UK HECA National and Regional 

Guidelines and Procedures

UK HECA Network

The UK Home Energy Conservation Association (UK HECA) is a network consisting of energy officers from 12 regional forums from across the UK (Nine English regions, Northern Ireland, Scotland and Wales). Members of each region elect a Chair to hold the post for a minimum of one year. The regional chair automatically becomes a full member of the HECA Executive.

The Network was primarily established to support local government Home Energy Conservation Act (HECA) officers, who have responsibility for reporting progress on the Act, but membership is also open to energy organisations within the UK. The network is supported by the HECA Secretariat.

Membership

Membership of the HECA network is free to all energy organisations (see criteria below). Membership provides: attendance at quarterly regional meetings, Network website access (and job advertisement), quarterly newsletter, dissemination of information, discounted rates at the Annual National Home Energy Conference, annual awards scheme.  There is no annual membership fee; however it is at the discretion of regional forum as to whether they charge an annual subscription fee.   

Membership is open to the following organisations:

I. All Energy Conservation Authorities throughout the UK

II. Sustainable Energy Centre’s
III. Energy Efficiency Advice Centre’s
IV. Local Energy Support Team officers of the Energy Saving Trust

V. Charitable energy organisations providing impartial activity and/or advice on energy matters within the energy  sector

Associate Members

Membership for associates (private organisations) is at the discretion of the HECA Executive and will be granted as appropriate. These organisations will not have voting rights
HECA Executive

The HECA Executive is an executive board that consists of the twelve regional forum chairs. The executive board maintains a work strategy and decides on the core activities and work programme on an annual basis. When required the executive can form working groups to take forward activities. A working group can consist of a chair (from the executive), members of the board and/or members of the Network. 

AGM, EGM and Executive Meetings

The Executive board holds an annual general meeting and quarterly executive meetings. The AGM is held annually on the first day of the Home Energy Conference in May. Executive meeting dates are set for one year at the first meeting in March.  All other meetings, other than the AGM and Executive meetings, are Extraordinary General Meetings. All meetings must have a quorum (33% of the twelve regional chairs) of chairs present before business can proceed and decisions ratified.

Voting

At meetings each regional chair has one vote on behalf of their region. If required, chairs can vote by proxy, either in writing or through another chair. The chairman should be informed of any voting by proxy before the meeting. The chairman does not cast a vote unless there is a tie where s/he will have the casting vote.  
HECA Chair

The Executive appoints a national chair every three years to support the Executive and its work plan. The national chair can be elected from the Network, but usually from within the Executive. The role includes managing the annual work programme, over seeing the core activities of UK HECA and supporting the national secretariat services. The chair must attend and chair the AGM, executive and extraordinary meetings. The role is assisted by a vice chair and the national secretariat.  

Chairs Nomination

To fulfill the position of chair nominees must: 

a)   be a full member of the HECA Network

b) be in a permanent contract of employment by an ECA
c) fulfil the criteria set out in the job description

Nomination forms, along with the description of the role and guidelines and deadline date, are sent by email to all members via the normal dissemination route. Applicants must be self nominated and the nomination forms to be seconded by at least one senior figure from within their council. Nomination forms are sent back either by email or post and are verified by the secretariat. The final decision will be made by a judging panel, consisting members of the executive, and the decision announced by the current chair or vice chair. A judging panel, consisting members of the executive, will make the final decision and the decision announced by the current chair or vice chair.
UK HECA Ltd

UK Home Energy Conservation Association (UK HECA) Ltd succeeded the HECA Fora after that organisation was disbanded in 2006.  UK HECA Ltd was set up to provide a corporate entity for the HECA Executive and is a not-for-profit company limited by guarantee. It carries out the same functions and provides the same service as the HECA Fora did, and It is anticipated that UK HECA Ltd will soon apply for charitable status.   

Directors

UK HECA Ltd currently has three directors but could have more, all are members of the HECA Executive. Directors have the usual legal responsibilities of a Director within UK HECA Ltd but have no additional rights on the Executive, other than their role as regional chair/representative.  

Company Secretary

This post is currently held by the HECA Secretariat manager Stewart Conway and thus has no voting rights. The company secretary does not have any voting rights unless appointed from within the Executive. 

Treasurer

An independent Chartered Accountant was appointed company treasurer, ensuring that company accounts are accurately maintained and remain transparent. The position is appointed every three years. The treasurer does not have any voting rights unless appointed from the Executive and does not attend meetings unless specifically requested by the Executive. 

UK HECA Secretariat

The secretariat is employed by UK HECA Ltd to provide services on behalf of the Executive. The secretariat assists the national chair in implementing the annual work programme and core activities, as set by the Executive, as well as providing support for the regional HECA groups and its members. 

Secretariat Role

· Management and administration of the secretariat services

· Organise and administer the annual conference (events, training, launch etc as and when required)
· Finances (prepare income & expenditure accounts, balance sheets and reports).

· Meetings (AGM, Exec, EGM, sub groups, rep for UK HECA)

· Devise draft strategy, work programmes (sec and exec)

· Reporting – monthly, financial and annual review

· Dissemination of information, respond to consultations

· Single communication point for the UK HECA network
· Liaise and support executive, regional forum and its members

· Maintain and update databases

· Assist in sourcing funding

· Projects and research – as and when required directed by executive
· Graphic design, including quarterly newsletter, promotional literature etc
· Website development/maintenance and IT services 
Secretariat appointment

The HECA Executive shall appoint an appropriate organisation as Secretariat to be the central unit for organising and coordinating UK HECA activity, administration and events. UK HECA shall be responsible for meeting the reasonable costs incurred by the Secretariat. 

a) The secretariat contract is ongoing, subject to funding and performance, and is reviewed annually at the AGM. The executive determines the length of the secretariat contract but it can be indefinite provided the executive elects them annually.

b) If service ceases with current contractor the contract will be tendered. A tender document will be developed and sent to interested parties; responses will be sent to the national chair who will, with the assistance of a working group, choose an appropriate short list. Short listed organisations will be interviewed and a final decision made.

c) Appointed organisations will have a probationary period of three months, with reviews every three months for the first year.  

