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Rules and Procedures for  the 

Activities of the Chairs of  Regional Working Groups

(Experience of the Chair WG PIW of RA VI, Gerhard Steinhorst)

1. Establishment of WG

After the Working Group on Planning and Implementation (WG PIW) has been established by WMO the chair of WG PIW invites all subgroup co-ordinators to take up the work. The chair of WG PIW will refer to the terms of reference of the subgroups and highlight the main tasks for each subgroup. The co-ordinators of the subgroups will be asked to address their subgroup members and inform them on the planned activities. The subgroup co-ordinator should find ways to get the subgroup members involved in the work.

2.   Working Group Meetings

Planning of Meetings

2.1  It is useful to have meetings in the first year of the Working Group and near the end of the Working Group (third year) about one year before the Session of Regional Association. The first meeting should bring together the subgroup co-ordinators. The second meeting should also invite a few active members of the subgroup and experts in addition to the subgroup co-ordinators. It is important that the Regional Representative of the WMO Secretariat and the Officer of the Sub-regional Office, if available, are present at the meeting. The second meeting is absolutely necessary because it reports on the activities of the WG PIW and serves as a preparation  for the next Session of  Regional Association (Session of RA).

2.2  The chair of WG PIW has to ask the WMO Secretariat to support the meeting and to provide funds for the travel and per diem. He will inform the Secretariat on the duration of the meeting, the meeting place and the number of expected participants. In general there are only funds for one meeting during a four years period.

Preparing the Meeting

2.3  After clarification of the funds and the agreement by the WMO Secretariat and the Permanent Representative (PR) of the inviting Met Service the chair of WG PIW submits an detailed agenda with time table for the meeting in co-ordination with the WMO Secretariat. The WMO Secretariat sends a provisional agenda and an explanatory memorandum with a list of expected documentation to the chair of WG PIW, the Subgroup Co-ordinators and invited experts. It is of great importance that the documents are drafted in time concerning the schedule. The chair of WG PIW has to take care of the drafting of documents which should be ready at least two weeks before the meeting.

2.4  The host of the meeting and the chair of WG PIW take care of the meeting arrangements, the hotel accommodations, the travelling plan etc.

The Meeting

2.5  During the meeting the documents should be discussed following the agenda. The chair, the subgroup co-ordinators and the invited experts are asked to summarise the relevant items by drafting parts of the report. The meeting report is drafted under the leadership of the Representative of the WMO Secretariat. It is important that the Officer of the Sub-regional Office and some experts support the meeting and the drafting process. The report which describes the activities of the WG and the situation on observation and telecommunication networks, the data processing, the public weather service and the co-ordination activities in the Region will be completed as a preliminary document.

2.6  After the meeting report has been completed by the WMO Secretariat the chair of WG PIW has to approve the document. Then the final report will be sent to the participants of the WG meeting and will be included in the data base of WMO documentation.

3.   Reports

3.1  The chair of WG PIW is requested by the President of the Regional Association (President of RA)  to submit a yearly report on the activities of the WG PIW at the end of the year. If the Advisory Working Group (AWG) of the Regional Association meets the chair of WG PIW is requested to submit an activity report to the President of RA.

3.2  The chair of WG PIW is requested to draft a report on the activities for the Working Group meetings and has to give an oral report at the meeting.

3.3   About five months before the Session of RA the chair of WG PIW prepares a summary report on the activities of the Working Group based on the last Working Group Meeting report. The chair of WG PIW  has to update the relevant items, gives recommendations for the next working period and sends the report to the WMO Secretariat.

3.4   The chair of WG PIW prepares an oral report/presentation  for the Session of RA.

4. Working Group Members

4.1  If a Working Group Member is exchanged there must be sought a confirmation by the PR of the Met Service the Working Group Member comes from. This change has to be announced to the President of RA and to the WMO Secretariat.

4.2  Other experts (e.g. EUCOS Programme Manager) can become an observer or a Member of the Subgroup.

5. Correspondence by letters

5.1  Letters of general importance drafted by the WG PIW to be sent to the NMSs inside a Region should be approved by the chair of WG PIW and submitted  to the President of RA. The President of RA  decides to send the letter to the directors of NMSs and informs the WMO Secretariat by sending a copy.

5.2  Letters of the subgroup co-ordinators which contain essential information on networks such as the basic RBSN and RBCN station lists have to be sent to the President of RA with a  copy to the chair of WG PIW and the WMO Secretariat. The President of RA has to approve those lists. Such lists have  to be prepared for the Sessions of RA.

5.3  When changes of network stations are in discussion the WMO Secretariat often seeks expertise by the chair of WG PIW who can ask the relevant subgroup co-ordinator for advice. Changes of the network always have to be submitted to the President of RA and to WMO.

The Role of WMO Secretariat

· Establishment of WG PIW

· Provide funds for meetings

· Sending official invitation of WG PIW meeting

· Sending agenda, explanatory memorandum and list of documents

· Supporting the meeting by the representative of the Secretariat

· Finalising and distributing the meeting report

· Drafting documents for the Session of RA

· Informing the chair of WG PIW on all relevant activities

· Giving guidance on the work of the chair of WG PIW

The Role of President of Regional Association

· Sending letters to the directors of NMSs

· Approving station lists of RBSN and RBCN

· Sending questionnaires to NMSs

· Approving changes of the working group

· Giving advice to the chair of WG PIW (Advisory Working Group meeting)

The Role of the Chair of Working Group PIW

· Inviting subgroup co-ordinators to take up the work

· Giving advice on the main items on the basis of the terms of reference of WG PIW

· Planning of the working group meetings together with WMO Secretariat

· Asking for funds of the meetings

· Submitting a detailed agenda for the WG meeting

· Taking care of hosting the meeting

· Providing an oral report during the WG meeting

· Approving the final meeting report

· Submitting a yearly report to President of RA and WMO Secretariat

· Submitting a summary report five months before the Session of RA

· Giving a presentation at the Session of RA

· Communicating changes of the composition of the working group

· Informing the subgroup co-ordinators on all relevant activities

· Co-ordinating with other working groups and expert  teams
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