
Annex A

IUCN UK National Committee

Invitation to tender for provision of Secretariat services to the IUCN UK Committee

1.
Preamble

1.1
Bodies are invited to tender for the provision of Secretariat services to the IUCN UK National Committee.

1.2
The UK Committee of IUCN is a partnership comprising representatives of the UK Government, the Statutory Agencies and various NGOs, working to encourage cooperation among all IUCN members in the UK
 so as to facilitate their contribution to the programme and governance of IUCN, both within and beyond the UK (where UK members have some legitimate interest or concern). It has a formal Constitution that governs its actions, with an elected Executive to run its business.  It currently has 33 subscribing member organisations.  The Constitution and Rules of Operation are appended as Annex B.

2.
Period

2.1
The period for the provision of secretariat services will be from 1st April 2009 to 31st March 2012 inclusive; a hand-over period from the current Secretariat during March 2009 is anticipated.

3.
Tasks

3.1
The composition of staff providing the secretariat services can be flexible but is likely to comprise a Head of Secretariat to oversee the functioning and delivery of the service and staff to provide administrative support to the Committee and to act as a point of contact for the membership.  The following duties will be provided as part of the secretariat services.

i.
Each year, organising one annual general and one general meeting of the IUCN UK Committee.  Secretariat tasks involve agreeing the agenda and papers with the Chairman, distributing them to all members, booking the venue, arranging for any election of members, arranging appropriate refreshments, taking and distributing minutes and undertaking any necessary follow-up work such as preparing letters for Chairman’s signature.


ii.
Each year, organising four meetings of the Executive of the IUCN UK Ctte (ExCo) at times to be agreed with the Chairman.  Secretariat tasks are arranging venues if necessary (note that these meetings are frequently held by teleconference), taking and distributing minutes and undertaking any necessary follow-up work.


iii.
Advising on the development and implementation of the UK Committee work programme.


iv.
Providing a contact point and liaison service for IUCN affairs relevant to the IUCN UK Committee, especially between the IUCN Regional Councillor for Western Europe/IUCN Headquarters and the committee members, promoting further membership of the IUCN UK Ctte and briefing new members, and circulating membership material to all members.


v.
Managing on a day-to-day basis the bank accounts of the IUCN UK Ctte.  The Secretariat will work with the Treasurer to provide financial statements to ExCo and annual general meetings, and for auditors.  The Secretariat will also collect subscriptions and assist with the administration of any fund-raising activities.  


vi.
Maintaining and updating the website (http://www.iucn-uk.org) as the main means of communicating with the members.


vii.
Maintaining and updating the membership database and contact information.


viii.
Providing an annual evaluation and review of Secretariat performance against targets agreed by ExCo.

ix. Providing telephone, posting, computing, fax, email, web site, photocopying services and file and archive maintenance.
x.
It is anticipated that providing secretariat services should not exceed on 
average 12-18 hours per week.

3.2
Additional tasks may be undertaken by mutual agreement.  This may include providing additional secretariat support under agreements with UK Committee partner organisations.
3.3
In order to enable the Secretariat to carry out these tasks, the IUCN UK Committee shall:


i.
extend to the Secretariat all necessary assistance to aid the Secretariat’s contribution to the monitoring of the work programme of the IUCN UK Committee and reporting on progress to each ExCo meeting.


ii.
cause the mailing address of the IUCN UK Committee to be with the Secretariat for the duration of this Agreement.


iii.
appoint a Treasurer for the IUCN UK Committee.  The Chairman, plus one of the Treasurer and one other nominated signatory shall have authority to sign cheques in settlement.


iv.
ExCo members shall approve all ExCo minutes prior to their publication, first as draft and then as final minutes, on the website.

4.
Liability

4.1
The liability of the Secretariat shall be limited to the standard liability afforded its own staff through their employing agencies.  

4.2
On financial matters, the liability of the Secretariat shall only extend to the legal and competent management of the accounts on behalf of the Committee, as overseen by the Treasurer.

5.
Supervision

5.1
The Head of Secretariat shall report to the Chairman of the IUCN UK Committee, or such other Officer(s) as shall be nominated by the Chairman.  The books of account shall be available for inspection at any time by the Treasurer or other officer of the IUCN UK Committee.

