NNPCF Board Member Hours and Meeting Commitments – Additional Guidance
This document provides additional information regarding the expected time commitment, meetings and activities associated with the NNPCF Board Member role. It should be read alongside the NNPCF Regional Director Job Description.
National NNPCF Meetings
Weekly Strategic Meetings
The NNPCF holds regular strategic meetings during term time. These meetings are generally held weekly term time, the day and time are varied.
Board Members are encouraged to attend as many of these meetings as possible, although attendance at every meeting is not mandatory. Meetings are recorded and meeting notes are circulated, allowing Board Members to catch up on discussions where attendance has not been possible.
These meetings are used for:
· Updates on current national and regional activity
· Discussion of emerging SEND policy and strategic developments
· Meetings with Department for Education (DfE) colleagues and other external stakeholders
· Collaborative planning and problem-solving
· Governance discussions and decision-making where required
Board Meetings
Formal Board Meetings are held six times per year and typically last two hours.
Attendance at Board Meetings should be prioritised. Missing three consecutive Board Meetings may place continued Board membership at risk.
Board papers are normally circulated at least seven days in advance. Board Members should allow 30-60 minutes to review papers and prepare for each meeting.
Planning Days
The NNPCF Board holds two face-to-face Planning Days each year.
These are typically two-day events involving an overnight stay and are usually held in Birmingham or London. Times are usually 10.30/11am start on day 1 and finish approximately 3.30 on day 2.  
Planning Days provide an opportunity for:
· Strategic planning
· Governance discussions
· Team development
· National priority setting
· Collaborative working with colleagues
Travel, accommodation, agreed expenses and time spent travelling and attending meetings are funded in accordance with NNPCF policies.
Planning Days are usually held:
· Early July
· Late November
The November event often includes members of the Operational Support Team.
For 2026, the Planning Days are scheduled for 24–25 November 2026. Venue details will be confirmed separately.
Department for Education (DfE) Policy Days
Introduced in 2025, these events provide an opportunity for Board Members to spend dedicated time with Department for Education officials and other key national stakeholders.
The programme usually consists of two days in London at the DfE offices in Westminster and includes meetings with a range of DfE policy teams and civil servants.
We aim to host 2026 late September or early October once DfE availability is confirmed.
Travel, accommodation and agreed expenses are funded in accordance with NNPCF policies.
Communities of Practice (CoPs)
In 2026, the NNPCF started to Communities of Practice (CoPs) in response to the SEND Reforms. Attendance is optional but strongly encouraged as these sessions provide valuable opportunities to:
· Hear directly from national stakeholders
· Explore emerging policy developments
· Share learning and good practice
· Strengthen relationships with Parent Carer Forums
National PCF Conference
Board Members are expected to attend the annual NNPCF and Contact National Conference.
Attendance normally involves a two-night stay to allow sufficient time for:
· Pre-conference planning and preparation
· Supporting conference delivery
· Networking and engagement with Parent Carer Forums
· Attendance at any associated meetings
Travel, accommodation and agreed expenses are funded in accordance with NNPCF policies.
Dates for the 2027 conference will be confirmed separately.
Regional Meetings and Engagement
Each NNPCF region operates differently and has its own priorities, partnerships and engagement structures.
Board Members are expected to establish and maintain effective relationships with key regional stakeholders, including:
Department for Education
· Regional Director
· Children's Vulnerable Unit (CVU)
· RISE Team and other relevant regional representatives
NHS
· Regional SEND Leads
· Other NHS and Integrated Care Board representatives as appropriate
Regional Improvement and Innovation Alliance (RIIA)
Each region has an equivalent improvement structure, although names and arrangements may vary. These organisations often:
· Convene regional SEND forums
· Lead regional improvement activity
· Coordinate regional SEND programmes
Parent Carer Forum Engagement
Maintaining regular communication and engagement with Parent Carer Forums (PCFs) within the region is a core part of the Regional Director role.
Each Regional Director is expected to facilitate engagement opportunities with regional PCFs at least three times per year (once per term). These meetings may be held either virtually or face-to-face, depending on the needs and preferences of the region.
Each region operates differently and has its own priorities, structures and ways of working. As a result, many regions choose to hold additional meetings, workshops, drop-in sessions or engagement events throughout the year. The frequency and format of these activities should reflect the needs of the Parent Carer Forums within the region. Additional meetings may need to be funded via regional funds, such as PCF regional contributions or the regional Contact Grant, or other agreed funded streams. 
These meetings are an important part of the NNPCF feedback loop, providing opportunities for Parent Carer Forums to share local issues, experiences, concerns and examples of good practice. They also enable Regional Directors to provide updates on national developments and ensure that the views and experiences of families across the region are represented and reflected in NNPCF's national policy, influencing and strategic work.
Funding of Regional Activity
Regional work is only partly funded through the NNPCF core allocation of 30 days per year (see below section: How NNPCF Core Funded Hours Work) 
Many Regional Directors secure additional funding through NHS England programmes, Regional Improvement and Innovation Alliances (RIIAs), Contact grants or other agreed funding streams to support regional engagement and representation activity.
Additional regional work outside core NNPCF hours should only be undertaken where appropriate funding has been agreed in advance.
Where additional pieces of regional work and funding are taken on and it is up to each Regional Director to decide on their capacity to undertake the work or they may wish to delegate the work to a regional representative in agreement with region.  This additional work is always at the discretion of the regional director.
Payments
Contracted hours are 30 days/ 210 hours per year for Regional Directors. 
The NNPCF use a system called Intervals to record time for each task/meeting undertaken in segments of 15 minutes
Pay periods operate on a 4 week and 5-week basis with monies being paid on 18th day of each month, or the last working day before this if falls on a weekday.
Pay reflects hours worked in that pay period. 
Expenses are typically processed once a month, but we do aim to process more quickly/regularly when we have an away day/conference etc. Travel arrangements and hotel accommodate are booked and paid for directly by the NNPCF, except for local travel and tube/bus/taxi fares.
Annual Leave
Annual Leave runs 01st October 2025 to 30th September 2026
Annual leave is calculated at a rate 12.07% of the hours you have been employed for. For example, if you have worked 20 hours you accrue 2.414 hours of annual leave. (Employed is defined as being hours billed and paid via NNPCF (DfE contract, regional work etc).
Holiday entitlement does not accrue in respect of unbilled work, voluntary work, self-employed activities, or any work undertaken where payment is made directly by, or invoiced directly to, the region.
The NNPCF respectively request that most of the annual leave is taken by 30th September 2026, but all leave must be used by 31st December 2026 to avoid loss of entitlement.  
How NNPCF Core Funded Hours Work
Regional Directors are contracted for 30 days (210 hours) per year.
For 2026/27, additional hours have been agreed for this financial year only. These additional hours are split between regional and national activity.
	Area
	Days
	Hours

