Engage Employment Solutions Ltd

Engage Partnership Procedure

1. Meetings

<<Update Engage Meetings Spreadsheet and website with and meeting details>>

Pre Meeting

· Identify member prepared to host meeting, provide refreshments and take Minutes

· Send Agenda and Registration form 7 days before meeting

· Speak with host to check arrangements 7 days and 1 day before

Meeting

· Name badges

· Sign In

· Agenda

· Previous Minutes

· Three activities from Engage Employment Solutions

Post Meeting

· Check Minutes. Send out on EE Forum and upload to website (upload zip file)

2. EE Forum

· Go to: http://engagesolutions.org.uk/mailman/admin/forum_engagesolutions.org.uk/general
· Password is Claire’s original

· To add a member: Click on ‘Membership Management / Mass Subscription’, add one e-mail address per line and ‘Submit Changes’

· To remove a member: Click on ‘Membership Management / Membership List’, tick ‘unsub’ against the entry and ‘Submit Changes’

· To post an e-mail on the forum, send to: forum@engagesolutions.org.uk
· To approve a post, click on link, add Claire’s original password, tick approval

3. EE Directory

· Ensure that the EE Directory is updated with all new/removed members

· Upload new copy to website

4. New Members

· Membership is renewed annually and runs from January to December

· The cost is £150.00 for a full year and £75.00 for 6 months (June–December)
· Send out an invoice for the amount and add the details to the finance spreadsheet 

· Once paid (cheque to Claire to pay in bank), update the finance spreadsheet, add the member’s details to the Engage Meetings Spreadsheet, update the EE Directory, add the organisation’s link to the website and add them as a member to the EE Forum
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