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WHAT IS AFFILIATION?

As from 2009 Affiliation lasts for two years.

Many associations are composed of a central part and a conglomeration of Groups scattered around the country. In these instances, this means that the local Groups may act in two capacities:

· As an independent local Group, i.e. where their actions and decisions only have an effect upon their own membership. This means that they are fully autonomous and naturally this means that they take the full responsibility of their actions. It also means that they are independent financially, raising their own money and dealing with their own expenses.

· As an integral part of the parent association, i.e. where their actions and decisions have an effect upon the entire association membership. This means that they are entitled to participate in and be supported by the central association.

In order for the second capacity to function, the central Group has a duty to ensure that each local Group who wishes to participate in this manner is indeed an extension of the association. In other words, the local Group has to have the same structure, duties, function, and responsibilities as the parent association. Only when this has been established may a Group be affiliated to the central association.

So, affiliation is the process whereby Groups apply to be recognised as a part of the whole association, following the same aims and objectives and fulfilling those aims and objectives in the same fashion as the central association, i.e. by having the same (or a very similar) Constitution.

WHAT ARE THE ADVANTAGES?

Groups who can offer solid evidence that they are true ‘splinters from the main’ then share the work and the benefits of the whole association. Affiliated Groups are able to:

· Receive Minutes of Executive Meetings

· Receive Mailbox Memos and all circulated emails 
· Receive notification of updates on Group Guidelines (now available on web)
· Attend Local Officers Workshop at conference (travel costs will be refunded for one local officer who is not attending the conference)
· Contact details, Group news and diary dates published in Column and website
· Merchandise with NBE logo and name of Group can be purchased e.g. memory sticks and polo shirts (contact NBE office for details)
· Use of NBE logo on identified Group activities [see GG8.3]
Other benefits may be added to this list as Group needs are identified further.

HOW TO GO ABOUT BECOMING AFFILIATED

Any local Group which wishes to take advantage of the benefits offered by affiliating to National Back Exchange must submit a Group Affiliation Application Form (see page 6) by the 11th July to the NBE office accompanied by the following:

· A full membership list with all names, addresses, contact details and up to date NBE membership numbers.  NBE office will check all lists submitted (see guidance notes below).
· A list of the Group officers with names, addresses and contact numbers (including Chair, Vice Chair, Secretary, Membership Secretary and Treasurer).
· A copy of the Group’s constitution and the date it was adopted by the Group.
· A copy of last bank statement with a financial report signed by the Treasurer for the previous twelve months (please note that accounts with balances over £1,000 must be independently verified by an accountant – see guidance notes below)
· An annual return of the Group’s activities (see guidance notes below) to include current dates of local Group meetings and a brief outline of previous events to be posted on affiliated Group area of the website.
N.B. Groups will be given the opportunity to submit missing information, but please note that once the annual deadline is passed, affiliation would not be awarded for that year.

GUIDANCE ON MEMBERSHIP LIST 
All members of local Groups must also be current members of National Back Exchange and membership status will be checked during the affiliation process. Groups will be advised of the outcome including the names of members who are not on the membership database. The NBE Office can be contacted for details on membership prior to submitting the application.
GUIDANCE ON GROUP CONSTITUTION

Each affiliated local Group must have a written constitution to demonstrate they reflect the aims of National Back Exchange. If there are any changes to the local Group e.g. a change in name, the constitution will need to be amended and re-submitted during the next affiliation application. An example of a constitution can be found in GG1.1 of the Group guidelines now available on-line in the affiliated local Group section in the members’ area of NBE website.
GUIDANCE ON FINANCE ASPECTS
The Treasurer of the Local Group will keep a running record of the current finances and submit an annual report at the AGM. This report supported with a copy of the most recent bank statement is required for affiliation purposes. It is recommended that local Group finance records are kept for six years.
Where the local Group do not make any charges e.g. through local subscriptions or study day contributions, there is no need for the post of Treasurer or a report. A statement to this effect is indicated on the affiliation form.

However, where the Group operates accounts with a final balance in excess of £1,000, this must be independently verified by an accountant who has been appointed by the membership at the AGM.
Groups are advised to spend their excess funds for the benefit of their members as soon as they are able as carrying funds in excess of those needed for the annual running of the Group would suggest that they were not needed. It depends on your Groups constitution how you go about doing this but one of the ways is to formally agenda and ask your members to put forward small projects that needed funding and discuss them at a business meeting or AGM and the one(s) you can afford can be adopted using a voting process. Other methods that may be considered are to use the money to fund an external speaker for the Group or to reduce or suspend the annual subscription for the following year(s).

GUIDANCE ON ANNUAL RETURN 

The benefits of an annual return are that members can access on the website Local Group activities, plans and diary dates for the coming year, the names of the committee members of the Group and how to contact them.  Groups may wish to include application forms, terms of reference and constitutions.