	Regional Activity
	23.5
	165.5

	National Activity
	11.35
	79.5

	Conference
	1.7
	12

	Total Available hours[footnoteRef:1] [1:  Excludes National Travel time ] 

	36.55
	257


The breakdown and intended use of these hours is set out below.
Regional Work
We want to maximise the amount of time Regional Directors can spend supporting Parent Carer Forums within their region. Therefore, the majority of the core allocation remains focused on regional activity, and the additionally is provided to support your national engagement. 
Regional Director Allocation
For 2026/27, the budget for Regional Director regional activity is: 23.5 days (165.5 hours) This equates to approximately 4.3 hours per week term time.
These hours are intended to cover regional responsibilities, including:
· Meetings and communications with individual Parent Carer Forums (PCFs)
· Planning and hosting regional PCF meetings
· Regional administration and emails
· Meetings and communications with your Contact Adviser
· Meetings and communications with regional DfE Advisers, NHS England Leads and RIIA colleagues
· Attendance at regional partnership meetings
· Regional travel time
· Other regional activities agreed as part of your role
Unless alternative funding is secured, all regional activity should be delivered within this allocation.
National Work
Additional hours have been allocated specifically for national activity.
These hours are ring-fenced and should only be used for national work. They are allocated on a use-it-or-lose-it basis and cannot be transferred into regional hours.
	Budget  
	Task 
	Information 
	Total Days
26/27
	Total Hours 
26/27

	4a Participation 
	Board Meetings 
	6 meetings at 3 hours each (2-hour meeting + 1 hour preparation/reading) 
	2.57
	18

	4a Participation 
	Planning Days 
	2 Planning away day events Summer and Autumn. 2 *5 hour days each away event 
	2.85
	20

	4a Participation 
	DfE Policy day 
	2 *5 hour days each away event 
	1.42
	10

	4a Participation 
	Strategic Weekly Meetings 
	28 meetings at 1 hour each 
	4
	28

	4a Participation 
	Annual report 
	Content writing 
	0.21
	1.5

	4a Participation  
	AGM 
	1 hour prep and 1 hour attendance 
	0.30
	2

	 
	 
	 
	11.35 
	79.5 



Conference Allocation
	Budget  
	Task 
	Information 
	Total Hours  

	3b Conference 
	Conference 
	8 hours attendance 
2 hours Networking evening before and evening of 
	12 


Travel Time
· National Work: Travel associated with national activity is additional to the hours outlined above and will not be deducted from your allocated national hours. This approach ensures fairness and equity for Board Members who may have significantly different travel distances.
· Regional Work: Travel associated with regional activity should be recorded within your regional allocation of 165.5 hours.
National Workstreams 
Board Members may have opportunities to represent the NNPCF on key funded workstreams or attend national meetings. Participation in this work is voluntary and is paid in addition to core funded hours. Hours worked should be claimed via Intervals and will be paid monthly. Holiday entitlement will accrue in accordance with the hours worked and paid through payroll.
Attendance at NNPCF Communities of Practice for SEND Reforms is currently included within this additional funded activity. 
 