Structure

The structure of the Network is defined for dissemination purposes only and consists of different levels. 
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Regional Forum
Each regional forum consists of a chair, vice chair, secretariat and its members who work within the regional boundary. Some regions may have other active roles, such as treasurer, executive/committee board etc. Regions hold regular meetings and often host training days and conferences. 
Role of regional Chairs and vice chairs:

a) Attend quarterly Executive meetings and AGM

b) Attend and chair quarterly/bi annual regional meetings

c) Attend training days as and when required

d) Devise and deliver HECA Executive’s core activities and annual work plan

e) Assist in securing funding to continue the role of UK HECA Ltd

f) Influence and be a part of governments strategic decision making policy

g) Chair and/or sit on working/steering group as and when required

h) Secure funding for regional secretariat services, meetings and activities

i) Provide two way communication between government and HECA officers

j) Provide members with information about legislation, funding etc

k) Support regional forum and HECA officers 

l) Share good practice examples

m) Promote and market UK HECA Ltd , the HECA Network and HECA officers

n) Develop and promote partnership working with neighbouring local authorities, public and private sector, government organisations, charities etc

Procedures for Election of Regional Chairs and Vice Chairs

a) Chairs and vice chairs must be from a local authority under a permanent contract of employment.

b) Chairs have to attend a minimum of two regional and three HECA Executive meetings, but ensure that the vice chair is briefed to attend meetings in their absence.

c) All local authorities within the region (Energy Conservation Authorities) must be invited to be in the election process.  

d) Nomination by post (email): The election for these posts to be held annually by postal (or email) nomination. Postal nomination papers should be circulated by the secretariat to all members in the region stating the deadline for responses. Each local authority will have one vote. Nominations should be collated and counted by the secretariat.  Certified results will be issued to each chair to announce at the next meeting. If there is a tie the current chair will have the casting vote. 
e) Election at meetings: Election for these posts to be held annually. Prior to the meeting nomination forms should be sent to all members of the region stating the deadline for responses. The secretariat will collate the nomination forms and advise the chair of the candidates. At the meeting the current chair will ask members to cast a vote on nominations. There is one vote per local authority. In the event of a tie the chair will have the casting vote.   

Regional Secretariat
The regional secretariat carries out services as directed by the regional HECA forum members and its chair. The secretariat is key in the dissemination of information and also organisation of meetings and events. 

Role of the Regional Secretariat 

a) Provide point of contact for regional members

b) Disseminate relevant information provided by the chair, national secretariat, partners, colleagues etc

c) Maintain full up-to-date contacts list of all local authority HECA officers within the region, submitting them regularly to the national secretariat

d) Collate and develop agenda seeking final approval from the chair

e) Send notification  of meetings, agenda and supporting documents 

f) Organise venues, speakers, equipment, refreshments etc for meetings

g) Take meeting minutes and disseminate

h) Update and maintain the regional web page on the website

i) Organise regional conferences, events, training days etc as and when necessary

j) Liaise with partners in the development of regional projects 

k) Assist the chair in securing sponsorship (if necessary)

l) Liaise and support HECA officers, answering queries when requested 

m) Keep financial records (if no treasurer is in place)

n) Organise training, as and when directed by the regional chair

o) Promote UK HECA, regional forum, national and regional conferences, newsletter and network website

Appointment of a Regional Secretariat
a) The role of regional secretariat can be undertaken by any energy organisation (public or private) chosen by the regional forum. The role can be tendered, contracted or services renewed annually as the region sees fit. 

b) The secretariat role can be indefinite provided the region re-elects them each year, there are many advantages in continuing a successful secretarial service. However if required the region can decide to amend this provision annually.

c) Payment for facilitating the secretariat services and/or administration costs will be judged by each individual region and allocated accordingly. 

Structure of the Regional Forum
a) The structure of each regional forum must include all the local authorities within that region who should be invited to attend the two/four meetings per year, one off which can be the UK National Home Energy Conference. It is up to the groups to decide how best to co-ordinate the regional activities and if this is done by the secretariat or an executive board elected by the regional group and working through the secretariat.

b) Within each region there may be other groups which should have a method to feed into the regional forum; these groups may be from other local authorities, housing associations, county councils, health authorities, Fuel Poverty groups, Trade associations, utilities, EEAC’s, LEST etc.

c) The structure of membership is for the regional forum to decide at the local level -in discussion with its members, however the ethos of partnership development and consultation with key players should not be overlooked. Even where local authorities fail to attend regional meetings they should still be circulated with information and consulted by email or fax by the secretariat.

Procedures for Regional Meetings

a) Dates for meetings should be set one year in advance and the dates/venues posted on the regional web page of the website.

b) All members of the regional forum should be notified four weeks prior to the meeting with an agenda and any discussion papers.

c) Following the meeting minutes shall be circulated by the secretariat within 14 days, including a copy of all relevant hand out papers, and a copy of the minutes uploaded onto the regional web page of the website. 

d) The regional chair shall provide feedback from the last executive meeting and any other relevant information.

Disputes and Arbitration

In the situation where a dispute arises within a region which cannot be resolved by the regional chair the following arbitration may be implemented by the regional chair:

a) The HECA Executive will be invited to resolve the dispute by implementing a sub committee made up of three regional chairs, but excluding the region in dispute.

b) Should any authority feel aggrieved by this decision they can ask for the matter to be discussed by the executive.
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