Society takes an exhibitor stand to promote the activities taking place in our own and across the other CIPFA regions.  Although arranged by the Society, this is a regional stand and wherever the conference is held, each region will arrange to support the stand and promote the activities of all other regions.

This is a great opportunity for group volunteers to be on the stand and to promote regional CIPFA activities to passing delegates.  Volunteers from other regions will usually visit the stand who are attending as delegates to call in for a chat and to catch up with North West & North Wales colleagues.  It is an excellent way to meet new people and generate future volunteer interest.

Although there are usually only two or three exhibitor places available due to the space, group volunteers are encouraged to take turns to be on the stand and to help with providing publicity to decorate the stand

Conference for the Regions

Each year a conference is held specifically for regional volunteers.  This is usually a two day event held in September that is hosted by a different region each year in their specific geographical area.  In 2003 the Conference for the Regions (CfR) was hosted by the North West & North Wales in the Isle of Man.  The next time the Conference is due to be hosted in this region will be around another four years.

The purpose of the CfR is to allow volunteers from other regions to meet up and discuss ways in how they support members and students in their region.  It is an excellent opportunity to share best practice, new ideas and see how things are done in other areas.  The event involves a variety of presentations, workshops, break-out sessions and social events.

Volunteers from individual groups are encouraged to attend, although in most cases they will need to be funded from their own group finances and the cost of place including delegate fees, accommodation and meals is around £300.

For groups without access to their own funds, Council will always canvass for representatives who wish to attend as there may sometimes be some Council funded places spare.

Development Fund

The Board for the Regions maintains a Development Fund.  This fund is available for regions to bid for, for specific initiatives or activities.  Any bids to the development fund should be in conjunction with the objectives set for the Society in the Development Plan.  If successful, the funds are awarded to be used within the year and cannot usually be carried forward.
Sub-groups are encouraged to discuss and submit new initiatives to Council for the Development Plan that may attract supplementary funding from the Development Fund.  Groups should do this as part of their contributions to the Development Plan
Regional Awards

Each year, the Board for the Regions asks the regions to submit applications for regional awards.  There are five awards for regions to compete for which are:
· Best Events Programme

· Regional Innovation

· Most Improved Region

· Website of the Year

· Most Improved Website

The submissions have to meet specific criteria and the successful winners are presented with their awards at the Conference for the Regions in September.
The whole region will play a part in the submission for these awards as although submitted by Society Council, the content of the submission is made from the activities undertaken by the individual groups throughout the year. The Society could not win any of these awards without the support of the individual groups.

Groups should actively contribute to the submission of these awards where possible as whether the region wins or not, it is an opportunity to celebrate the success of the group and regional activities during the year.
The date for submission of the awards is the end of June for website awards and the beginning of August for other awards.  Sub-groups should include an agenda item on their Executive Committee meetings a couple of months before then to discuss how they could contribute.
In previous years, the North West & North Wales have been very successful in their submissions and have won the following awards:

2008 – Most Improved Website

2007 – Best Events Programme

2006 – Website of the Year

When a region has been successful with its award submissions, these submissions will be made available to the other regions as part of sharing best practice and this information will be disseminated to the sub-groups for discussion at Executive Committees to see if it would be appropriate for implementation within the group

Website

The Society website can be found from the main CIPFA website and selecting ‘regions’ and then ‘North West & North Wales’ from the drop down box or by going directly to:

www.cipfa.org.uk/regions/nw
The Society has a website coordinator who manages the web pages of the region with the support of website administrators in each sub-group.  The administrators will input new features, update contact information, maintain the list of events and on-line booking and include relevant group documents on the specific group pages.

Volunteers are encouraged to provide information for their website administrators to input onto the website.  This could be event reviews, technical updates, member moves, member profiles, competitions, good news stories etc.   The website is also used to publicise events and includes an events calendar and an on-line booking facility

Although there is flexibility on group pages as to the content, the format is sometimes restricted by CIPFA’s main website guidelines.  Your website administrator will be able to advise you of this

Each individual group has its own web page in addition to other Society pages and group volunteers are also free to input into these pages where relevant. Contact the Society Website Co-ordinator to be able to do this.

Other Society website pages include:

· Sponsorship

· Member Profiles
· Society Matters

· Council Matters

From time to time the Society will purchase branded website merchandise to give out to Members and Students who attend events e.g. key ring, post-it note, pens etc.  Your group website administrators take part in website group meetings to discuss the content of the website, what type of merchandise to purchase etc and will be feeding back information at group Executive meetings.  

If you think that something is missing from the other pages, that the website would benefit from a whole new page, have any ideas to improve the website or would like to suggest a specific type of merchandising, let your group website administrator know.  

Other web pages that volunteers may be interested in, including a specific volunteer page, can be found by clicking on the options on the left hand side of the CIPFA home page at www.cipfa.org.uk

Communicating with Members & Students
The Board for the Regions have agreed a Good Practice Guide for Communicating with Members to be used by all representatives and volunteers of CIPFA.  This guide is included with this Induction Pack at Appendix 6.

All volunteers should read the strategy and be aware of the agreed style and format of communication when acting as a representative of CIPFA.

To summarise, the main parts of the strategy that will apply to individual groups and volunteers on a regular basis are listed below:
Any communication with members and students should be electronic where possible.  There may be some occasions where hard a copy will still be needed e.g. retired members groups, formal invitations to Past Presidents for the annual dinner, but in general all communication should be via e-mail or through the regional website

When e-mailing out to members and students, volunteers are encouraged to direct recipients to the website for further information or details of events.  Please try not to send attachments with e-mails as this will detract the recipient from then going to the website for further details.

