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	CIEEM Member Networks & Special Interest Groups
IN-PERSON Event Submission Form




 Thank you! Volunteers are at the heart of the Institute, and we simply couldn’t do what we do without you. The work that you and your Member Network or Special Interest Group do is greatly appreciated by everyone at CIEEM (including its members), and we wish your upcoming event every success. 
This form should be used to cover all IN-PERSON events (walks/field visits, talks, socials or workshops) led by CIEEM Member Networks and Special Interest Groups. It will be used to create the booking form and for promotion.
EVENT ORGANISERS
1. Please send the form to Guest speakers and ask them to complete Section 2.
2. Please complete Section 1 of the form and submit the completed form (Sections 1 and 2) directly to membernetworks@cieem.net, a minimum of four weeks (20 working days) before the date of the event, to give the Secretariat time to promote the event and manage bookings.

GUEST SPEAKERS
Please complete Section 2 of the form and return it to the event organiser.

Please inform us of any additional (e.g. staff) or VIP guests for in-person events. We will need to add their details to the attendees list prior to the event, for insurance purposes. This will ensure they receive a free space on the event.

Check list:
· Sections 1 and 2 fully completed
· An image for promotion purposes
· A risk assessment (if required)
· A list of additional guests (if any)

	SECTION 1 – to be completed by the event organiser

	Title
	

	Start date/time
	

	End date/time
	

	Member Network or Special Interest Group
	This can be permanently filled in on each group’s template before sending out

	Group contact/organiser
	Name: 
Email: 
Phone (for emergency contact on the day): 

	Joint Event Partner                              (if working with another CIEEM Member Network or an external body)
	

	Region

	

	Event type
(eg, walk, talk, workshop etc)
	

	Pricelist
(choose from list)
	Choose an item.

Note that:
· Ticket sales should aim to cover event costs. 
· Events should only be free to all if agreed with the Secretariat first. 
· If you can’t find a pricing structure that is right for this event, please write a suggestion below the list and we’ll fit this in. 

	Max. no. attendees
(see Section 2 below)
	

	Min. no. attendees
(This figure should include any speakers/organisers specified on this form)
	
It’s important to cover costs, so please consider expenses such as room hire or transport when deciding the minimum number

	Is this event for members only? 
(eg an annual members meeting)
	

	Committee members or other organisers expected to attend free of charge

	Name and email address of each participant:


	Will catering be provided?
(choose from list)
	Choose an item.

If yes, information on dietary requirements will be requested during booking and you must be able to deal with these.

	Expected Costs to CIEEM
(e.g. Speaker fee/donation; travel; catering; venue hire) 

	
Costs are covered from your MN/SIG account, which should be financially self-sustaining. 
Expenditure is recovered through sales of tickets.

	Purchase Order Number
(if required)
	

This can be requested from membernetworks@cieem.net for all purchases over £100. 

	Event Competency Codes
Please pick up to three codes from competencies listed below that are most relevant to this event.
	1. 
2. 
3. 



	Technical: S1 Habitat / species survey design, planning and fieldwork
Technical: S2 Species identification, handling and population size
Technical: S3 Habitat identification, classification and assessment
Technical: S4 Physical environment survey and assessment
Technical: M1 Providing specialist advice on ecological management and/or environmental schemes
Technical: M2 Designing and preparing environmental management, mitigation, restoration and enhancement plans 
Technical: M3 Practical implementation of plans for ecological management and/or environmental schemes
Technical: M4 Livestock management for conservation
Technical: M5 Strategic monitoring, data management and reporting
Technical: M6 Risk management and control during project and/or scheme implementation
Technical: A1 Strategic Environmental Assessment (SEA)
Technical: A2 Habitat Regulations Assessment (HRA)/ Natura Impact Statements (NIS)
Technical: A3 Environmental Impact Assessment (EIA)/ Water Framework Directive (WFD) Assessment
Technical: A4 Ecological assessment including Preliminary Ecological Appraisal (PEA) and Ecological Impact Assessment (EcIA)
Technical: A5 Valuation of the Environment
Technical: A6 Quantifying Biodiversity Gain
Technical: P1 Development of legislation, policies, programmes, strategic plans, guidance or standards. 
Technical: P2 Designing legislation, policy or strategy implementation mechanisms
Technical: P3 Advising on the requirements of legislation, policy and guidance or international standards
Technical: P4 Compliance and enforcement of environmental (and relevant other) legislation, policy and standards 
Technical: SM1 Scientific method design and implementation
Technical: SM2 Analysis of environmental data and modelling
Technical: SM3 Interpretation 
Technical: E1 Developing, delivering and evaluating programmes of learning
Technical: E2 Sharing research findings
Technical: E3 Raising environmental awareness
Technical: E4 Using learning to inform wider professional practice
Transferrable: PS1 Professional standards
Transferrable: C1 Communication
Transferrable: HS1 Creating and maintaining a healthy and safe working environment
Transferrable: F1 Partnership working, consultation and stakeholder engagement 
Transferrable: F2 Inter-disciplinary collaboration
Transferrable: OM1 Managing quality
Transferrable: OM2 Resource efficiency and sustainability
Transferrable: OM3 Managing operations
Transferrable: OM4 Care and service
Transferrable: PRM1 Managing, funding and evaluating projects
Transferrable: IM1 Data and document management
Transferrable: IM2 Information Technology
Transferrable: PEM1 Recruiting and developing people
Transferrable: PeM2 Leadership






GUEST SPEAKERS/LEADERS
Please complete Section 2 of the form and return it to the event organiser.
	Section 2  - to be completed by the Guest Speaker(s)/Leader(s)

	Guest speaker(s)/leader(s)
	Name:
Email:
Phone (in case of problems on the day): 

	Event Summary 
This will appear on the event listing page
(max 50 words) 

	


	Event description

(max 500 words)
	

	About the speaker(s)/leader(s)
Please provide a short bio each 
(max 100 words)


	


	Venue Address, including post code
	

	Directions and Meeting Point
	Please include anything that will help attendees find you on the day. If the event is in a difficult to find location, please consider a Grid reference or what3words tag. This will be included in the event joining instructions.

	Are there any accessibility constraints at the venue?
	e.g. is there wheelchair access or a hearing loop? Is the terrain uneven or steep? Please mention any potential limits to accessibility.

	Event Level 
(choose from list)
	Choose an item


	Is any prior knowledge assumed?
Please give brief details if so
	

	Is any special equipment required
e.g. outdoor clothing, binoculars, hand lens
	




	Risk Assessment
	All in-person events must be associated with a risk assessment.

Do you have an existing risk assessment covering the intended activities at the site/venue, that can be modified with the relevant date and emergency contact details?  Y/N

(If no, you will be asked to complete one)

	Are there any constraints on the maximum number of attendees?
	
e.g., does your risk assessment specify max numbers for safety reasons? Are you limited by room size?

	Image for promotion

Note that if people in your photos are part of a large group (like a wide angle conference shot), we can use the image without needing their specific permission. If the image is of an individual or small group, where people are clearly identifiable, we would need their permission to use the image. Please do not include any images of young people under the age of 18.

	I attach an image (jpeg) for promotion purposes: Y/N

I confirm that any images submitted are either copyright free, or I have obtained permission to use these in connection with CIEEM business.
(Permission can be verbal): Y/N

Photo credit (if relevant): 



	Additional participants
Please list any assisting staff or other colleagues who will be attending so that we can ensure they are correctly booked on to the event.

	Name and email address of each participant:



	Additional Details

	
Use this box to add any additional information about this event that might be useful to the Secretariat, Attendees or Organisers
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