Informal guide for members of SCONUL’s Groups

1 Terms of reference
The Executive Board decides the terms of reference of Groups when it sets them up.  Groups should review their terms of reference when they make their annual report to the Board, and recommend any changes they think desirable.

2 Membership   
Each Group consists of a formal SCONUL Representative as Chair (as a general rule) plus eight other individuals. Details are given in the formal Rules, 7.3 s, reproduced at the end of this guide.
3 Annual cycle 
There is a general regularity to Group activities, based on SCONUL's financial year (January - December).

In November each year the Group agrees the annual report, usually drafted by its secretary, on achievements during the past calendar year.  At the same time an action plan is prepared for the coming year.  (The SCONUL Secretary will send out reminders to this effect in October of each year.)  The report and action plan must be ready by the end of November so that the Executive Board can consider them at its meeting early December.  During December the Group's web-maintainer mounts the annual report on SCONUL's website.  The action plan has to accord with SCONUL’s strategic plan and must reflect SCONUL's communications plan in particular.  The Group’s web-maintainer needs to mount the action plan on the website as soon as the Executive Board has approved it.  

Groups normally meet three times a year.  Meetings are usually held in the SCONUL office in London but other locations can be considered for exceptional reasons or if they are cost-effective. The options of videoconferencing or telephone conferencing should always be considered since they save Committee members’ time and may reduce SCONUL’s costs.

4 Expenses 

Travel and subsistence can be claimed from SCONUL.  The claim forms give the permitted rates which are revised annually.   A sandwich lunch is normally provided at the meeting.  Secretaries are asked to notify the SCONUL office by midday on the preceding day of exact numbers for lunch.

5 Web page
The Executive Board requires that every Group should give priority to developing the SCONUL website.

Each Group Secretary will be assigned responsibility for developing and improving content for its pages on the SCONUL website and for communication about its activities.  This duty can be delegated to another member of the Group but it cannot be delegated to anyone who does not attend Group meetings. Both the SCONUL Secretary and the Editor of SCONUL Focus must be informed of the name of this person.

One member of the Group should be assigned responsibility for maintaining its pages on the SCONUL website. This duty can be delegated to a member of library staff who does not attend Group meetings. Training can be provided through the SCONUL office. Both the SCONUL Secretary and the Editor of SCONUL Focus must be informed of the name of this person. 

6 Communications and marketing
The Executive Board requires that every Group should give priority to issues related to communication (whether with members, or outside SCONUL). 

Each Group secretary will be assigned responsibility for overall communication issues (but can  delegate this to another named member of the Group); this is designed to ensure someone will be responsible for improving communication with the Executive Board, with the Working Group on Communication and Marketing and with staff in member libraries. S/he should ensure that the Group will:

· issue bullet point reports of proceedings of its meetings via lis-sconul within one week of the meeting 

· liaise with the Working Group on Communication and Marketing on communications related issues arising from each meeting 

(Note: neither duty can be delegated to someone who does not attend committee meetings).

To help Groups determine the most appropriate means of improving communication and disseminating information about its activities, a number of suggestions are listed:

· short, regular reports in the form of email digests on the Group’s work, and related topics, which are widely disseminated (see below)

· providing regular reports/summaries/articles for SCONUL Focus
· formal publications such as briefing papers (see below)

· production of summary policy statements

· providing feature topics for external publications which highlight SCONUL activities

· working with other Groups to provide joint activities and joint promotion

· increase participation of staff in member libraries in SCONUL-led activities by putting on workshop/exchange of experience/open meeting sessions (this can be done in partnership with other organisations where appropriate and can be organised via an external agency if appropriate); such events are expected to generate income.

· look to better influence and collaborate / ally with appropriate bodies outside SCONUL especially where there is a confluence of interest

7 Publications
The Executive Board requires that every Group will 

· Work with the Working Group on Communication and Marketing to review its backlist of publications over a 3-year cycle, with a view to updating and marketing those publications still in demand.

· Work with the Working Group on Communication and Marketing to monitor topics which meet the need for new publications/briefing papers and look to initiate and market one publication/briefing paper every 12-24 months (the overall publication schedule to be monitored by the Working Group on Communication and Marketing).

· Use SCONUL Focus to market (and where it is a significant title to review or abstract) its new SCONUL publications/briefing papers

· Seek out specialist contributions to SCONUL Focus from staff at all levels, with non-Directors being specifically targeted where appropriate.

8 e-mail lists
Each Group has an e-mail list for internal discussion.  The addresses on the list are maintained by the SCONUL Secretariat.

Each Group should monitor and review the best method of communication with staff in member libraries, and externally, and where appropriate set up new email lists to supplement lis-sconul if this will facilitate better communication. 

