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diary and on the website; • sends the training providers any relevant documentation (copies of the workshop 

Chartered Institute of Ecology and Environmental 
Management Service Agreement

Schedule of Appointment

This agreement is made on (date) .................................................................................... 20..................................

and is made between ...........................................................................................................................(Consultant)

and ............................................................................................................................................................. (Client)

for .................................................................................................................................................... (Project Title)

at ........................................................................................................................................................(Location(s))

1. Commencement Date ................................................................................................................................

Completion Date........................................................................................................................................

2. Clauses in the attached Conditions of Appointment that shall apply:

................................................................................................................................................................................

................................................................................................................................................................................

3. Clauses in the attached Conditions of Appointment that shall not apply:

................................................................................................................................................................................

................................................................................................................................................................................

4. Additional clauses or specific conditions:

................................................................................................................................................................................

................................................................................................................................................................................

................................................................................................................................................................................

................................................................................................................................................................................

5. Evidence of Insurance:

       Consultant			 Client

Company Name		 .........................................................	 ............................................................

Address .........................................................	 ............................................................

.........................................................	 ............................................................

.........................................................	 ............................................................

.........................................................	 ............................................................

Type .........................................................	 ............................................................

Amount Insured		 .........................................................	 ............................................................

Expiry Date		 .........................................................	 ............................................................
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6. Agreed Liabilities:

..............................................................................................................................................................................

..............................................................................................................................................................................

..............................................................................................................................................................................

7. Fees:

Before the commencement of this project remuneration for the services specified below shall be agreed and 
shall include, as appropriate, total fee, rates of payment, expenses, stage or part payments and dates of payment 
and methods of calculation and methods of payment. These are detailed below.

i.) Lump Sum

The total agreed fee for this project is (in words) ...................................................................................................

..............................................................................................................................................................................

(in figures)£ ................................

Interim payments shall be made:

	 - initial fee (25% total fee) then*;
	 - monthly in arrears*;
	 - quarterly in arrears*;
	 - on completion of work*;
	 - as stages payments at agreed times as follows*:

(* delete as appropriate)

ii.) Hourly or Day Rates

Rates for fees charged on a time basis shall be:

Staff				           	         Day Rate			         Hour Rate

.............................................	 £ ..................................................	 £ ..................................................

.............................................	 £ ..................................................	 £ ..................................................

.............................................	 £ ..................................................	 £ ..................................................

.............................................	 £ ..................................................	 £ ..................................................

.............................................	 £ ..................................................	 £ ..................................................

.............................................	 £ ..................................................	 £ ..................................................

.............................................	 £ ..................................................	 £ ..................................................

.............................................	 £ ..................................................	 £ ..................................................

Dates for payments:...............................................................................................................................................

8. Expenses: (* delete as appropriate)

- The fees charged are inclusive of all expenses*

- The fees charged are exclusive of expenses* (specified below):
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Mileage rates:...............................pence per mile
Other expenses: ......................................................................................................................................................

................................................................................................................................................................................

9. All fees and expenses are exclusive of VAT

VAT will/will not* be charged (* delete as appropriate according to registration status)

10. Compensation

Compensation rates for delay in completion, failure to complete or termination prior to completion by either
party, for all or part of the specified project are agreed as:

................................................................................................................................................................................

................................................................................................................................................................................

11. Length of notice to be provided in writing for termination of all or part of the agreement

................................................................................................................................................................................

................................................................................................................................................................................

12. Project Specification

i.) Objectives:..........................................................................................................................................................

...............................................................................................................................................................................

ii.) Site Visits:..........................................................................................................................................................

...............................................................................................................................................................................

iii.) Copies of reports required:

		  Interim		         	  Draft			   Client

Number 		 ............................	 ............................	 ............................

Dates 		  ............................	 ............................	 ............................

v.) Period for which reports shall be kept confidential:

................................................................................................................................................................................

................................................................................................................................................................................

v.) Detailed scope of work (if required, continue on separate, numbered pages):

................................................................................................................................................................................

................................................................................................................................................................................

................................................................................................................................................................................

................................................................................................................................................................................

................................................................................................................................................................................
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Signed: ........................................................................................................................................... for Consultant

Name: ............................................................................................................................ Date:..............................

Signed: ...................................................................................................................................................for Client

Name: ............................................................................................................................ Date:..............................

Witnesses:

Signature: .........................................................    Signature .........................................................................

Name:...............................................................    Name:...............................................................................

Address:...........................................................    Address:............................................................................

......................................................................................................................................................................

......................................................................................................................................................................

......................................................................................................................................................................

 
er Who can Organise a Training Workshop? • One, or several, people who have specialist knowledge and skills in a 
discipline relevant to professional ecologists and environmental managers who are willing to impart their 
knowledge to others; or • one, or several, people who are able and willing to facilitate a workshop and able to pull 
together other people who will be able to impart the necessary knowledge. Workshop Proposals The training 
provider should fill out the workshop proposal form and submit it to the Secretariat. This proposal form gives 
contact details of the training provider, maximum number of participants, the level of the workshop and a 50 word 
summary of the workshop. This is the basis on which potential participants will decide whether or not the 
workshop is appropriate for them. Workshop Details Once a workshop proposal has been approved for inclusion in 
the Workshop Programme, the training provider should fill out the Workshop Information Form providing further 
information about the workshop, including: • more detail about the workshop; • who should attend/who the 
workshop is aimed at; • what participants will learn from the workshop (learning outcomes); • a detailed workshop 
programme (agenda for the workshop); • workshop duration (most are one-day but some are longer); and • 
potential risks and hazards during the workshop. Risk Assessment The training provider is required to carry out a 
simple risk assessment of the workshop location(s) and activities. A copy of this assessment must be sent to the 
CIEEM Secretariat along with the contract and workshop information. Any risks and hazards which are highlighted 
in this Risk Assessment need to be included in the workshop information sent to the Secretariat, for dissemination 
to the participants. 3Organising Training Workshops A detailed checklist of items that need to be considered by 
workshop organisers is given in Appendix 1 of this guidance. Methods of Conveying Information The best training 
workshops are those where a mix of presentation methods are used. These might include: • informal 
presentations; • active participation of the participants; • use of appropriate visual aids (such as flip charts, 
blackboards, overhead projection, slides and/or PowerPoint presentations); • role playing using real examples (e.g. 
for personal skills or management training, or subjects where communicating information is a key feature); • case 
studies; • practical demonstrations; and • field visits. If possible avoid lengthy lectures or straight presentations by 
one or two people. An informal, discursive style is more effective and at all times the participants should be able to 
interject with questions or comments. Successful training needs a variety of approaches if the information is to be 
absorbed. Budget and Expenses Be aware of the restricted budget that is available. Workshop participants pay a 
set workshop fee to CIEEM. Out of this income, CIEEM will pay a set fee per paid up participant to each training 
provider to cover all contingencies. In 2011, a training provider will receive £40 for the first ten paid up participants 
and £20 for each additional person. This would put each workshop budget in the range £200-£600 on the basis of 
between 5 and 20 participants. IEEM cannot bail out those who overshoot the budget, except in most exceptional 
circumstances. How Many Participants? The maximum and minimum number of participants will depend on the 
individual workshop and how it is organised. Generally, workshops will be small gatherings of no less than 10 but 
no more than 20/25 participants. Workshops aimed at developing identification skills may be more effective with a 
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