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Guidelines for Special Symposia (including retirement meetings) within the ACB North West Region
These guidelines have been produced to clarify the position of the ACB North West (ACB NW) Region with regard to meetings arranged within the Region but independent of and in addition to the ACB NW Regional meetings program, such as special symposia and meetings organised to recognise the career of a retiring ACB NW member.

The ACB NW Region holds 4 regional meetings per year:
January 

Ian Ward Members’ Papers meeting

March


Annual General Meeting

Summer

Summer scientific meeting

Autumn

Autumn scientific meeting

Additional meetings cannot (usually) be included within the regional meetings programme; however organisers of special symposia or retirement meetings to be held in addition to the regional meetings programme may request endorsement of the meeting by the ACB NW Region. Such requests must be made to the Meetings Secretary at least four months prior to the meeting. Endorsement of such a meeting should usually be a formality unless the proposed additional meeting date clashes with an existing ACB meeting (see below). 
In cases where endorsement is given organisers may use the wording “in association with the ACB North West Region” on any advertisements, printed materials or electronic materials in connection with the meeting. The following guidelines should also be followed.  

Dates

Dates must be checked with the Meetings Secretary and/or Chair to ensure that the meeting does not clash with any other ACB meetings.  These may include ACB NW regional meetings, audit meetings or other regional/national meetings.

Educational content

The proposed theme of the meeting should be discussed with the Meetings Secretary and/or Chair to ensure that there is no overlap with themes of regional meetings.

Advertising 

The meeting must not be advertised as an ACB NW Region meeting. Advertisements can state that the retirement meeting is ‘in association with the ACB North West Region’.  If required, the meeting can be advertised on the ACB North West Region website by contacting the Webmaster of the regional committee.  

Invitations

Email invitations to all regional members must be circulated via the ACB office in order to comply with Data Protection rules. There is a cost for this which will not be covered by the regional committee. Contact with the ACB Office on this issue should be made via the regional Meetings Secretary.
CPD points

Arrangements for CPD points should be made with the ACB office and require prior notification and completion of all relevant paperwork (signed attendance register, evaluation forms, etc.). The regional Meetings Secretary can assist and advise on this. All meetings have to be approved for CPD points prior to any advertising, with 1 CPD point per educational hour.
Costs

The ACB NW Region will not meet costs for special symposia or retirement meetings if the meeting is in addition to the four regional meetings.  Sponsorship must be obtained independently, although it is requested that the regional Meetings Secretary is consulted prior to approaching commercial sponsors in order to avoid approaching the same sponsors. If there is to be a charge for attending the meeting then consideration should be given for trainee subsidy.
These guidelines are designed to benefit both regional meetings and special symposia or retirement meetings and aim to minimise disruption by avoiding clashes in educational content, dates and funding that may lead to reduced attendance/funding.  For further clarification is please contact the regional Meetings Secretary or Chairman. 
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