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Royal College of Physicians of Edinburgh

Description of role for Symposium Committee specialty representative
Overview
The Royal College of Physicians of Edinburgh runs a programme of specialty-specific symposia and we are now developing and introducing new and exciting mixed specialty symposia.  The Symposium Committee oversees and delivers this programme. 

Symposia are currently run as mainly online events although a few are hybrid. Delegates can watch online, on catch-up or for hybrid, in-person.   Our symposia have attracted global audiences of up to 800.
Approximately 10-12 RCPE symposia are held annually, with the College’s flagship St. Andrews Day Acute Medicine symposium held each November over two days.  Additionally, several symposia may be held in partnership/association with other Colleges/associations.  

Symposia Organising Committees

For each symposium, an organising committee is created and provided with symposium guidelines. Organising committees include a specialty representative who reports back to the Symposium Committee, which approves the programme and speakers for the full programme of Symposia.  
Specialty representative general information
· Members on the Symposium Committee serve for a 3-year term.  
· All are expected to sign a Conflict of Interest declaration upon joining, ensure valid Equality & Diversity training within the last 3 years, and adhere to the RCPE Code of Conduct.
· Keep the Symposium Committee updated on the progress of their specialty symposium.
Specialty representative duties include:

· Attend a minimum of 3 of the 5 Symposium Committee meetings per year (currently held via MS Teams video call), with the remit to oversee and deliver the programme of College symposia. 
· Suggest and help secure chairs of organising committees of their own specialty symposium and when requested, suggest chairs of organising committees for other specialties represented on the Symposium Committee.
· Provide an update on the progress of their specialty symposium at Symposium Committee meetings.
· Representing the Symposium Committee, attend the planning meeting of their specialty symposium, guide the organising committee in producing the draft programme to the planned timeline and answer any questions that arise. 

· If any issues are brought to the attention of the Symposium Co-ordinator regarding the specialty organising committee or symposium, to work closely with the Symposium Co-ordinator and provide assistance as required.
· To comment on draft programmes produced by other specialty organising committees when requested.

· Specifically with the organising committee:

· To encourage the organising committee to focus on common problems for the general audience

· refer to previous feedback on the specialty (provided within background information for the committee) when choosing content

· think about including clinically relevant case-based material, breakout sessions, parallel workshops, debates, interactive sessions etc. as part of the symposium

· consider potential sources of sponsorship

· ensure sufficient time in the programme for discussion

· be mindful and ensure equality and diversity (eg. gender, age) is reflected across symposium programmes and within the organising committees.
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