Terms of reference of NESG Executive committee. October 2014
These are adopted annually at the start of each term of office (April).

Aims of the group:

1. To help foster mutual support amongst sessional GPs and reduce isolation

2. To improve access to information about work opportunities and educational opportunities

3. To liaise with local and national organisations regarding issues facing sessional GPs

4. To promote the role of sessional GPs within General Practice and strive to maintain a good reputation for the sessional GP

Purpose Executive committee:

a) To provide mutual support to executive officers

b) To take practical organisational decisions or develop proposals for consultation and oversee significant changes with the aim of ensuring the smooth running of NESG aiming to reduce the time spent on group admin/business at members’ meetings.

c) To adjudicate and agree action on any problems arising within the Group, including matters such as members who have or may bring the Group into disrepute. (In the most serious cases sanctions might include expulsion of Group members, and the Committee reserves the right to take such action and would normally expect to refund in full the Membership Fee for that year for any Member expelled)

The following are not appropriate for individual executive members to carry out:

· giving statements to the media on behalf of the group

· giving any type of personalised advice to members, especially with regards to employment advice or locum rates

· arbitrating between members and practices

· spending significant amounts of NESG money without consultation of members

· making constitutional decisions without reference to the membership

· changing the website without consultation within the executive

Specific responsibilities of  Elected executive officers:

1. Chairman: Chairs Exec meetings, writes to and fields queries from other organisations, overseas all activities - including annual elections, induction of officers, communications with membership.  

2. Minutes Secretary: Takes minutes at NESG general meetings and executive meetings. Types them up, and after agreement of exec circulates them via the website. 

3. Treasurer: Supports the NESG administrator with any membership queries. (The administrator now handles applications, checks documents, banks cheques and activates members.)  Produces annual accounts. Ensures payment of group expenses by cheque (venues, stationery, secretarial costs, officers’ expenses and so on).

4. Website manager: Liaises with our website programmer over any updates or problems. Contact point for NESG members who experience any difficulties with website. Consults with exec over any proposed developments. Supports exec officers in updating static pages of the website where help is needed and alters backend privileges of different exec members as determined by the exec committee and chairman to enable them to carry out their roles. Website developments requiring expenditure will be approved by the executive and members.

Website access 

1) All content added to the website will be checked with the executive.

2) Vacancies and events will be moderated and activated by a group of volunteer members to ensure no offensive material is uploaded. 

3) Access to the back end will be determined by role within NESG and subject to agreement within exec bearing in mind the need to ensure careful handling of content and data.

4) Officers will confer with other executive members before sending out emails to the membership and obtain consensus.

5) Other details of access will be determined by consensus within the executive and decision duly justified and shared/minuted.
Confidentiality

EXEC officers will be mindful of the need to keep meeting content and discussions confidential until minutes are published and  to observe any instructions given regarding sensitive matters which have been discussed.

Appendix 2: 
Members obligations and members meetings

NESG members’ meetings:

1. Will occur at least 4 times a year. 

2. All members can propose agenda items to the chair. Agendas will be circulated at least 5 days in advance. Agenda items submitted through the chairperson.

3. Minutes, where available, are circulated once accuracy has been checked by exec officers present. 
Duties of members:
Members must
1. Complete an online application form

2. Pay an annual subscription

3. Be a either a qualified GP or a GP trainee/registrar 

4. Be able to demonstrate point 3 (providing documentation or verifiable online on GMC website)

5. Provide an email address so that correspondence can be sent electronically, advise the Group of any change of email address

6. Ensure they maintain their membership preferences up to date 

7. Ensure that if they are suspended they remove themselves from the NESG locum list