The style of submitted information is entirely up to each Group.  However, there are a number of do’s and don’ts to take into consideration:
DO’s - please include:

· Contact details of all of the officers of the Group. 

· As much information as possible on Group meetings, including venues, dates and times

· Charges for visitors should be noted

· How potential members can join

· Any information, such as constitutions, should be up-to-date and accurate

· Information in either Word or PDF format, (although application forms should be provided in Word format) 

DON’Ts - please do not include:

· Personal opinions

· Educational material

· Any commercial material such as logo’s, telephone numbers, etc  (unless you are detailing a venue)

· Equipment / product evaluations

· Advertisements

NBE reserves the right to decline Group information if the contents are deemed inappropriate. Should such information be unsuitable for inclusion on the NBE website, the sender will be informed by email.
FURTHER INFORMATION

If you require further information about a certain area please contact either your Regional Officer or the appropriate member of the National Executive [see below].  They will be only too pleased to help as it is in the whole association’s interests that the local Groups benefit as much as possible from affiliating.

· Constitution


National Chairman or National Secretary

· Membership Lists              National Membership Secretary

· Accounts


National Treasurer

A FINAL NOTE:

Please do not confuse affiliation of Groups with the individual constitutional rights of a member. 

Constitutionally it is immaterial whether you are a member of a local Group (affiliated or otherwise) if you are a member of National Back Exchange. Your status as a member implies that you have accepted the association aims and objectives and this then gives you the rights and responsibilities as given in the constitution, such as the right to vote.

NATIONAL BACK EXCHANGE
LOCAL GROUP AFFILIATION TIMETABLE
	21st April 2011
	Affiliation Packs sent to all Local Groups 



	6th June 2011
	Affiliation reminder sent to all Local Groups



	11th July 2011
	Cut-off date for Local Group applications



	8th August 2011
	Cut-off date for ‘missing items’  to be returned (documentation not submitted)



	5th September 2011
	Groups informed of successful affiliation (Regional Officers will inform Groups in writing)



	Annual Conference

2011
	All affiliated Groups will be formally congratulated on their affiliation status at the conference




After 8th August no Affiliation will be awarded if the correct documentation has not been received

Affiliation Period [2 years] – 1st September to 31st August

PLEASE SEND ALL AFFILIATION PAPERWORK TO:  

National Back Exchange, Linden Barns, Greens Norton Road, Towcester, Northamptonshire NN12 8AW
	GROUP AFFILIATION APPLICATION FORM 2011/2013


Please send this form with your Affiliation paperwork
NAME OF GROUP: ………………………………………………….…………………………….… 
would like to apply for NBE affiliation and enclose the following documents to support the application: (please tick all enclosed documents or x if not applicable) 
· COMPLETE MEMBERSHIP LIST with names, addresses, contact details and up-to-date NBE membership numbers (see sample form at end of pack)

· FULL LIST OF GROUP OFFICERS and contact details (including Chair, Vice Chair, Secretary, Membership Secretary and Treasurer - see sample form at end of pack)
· COPY OF LAST BANK STATEMENT WITH A WRITTEN FINANCE REPORT COVERING THE LAST 12 MONTHS signed by the Treasurer and/or
· For final balances of over £1,000 verified accounts signed by accountant 
· No accounts held within Group


· ANNUAL RETURN OF GROUPS ACTIVITIES including contact details, future meetings and report on last years events (see notes). An electronic version for the NBE website will be requested on successful affiliation
· COPY OF GROUP’S CONSTITUTION (this is only required if a new Group is being set up or amendments have been made to your local Group Constitution since your last application e.g. name change)
· I also agree to submit any requested missing information before 8th August for the Group application to be considered

Local Officer submitting this paperwork: 
	Name:


	Signature:

	Group Office

Held:
	Date:

	Email:


	Tel:


Please send all affiliation paperwork by to: National Back Exchange, Linden Barns, Greens Norton Road, Towcester, Northamptonshire NN12 8AW

GROUP MEMBERSHIP LIST


	NAME (block capitals) and address 
	NBE Membership Number
	NBE Membership Subscription

2011/2012 paid

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):

	
	
	

	Email Address:

	Telephone Number(s):


Please photocopy this form as required
LOCAL GROUP OFFICER CONTACT DETAILS
	Group Officer Name (block capitals)
	Address 

	Chair

	

	
	Email Address:

	
	Contact Telephone Number:

	Vice Chair


	

	
	Email Address:

	
	Contact Telephone Number:

	Treasurer


	

	
	Email Address:

	
	Contact Telephone Number:

	Secretary


	

	
	Email Address:

	
	Contact Telephone Number:

	Membership Secretary


	

	
	Email Address:

	
	Contact Telephone Number:

	Group Officer

	

	
	Email Address:

	
	Contact Telephone Number:


























Name of Group:
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