5.2
The Head of Secretariat shall report immediately on any potential financial problems, abnormality and/or irregularity to the Chairman and/or Treasurer.

6.
Confidentiality and Conduct

6.1 The Secretariat or any person, firm or Corporation associated with the Secretariat, shall not at any time during the period of this Agreement or after its determination without the previous consent in writing of the IUCN UK Committee, disclose to any person, firm or corporation (other than any officer or employee of the IUCN UK Committee) the identity of any of the suppliers or customers of or any confidential information relating to the operation of the IUCN UK Committee.

6.2
The Secretariat may not publish any results from the work carried out under this Agreement without the prior approval of the IUCN UK Committee, and these results shall be the property of the IUCN UK Committee.

7.
Determination

7.1
Either Party may serve 90 days written notice to terminate this Agreement.  In the event of termination by either party, the Secretariat shall be remunerated in whole for any outstanding costs incurred on behalf of the IUCN UK Committee.  All assets purchased by the IUCN UK Committee shall remain the property of the IUCN UK Committee and may be removed from the applicant’s premises at the IUCN UK Committee’s discretion.

8.
Application

8.1
Applications of interest should be sent to the current IUCN UK Committee Secretariat (at the address given below), in an envelope marked 'SECRETARIAT TENDER' in the top, left-hand corner, to arrive no later than 7th January 2008.

8.2
The successful applicant will be contacted before 28th February 2009.
8.3
Transfer of Secretariat information and property will take place during March 2009.

For further details please contact:

IUCN UK Committee Secretariat

c/o Joint Nature Conservation Committee

Monkstone House

City Road

Peterborough

PE1 1JY

Telephone: 01733 866844

Email: iucn@jncc.gov.uk

Website: http://www.iucn-uk.org

Annex B
Constitution of the UK Committee for the International Union for 

Conservation of Nature and Natural Resources

(UK Committee for IUCN)

1.
Title


The full title of the unincorporated association shall be "The UK Committee for the International Union for Conservation of Nature and Natural Resources". The short title shall be "UK Committee for IUCN", hereinafter termed 'the Committee'.

2.
Preliminary Points


a)
Nothing in this Constitution should contradict the regulations and Statutes of the International Union for Conservation of Nature and Natural Resources (IUCN) which will take precedence over it.


b)
Members


All IUCN member organisations, who are domiciled or otherwise located in the United Kingdom are eligible for membership in the Committee subject to the subscription conditions set out below. IUCN cooperating bodies, members of IUCN Commissions and IUCN staff domiciled or otherwise located in the UK may participate as non-voting associates. 


c)
Secretariat

The expression 'Secretariat' shall mean such an organisation or group of people as is from time to time contracted by the Committee to carry out functions on its behalf in pursuit of the Committee's objectives (Section 3 below).


d)
Executive Committee

The Committee shall select from its number an executive committee in the manner prescribed below (Section 5) to carry out certain functions on its behalf (Section 6).


e)
Rules of Operation


The Rules of Operation form a part of this Constitution. They shall be implemented by the Executive Committee and may be amended from time to time by the Executive Committee as required to ensure the efficient, fair and transparent operation of the Committee. Any amendments to the Rules of Operation made by the Executive Committee shall be recorded in the reports of their meetings and shall enter into force following the next General Meeting of the Committee provided that no Member has lodged an objection in the meantime. Any such objection shall be considered by the Committee at its next General Meeting. A Member may request an amendment to the Rules of Operation by giving written notice to the Executive Committee or at a General Meeting. Any amendments or objections to the Rules of Operation entered by a Member shall be adopted by consensus.

3.
Mission and Objectives

 MISSION STATEMENT


To encourage co-operation among all IUCN members in the UK so as to facilitate their contribution to the programme and governance of IUCN, especially within Europe.

OBJECTIVES


a)
To assist IUCN (that is to say, its members, Commissions, Headquarters, regional structures and other networks) to meet its objectives in the UK, including mobilising support for IUCN's international programme.


b)
To work on issues within the scope of IUCN that have implications beyond the borders of the United Kingdom and in which the members in the UK have some legitimate concern or interest.


c)
To facilitate the work of members in the UK towards IUCN objectives provided the Committee is satisfied that there is no other forum that is more appropriate to the issues in hand.


d)
To ensure that the UK members' views make an effective contribution to the work of IUCN including regional events, activities and meetings, meetings of Council, the General Assembly and a World Conservation Congress and any other processes that are established from time to time.


e)
To disseminate IUCN policy positions, publications, reports and information about the work of the UK Committee throughout the UK as necessary.

