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SECTION 1: Introduction 

 

(1.1) About CIHT 

 
The Chartered Institution of Highways & Transportation (CIHT) is a charity, learned society and membership 
body with 12 UK regions and nations and a number of international groups. 
  
CIHT represents and qualifies professionals who plan, design, build, manage and operate transport and 
infrastructure. 
 
CIHT offers routes to professional qualifications including Chartered Engineer, Incorporated Engineer and 
Engineering Technician, the SoRSA Certificate of Competency and Transport Planning Professional. 
  
CIHT is the leading voice of the highways and transportation infrastructure profession. We are the prime source 
of advice for national and local government and other strategic stakeholders when they are seeking technical 
expertise and knowledge to guide future policy and investment. 
  
Our membership is growing and as an Institution, we embrace all aspects of transport infrastructure while 
continuing to value our roots in highway engineering.  
 
We support members’ professional development at each stage of their career with appropriate benefits for each 
of our six membership grades: Student, Apprentice, Graduate, Associate, Member, and Fellow. 
  
The 12 UK regions and nations and the international groups are run by volunteers who dedicate their time to 

building an invaluable local support network for transportation professionals and provide the voice of the 

organisation across and beyond the UK. 

Each region organises regular meetings and seminars. High profile speakers often address these events and 
they provide a means for gaining continuing professional development (CPD) experience, updating knowledge 
and networking with colleagues. 
  
 

(1.2) CIHT’s Strategic Priorities 

 

 Promoting professionalism and encouraging learning 
 
Giving members the skills, training and qualifications to be the workforce that society and the economy need. 
 

 Influencing the future 
 
Working with members, regions, stakeholders and decision makers to demonstrate the value of efficient 
transport infrastructure, as well as continually seeking to improve all networks so that they are safe, 
sustainable, effective and able to meet the changing needs of society. 
 

 Developing our membership by providing services that benefit our Members and society 
  
Recruiting new members and retaining existing ones through a reputation for excellence and a range of 
attractive membership services. 
 
 

(1.3) CIHT’s Registered Details 

 
CIHT has a trading subsidiary: Appian Trading Ltd (no.4732120). 

CIHT is a charity registered in England (1136896), Scotland (SC040873) and the Republic of Ireland 

(20103989) governed by Royal Charter. CIHT’s VAT number is: 835989268. 

The organisation’s registered office address is: The Chartered Institution of Highways & Transportation, 

119 Britannia Walk, London N1 7JE +44 (0) 20 7336 1555 / www.ciht.org.uk 

http://www.ciht.org.uk/
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SECTION 2: About the CIHT Regions 

 

(2.1)  The Role of a Region 

 

CIHT’s regions and nations play a critical role for the Institution, acting as a focal point for members to 
meet and share their experiences locally. The regions organise an annual programme of activities, 
which include CPD opportunities, seminars, site visits and social events.  

All regions are asked to sign up to the Regional Working Arrangements (RWA) at each Annual 

General Meeting. This document is designed to support volunteers in their roles and ensure that all 

members of CIHT have a consistent membership offer regardless of their location. A Regional Action 

Plan is produced by each Region to detail how this will be achieved across the calendar year. 

Regional Committees come together at least 4 times a year to develop and review their action plan 

and ensure that the needs of local members at all grades are being met. 

Other RWA objectives include: 

 To establish sustainable working arrangements which provide greater recognition for 

committee members and attract involvement by a wide range of CIHT members 

 To establish local groups to support wider geographical opportunities 

 To facilitate pan regional activities and sharing of best practice 

 To increase engagement with a range of external stakeholders 

(2.2)  Regional Committee Structure 

 

The Regional Committee is elected at an Annual General Meeting by members of the region and 

consists of the following roles: 

Chair Recruitment Officer 

Vice-Chair (one or more) Web/ Communications Officer 

Honorary Treasurer Young Professionals Chair 

Honorary Secretary 4 -15 elected Committee Members 

Programme or Events Coordinator A maximum of 3 co-opted members 

 

Ex-officio members may include: The two most recent past Regional Chairs, any member of the 

region who is on CIHT Council and any CIHT Past President. 

