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Introduction
IGLYO’s Internal Regulations are the organisation’s second ruling document after its Statutes. These regulations aim to provide procedures that enable the governance of the organisation and its statutory bodies. The adoption of these regulations is the responsibility of the Board, whereas the General Assembly has a strong advisory position towards the document.
These Internal Regulations should be perceived as a dynamic document that has to be further developed following IGLYO’s ongoing organisational development. 

The first version of this document aims to give a complete overview of the necessary procedures that are essential for a smooth functioning of the General Assembly, as well as the rest of the organisation’s functions and bodies. This document also aims to start addressing IGLYO’s arising responsibility with opening a secretariat.
General Assembly
Agenda

Following statutory requirements, General Assemblies are being organised every second year, at a time and place decided by the Board. The Board will announce the General Assembly at least three months in advance. An agenda for the meeting, together with resolutions and other documents that have to be voted for, will be sent to Members at the latest six weeks before the meeting.
Submission of proposals
Members can submit proposals on various subjects (in particular issues that are not addressed on the agenda suggested by the Board). Proposals have to be sent to the Board six weeks prior to the General Assembly, and will be distributed to Members at the latest one month prior to the General Assembly. 
Statutes
Amendments to the Statutes should be submitted by Members at least six weeks prior to the General Assembly, and will be distributed to Members at the latest one month prior to the meeting. They should be delivered on a designated form that is provided by the Board together with the invitation for the General Assembly.

Working methods

The General Assembly will contain working sessions and plenary sessions. Working sessions serve to effectively discuss issues in detail in small working groups, whereas plenary sessions serve to take decisions (e.g. on policies or statutory amendments). Furthermore, elections and public debates concerning the general interest of the organisation take place in plenary sessions.

Voting
Voting rights

Although all Members may attend the General Assembly, voting rights are only granted to Member organisations up to date in the payment of their membership fee. An overview of organisations that have not paid their membership fee will be given at the beginning of each GA.

Ballot committee

The chair of the meeting proposes the appointment of a ballot committee, existing of two people being independent and impartial, either proposed by the Board when external to the organisation, or coming from Member organisations’ delegates whom are not running in any election at the meeting. Members of the ballot committee cannot vote themselves. They are responsible for coordinating elections during the General Assembly, and counting the votes. All procedures will be undertaken in strictest confidence.

Voting procedures

Unless specified otherwise, elections of people are at the simple majority of vote (50% of the valid casted votes + 1 vote), and take place by closed vote.

Unless specified otherwise, the adoption of amendments, motions and other documents are at the simple majority of votes (50% of the valid casted votes + 1 vote), and take place by hand-raising votes unless at least one delegate asks for a closed vote.

Before the elections take place, the General Assembly must decide on the number of Board positions open for running (minimum five, maximum seven positions).

Nomination of candidates
Nominations for the Board should be made at the latest two weeks prior to the General Assembly. Nominations should be made with a nomination form, made available by the Board at the latest six weeks prior to the GA.

Composition
As much as possible, the Board should reflect the diversity of the IGLYO membership. In particular, it ought to be diverse in represented genders and geographical origins.

Board members are elected in decreasing order of votes casted in their favour, and cannot be elected by less than the simple majority of valid casted votes.

Election of Financial Auditors

During the General Assembly, Member organisations are called upon to nominate and elect members of the Financial Auditing Committee. A maximum of two Auditors are elected.

Election of Advisors

Member organisations can nominate existing Board members for the two positions of the Advisory Committee.

Reporting
The General Assembly is used for Board members to report on their activities during their mandate. They report on both narrative accomplishments, as well as on financial results. Documents should be made available at the latest one month prior to the meeting. Documents should be approved by simple majority of votes.

Board
Roles, tasks, responsibilities
Board members are responsible for dividing tasks among themselves, including statutory roles (Chair, Secretary, and Treasurer). The role of the Chair is to chair statutory meetings and generally coordinate the work of the organisation. The Treasurer is responsible for all financial issues entailed by the running of the organisation. The Secretary is responsible for the administrative functioning of the organisation.

Different work areas should be assigned to different Board members, and their responsibilities shared accordingly. Within these work areas, Board members are responsible for organising different activities following the Strategic Plan and Work Plans. They shall coordinate the work with potential steering teams and/or preparatory teams. The division of responsibilities will be clearly communicated to Member organisations, ensuring that there is an effective division of workload with clear contact Board members. Each Board member shall be accountable for the working areas assigned to them.

Meetings
Board meetings should be organised at least four times a year, preferably hosted by Member organisations in order to further develop contacts with Members. During Board meetings, progress of work areas are discussed, and strategic discussions are held. Board meetings are not open to people external to the Board, unless invited for specific interventions. Reports of Board meetings are available to Members upon request, whilst acknowledging that the confidential character of minutes should be respected.

Representation

Board members are responsible for external representation in their respective working areas. In exceptional cases, the Board may decide to ask a Member to represent IGLYO on a per-event basis. In such case, the Board shall take care of ensuring that its representative is duly informed on all relevant issues and strategic considerations related to the representation, in order to represent the organisation in the best possible way. The Board is responsible for the best judgement as to who is best suited to represent IGLYO externally.

Secretariat

Recruitment of staff

The Board is responsible for recruiting staff members. It shall appoint three persons out of its midst responsible for the recruitment procedure. The recruitment procedure must always emphasise equal opportunities and a transparent application procedure. Vacancies shall be announced timely, and will be distributed to Member organisations and through any other relevant channels. Recruitment shall happen under the national law of IGLYO’s registered office, and two Board members shall take the responsibility of exploring law restrictions and possibilities in this regard.

A clear job profile including tasks will be developed prior to recruitment.

Management
Staff will function autonomously. It is the role of either the Chair or the Secretary to coordinate the work with the secretariat, providing frequent support and feedback necessary for the proper functioning of the secretariat. Functional contact will occur with other Board members too, whilst ensuring that ‘tasks’ are only given by one Board member, ensuring that the workload for the secretariat remains realistic.

The staff reports to the Board on a monthly basis, informing the Board on areas of progress and areas of concern.

Development of secretariat

An office location will be sought by the Board. Furnishing will be a common responsibility of staff and Board members. The organisation’s office may be located within an existing office (e.g. open space complex, shared premises, etc.).
The development of the secretariat will be taken care of by both staff members and the Board. Discussions therefore will take place on how to develop future work in the best practical manner.

The Board shall attract sufficient external advice to ensure the process is successful and occurs smoothly.

Other organisational bodies
Advisory Committee
The task of the Advisory Committee is to advise the Board on a variety of issues, enabling the Board to find its way and take up their role in the best possible way. Advice shall be provided upon request only. Members are elected for a period of two years. They are responsible for ensuring a good handover of work done by the previous Board to the new one.

Financial Committee
The Financial Committee is responsible for advising the General Assembly on the financial reporting and administration carried out by the organisation during a Board mandate. They give a positive or negative recommendation, and inform the General Assembly how the administration has been taken care of throughout the Board’s mandate. For these reasons, Auditors will visit the secretariat once to check the organisation’s bookkeeping.
Steering teams
Steering teams are responsible for strengthening IGLYO’s work in a certain field. They can be established by the General Assembly or the Board, the Board being responsible for recruiting steering team members. Each steering team gets a specific mandate which is coordinated by one Board member. Steering teams can advise the Board and the General Assembly on specific issues, and can be involved in policy-making and project development.
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