
How to join a 
Special Interest Group

A step-by-step guide to joining a CIBSE Special Interest Group



Access or create your
account

Log into your MyCIBSE account via cibse.org and click Login in

the top right corner, near the search bar.  You can also create an

account via this route.
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Contact membership@cibse.org for assistance accessing your

account.

http://www.cibse.org/
mailto:membership@cibse.org


Find your
account settings

To update your groups you need to find the
“My Account” page.

Select 'My Account' from the top menu01

Scroll down the page to find Special Interest Groups02



Select your
Group(s)

Choose which group(s) to join
and tick the box next to the name.

01

Tick the box next to the name of
the group(s) and Networks you
wish to join
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Scroll down and click “Submit”

Click on “My Preferences” at the
top of the page
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02
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Check your
preferences

Ensure that “Email” is ticked01

Ensure that “Your Groups & Networks” is
ticked

02

Submit your preferences03

Click on “My Preferences” at the
top of the page. 

This is to ensure you receive
communication about upcoming
events and messages from the
committee.



Need any assistance?
Email groups@cibse.org

mailto:groups@cibse.org


Want to join the committee?

Email groups@cibse.org to find out more.

The committee plans the activities of the Special Interest
Group, including events and technical knowledge.

mailto:groups@cibse.org


The Vice-Chair provides support
to the Chair and assumes the
Chair's role in their absence.

Vice-Chair
The Treasurer looks after the
budget and works with CIBSE

staff to ensure invoices are
issued/paid.

Honorary Treasurer

The Secretary completes the
committee’s administration and

advises the Chair on
governance.

Honorary Secretary
Elected prior to the AGM, they

may take on a specific role
within the committee or ‘float’

between different tasks.

Elected members
Added at anytime throughout the

year, these members cannot vote at
committee meetings. 

They may take on a specific role
within the committee or ‘float’

between different tasks.

Co-opted members

The Chair oversees the
activities of the Group. They

also have the deciding vote in
committees’ voting matters.

Chair

Committee Members
All voting members are elected prior to the Annual General Meeting by members of the Group.

A collective noun for Chair, Vice-Chair, Secretary and Treasurer. These
roles have specific duties as defined by CIBSE.

Officers

Elected prior to the AGM, these members have voting rights on committee matters. 



Desire to join a
Group

NO

YES

NO

YES

Nominate yourself for
an elected position

UNCONTESTED

CONTESTED

WIN ELECTION

Attend events

Write technical papers

Speak at events

Answer consultations

Provide feedback/suggestions

Do you have a
MyCIBSE account?

Join the Group via
Groups and Networks

tab

Create a MyCIBSE
account using

preferred email.

Do you want to join
the committee?

NO

Inform committee of
desire to join

Are the nominations open?

Join as a co-opted memberJoin the committee in nominated position

Group members are
invited to vote

Promote events on social media

Invite others

Encourage new members to join

YES

Co-opted members should stand
for election at the next AGM.

Contribute to
the SIG

There are multiple ways to
contribute to the Special Interest
Group (SIG) 

Contribute 
in other ways

Host events