 

(2.3)  Periods of Office 

 

All Officers of the Regional Committee must stand down each year but can be re-elected. According 

to the Royal Charter, each Regional Chair is able to serve for a maximum of two consecutive years. 

One third of elected members must stand down each year for re-election. An elected member can 

serve for a maximum of 6 years in succession (two three year periods) before they must stand down 

for a minimum of one year. A co-optee can serve for two years, but must then either stand down for a 

year or stand for election to the committee. 

 

http://www.ciht.org.uk/en/document-summary/index.cfm/docid/CC04B6E9-415B-47F6-96C2255FA64E99CF
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(2.4)  Regional Committee Roles 

 

Chair  Chairing regular Regional Committee meetings and other special interest 

groups as required 

 Encouraging the participation of all members in regional activity 

 Ensuring effective communication with neighbouring regions 

 Representing the region at local events and on external committees as 

appropriate 

 Leading a 12 month programme of technical and social events 

 Welcoming new members 

 Preparing an annual report of regional activity to present at the AGM 

 Building relationships with stakeholders and corporate partners 

 

Vice-Chair/s  Deputising for the Chair and shadowing (as appropriate) in preparation for 

year in office 

 Preparing a Regional Action Plan in conjunction with CIHT’s strategic plan 

for delivery in their year of office 

 Identifying and allocating tasks to the Regional Committee in partnership 

with the Chair 

 Supporting the Chair in building relationships with neighbouring regions and 

stakeholders 

 

Honorary 
Treasurer 

 Responsibility for managing regional accounts, including an accurate 

account of all monies received and spent, Assets and Liabilities 

 Distributing a statement of Income and Expenditure as required 

 Providing Quarterly Returns for BW and coordinating an annual 

independent review of the regional account 

 Overseeing the financial management of regional events, including timely 

invoicing where required 

 Chasing debtors for any monies owed 

 

Honorary 
Secretary 

 Providing agendas and minutes for Committee Meetings and the AGM 

 Issuing notice of meetings 

 Dealing with regional correspondence as necessary 

 Providing a point of communication between the Chair, Regional Officers 

and Committee Members 

 Representing the region at functions and external committees as required 

 Responsibility for regional matters regarding Data Protection and/ or 

nominating another Committee Member to lead on this 
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Programme or 
Events 
Coordinator 

 Working with the Chair, Vice Chair and Secretary to prepare a 12 month 

programme of technical and social events 

 Supporting with coordination of committee meetings, regional events and 

member mail outs 

 Liaising with stakeholders, neighbouring regions and corporate partners to 

secure joint events 

 Supporting the Honorary Treasurer with finances related to regional events 

 Working with the Web/Communications Officer to ensure events are 

promoted via CIHT's channels e.g. website, emails and social media 

 

Recruitment 
Officer 

 Implementing local strategies for recruitment and engagement of members 

 Providing reports on recruitment initiatives and growth of membership as 

required 

 Liaising with BW to make use of membership and recruitment statistics 

 

Web/ Comms 
Officer 

 Updating the region’s area of the CIHT website to facilitate increased 

engagement with members locally 

 Working with the Events Officer to ensure they have the details to be able to 

upload events onto the CIHT Events webpages Promoting regional activity 

through social media  

 Liaising with BW regarding member mail outs by email to promote regional 

news and events 

 

Young 
Professionals 
Chair 

 Leading a 12 month programme of CPD and social events for the younger 

membership 

 Representing the interests of young professionals on the Regional 

Committee and external committees as appropriate 

 Encouraging the participation of young professionals in regional activity 

 Providing the first point of contact for new young professional members 

 

Committee 
Members 

Regional Committee members with no Officer role may be responsible for at 

least one aspect of regional business during any 12 month period, e.g.: 

