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CHECKLIST FOR LOCAL ASSOCIATIONS
PLANNING MEETINGS AND COMMUNICATIONS WITH MEMBERS
This checklist is designed to help you plan agendas for meetings to ensure that items of business requiring a decision at a quorate meeting can be discussed by members at the appropriate times.
	Step 1:
	Plan meetings for the whole academic year

	Step 2:
	Within four weeks of the start of the Autumn term the Local Association should send a letter to every full member at their home address, notifying them of the meetings for the year and the agenda items as above. You may wish to use this template letter and meeting schedule.
Your Regional Centre will send out this mailing for you if you wish.
You can claim reimbursement of the cost of this mailing from the National Union.
If you do not use your Regional Centre to post the mailing, you need to keep a copy of the letter and record the date of posting.

	Step 3:
	a) Ensure letter sent to every full member in the Autumn term in Step 2 includes the following agenda items:
i) Nominations for National Officer positions
Junior Vice-President (deadline noon 4 November 2016)
Honorary Treasurer (deadline noon 4 November 2016)
ii) Motions for Annual Conference 2017 (deadline 21 November 2016)
iii) Nominations for Standing Orders Committee (deadline 27 February 2017)
iv) Nominations for National Executive Member/s (deadline noon 7 April 2017)

NB: If you hold your meeting before 3 November 2016 you will meet all of the deadlines for submission of nominations which require a quorate meeting.





	Step 3:
	b) Ensure the meeting of members held in the Spring term includes the following items on the agenda:
i) Confirmation of Elected Representatives for Annual Conference 2017 (deadline for registration is 3 March 2017)
ii) Nominations for National Executive Members (if not made in the Autumn term - deadline noon 7 April 2017)
iii) Amendments  to Conference motions (deadline 27 February 2017)
iv) Nominations for Standing Orders Committee (if not made in the Autumn term - deadline 27 February 2017)
This meeting will need to be at least 28 days after the closing date for Elected Representative nominations therefore no earlier than 3 February 2017.

	Step 4:
	Once Step 1 and Step 2 (including Step 3(a) and (b)) have been completed make sure this letter is sent to any new members joining the Local Association during the term.

	Step 5:
	Send reminders of meetings to members. These do not need to be to be sent to members’ home addresses – emails/mailings to schools will suffice providing the original all-member mailing, including the details in Steps 3(a) and (b) was sent to members at their home addresses at the start of the year.


	
A briefing document, together with the 2016-17 Key Dates document giving further details has also been provided on the website if required.
Forms for National Elections and Annual Conference will be available on the NASUWT website at the appropriate time in accordance with the timetables above.
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