Institute of Physics and Engineering in Medicine	Policies and Procedures Vol 03 Section 03
Terms of Reference
Scope Editorial Advisory Board
1	Purpose  
1.1	The Scope Editorial Advisory Board will:
1.1.1	Support and advise the Editor of Scope, who is employed by the company which produces and prints the magazine
1.1.2 Guide the strategy and direction of IPEM as a members’ magazine, taking advice from the Editor and publishers
2	Functions  
2.1	The principle function of the Scope Editorial Advisory Board, working with the Editor, is to ensure that a high quality and consistent magazine is produced that represents the membership of IPEM.
2.2	The Board members actively identify potential authors and commission articles, reflecting the range of IPEM’s professional membership reach.
2.3	The Board members aim to ensure that all articles supplied to the Editor comply with all relevant laws such as those re plagiarism and copyright issues. 
2.4 The Board actively promotes the magazine to IPEM members and engages with members to gauge their interest and reactions, and to receive feedback and ideas. 
3	Frequency and conduct of meetings 
3.1	Scope Editorial Advisory Board meets on a regular basis during the magazine’s production process, with IPEM Communications staff in attendance. The Board communicates regularly with the Editor throughout the rest of the year to ensure a consistent flow of articles. 
3.2	A quorum shall consist of one third of the membership.
3.3	In the absence of the Chair (Editor-in-Chief), committee members present shall select a person to chair the meeting.
3.4	The Chair shall ensure formal minutes are made of the meeting. 
4	Communications, decision making and records
4.1	An electronic or paper copy of the agenda and agreed minutes and key papers for each meeting shall be:
•	sent to all committee members 
•	sent to the Institute’s National Office for archiving 
4.2	During a committee meeting, the Chair opens a discussion and will seek to achieve a unanimous agreement on each action/decision.  If consensus cannot be reached then decisions may be made by a “show of hands” using a simple majority decision, subject to a quorum being present. The Chair has the casting vote if there is a tie.
4.3	When electronic communications and decision-making are required prior to the next committee meeting:
a.	the discussion / decision will usually be initiated by the Chair sending an email simultaneously to all relevant committee members. The message may initially seek advice. All discussion responses should be sent “reply all”.
b.	When the Chair judges it to be appropriate (e.g. a consensus view appears to be emerging) a specific proposal will be circulated electronically to all relevant committee members requesting a vote (agree/disagree/abstain) and a deadline for responses will be set (usually a minimum of 3 working days after the request). All decision responses will be sent to the Chair only. The Chair has the casting vote if there is a tie. The deadline for decision may be extended if fewer than the quorum have responded.  The resulting decision will be formally noted at the next committee meeting.
c.	The electronic discussion / voting may be run by another person, on behalf of the Chair, however the Chair remains responsible for ensuring that the decision-making process is transparent, robust and accessible by all committee members. 
4.4	The Chair, in co-ordination with the Institute’s professional Communications staff, shall ensure that:
a.	all the committee’s website communications to the general public and members are informative and accurate and are prepared and approved in accordance with relevant Institute policies.
b.	the content of the committee’s webpages is updated in line with the editorial policy and regularly reviewed for accuracy.
4.5	The Chair shall ensure that a brief report of the committee’s activities is provided annually to IPEM for inclusion in the Institute’s Annual Review. 
4.6	The Chair will make the committee aware of issues relating to Data Protection to ensure that the committee complies with the IPEM Data Protection Policy and relevant legal requirements.
•	Any queries relating to Data Protection will be referred by the Chair to the Data Protection Officer.
4.7     The Chair will make the committee aware of issues relating to copyright to ensure that the committee complies with the IPEM Copyright Policy and relevant legal requirements.


5	Reporting arrangements    
5.1	The Scope Editorial Advisory Board reports to the Education Professional and Standards Committee (EPSC), by way of written reports (unless specifically asked to attend), as required.
6	Membership 
6.1	Scope Editorial Advisory Board membership is as follows:
· Chair
· Commissioning Editors
· Members of the professional IPEM Communications team
· The Editor.
In addition, the Scope Editorial Advisory Board may invite any member of the Institute to attend part or all of particular meetings of the Committee for discussion of specific items of business.
6.2	Appointments to the Committee shall be for a period of 3 years, which may be extended for one period.
7		Magazine Content
7.1	The Editorial Board shall ensure that the magazine contains a range of content that reflects the Institute’s members, including items on Medical Physics, Clinical Engineering and Clinical Technology, including a diverse range of scopes of practice.
7.2	It will also ensure that relevant activity undertaken by the Institute’s national office is properly reflected.
7	Inclusion and Diversity
Inclusiveness is one of IPEM’s strategic values and is understood as meaning “enabling a diverse and inclusive professional community”. This principle should be considered in all decisions, actions and areas of the organisation including the membership of its committees. Diverse groups make better decisions and by being more representative of patients and the public we can achieve our charitable objective.  IPEM’s EDI policy  

8  	National Office contact
The dedicated contact in the National Office for this committee communications@ipem.ac.uk
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