MEMBERS FORUM – TIME ZONE
Terms of Reference

Charter Objectives:

· To create templates of best practice within the time zone.

· To identify and address drivers for change that are relevant to the industry within the time zone.

· To hold conferences, meetings, seminars and discussions within the time zone.

· To consider other items of interest in support of the objectives of the Charter.

Board specific:

· To make recommendations to the full Members Forum.
· To nominate a proportion of members to the full Members Forum, in accordance with proportional representation. 
· To develop strategies for improving engagement and communication with the membership and public at large within the time zone.

General
· To regularly review the Corporate Plan to ensure its delivery within the time zone. 
· To co-opt additional persons to work within the Members Forum time zone as required to undertake specific tasks for a specified period of time. 
· To regularly review the remit, composition and performance of Members Forum time zone. 
· To report to and be represented on the Members Forum including preparation of an annual business plan and budget for the time zone. 
Key Topics – highlighted in discussions
UK & Ireland

· Industry relevant items

· Strategic issues

· Identify areas of best practice

· Board and Committee reports

· Branch ability to raise items.

International

· Strategic / International issues

· Industry issues – particularly those with local effect

· Knowledge management and exchange

· Education and research issues

· Development within the time zone.

· Recognition of qualifications. 
Chair’s Job Description

The duties of a Members Forum Time Zone Chair are as follows:

COMPLIANCE:

· To ensure that the Members Forum time zone complies with the Royal Charter and any other relevant legislation or regulations. 

· To ensure that the Members Forum time zone pursues all objectives and applies all resources solely in pursuance thereof.

LEADERSHIP AND TEAMWORK

· To contribute actively and effectively to the Members Forum time zone. 

· To give firm strategic direction to Members Forum time zone by working in accordance with their Terms of Reference, reviewing relevant policy, defining goals and setting targets.

· To Chair the Members Forum time zone meetings. 

· To declare any conflict of interest whilst carrying out the duties as Chair.

· To ensure that the time zone reports to the full Members Forum. 

REPRESENTATION AND IMAGE
· To safeguard and promote the good name and values of the organisation.

· To represent the organisation at events and meetings.

· To abide by the equal opportunities policy.

GENERAL

· To be a Corporate Member of the CIOB.

· To use any specific knowledge or experience to assist Members Forum time zone in reaching sound decisions. 

· To keep updated about the activities of the organisation and the wider issues which affect its work. 

MEMBER’S JOB DESCRIPTION

The duties of a Members Forum Time Zone member are as follows:

COMPLIANCE:
· To help to ensure that the Members Forum time zone complies with the Royal Charter, pursues all objectives and applies all resources solely in pursuance thereof. 

LEADERSHIP AND TEAMWORK
· To attend and contribute actively and effectively, to the Members Forum time zone.

· To help to ensure the Members Forum time zone works in accordance with their Terms of Reference.

· To offer appropriate contribution and make considered judgements as a member of the Members Forum time zone.

· To declare any conflict of interest whilst carrying out the duties related to the time zone.

REPRESENTATION AND IMAGE
· To safeguard and promote the good name and values of the organisation.

· To abide by the equal opportunities policy.

GENERAL

· To be a member of the CIOB. 

· To serve on the Members Forum time zone in the capacity determined by the composition. 

· To ensure CIOB members in the Forum member’s constituency are adequately informed of the work of the Members Forum time zone. 

· To use any specific knowledge or experience to assist the Members Forum time zone in reaching sound decisions. 

· To participate in other tasks that may arise from time to time as designated.

· To keep updated about the activities of the organisation and the wider issues which affect its work. 

Composition – UK and Ireland (APPROVED BY COUNCIL – April 2008)
· Chair / Representative of each CIOB Branch covered by the time zone (UK & Ireland) – term of office 1 year. (A substitute may attend if the chair / representative is unavailable)
· One additional representative from each CIOB Branch covered by the time zone – term of office 3 years. (A substitute may attend if the representative is unavailable)
Composition – Asia / Pacific time zone
Term of office – 1 year.
· Chair / Representative from each Branch – China, Hong Kong, Singapore, Malaysia, Australia
· Representatives from formally constituted centres – 

· 
China – North, South, East and West

· 
Australia – NSW, QLD, Vic, WA, NZ

+ 
· Up to 10 members apportioned according to the number of members in each country/area. 
Term of office – 3 years.

Composition – Africa time zone
Term of office – 1 year:

· President of CIOB Africa +
· Representative from each formally constituted centres – (e.g. Western Cape; Gauteng; KZN; PE; Free State; Botswana etc)
Term of office – 3 years

· Up to 10 members proportioned across the time zone and based on the number of members present within the areas of responsibility.
Composition – Europe time zone
Term of office – 3 years.

· Up to 10 members proportioned across the time zone – Suggested composition should include representatives from as many countries as possible (Italy, France, Germany, Spain, Turkey, Poland etc)
Note: As the membership of this time zone increases, the composition could be altered to a structure similar to Africa.  

Composition – Middle East / India sub-continent time zone
Term of office – 3 years.

· Up to 10 members according to the proportion of members present in countries that are part of the region. Suggested composition is: 

UAE = 5; Qatar = 1; Bahrain = 1; Oman = 1; Sri Lanka = 1; India = 1; Pakistan = 1

Note: As the membership of this time zone increases, the composition could be altered to a structure similar to Asia / Pacific Rim  
Composition – Americas time zone
Term of office – 3 years.

· Up to 10 members in proportion to the number of members in the time zone, as follows:

US = 4;  Canada = 4; Caribbean =  2

Note: As the membership of this time zone increases, the composition could be altered. The time zone members will 2 delegates to represent the Time Zone at Members Forum (Chair and Deputy Chair) to represent the time zone
For All Time Zones:
Up to 3 co-opted members for a specified period of time and purpose.

Members may serve a maximum of 2 terms. 

Transitioning Period – of the 10 members with a term of office of 3 years, 3 will serve for 1 year, 3 for 2 years and 4 for 3 years. The procedure for deciding which representatives will serve for what period is to be determined amongst the time zone Members Forum (see note below)
Electing the Chair

· Time Zone to elect amongst themselves a candidate for Chair on an annual basis.
· Full Members Forum to review the nomination and appoint as appropriate. 

· Chair may serve a maximum of 2 terms. 
· Time Zone to elect a Vice-Chair from amongst themselves on an annual basis. 
· Vice Chair may serve a maximum of 2 terms. 

Number of meetings:

Time zones usually will hold 1 meeting per year to be conducted electronically or teleconference with administrative support provided by CIOB HQ. Meeting should be organised prior to the Members Forum in June every year to allow the time zones representatives to appoint/reappointing the relevant Chair/Vice Chair, allow for discussion of topics that the time zone intends to put forward to the Members Forum, follow up by the Chair on reporting to be provided to the Members Forum. (Suggested time for conference call is March/April every year)
Members Forum Representation in detail based on membership proportion per time zone (figures June 2010)
	Zones
	UK and Ireland
	Europe
	Africa
	ME/India SC
	Asia Pacific
	The Americas
	Total

	Number of members
	35417
	361
	1252
	550
	5121
	325
	43026

	As % of total membership
	84%
	0.8%
	2.7%
	0.7%
	11.1%
	0.7%
	100%

	Member forum Branch/region representatives
	12
	0
	1
	0
	5
	0
	18

	Zone representation based on proportion of members
	12
	2
	2
	2
	4
	2
	24



	Total number of members at Forum
	24
	2
	3
	2
	9
	2
	42




