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ALARM

DRAFT 

GUIDELINES FOR COUNTRY, REGIONAL 

AND SECTOR GROUPS

1. INTRODUCTION:

Country, Regional and Sector Groups (hereafter referred to as ‘Groups’) are an important element of ALARM and are actively encouraged and supported. However, there is a need for suitable co-ordination, administration, and resource management of all ALARM Groups, if the maximum potential benefits are to be realised.

Country and Regional Groups have been established to facilitate and deliver networking and learning opportunities to ALARM members within defined geographical areas.  

Sector Groups are established where there are sufficient numbers of ALARM members in a particular professional sector, or type of public service organisation, that justifies separate/specialist delivery of events and CPD opportunities to members.  

As at January 2008, ALARM comprises the following Groups:

Country Groups – Northern Ireland, Scotland and Wales;
Regional Groups in England – East Anglia, Midlands, North East, North West, South East and South West;

Sector Groups – Police Service and Fire & Rescue Services.

2. 
PURPOSE / TERMS OF REFERENCE:

Each Group is required to produce its own Terms of Reference (ToR’s) relevant to its aims and objectives which, at minimum, demonstrate:

a. How the Group will facilitate members and other interested parties to network, and to share experience, knowledge and good practice in risk management
b. How the Group will support growth in ALARM membership

c. (Sector Groups only) How the Group will develop, co-ordinate and deliver  specific product(s) in the specialist sector, within a time bound period

Note that ‘interested parties’ can comprise both ALARM and non-ALARM members. The inclusion of external resources, such as co-opted specialists, representatives from other professional associations, sponsors, etc. is encouraged, but working arrangements must be agreed at the outset, and any contractual issues approved by the ALARM Chief Executive.

In addition all Group activities must:

d. Support the Vision of ALARM as ‘the UK voice for public service risk management’

e. Support one or more of the ALARM business planning objectives

Groups may also wish to demonstrate such in their ToR’s

3. OUTPUTS:

Each and every Group must have clear objectives that can be delivered as tangible outputs, such as:

a. Workshops, seminars, briefings and/or presentations

b. Publications, such as guidance notes

c. IT based outputs, such as training modules, guidance, etc.

These are provided as examples; the list is by no means exhaustive, and suitable alternatives will be considered.

4. GOVERNANCE:

a. The Group Chairperson is responsible for ensuring that all activities are undertaken in accordance with the governance arrangements operated by the Board.

b. There must be reciprocal reporting procedures between the Board and the Group.

c. The Group must comply with all relevant ALARM Policies and Procedures (which can be accessed from the ALARM website).  The ALARM Secretary should be contacted where there is any doubt.
d. Country and Regional Group membership is open to all members of ALARM and to ALARM Platinum / Gold / Silver / Bronze (local) Corporate Sponsors, although participation in events and activities will depend upon invitation, availability and/or any practical constraints. 

e. Sector Group membership is potentially open to all members of ALARM within the specific professional sector and/or type of public service organisation and to ALARM Platinum / Gold / Silver Sponsors, although participation in events and activities will depend upon invitation, availability and/or any practical constraints.

f. Any and all potential commercial and/or contractual issues must, so far as is possible, be formally addressed at the outset or, if already running, as soon as they are identified, with any contractual arrangements, whether verbal or written,  subject to approval by the Chief Executive.

g. All contracts for goods or services are subject to the ALARM Contract Procedure Rules.

h. Sector Group membership is also open to non-members, providing there is due justification, but working arrangements must be agreed at the earliest opportunity, including the likes of intellectual and actual property rights of any end products (partnership working, joint badging, etc. is perfectly acceptable, but must be defined and agreed in advance, and subject to approval by the Chief Executive)

i. All financial transactions must be undertaken in line with the ALARM Financial Regulations, and subject to Finance Committee approval where applicable, unless already agreed in the annual funding submission.

j. All products, publications and events information must conform to the ALARM corporate style, unless other arrangements have been formally agreed. Advice and assistance are available from the Marketing & Communications Manager

k. All activity involving corporate sponsors must be in accordance with ALARM’s policy on Corporate Sponsorship.  Guidance is available from the Chief Executive

l. The ALARM Board may formally request that a Group be reviewed at any time, but such should be based on a performance related reason and/or a governance issue, and should have a clear objective where practicable, such as disbanding, reorganisation, changing the chairman/members, though at times the initial objective of such a review may simply be to identify problems, options and solutions.

5. ADMINISTRATION:

a. The formation of a Sector Group must be approved by the Board, and should be initiated using the form at annex A, which will be retained as a reference, with the Boards decision recorded in the relevant Board minutes

b. All Groups must elect a Chairperson, who must be a full member of ALARM

c. The Group can make other appointments as appropriate, such as a secretary, webmaster, etc. but such should be accompanied with defined responsibilities. 

d. The financial implications and/or funding requirements relating to the formation of a new Sector Group must be submitted to the Finance Committee as a bid for approval, separate from the approval of the Sector Group formation, as outlined in 5a.
e. The Group Chairperson will be responsible for the preparation and delivery of an annual report, which will include a review of activities, a detailed outline of future plans and a funding bid.  This should be in line with the ALARM Funding Bid Guide and reporting template.
f. The Group must provide and maintain information to be posted on the ALARM website relating to the group’s activities, membership and points of contact, with the aim of keeping the wider membership informed. It is recommended that a Group member be specifically allocated this responsibility but, if no-one is allocated, the Chair will automatically assume responsibility for meeting this requirement.