 Participating in/ leading a local or special interest group 

 Contributing to the tasks necessary to deliver programmed activities 

 Working to raise the profile of the region and its activities 

 Assisting in the recruitment and retention of members 

 ‘Hosting’ potential/ new members and guests at regional events 
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(2.5)  Election to Regional Committee 

 

1. Nominations for Regional Officers and Committee Members are invited prior to the AGM 

2. Nominations must be supported by four members, none of whom owe money to CIHT 

3. Where a position is contested by more than one member, the Honorary Secretary will provide 

Members and Fellows with a ballot paper to be returned by a pre-arranged date 

4. The Regional Committee will appoint two independent members to count the ballot 

5. The results of the ballot will be announced at the AGM, with a lot drawn in the event of a tie 

6. Members in attendance at the AGM may authorise the Regional Committee to elect officers 

directly rather than balloting the wider membership, two thirds of Members and Fellows 

present must vote in favour of this 

7. The Regional Committee may fill any vacancies on the committee as they see fit 

 

(2.6)  Representation on the Regional Committee 

 

Regulations state that the Regional Committee may consist of all classes of members. The Chair, 

Vice-Chair and a minimum of 75% of elected members must be Members or Fellows of the institution. 

Any committee member may resign during the year by providing notice to the Honorary Secretary. 

All UK regions and the Republic of Ireland must elect a representative to CIHT’s Council. All Regional 

Members and Fellows are eligible to vote. 

A record of all Regional Officers is held at BW and used for the circulation of invitations and key 

information. Any changes to Regional Committee should be reported to regions@ciht.org.uk. 

 

(2.7)  Regional Committee Meetings 

 

All Regional Committees are required to hold a minimum of four meetings per year, excluding the 

AGM to be held no later than 31st May. Members must be given formal notice of the time and venue 

for the AGM at least 30 days in advance. 

An Extraordinary General Meeting can be called at any time by the committee or a minimum of twenty 

members of the region. The quorum required for transaction of business at Regional Committee 

meetings is three members, two of whom should be Members or Fellows of CIHT. 

 

(2.8) Regional Panel 

 

Regional Panel is chaired by the Senior Vice President three times a year. Each Region will be asked 

to nominate a representative who is able to share news and views from the Region, generally for up 

to a term of two years. 

Regional Panel provides a forum for regional matters to be discussed on a regular basis, including 

operational and membership activity. It facilitates regional input into how CIHT can better deliver its 

three core objectives (1.2), in a collaborative and shared environment. It also encourages regular 

sharing of good practice across the Regions. 

mailto:regions@ciht.org.uk
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SECTION 3: Regional Finances 

 

(3.1)  Budget Monitoring 

 

Finances must be conducted in accordance with CIHT’s Financial Regulations. All Regions must: 

 Submit quarterly VAT returns in advance of statutory deadlines and immediately alert BW via 

the Honorary Treasurer where this is not possible 

 Submit quarterly statements in the agreed proforma for budget monitoring purposes 

 Submit annual accounts in the agreed proforma for consolidation into the wider CIHT records 

 Submit an annual forecast for the year ahead according to set deadlines 

 Appoint an independent examiner each year and notify BW 

 Approve up to three signatories on the account 

Regions should exercise careful financial management, ensuring that future commitments are 

considered and clearly recorded in annual forecasts. The aim should be to develop a programme of 

regional activity which can be comfortably funded and preferably results in a surplus. 

Each Region must determine its future cash flow requirements according to the annual forecast, and 

assess the levels of risk involved. Any surplus over £5,000 should be returned to the BW account. 

Cash advances from BW will only be provided where exceptional circumstances have affected 

regional accounts. 

Further guidance for Honorary Treasurers, including templates for financial reporting, can be found on 

MyCIHT. 

 

SECTION 4: Regional Events 

 

(4.1)  Technical Events 

 

CIHT Regions are known for delivering high quality seminars and events of interest to the transport 

community and wider membership. Ideas for new and innovative events from Regional Committees 

are very welcome, the Regional Panel Meeting provides a forum to discuss opportunities and share 

best practice. 

