Central Group on Educational Affairs

SIG Convener Responsibilities

The CGEA has a variety of Special Interest Groups (SIGs).  CGEA members may sign up for more than one group; membership lists may be obtained through the Membership Coordinator.  SIGs set their own agendas.  Conveners, elected for one year, guide the SIG’s activities, including items of interest throughout the year and SIG-sponsored sessions at the CGEA and annual AAMC meetings.  SIGs are self-perpetuating groups in which their membership is responsible for ensuring the ongoing activities of the group.  The board will review the status of each SIG every 5 years for its viability and sustainability.
	Action Item
	Target Date

	SIG Meeting at annual CGEA meeting
	

	1) Develop and distribute agenda for SIG meeting at annual CGEA meeting
	2-4 weeks prior to annual meeting

	2) Conduct SIG meeting at annual CGEA meeting (tell program chair if want table for discussion)
	During annual meeting

	3) Hold an annual election at annual SIG meeting to elect a convener and recorder (the recorder usually "ascends" to convener status to facilitate continuity in SIG activities)
	During annual meeting

	4) Review recorder minutes and distribute to SIG participants 
	1 month following annual meeting

	SIG-Sponsored (peer-reviewed) session at CGEA meeting
	

	1) Develop a topic and engage participants
	Best begun at previous year’s SIG meeting; submitted in December 

	2) Serve as facilitator to finalizing session details
	Spring

	Other
	

	5) Report to CGEA (through Secretary/Treasurer) regarding SIG activities (agenda and notes to be posted to CGEA website)
	Ongoing/September


Optional (but highly recommended) activities:

1) Coordinate a peer-reviewed SIG-sponsored session for presentation at the annual AAMC meeting.
2) Periodically communicate with the SIG regarding issues of interest and/or distribute agendas, meeting notes, and presentation ideas.