g. The Group can use the ALARM weekly e-alerts to draw members attention to forthcoming meetings and/or new material on the website as appropriate

h. All Groups should give consideration to inviting ALARM Platinum, Gold, Silver and any local Bronze Corporate sponsors to send a representative to any Group meeting where they are able to contribute relevant experience and expertise. The Group Chair will be responsible for determining how, and if, such will be initiated, and should consult the Chief Executive for advice if required. Any such representatives may not hold office within the group, nor exert undue influence on the work of the group

i. Notwithstanding 4h above, the Group will make available complimentary places, at events open to the membership, as per the terms of each ALARM Corporate Sponsorship agreements

j. The Group may invite non-members to attend events open to the membership.

k. The involvement of any member of the group is on a voluntary basis and ALARM will not be responsible for any expenses incurred unless previously approved as part of a funding and/or an exceptional bid

l. Sponsorship for venues and hospitality may be sought from other organisations, providing such imposes no formal and/or contractual obligation on ALARM, or its members, infers any bias in the Group activities, or in any way influences the Group actions and output. If in doubt approval should be sought from the Chief Executive.

m. The Chief Executive should be involved at an early stage in the development of any guidelines, publications or membership surveys that the Group intends to produce, or any other tangible activities of the group, in order to ascertain and provide the necessary level of support from the ALARM secretariat.

n. The Marketing and Communications Manager should also be involved at the early stages in the development of any events and/or tangible outputs to advise and assist on ensuring the most effective means of marketing and communications.
o. Use of the ALARM name and logo is restricted to ALARM centrally and to ALARM Groups, unless permission is sought and agreed, or such use forms part of a corporate agreement with ALARM.
p. Acknowledgement of sponsorship for any events and/or tangible outputs from Groups must be in line with ALARM’s individual Corporate Sponsorship agreements.
6. SUPPORT:

The ALARM Board is keen to encourage the work of its Groups and will consider the provision of:

a. financial support

b. administrative support, including website and e-mail communications

c. marketing, communications and PR advice and assistance

d. support with venue and event bookings, as may be necessary.

However, such will be subject to an approval process as appropriate, and Groups are encouraged to identify resources as accurately as possible at the outset to facilitate efficiency. Clearly any supplementary and ongoing bids can be submitted as required, which will be duly considered as appropriate.

7. SUMMARY:

As previously stated Country, Regional and Sector Groups are an important element of ALARM and provide invaluable opportunities and outputs that benefit ALARM, its members and wider audiences.

This guidance has been developed to assist those running and participating in Groups, whilst acknowledging that different Groups may experience problems complying with all the requirements listed. In such cases advice should be sought from the Chief Executive in the first instance, and the Board of Directors can approve exemptions, where justified. However, no Group may be established without Board approval, which will be recorded in the minutes; any contractual arrangements must be approved by the Chief Executive; and any funding requirements are subject to separate approval by the Finance Committee.

Annex A to: Guidelines for Country, Regional and Sector Groups
REQUEST FOR SECTOR GROUP FORMATION

This request should be completed as fully as possible and submitted to the ALARM Board of Directors for approval. It is appreciated that in the initial stages several details may not be available and/or will change as the group is established, so may have to comprise supplementary information, but as much information as possible should be included to ensure the Board is best placed to make a decision.

1. SECTOR GROUP DETAILS:

	Sector Group Title:
	

	Proposer details
	Name:
	

	
	Contact Details:
	

	Aim of Sector Group:
	

	Proposed outputs:
	1
	

	
	2
	

	
	3
	


2. RESOURCES:

	Estimated resource requirements:
	Financial
	

	
	No of mtgs
	

	
	Other
	

	
	Other
	

	Funding bid to follow
	Yes/No (delete as applicable)


3. COMPOSITION:

	Composition (if known):
	Chair
	

	
	Secretary
	

	
	Treasurer
	

	
	Webmaster
	

	
	Other
	


4. REPORTING AND APPROVAL:

	Reporting mechanisms:
	Link to Board (who?)
	

	
	Annual report 
	Yes/No (delete as applicable)

	Date request submitted to Board:
	

	Date approved by Board (relevant board minutes)
	

	If rejected by Board, date and reason
	


Important: No Sector Group may be formed unless approved by the Board, which will be recorded in the appropriate minutes, and any financial bids are still subject to separate approval by the Finance Committee.

Annex B to: Guidelines for Country, Regional and Sector Groups

ALARM POLICIES AND PROCEDURES

The following policies and procedures are available to download from the ALARM website.

List to be completed


Annex C to: Guidelines for Country, Regional and Sector Groups

ALARM CONTACT DETAILS

Membership and Financial Issues / Equipment Loan / Event bookings, etc.

ALARM Administration
E: admin@alarm-uk.org
T: 01395 519083

Marketing and Communications Advice & Support / ALARM Matters

Linda Collins, Marketing Communications Manager

E: linda.collins@alarm-uk.org
T: 0141 353 5059

General Guidance / Corporate Sponsorships

Dr Lynn Drennan, Chief Executive

E: lynn.drennan@alarm-uk.org
T: 0141 353 5059
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