BW can provide advice for regions on running events, for example, the Technical Team are on hand 

to provide recommendations for speakers or seminar topics via technical@ciht.org.uk. The 

Communications team is able to advise on marketing of events and supporting literature via 

communications@ciht.org.uk. 

It is recommended that Regional Officers perform a market costing exercise before committing 

expenditure on venue hire, catering, printing etc. An Events Business Planning proforma is available 

for all regional events and, for events valued at £5,000+, should be submitted to BW. This can be found 

on MyCIHT. 

Regions are asked to gather delegate details using sign-in sheets and to share this information with 

CIHT. This will provide an opportunity to follow up on any prospective members on behalf of the 

Region and ensure that they have access to information on Regional Events going forward. 

mailto:technical@ciht.org.uk
mailto:communications@ciht.org.uk
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(4.2)  Dinners and Social Events 

 

Regional Dinners are a highlight in the local transport industry calendar and an opportunity to 

showcase the excellent work carried out by Regional Committees. 

A number of Regions have chosen to combine their Annual Dinner with an Awards Ceremony which 

recognises the achievements of organisations and individuals locally. This also creates an opportunity 

for the CIHT President to meet with members and gain an insight into the regional priority areas. 

Regions are recommended to be mindful of other industry events and public holidays when setting a 

date for the Annual Dinner and/ or any other social events. 

Further guidance on event planning, including how to source and book appropriate speakers is 

available on MyCIHT.  

 

(4.3)  Presidential Visits 

 

The CIHT President and/ or a member of the Presidential Team will aim to visit all Regions at least 

once a year. The programme for the Presidential Year will fill up very quickly, therefore Regions are 

asked to contact president@ciht.org.uk at the earliest opportunity to request a Presidential Visit Form 

for their required event. 

 

(4.4)  Publicising Regional Events 

 

Regional events are central to the work of CIHT and it is considered a priority to ensure that these 

CPD opportunities are promoted widely. There are a number of options available for this: 

 The CIHT website – News and events can be listed on the central CIHT website, these are 

listed automatically in the respective Regional webpages. Web Officers and other Committee 

members can arrange training for the management of content on the website via 

communications@ciht.org.uk . 

 

 Regional e-mailshots – Each Region can request a weekly e-mailshot to promote local 

activity which will be circulated on behalf of the committee. Content should be shared with 

regions@ciht.org.uk at least 48 hours in advance of the scheduled send date. Further 

guidance is available on MyCIHT. 

 

 Social media – Regional LinkedIn Groups and Twitter Accounts are an excellent way to 

promote local events and activity, these can also be shared through the central CIHT 

account for a wider reach. Please refer to the social media guidance on MyCIHT. 

 

Transportation Professional – Editorial space on the CIHT news pages of Transportation 

Professional or including an event listing can be organised via steve@transportation-

mag.com. Regions are also entitled to number of free display adverts each year. Contact 

fawad@transportation-mag.com to make the arrangements.  

 

(4.5)        Promotional Materials 

 

CIHT produces a range of materials introducing the work of the Institution, the membership offer and 

routes to professional qualifications. These can be made available to the Regions to be distributed at 

events as appropriate. Requests should be made via regions@ciht.org.uk . 

mailto:president@ciht.org.uk
mailto:communications@ciht.org.uk
mailto:regions@ciht.org.uk
mailto:steve@transportation-mag.com
mailto:steve@transportation-mag.com
mailto:fawad@transportation-mag.com
mailto:regions@ciht.org.uk
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Each Region is supplied with two banner stands for use at local events. A set of templates with the 

regional logo are also available, this includes documents for regional event flyers, certificates and 

feedback forms. Regions can request additional banners for larger events via regions@ciht.org.uk . 

CIHT Brand Guidelines can be found on MyCIHT. 

 

SECTION 5: Regional Webpages 

 

(5.1)  Structure of the Regional Webpages 

 

Each CIHT Region has its own webpages with four clear sections to introduce their committee and 

upcoming activity: 

 About us –the history of the Region, a blog by the Chair, why and how to get involved 

 Who’s who – a list of all committee members and at least one contact email 

 Events – upcoming events, reports of previous events, photos and reviews 

 News – regional news and announcements 

The Region’s webpages are a key tool in engaging with members and are the responsibility of the 

Web/ Communications Officer with the support of CIHT’s Communications Team. 

