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TERMS OF REFERENCE FOR THE INSTITUTE OF ROAD SAFETY OFFICERS
January 2011
THE MANAGEMENT TEAM
The IRSO Management Team will consist of the following elected members:

Chairperson

Secretary


Treasurer


Registrar


Training Development Officer

The Chairperson and Secretary shall be appointed by the Directors of the Institute as per the organisation’s Articles of Association. However, members will be requested to indicate their preference of Chairperson and Secretary at the Annual General Meeting through a vote. Directors will take this into account when appointing a Chairperson and Secretary and shall inform all members of the final decision explaining all reasons for the appointments.

The Treasurer, Registrar and Training Development Officer shall be duly elected by member vote at the appropriate Annual General Meeting.

Upon election to their respective posts, the Chairperson, Secretary, Treasurer, Registrar and Training Development Officer will choose a willing member who will become their assistant / vice for the period of their term of office. Prior to each assistant’s appointment, these members will be presented to the Management Team as a whole for ratification.
Each term of office will be 2 years. All elected members are eligible for re-election at the end of their term of office.

At the end of each term of office, members will be requested to submit nominations for each post no later than 30 days prior to commencement of the Annual General Meeting with the appropriate signatures of a proposer and seconder.
CHAIRPERSON RESPONSIBILITIES

The Chairperson will lead the organisation and oversee all activities. The Chairperson is ultimately responsible for the output of the Institute.
The Chairperson will chair all national meetings where available. In the event that the Chairperson is unavailable to chair meetings, he /she will instruct the Vice-Chairperson to act as temporary chair.

Public relations will be the responsibility of the Chairperson. This includes:

· Ensuring the production of IRSO’s quarterly journal

· Keeping the IRSO website up to date

· Providing regular updates for the IRSO Facebook page

· Providing comment for or being interviewed by the press

· Communicating to members via email or in writing

· Other opportunities to promote the Institute as and when necessary
The Chairperson, supported by the Vice-Chairperson, will be the point of contact for the Institute’s official sponsor. All communication with the sponsor must go through the Chairperson unless agreed otherwise.

For any other tasks that may arise during the day-to-day activities of the Institute, the Chairperson will delegate responsibility to an appropriate member or group. 

SECRETARY RESPONSIBILITIES
The Secretary is a statutory role under company law.

The Secretary shall keep full and accurate records of all meetings undertaken by the Institute at both a national and regional level. These may or may not have been written personally by the Secretary. All meeting minutes should be made available to members at the appropriate time and / or upon request by a member.
The Secretary shall make efforts to provide a point of contact for the Institute to allow members and non-members to correspond with IRSO. The may be through hard copy or electronic means. The Secretary should ensure that members and non-members are able to contact the Institute by telephone, however, each caller should be encouraged to provide a summary of the key points of the conversation in writing via hard copy or electronically.
The Secretary will present all correspondence to the relevant national and regional meetings for discussion.

Urgent matters must be directed immediately to the relevant elected officer for their attention.
TREASURER RESPONSIBILITIES
The Treasurer shall cause proper books of account to be kept with respect to:-

· all sums of money received and expended by the Institute and the matters in respect of which such receipts and expenditure take place;

· all sales and purchases by the Institute; and
· the assets and liabilities of the Institute

Proper books shall be kept to provide a true and fair view of the financial state of affairs of the Institute and to explain its transactions.

At the Annual General Meeting of each year the Treasurer shall lay before the Institute a proper income and expenditure account for the preceding calendar year, together with a proper balance sheet made up as at the same date. Every such balance sheet shall be accompanied by proper reports of the Board of Directors and the Accountants or Auditors, and copies of such account, balance sheet and reports (all of which shall be framed in accordance with any statutory requirements for the time being in force) and of any other documents required by law to be annexed or attached thereto or to accompany the same. The Accountants or Auditors' report shall be open to inspection and be read before the meeting.

Accountants and / or Auditors shall be appointed and their duties regulated in accordance with the relevant Section of the Companies Act. 

REGISTRAR RESPONSIBILITIES

Membership
All new applicants must complete a pro-forma application form and pay a Joining Fee.
Grades of membership 

Associate grade is awarded to applicants with no experience, working within the areas of road safety education, training and publicity, accident prevention or sustainable travel. Associate members may use the post-nominals AMIRSO.

Associate 1 -       for applicants appointed to part-time posts; Member grade is available after five years’ Associate membership.

Associate 2 -       for applicants appointed to full-time posts; Member grade is available after four years’ Associate membership.

Associate 3 -     
for applicants with two years’ experience who hold a relevant degree or have successfully completed basic road safety training; Member grade is available after one years’ Associate membership. 

Overseas -        
a non-corporate grade, for applicants who live outside the UK and Ireland and qualifications cannot be verified.

The transfer to Member grade is upon application and dependent on the criteria set out above or achievement of the full Member criteria set out below. Applicants must supply written evidence of experience and qualifications gained since the original offer of membership. There is an administration fee for applications for transfer of grade.

Full Member grade is awarded to applicants achieving the criteria as set out below. Full members may use the post-nominals MIRSO.

