3.2.5 SEEBF CONSULTATION, POLICY GROUP - TERMS OF REFERENCE

1. The Aim
To coordinate and manage the development and sign off (by the SEEBF Exec) of responses to consultations and draft policies that relate to regional biodiversity on behalf of SEEBF
2. The Purpose of the Consultation, Policy Group
· Keep an update time table for consultations that SEEBF are planning to respond to. This timetable will form the quarterly report provided to the SEEBF exec. 
· Coordinate the drafting of responses to consultations and draft policies on behalf of SEEBF

· Manage the sign off of these responses by the SEEBF exec
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 and will include the line manager of the Regional Biodiversity Coordinator

3.3 One additional place will be available at each meeting to any member of the SEEBF who wishes to attend the meeting.  This arrangement has to be agreed in advance with the group’s Chair.

3.4 The Group will be chaired by the Regional Co-ordinator subject to annual group approval. 
3.5 The Chair of SEEBF may attend any meeting
4. Meetings 
4.1 Meetings will be set up in response to consultations 

5. Organisation
5.1 Normally a minimum 2 weeks notice will be given for each teleconference;

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

5.3 An agenda to be sent to all members 1 week prior to the teleconference.
5.4 Normally a minimum of 5 working days will be given for the SEEBF Executive to comment on and sign up to a consultation.  

5.5 A consultation response will only be considered approved by SEEBF if a minimum of 10 members of the Exec endorse the response
6. Reporting

6.1 The Chair will report back on the activities of the group at SEEBF Executive meetings. The timetable of consultations will form the quarterly report provided to the SEEBF exec. 

6.2 The consultation group will take a judgment on which consultation to respond, subject to specific requests from the SEEBF Executive.  

7. Document Review

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