4.
Meetings


a)
The Committee will meet at least twice per year. One of these meetings will constitute an Annual General Meeting at which the business of the Committee will be conducted. The AGM will consider 


(i)
any business brought before it by the Executive Committee; 


(ii)
the annual budget, workplan and accounts;


(iii)
the election of members of the Executive Committee;


(iv)
such other business as members may have notified by the giving of at least 21 days notice to the Secretariat.


b)
Extraordinary general meetings may be called by unanimous agreement of the Executive Committee or at the request of one third of the members. Notice of an EGM shall be given at least 21 days in advance.


c)
Notice of the AGM together with a request for nominations for election to the Executive Committee shall be given at least four weeks in advance.


d)
The quorum for a General Meeting will be 10 voting members. There will be no proxy votes and all decisions will be taken by consensus except for elections and necessary business items. Recognising that the UK Government membership of IUCN comprises the Government and the five environmental agencies all with statutory responsibilities in accord with IUCN's mission, each of these agencies is entitled to vote on UK business at the UK Committee. Their voting entitlement does not extend beyond the UK to include for example the World Conservation Congress, and the Pan European Forum.


e)
At the Annual General Meeting the election of the Chair and four members of the Executive shall be determined by secret ballot. The Chair of the Committee shall be the Chair of the Executive.

5.
Officers of the Executive Committee


a)
The Executive Committee will consist of five individuals elected from the membership according to the Rules of Operation and up to two individuals to be co-opted by the elected five, having regard to national balance. The Executive Committee should include at least one individual from each of:


(i)
The UK Government;

(ii) The statutory conservation agencies (Joint Nature Conservation Committee, English Nature, Scottish Natural Heritage, Countryside Council for Wales and Countryside Commission); and


(iii)
The other members of IUCN


b)
Such members of the IUCN Council acting in the capacity of regional councillors or Commission chairpersons, who are normally resident in the UK will be ex officio members of the Executive Committee with no vote. 

c) The Executive Committee shall meet at least twice per annum, a quorum being four members.

6.
Responsibilities of the Executive Committee


The Executive Committee shall conduct the business of the Committee between meetings, and will report to the membership on activities at least once a year. The Executive Committee shall propose an annual budget and a work plan and shall receive accounts which have been audited or form part of a set of audited accounts. The budget and accounts shall be submitted to the Committee for approval.

7.
Secretariat


a)
The Executive Committee shall appoint a Secretariat to the Committee. The appointed Secretariat shall also be appointed to act as an agent for the Committee with respect to income and expenditure, but in that case no liability shall fall on the Committee unless expressly provided for.


b)
The Secretariat will maintain a bank account on behalf of the Committee.


c)
In addition it will provide a Secretary to all meetings who shall not be a member of the Executive Committee. Its other duties will be set out in terms of reference and a contractual agreement as determined by the Executive Committee.

8.
Subscriptions


The level of subscription to the Committee will be determined on an annual basis by the AGM. Any member failing to pay on two consecutive years shall not be entitled to vote until the arrears have been paid.

9.
Termination


In the event of a termination of the Committee, the net assets of the Committee will be transferred to IUCN.

10.
Limit of liability


Save as provided in the article titled 'Secretariat', the members of the Committee will hold members of the Executive Committee fully and effectively indemnified against all losses, claims, damages and liabilities incurred by the members of the Executive Committee in connection with their duties as such members other than arising from fraud or wilful default.

11.
Amendment of the Constitution


The constitution may be amended, repealed or added to following 21 days' notice with circulation in advance, by a resolution of a General Meeting carried by consensus of those present.