On all correspondence always include the regional website address alongside the header or footer.  You can set up templates for e-mails with the CIPFA logo and website address on, and also include any other good news information as a footer e.g.

2008 Winner of the Most Improved Website Award

2007 Winner of the Best Regional Events Programme Award

2006 Winner of the Best Website Award

As a volunteer you are free to use the CIPFA logo on correspondence with members and students, and to other bodies in accordance with your CIPFA volunteer activities, and under the communication guidelines.
All stationery and templates can be found on the secure section of the Council matters web page which sub-group Chairs and Secretaries have access to.
Note: please see below on using CIPFA Member Services to e-mail to CIPFA members and students

Maintaining a Member Database

Individual Groups should not to maintain their own local databases of members and students.  CIPFA hold the main membership database and this is who members and students will inform of any change of correspondence details.  If you receive any correspondence from members or students with regards a change of details, please forward this on to CIPFA Member Services at member.services@cipfa.org
If you need to canvass or mail out to members or students in your individual groups or in the region, Member Services at CIPFA will do this for you.  You will need to construct the e-mail and any attachments and forward this to Member Services and ask them to send this out on your behalf.
You can ask them to send this to either specific groups of members e.g. students, graduates, retired members etc.  However if you are sending a notification of an event, you are always encouraged to ask Member Services to send the e-mail out to all members and students of the North West & North Wales, even if it is a specific event e.g. audit.  The only exception to this would be the Student Forum, who would want to restrict their notifications to student members only.

Individual groups can keep and maintain their own local database of non CIPFA members e.g. delegates who may have attended past events who are non CIPFA members or students, people in their organisation who are training co-ordinators or anyone they know may have an interest in attending events.  CIPFA Member Services will not have access to this information nor have any need to store it, so individual groups are encouraged on these occasions to keep their own details and circulate them via e-mail alongside the CIPFA mailing.

Advertising Events

When advertising forthcoming events, there is a page on the regional website to include all information for each event.  It is quite important for you to use this page as it is linked to the events page on the main CIPFA website and to the events calendar on the Society website.  This gives more opportunity for potential delegates to find and book on event if you are only advertising it through e-mail.

An on-line booking facility is also available to use on the Society webpage where delegates can book themselves a place directly from the website.  Once booked a notification e-mail is sent to the group volunteer who has been set up to receive on-line bookings (check with your website administrator as to who this is) with the delegate booking information.
The fields on the on-line booking form capture most of the information needed for the quarterly event statistics so it is always advisable to encourage delegates to use the on-line booking page whenever possible

Please be advised that if you are the nominated contact to receive the notification of the on-line bookings, the delegate will not have received an automated notification that their place had been booked, so you (or someone else) will need to e-mail confirmation of booking to the delegate yourself.
Events Calendar
Each event uploaded onto the website will automatically appear in the Events Calendar.  In addition, volunteers can add events for other organisations that may be relevant or interesting to CIPFA Members and Students.  The event can be entered directly onto the relevant day on the calendar but will not appear automatically.  It will be sent to the website coordinator for approval to be added to the calendar.  Once approved, the event will appear on the date requested.  When entering events for other organisations, be sure to enter the contact details for booking the event to ensure places can be booked effectively.
Role Statements

To provide an element of consistency, the Board for the Regions have recommended that regions use generic role statements for volunteer roles within each region.  

These statements also provide the volunteer with the type of activities they will be undertaking in their role, the commitment and responsibility that might come with specific roles and a guide that can be used for updating your continuing professional development (CPD) or used in your appraisals to highlight new skills at work

The generic role statements provided have been used as a base for the North West & North Wales Society roles but have been amended to include more detail to be specific to the region.
Role statements have been compiled for each volunteer role as a guide to be followed, however sub-groups may decide to allocate additional responsibilities or activities to volunteers e.g. by setting up an events organisation sub-committee, and are free to include these additional duties as part of the role statement within their individual groups
The role statements for all volunteer roles are included as Appendix 6
Summary

In summary, this pack has been compiled for volunteers and potential volunteers to give guidance on the roles of volunteer, the benefits volunteering can bring and how volunteers can contribute to the wider aspect of CIPFA and be part of the overall strategy.
The pack is not intended to be a set of rules to abide by as the time spent volunteering by its nature may not be consistent and may come in fits and starts.  Instead by highlighting the various aspects to the volunteer roles, it is hoped that you feel a part of what the Society is trying to achieve in supporting its members and students, and to provide you with an opportunity, if you wish to take on extra roles or to switch the time you can spend on a more appropriate function.
The role statements and skills matrix have also been provided for you to take with you as you progress in your career to demonstrate the additional skills you undertake by volunteering, and as stated to use in your appraisals and performance reviews in work.  If you are a retired member, it helps you to keep a hand in and maintain your skills, and indeed, pass on your valuable knowledge to those coming up through the ranks of volunteering

Many thanks for your support
CIPFA North West & North Wales Society Council - updated 1 June 2009
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Society President
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6i



Sub-Group Secretary


6j



Sub-Group Member



� INCLUDEPICTURE "http://www.cipfa.org.uk/regions/images/guidelines_model.jpg" \* MERGEFORMATINET ���








0