Special attention should be given also to use of external lists (such as lis-link, lis-cilip, ucisa lists and other lists of related or interested bodies), to specialist lists (e.g. disability awareness lists), to international bulletin boards, and where appropriate to use of press releases.

9 Formalities
SCONUL is a limited company and a registered charity and has to keep to its own rules, the most relevant of which follow as an appendix.

Revised by Toby Bainton
Secretary of SCONUL 
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APPENDIX

Extracts from the Articles of association, concerning Groups, etc.
Groups
68

The Executive Board shall have the power to set up from time to time in order to advise the Executive Board and membership such standing groups or ad hoc groups as it shall decide, provided that the setting up of any group and its terms of reference and membership shall be approved at the next General Meeting.

69
Any group so formed shall conform to the current rules for the conduct of business imposed upon it by the Executive Board at the behest of Representatives in General Meeting.  These rules shall inter alia at all times require each group to report to the Executive Board upon the carrying out of its functions and to operate within a budget approved by the Executive Board.

Extracts from the Rules for the conduct of business, concerning Groups, etc.
1
Preamble
1.1  Objects for which SCONUL is established are those contained in Paragraph 3 of its Memorandum of Association.

1.2  SCONUL is a cooperative and participative body and these Rules, which must be read in conjunction with the SCONUL’s Memorandum and Articles of Association, have been framed to reflect this.  In particular the Executive Board, the Advisory Groups and the Secretariat all have discrete executive powers as laid out here and as time to time endorsed by the membership in General Meetings but are ultimately the servants of the membership.

7
Groups
7.1  Background and purpose: Groups shall be set up in accordance with Article 68.  The Groups carry out detailed work on behalf of the membership and are directly answerable to it by way of the Executive Board.  They fulfil a number of functions important to the organisation.
7.1.1  They provide a mechanism for providing expert advice to the Executive Board.

7.1.2  They provide a mechanism for providing expert advice to Representatives.

7.1.3  They fulfil the function of developing a body of expertise within the organisation.

7.1.4  They involve a large number of Representatives in the decision making process thereby fulfilling a participative function.

7.2  No form of name shall be prescribed for Groups which may have different designations.



The single term Group shall be taken to apply to all kinds below unless otherwise specified.

7.3  All Groups shall comprise (unless it is otherwise decided by the Executive Board whose decision shall be deemed confirmed when reported to the next General Meeting unless an objection is raised and voted upon there)

7.3.1  A Group Chair who shall normally be a Representative.

7.3.2
A maximum of eight other individuals, either Representatives or non-Representatives drawn from staff of member libraries, observers or other relevant organisations.


The purpose of appointments of people from other organisations is to take advantage of specialist knowledge and interests in order to advance the purpose of SCONUL.

7.4 Appointments to Groups

7.4.1 Appointment of Chairs of Working Groups (‘Group Chairs’)

7.4.1.1 Group Chairs shall be appointed by the Executive Board for a period of three years from the Annual General Meeting following their appointment, with no eligibility for re-appointment.

7.4.1.2 Three months before the end of a Group Chair’s term of appointment, the Secretary shall notify the Chair of SCONUL, who will invite comment from the Group Chair on the Group’s strategic remit and Members’ Profile.

7.4.1.3 The Chair of SCONUL will then circulate a request for expressions of interest in the position of Group Chair, accompanied by a Role Description for Group Chairs, and the terms of reference and Members’ Profile of the Group.

7.4.1.4 The SCONUL Secretary with a small panel of members of the Executive Board will assess the expressions of interest against criteria drawn from the Role Description, the Group’s terms of reference and the Members’ Profile and will make a recommendation which will be circulated via email to the Executive Board for comment and decision.

7.4.1.5 The SCONUL Secretary, in liaison with the Chair of SCONUL, will then inform all interested persons of the outcomes of the process, reporting the decision formally at the Executive Board’s next meeting.

7.4.1.6 The decision will be reported to all Representatives by e-mail and also at the next General Meeting.  

7.4.1.7 The Executive Board may vary these general provisions for the purposes of special appointments such as chairs of groups established jointly with other organisations.

7.4.2 Appointment of Chairs of Task and Finish Groups
By their nature, Task and Finish Groups are time bound and need to be responsive to emerging issues and requirements. The appointment of Chairs and members of Task and Finish Groups will, therefore, be by invitation of the Executive Board.

7.4.3 Appointment of Members of Working Groups

7.4.3.1 Members of Working Groups shall be appointed for a period of three years.

7.4.3.2 The Secretary to the Working Group shall maintain a register of Group members and their terms of appointment.

7.4.3.3 Each Group shall maintain a copy of its remit and aims and objectives, as agreed by the Executive Board, and a Members’ Profile describing the skills, experience and knowledge required of the Group’s members in order to achieve its objectives.