ADOPTED by the Extraordinary General Meeting of 28 February 1995

AMENDED by the General Meeting of 30 May 1995

AMENDED by the Annual General Meeting of 3 February 1999

AMENDED by the General Meeting of 22 October 1999

RULES OF OPERATION FOR THE

UK COMMITTEE FOR IUCN

These Rules of Operation are made under Clause 2(e) of the Constitution of the UK Committee for IUCN. Nothing in these Rules shall contravene or take precedence over the Constitution of the UK Committee for IUCN or the Statutes of IUCN – The World Conservation Union.
Membership Classes and Benefits

1 
The Committee shall have five classes of membership: 

(a)
Members

(b)
Affiliates

(c)
Commission members

(d)
IUCN Officers and Secretariat

(e)
Observers

2.
Members are those organisations whose registered address is in the United Kingdom and who have satisfied the Executive Committee that they are currently voting members of IUCN. Public bodies which have responsibilities for the conservation of nature or natural resources and which are recognised by the Department of Environment, Transport and the Regions (or its successors), as members of IUCN under the UK State Membership, shall be deemed to be members of the UK Committee for IUCN. Members have the following rights:

(a) 
to be informed of and attend General Meetings of the Committee and to cast a vote;

(b) 
to be elected as the Chairman of the Committee or as a member of the Executive Committee or appointed to any of the Committee’s working groups or to serve as a focal point;

(c)
to receive and have access to information produced or held by the Committee on behalf of IUCN;

(d)
to participate in the workplan of the Committee.


A Member may be represented at General Meetings by more than one person, but only a single vote may be cast.

3.
Affiliates are those organisations whose registered address is in the United Kingdom and who have satisfied the Executive Committee that they are currently Affiliate members of IUCN. Affiliates have the following rights:

(a) 
to be informed of and attend General Meetings of the Committee;

(b) 
to be elected as a member of the Executive Committee or appointed to any of the Committee’s working groups or to serve as a focal point;

(c)
to receive and have access to information produced or held by the Committee on behalf of IUCN;

(d)
to participate in the workplan of the Committee.


An Affiliate may be represented at General Meetings by more than one person.

4.
Commission members are those individuals for the time being residing in the United Kingdom who have satisfied the Executive Committee that they are currently members of a Commission of IUCN. Commission members have the following rights:

(a) 
to be represented at and attend General Meetings of the Committee;

(b) 
to be a appointed to any of the Committee’s working groups or to serve as a focal point;

(c)
to have access to and receive on request information produced or held by the Committee on behalf of IUCN;

(d)
to participate in the workplan of the Committee.

5.
IUCN Officers and Secretariat are those individuals elected to the Council of IUCN, and the employed staff of IUCN representing the Director General. IUCN Officers and Secretariat have the following rights:

(a) 
to be informed of and attend General Meetings of the Committee;

(b) 
to be a member of the Executive Committee ex officio or appointed to any of the Committee’s working groups or to serve as a focal point;

(c)
to have access to and receive on request information produced or held by the Committee on behalf of IUCN;

(d)
to participate in the workplan of the Committee.


IUCN Officers and Secretariat may be represented at General Meetings by more than one person.

6.
Observers are those organisations or individuals who have satisfied the Executive Committee that they have a close working relationship with IUCN, or who are appropriately qualified for and likely to seek voting or affiliate membership of IUCN. The membership status of an Observer will be reviewed on an annual basis by the Executive Committee. Observers have the following rights:

(a) 
to be informed of and attend General Meetings of the Committee;

(b) 
to be appointed to any of the Committee’s working groups or to serve as a focal point;

(c)
to have access to and receive on request information produced or held by the Committee on behalf of IUCN;

(d)
to participate in the workplan of the Committee.


An Observer may be represented at General Meetings by more than one person.

Membership Conditions

7.
The members shall abide by the Constitution and Rules of Operation for General Meetings of the Committee in good faith.

8.
Each class of membership may be requested to pay to the Committee single or annual contributions or other periodic sums and accept the terms and conditions of membership or any changes of them and to pay other fees or sums for the use of any of the facilities, activities or services of the Committee as the Executive Committee may from time to time determine.

Meetings

10.
The Executive Committee shall convene a meeting at a date falling from between 1st January and 31st March inclusive in every calendar year as its Annual General Meeting at such a place as may be determined by the Executive Committee, and shall specify the meeting as such in the notices calling it.

11.
The Executive Committee may whenever they think fit convene a General Meeting, and General Meetings shall also be convened on the requisition of at least ten Members.

