3.2.2 SEEBF COMMUNICATIONS GROUP – TERMS OF REFERENCE
1. The Aim

To provide the South East England Biodiversity Forum with a specialised body aimed at  

· improving the promotional activities of the Forum;

· ensuring that the Forum’s outputs, aims and key messages are communicated in order to maximise its impact and effectiveness and reaching relevant stakeholders and interested parties;
2. The Purpose of the Communication Group

· To provide communications guidance for the Forum for example opportunities to participate in conferences, seminars, events, etc.;  
· Set and maintain a standardised high quality for all communications materials produced by the Forum
· Provide strategic communications and public awareness support for the partnership through media releases etc
3, Membership

3.1 Membership to the Group is open to any member of SEEBF

3.2 The group will be composed of a minimum of 3 and a maximum of 6 members.
3.3. The membership of the group will be reviewed annually by the SEEBF executive

3.4 The Chair of SEEBF or the Regional Biodiversity Coordinator may attend any meeting
4. Meetings
4.1 The group will meet a minimum of once a year with the option for additional meetings if and when required.

5. Organisation
5.1 Members to nominate a Chair, the post to be re-elected every 2 years;

5.2 As a minimum 8 weeks notice will be given for each meeting;

5.3 The group may invite other additional members to join the group for specific projects;

5.4 An agenda to be sent to all members 2 weeks prior to the meeting.

6. Reporting

6.1 The Chair will report back on the activities of the group at SEEBF Executive meetings.

7. Document Review

7.1 These ToR can be reviewed and updated by the SEEBF Executive as and when required.