7.4.3.4 In order to maintain a network of specialists with the skills, experience and knowledge appropriate to the Group’s remit, Group Chairs shall annually one month after each Annual General Meeting issue by e-mail an invitation to SCONUL Representatives for expressions of interest in joining the group.  The invitation will describe the remit of the Group and include the Members’ Profile, and will ask interested individuals to submit a CV and brief (A4) written statement indicating how their skills, experience and knowledge match the remit and profile of the Group.

7.4.3.5 The Chair of the Group (or their nominee) and the Chair of SCONUL with the SCONUL Secretary will assess the expressions of interest against criteria drawn from the Group’s remit and Members’ Profile and will make an appointment on behalf of the Executive Board bearing in mind an appropriate representation of SCONUL member institutions.

7.4.3.6 The Chair of the Group will notify all interested individuals of the outcome of the process inviting those who have not been appointed to the Group to form part of an informal network that may be consulted or drawn upon for special projects during the year.
7.4.3.7 Such appointments to Groups will be reported to the Executive Board at its November meeting.
7.5 The Chair or his nominee, and the Secretary of SCONUL shall have the right to attend any and all Groups.

7.6  Powers of Groups shall be as follows

7.6.1  A Group may exercise all such powers as have been delegated to it within its terms of reference, approved work plans and budgets; and as are not by statute or by these Articles required to be exercised or done by SCONUL in a General Meeting or by its Executive Board.

7.6.2  SCONUL in General Meeting or its Executive Board shall have the power at any time and from time to time to withdraw, modify or enlarge the powers and tasks delegated to Groups.

7.6.3  The members for the time being of any Group of the Executive Board may act notwithstanding any vacancy in the body; provided always that, in case the members of any such Group shall at any time be or be reduced in number to less than the minimum number or balance of Group members prescribed by or in accordance with these Rules or the last relevant resolution of the Executive Board, it shall be unlawful for them to act as such Group as the case may be until their number has increased as may be requisite or until another resolution of the Executive Board regulating the matter has been passed, whichever event shall first occur.

7.7  Proceedings of the Groups shall be conducted as follows:-

7.7.1  A Group may meet together and adjourn as it thinks proper within its brief, workplan and budget.

7.7.2  Group Chairs shall be responsible for convening and chairing meetings, distributing work to Group Members, meeting deadlines and keeping to approved budgets.

7.7.3  If at any meeting the Chair is not present within fifteen minutes after the time appointed for the meeting Group Members present may choose one of their number to chair the meeting.

7.7.4  A Group Meeting at which a quorum is present shall be competent to exercise all the authorities, powers and discretions by or under the regulations of SCONUL for the time being vested in the Group generally.

7.7.5  A Group in the persons of its Chairman and Secretary, shall cause advance dates of Group meetings to be set, advance agendas published and proper minutes to be made of the proceedings of all meetings of the Group, and of all business transacted at such meetings, and copies of any and all such minutes and papers shall be sent to the Secretary of SCONUL.  Urgent matters and items of particular importance should be notified to the Secretary without delay for onward transmission to all Representatives.

7.7.6  Groups shall make an annual report and submit in advance annually an action plan to the Executive Board.

7.7.7  The Executive Board shall approve the report and plan thus licensing the Group’s activities for the next year.  In the case of non-approval the plan will be returned to the Group for alteration.  No Group may proceed without such approval.

7.7.8  Groups shall make such occasional reports to the Executive Board as they or the Executive Board judge to be relevant



These reports shall take the form of:-

(A)  advice notes 

(B)  position papers

(C)  response to national initiatives/questionnaires

(D)  proposals for action by the full body, the Executive Board and other Groups

(E)  proposals for additional Group work in the current year (costed as necessary).

of these (A) to (C) should be posted on the SCONUL website

Any Representative shall have the right to inspect the full text of any unpublished Group papers on application to the Secretary of SCONUL.

7.8  Each Group shall be assigned space on SCONUL’s website and shall appoint a web coordinator (who need not be a member of the Group).  Group Chairs and Secretaries shall ensure that web coordinators post on the website, promptly after meetings, not only the minutes of meetings but also summary reports of such meetings (recording major actions and decisions taken) and any other material likely to be useful to SCONUL members.  These documents shall also be sent to the SCONUL Secretary for report to the Executive Board.  Chairs and Secretaries shall also be responsible for alerting lis-sconul and/or other appropriate e-mail lists to current matters of interest, and where possible writing about them for SCONUL Focus