 

SECTION 6: Membership Recruitment and Retention 

 

(6.1)  Attracting New Members 

 

CIHT is committed to building a strong membership, working with Highways and Transport 

Professionals who are the future of the industry and supporting them through their careers. 

The voice of the Regional Committees is one of the most powerful ways of attracting new members 

and promoting knowledge sharing across the membership. As well as providing excellent technical 

events, other ways of attracting new members include: 

 Differential pricing – for members and non-members attending ‘paid for’ events 

 

 Gathering non-member leads – having membership collateral readily available and 

gathering non-member contact details at Regional Events (both technical and social) 

 

 Invite a colleague – encouraging committee members and regular delegates to bring a 

colleague along to the next event or CIHT webinar to showcase the work of the Region 

 

 Targeted events and initiatives – the Regional Action Plan can include specific recruitment 

activities with associated targets to measure success 

 

 Working with Corporate Partners – who may be interested in supporting, publicising or 

partnering Regions for events and initiatives 

In addition, CIHT runs a range of targeted recruitment and social media campaigns throughout the 

year. Regions are encouraged to lend their support to these campaigns locally. 

 

 

mailto:regions@ciht.org.uk
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(6.3)  Biennial Regional Officers Conference 

 

CIHT hosts a conference for Regional Officers every two years. The aim of this is to provide a forum 

for Regions and CIHT staff to exchange ideas and share best practice. This is an opportunity to 

recognise the significant contribution of Regional Volunteers. Regional Awards are also presented at 

the conference.  

 

(6.4)  Recognising Contributions of Existing Members 

 

The Certificate of Merit is awarded to CIHT members for ‘Outstanding Services to the Institution’. This 

may include: 

 An exceptionally high commitment to a Region or Regions as an office holder over a period of 

many years (usually a minimum of 10); or 

 A major contribution to the Institution’s operation in matters such as recruitment of members, 

exceptional service to the Council, developing a new service to members etc. 

When considering nominations, CIHT Council will look to make an award to members who have 

demonstrated notable leadership and involvement in CIHT activities, beyond their specified role and 

given generously of their time for the benefit of their colleagues. 

Further guidance and/ or a nomination form can be requested from regions@ciht.org.uk . 

 

 

Appendices 

 

(A.1)  Regional Webpages and Email Address 

 

CIHT Region Quick URL Email 

CIHT Cymru Wales www.ciht.org.uk/wales wales@ciht.org.uk 

CIHT East Midlands www.ciht.org.uk/eastmid eastmidlands@ciht.org.uk 

CIHT East of England www.ciht.org.uk/ee eastofengland@ciht.org.uk 

CIHT London www.ciht.org.uk/london london@ciht.org.uk 

CIHT North East & Cumbria www.ciht.org.uk/neandc northeastandcumbria@ciht.org.uk 

CIHT North West www.ciht.org.uk/nw northwest@ciht.org.uk 

CIHT Northern Ireland www.ciht.org.uk/ni northernireland@ciht.org.uk 

CIHT Scotland www.ciht.org.uk/scotland scotland@ciht.org.uk 

CIHT South East www.ciht.org.uk/se southeast@ciht.org.uk 

CIHT South West www.ciht.org.uk/sw southwest@ciht.org.uk 

CIHT West Midlands www.ciht.org.uk/wm westmidlands@ciht.org.uk 

CIHT Yorkshire & the Humber  www.ciht.org.uk/yh yorkshireandthehumber@ciht.org.uk 

