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Context: 
The Scientific Committee (SC) and its standing subsidiary bodies currently have 8 informal Small Working Groups (SWG) to intersessionally address specific tasks identified in the SC Work Plan and the List of Projects. All these SWGs hold periodic virtual meetings. NPFC regulations are silent about rules and procedures for such informal meetings. This document lays out the guidelines for SC’s SWGs. It is a living document and will be revised, when necessary, by SWGs or their parent SSC/TWG and SC.
Purpose:
The purpose of SC SWGs is to facilitate intersessional work of the SC, SSCs and TWGs and support the SC in the implementation of its Work Plan.
Functions:
a) Providing a forum for the exchange of information and expertise and for collaboration on the development of agreed work plan deliverables;
b) Providing a forum to monitor and assess progress specific to work plan items;
c) Reporting to the SC/SSC/TWG the status of work plan deliverables, including advising on any possible recommendations. 
Structure:
Membership in each of the SWGs is to include Commission Members and invited experts. Observers may generally participate in SC SWG meetings subject to Rule 9 of the Commission's Rules of Procedure. Participating observers may not disclose information from SC SWG meetings or associated documentation, as per Rule 9.7, including data and information as per the Regulations for Management of Scientific Data and Information. Should a Member object to an accredited observer’s participation in a SC SWG meeting, that Member must submit a rationale to the Secretariat, to be distributed to Members, at least 14 days before the SWG meeting in question. A simple majority of Members must concur, through email correspondence, with the exclusion of an accredited observer from the SWG meeting at least 7 days prior to the meeting, otherwise the observer may attend.

Each SWG will be managed by a Lead. The Lead, supported by the Science Manager, will be responsible for developing meeting agendas, chairing meetings and liaising with its parent SC/SSC/TWG Chair when required. 

The SWG Lead will: 
· Develop the meeting agenda in consultation with Members;
· Lead SWG meetings and finalize summaries of the meetings;
· Foster constructive and active dialogue at SWG meetings;
· Coordinate the development of specific deliverables identified in the SC work plan and regularly report on their status to the parent SC/SSC/TWG Chair;
· Upload ppt slides used to facilitate the meeting and relevant documentation on the Collaboration site;
· Liaise with the parent SC/SSC/TWG Chair as appropriate to enhance the quality of SWG activities; and
· Report the outcomes of SWG’s intersessional meetings to a parent SSC, TWG or SC.
The NPFC Science Manager will: 
· Coordinate SWG meeting schedules; 
· Schedule SWG meetings and participate in their proceedings;
· Compile, in consultation with Lead, Member input into the draft agenda and post it on the website; 
· Support the preparation of meeting documents with the SWG Lead;
· Provide a rapporteur function at meetings, draft a meeting summary, distribute it to Members and upload it on the website;
· Provide technical advice, where appropriate, on scientific matters specific to deliverables;
· Monitor and document the status of all SWG deliverables;
· Ensure information is shared between the SWGs/TWG/SSCs/SC to support integrated planning and achievement of overall SC work plan objectives; and, 
· Liaise and share information with relevant NPFC working bodies. 
SWG Members will:
· Prepare for and participate in the meetings of the SWGs;
· Upload their ppt slides and/or meeting papers on the Collaboration site;
· Provide input into the content, design and preparations of SWG work plan deliverables; and, 
· Liaise, where required, with other SWGs and NPFC subsidiary bodies in support of implementing the SC integrated work plan.
Meetings
SWGs will meet as determined by the SWG Lead. In the interest of accommodating participation in different time zones, SWG meetings will be held at a consistent time agreed upon by the SWG.
Recommendations
The SC SWGs are not expected to give formal recommendations to the SC or its standing subsidiary bodies. However, advice of the SWGs to the SC/SSC/TWG will be agreed by consensus as needed. Where consensus is not possible at the working level, differences in opinion will be reported to the SC/SSC/TWG.
Meeting records
After each SWG meeting, the Science Manager will draft a concise summary of the work of the SWG. Draft summaries will be circulated by the Science Manager to the SWG Members within one week of the SWG meeting. Members will have one week to review and comment on the draft meeting summary. Thereafter, the Science Manager, in consultation with the SWG Lead, will finalize the summary and circulate it to Members. 
Meeting papers are treated as informal documents and shall not be released to the public website. The meeting summary will be posted after the meeting on the website, under Meeting, and shall be available to Members and accredited observers only. The meeting summary will then be submitted to a parent formal SSC/TWG/SC meeting as a reference paper posted on the public domain.
Work environment
Meeting papers and ppt presentations are to be posted on the Collaboration website. Intersessional discussions and scientific activities agreed upon at the SWG meetings may be done by email correspondence or through the Collaboration website, with designated groups. Access to each group on the Collaboration website is restricted to the Members of this group.
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