
ROUND TABLE ON INFORMATION ACCESS FOR PEOPLE WITH PRINT DISABILITIES.

GUIDELINES FOR WORKING PARTIES.

A Working Party is a specially constituted group of Round Table members with a task or project which, when completed, will further the objectives of the Round Table.

Working Parties are usually formed at general meetings of the Round Table. Typically, the need for a Working Party is identified from Round Table Executive and Round Table members, and is discussed at the General Meeting. The Executive Committee will determine the number of Working Parties regarding the resources available. Some Working Parties may only require 2 or 3 people.

The recommendation for the formation of a Working Party should contain the following information:

Project Objective.

This will be defined in terms of the agreed outcome. Working Parties usually have a specific focus as an area of research or drafting of guidelines or policy.

Membership.

These are typically Round Table members; external input may be sought for the project if required.

Coordination and Reporting.

Any designated Round Table member appointed by the Executive may coordinate the Working Party. The ultimate responsibility for the project lies with the Executive. Consultation with the Executive is crucial. The Coordinator of the Working Party must report to Executive and provide two periodic reports and also interim reports as requested. The progress reports of the Working Party are to be presented at Executive meetings held between Conferences. Working Party reports will be included in Round Table Newsletters where appropriate.

Time allocation.

The expected life of a Working Party will be influenced by the nature of the task but generally a twelve month commitment is required. More specific projects must be completed by the next Conference. Working Parties with a broader focus may continue to exist beyond the following Conference so the Working Party needs Executive approval if the work is to be continued past the time allocated. The Executive reserves the right at any time to seek information and updates as required.

Funding.

Funds will be approved by the Round Table to support the project, as per the Operational Plan, Area of Finance. Funded items may include: telephone conferences, printing and stationery. If considered essential also meetings, fares, and accommodation.

Administration.

As they are Working Parties, there will be ongoing contact between members for the duration of the project. Contact may include telephone conferences, circulation of drafted material, specially convened meetings, research. It is preferred that contact be by email. If telephone conferences are required, finances are to be checked through the Executive before going ahead.

Intellectual Property.

Any documentation produced by a Round Table Working Party remains the property of the Round Table itself. Individuals or groups may not claim copyright on any documented aspect of the project.

If guidelines / resources are produced by another source, then permission from the Executive is required. Copyright and/or owners permission is to be sought prior to its use for Round Table purposes. Reference lists of other available guidelines and resources used are also to be included as appropriate.