Republic of Ireland www.ciht.org.uk/roi republicofireland@ciht.org.uk 

Hong Kong www.ciht.org.uk/hongkong hongkong@ciht.org.uk 

Malaysia www.ciht.org.uk/malaysia malaysia@ciht.org.uk 

mailto:regions@ciht.org.uk
http://www.ciht.org.uk/wales
mailto:wales@ciht.org.uk
http://www.ciht.org.uk/eastmid
mailto:eastmidlands@ciht.org.uk
http://www.ciht.org.uk/ee
mailto:eastofengland@ciht.org.uk
http://www.ciht.org.uk/london
mailto:london@ciht.org.uk
http://www.ciht.org.uk/neandc
mailto:northeastandcumbria@ciht.org.uk
http://www.ciht.org.uk/nw
mailto:northwest@ciht.org.uk
http://www.ciht.org.uk/ni
mailto:northernireland@ciht.org.uk
http://www.ciht.org.uk/scotland
mailto:scotland@ciht.org.uk
http://www.ciht.org.uk/se
mailto:southeast@ciht.org.uk
http://www.ciht.org.uk/sw
mailto:southwest@ciht.org.uk
http://www.ciht.org.uk/wm
mailto:westmidlands@ciht.org.uk
http://www.ciht.org.uk/yh
mailto:yorkshireandthehumber@ciht.org.uk
http://www.ciht.org.uk/roi
mailto:republicofireland@ciht.org.uk
http://www.ciht.org.uk/hongkong
mailto:hongkong@ciht.org.uk
http://www.ciht.org.uk/malaysia
mailto:malaysia@ciht.org.uk
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(A.2) Summary of the Regional Working Arrangements 

 

Britannia Walk agrees to: 

 

Regions agree to: 

Governance 

 Set up and run a “Regions Panel” up to 3 times a year to 

allow Regional Officials to meet with the CIHT Senior 

Vice President 

 Support and provide guidance to regions on all 

governance matters including legal and data 

protection issues 

 Hold an Annual General meeting at which a full 

Committee is elected 

 Hold committee meetings at least 4 times a year 

Planning 

 Provide advice, and templates to assist Regions to 

create an Annual Business Plan 

 Submit an Annual Business Plan and ensure that it is 

implemented and updated as necessary, with any 

changes submitted to BW 

Finances 

 Support and provide advice on financial matters as 

needed 

 Provide financial support in exceptional 

circumstances to prevent disruption of Region’s 

operations 

 Manage Region finances and agree the amount of 

surplus to be transferred to BW 

 Provide quarterly financial reports as requested by BW 

Events 

 Provide advice to regions on arranging events as 

required 

 To assist and provide information to enable a co- 

ordinated approach to CPD events across the UK 

 Hold at least 4 CPD/ Technical events in the Region 

annually 

Communications/ Marketing 

 Support and provide training to Regions around 

website maintenance & comms as needed 

 Keep the Region area of the website up to date 

including who’s who, contact information and all 

planned events 

Regional Connections with President and BW staff 

 Coordinate visits to Regions by President and staff 

 Agree dates for Presidential visits with BW 

Memberships / Recruitment 

 Supply Regions with up to date membership statistics 

subject to compliance with Data Protection requirements 

 Provide regions with recruitment strategy templates 

 Agree, maintain and implement a Regional 

recruitment strategy 

Stakeholders/ Corporate Partners 

 Provide guidance and information on how to engage 

external partners 

 Pursue external partnerships with key stakeholders 

including Corporate bodies (who may be CIHT Corporate 

Partners), other professional organisations, academic 

institutions, devolved and Local Government and Local 

Enterprise Partnerships 

Good Practice 

 Encourage and promote good practice through 

regular communications channels 

 Share good practice with other Regions 

Training  Identify training needs of Regional Officers 
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(A.3)  Additional Resources - MyCIHT 

 

The dedicated area of MyCIHT at http://www.ciht.org.uk/en/members-area/regions-area/index.cfm is 

designed to support Regional Officers in their roles through a series of templates and guidance 

documents. 

Information is organised by Committee Role, but please do contact regions@ciht.org.uk if anything 

further is required. 

 

http://www.ciht.org.uk/en/members-area/regions-area/index.cfm
mailto:regions@ciht.org.uk