1. Holders of a relevant degree.

2. Advanced Certificate in Road Safety Studies.

3. BTEC Professional Development Diploma in Accident and Safety Management.

4. Road Safety N/SVQ level 3 or 4, or non-relevant degree; plus NSTG Phase 2.

Applicants will need to provide a justification for the relevance of their degree in support of their application.

The grade of Fellow is a corporate grade and is offered to individual members of the Institute, that who in the view of the Registrar and selected peers of Fellows have made significant contributions to the Institute or profession. Fellows may use the post-nominals FIRSO.

Honorary Fellowship is a non-corporate grade and is offered to non-member individuals, that who in the view of the Registrar and selected peers of Fellows have made significant contributions to the Institute or profession. Honorary Fellows may use the post-nominals Hon FIRSO.

Selected peers used to agree on the awards of Fellowship and Honorary Fellowship should be geographically representative where possible. Where possible every effort should be made to ensure that both the public and private sector is represented on peer group to ensure that there is a solid understanding of the nominee’s efforts within the profession as a whole.

Members who have retired from their employment and reached the compulsory retirement age can apply to become a Retired Member. Subscription rates will be half the rate of the individual’s previous membership rate at the time of applying for retired status.

Membership application process

All applications should be received by the Assistant Registrar, who then processes the application using the stated criteria and arranges for the banking of any monies received. If there are any queries the application is referred to directly to the Registrar whose decision is final.

The applicant will be informed of the membership grade offered and sent a membership card with their individual membership number (subject to clearance of application fees). The application papers are then sent to the Registrar who keeps the official register of members. The Registrar also arranges for the Membership Certificate to be signed by the Institute’s President and forwarded to the successful candidate.

On the rare occasion an application is refused, the applicant will be advised what is required to gain membership.

Annual membership subscriptions vary according to grade of membership and are subject to annual review. The subscription year is April to March and notices of renewal of membership are sent out December/January immediately prior to the renewal deadline.
New members approved, in the last three months of a membership year, will be credited with the remaining period of that year, plus the following full year and, therefore, will receive their first renewal notice at the end of the first complete year of membership.

All subscriptions must be paid by the end of March each year. Any member who has still not paid by end the of April will be notified that their name will be submitted to the next meeting of the Board of Directors (usually in July) with a view to them being removed from the register of members.

Resignation
Any member wishing to tender his/her resignation should submit it to the Secretary along with their Certificate of Membership.

Expulsion

The Management Team alone shall have the power, by resolution, to expel any member.

The member will be given fourteen clear days notice in writing of expulsion with the option to notify the Secretary that an appeal will be lodged; either in person or by written statement.

Upon expulsion a member shall be liable to pay all outstanding dues and shall return their membership card and certificate plus any Institute property in their possession. 

Re-admission of members

Any former member re-applying for membership may do so, at the discretion of the Assistant Registrar. Such applications will be considered in the same way as a new applicant and do not guarantee reinstatement at the original grade. 

Membership register
A register shall be kept containing the name, grade and contact details of the member. Contact details will only be used for IRSO communication. No contact details shall be passed to any third party without the prior permission of the individual member.
TRAINING DEVELOPMENT OFFICER RESPONSIBILITIES
The Training Development Officer is responsible for ensuring the provision and facilitation of continued professional development within the road safety and sustainable transport industries. This should be achieved through proactive coordination with other related organisations, in collaboration with academic institutes, vocational training providers and through IRSO’s involvement with the National Staff Training Group (NSTG). 

The aim of the NSTG is to:
Provide guidance and quality assurance to employers for the delivery of road safety and sustainable travel qualifications and training.

The objectives of the group are to:

· Identify the training needs of practitioners engaged in the delivery and / facilitation of road safety

· Provide multi-disciplinary road safety and sustainable travel staff with a menu of accredited academic, vocational and professional qualifications and training

· Develop guidance for employers on core and alternative qualifications, knowledge and skills commensurate with appropriate job descriptions for practitioners engaged in the delivery and / or facilitation of road safety

· Determine minimum requirements for the delivery of academic, vocational and professional training and promote these to all training providers

· Design and implement a quality assurance mark / brand which informs employers and employees of what training opportunities meet minimum requirements and encourage training providers to ensure that all continued professional development events meet the minimum standard


The Training Development Officer will ensure that all information relating to training is kept up to date and promoted to practitioners via the IRSO website and through the Knowledge Centre.
The Training Development Officer will also act as the bridge between the Management Team and organisers of IRSO’s annual national conference / seminar.
Finally, the Training Development Officer will work closely with other related road safety and sustainable travel organisations to offer training and career advice to employers and employees, which maintain and increase professionalism within the industry, such as promoting recommended qualifications, training and experience in relation to specific job descriptions.
Equality and Diversity

The Institute of Road Safety Officers shall promote equality and diversity in all its actions relating to the promotion and education and training of road safety in the UK and Ireland. The Institute shall encourage equality and diversity within its membership and shall comply with all aspects of European Equality legislation including local Acts enacted in the UK and Ireland.

Health, Safety and Welfare at Work

The Institute and its Members shall undertake to support and encourage the promotion and implementation of all aspects of the Health, Safety and Welfare at Work Legislation in so far as it applies to all of its Members in the professional capacity within the UK and Ireland.
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