12.
At least twenty-one days’ notice in writing shall be given of every Annual General Meeting, and at least twenty-one days’ notice in writing of every other General Meeting (exclusive in every case both of the day on which it is deemed to be served and of the day for which it is given). The notice shall specify the place, the day and the hour of the meeting, and in the case of special business the general nature of that business.

13.
All business shall be deemed special that is transacted at a General Meeting, and all business that is transacted at an Annual General Meeting shall be deemed special, with the exception of the consideration of the income and expenditure account, and the reports of the Executive Committee, and the election of Executive Committee members in the place of those retiring. The approval of any special business or resolution or recommendation or other like matter binding upon the Committee shall be adopted by consensus of those present and eligible to vote.

14.
No business shall be transacted at any General Meeting unless a quorum is present when the meeting proceeds to business. Save as herein otherwise provided five Members having the right to attend and vote personally present or by proxy, or one quarter of the membership, whichever is the least, shall be a quorum.

15.
Each Member eligible to vote shall have one vote only.

Election of the Chairman and Executive Committee
16.
The Chairman of the Committee shall be elected for a single term of three years. This office shall be honorary. In the penultimate year of the Chairman’s term, a Chairman-elect shall be elected at the appropriate Annual General Meeting. The office of Chairman-elect shall be honorary. The Chairman-elect shall succeed the retiring Chairman. A nomination for Chairman-elect may be made by any eligible voting Member, providing the nomination is approved by the candidate concerned and supported by one eligible voting Member as a seconder, and notification thereof deposited in writing at the Office. The opening date for nominations in the relevant year shall be 1 September and closing date 30 November.

17.
Nominations for members of the Executive Committee may be made by any eligible voting Member, providing the nomination is approved by the candidate concerned and supported by one eligible voting Member as a seconder, and notification thereof deposited in writing at the Office; the opening date for nominations shall be 1 September and the closing date 30 November.

18.
An Executive Committee member elected or co-opted to the Executive Committee in whatever capacity or office, or combination of such, shall not normally serve for more than six consecutive years. This period may be extended by approval of the Committee.

19.
The Executive Committee shall circulate nomination details for the Chairman and Executive Committee members (not being co-opted members) standing for election together with the notice of the Annual General Meeting. In the event of more than one nomination being made for any available position, the Executive Committee shall also include an appropriate postal ballot form with the notice of the Annual General Meeting, listing the candidates concerned. Ballot forms shall be returned to the Office not later than forty-eight hours before the appointed time of the Annual General Meeting in a sealed envelope bearing on the outside the signature and IUCN membership number of the Member voting. The Executive Committee shall appoint two tellers to determine the result of the ballot, which shall be duly announced by the Chairman of the Executive Committee at the appropriate point in the agenda of the business of the Annual General Meeting. The retirement and installation of the Officers and members of the Executive Committee shall take effect from the announcement of the ballot results during the business of the Annual General Meeting at which they were elected.

Committee Working Groups 

20.
The Committee may establish Working Groups consisting of such persons as the Committee thinks fit including co-opted external consultants to fulfil or promote such functions and activities of the Committee as may be required.

21.
The Chairman and members of any Working Group shall be appointed annually and none shall normally serve for more than three years consecutively.

22.
The Executive Committee shall set and periodically review the terms of reference of any Working Groups established. A Working Group may be accorded a title appropriate to its functions, including task force, task and finish group, working group, panel and so forth.

23.
The quorum of any such Working Group shall be three, not including any employees of the Committee who may be present or serving as secretary to the Working Group, and at least six days’ notice, or in the case of an emergency not less than twenty-four hours notice, shall be given of the convening of a meeting at a time and place set by the chairman upon his own initiative or by the demand of two other members of the Working Group.

24.
In the event of any irreconcilable disagreement between members of a Working Group, the Committee shall be informed of the situation.

Focal Points

25.
Whenever the Committee may think fit, a person may be appointed as Focal Point to coordinate or inform members on issues relating to the programme of IUCN or the workplan of the Committee. The role of the Focal Point shall be reviewed annually by the Executive Committee and renewed, modified or discontinued as appropriate.

Workplan

26.
The Executive Committee shall establish, maintain and monitor a three-year rolling workplan that sets out the current and proposed activities of the Committee in relation to the implementation of the Objects and the IUCN programme within and beyond the United Kingdom.

� UK is taken at all times to include the Overseas Territories and Crown Dependencies






