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1. 




2. Role of the European Hospital Pharmacy CTF Steering Committee

The role of the European Hospital Pharmacy CTF Steering Committee is as follows:

· Ensures the project to form a common training framework for hospital pharmacy specialization in Europe is delivered in a timely, transparent and robust fashion
· Oversees the assignment and completion of necessary tasks and research exercises required to bring the common training framework into existence, delegating to bespoke working groups and/or the EAHP secretariat as required and appropriate.
· Conducts regular communication and engagement with all EAHP member associations
· Advises EAHP national member countries on appropriate and necessary country-level activity required to help bring the common training framework into existence
· Approves or reject changes to the project with a high impact on timelines and budget.
· Assesses project progress and report on project to the EAHP General Assembly
· Uses influence and authority to assist the project in achieving its outcomes.
· Reviews and approves all final project deliverables.
3. Responsibilities of the Steering Committee Chair

The Steering Committee Chair and Vice-Chair will be elected by the Steering Committee. Should Steering Committee Chair be unable to attend a meeting, the Vice-Chair will serve as Committee Chair. 
The responsibilities of the Steering Committee Chair are as follows:

· Sets the agenda for each meeting and teleconference.
· Ensures that agendas and supporting materials are delivered to members in advance of meetings/teleconferences.
· Makes the purpose of each meeting/teleconference clear to members and explains the agenda at the beginning of each meeting.
· Clarifies and summarises what is happening throughout each meeting.
· Keeps the meeting moving by putting time limits on each agenda item.
· Encourages broad participation from members in discussion by calling on different people.
· Ends each meeting with a summary of decisions and assignments.
· Acts as the principal spokesperson for the project to all audiences, including the EAHP Board, secretariat and membership, the European Commission and all other external stakeholders.
4. Responsibilities of Steering Committee Members

Individual Steering Committee members have the following responsibilities:

· Understand the goals, objectives, and desired outcomes of the project.
· Understand and represent the interests of the EAHP member association that nominated them
· Take a genuine interest in the project’s outcomes and overall success.
· Act on opportunities to communicate positively about the project.
· Actively participate in meetings through attendance, discussion, and review of minutes, papers and other Steering Committee documents.
· Support open discussion and debate, and encourage fellow Steering Committee members to voice their insights.
· Act as the principal liaison and communication point between the project and the EAHP member country association, its members and national stakeholders (e.g. competent authorities for professional qualification recognition
5. General

5.1 Membership

The 7 project countries are each entitled to nominate 1 individual as their representation to the Steering

Committee. The EAHP Board is entitled to nominate 3 representatives on the Steering Committee, meaning a total membership of 10 persons. The number of EAHP Board members may be increased to 4 persons while the posts of president-elect and immediate past president exist.

Individuals nominated by EAHP member associations and the Board should be selected on the basis of their specialist knowledge, ability to represent the interests of stakeholders, and ability to help resolve issues the project may face.

The Committee will also be attended and served by members of the EAHP secretariat.
5.1.1 Quorum

A minimum number of 7 Steering Committee members are required for decision-making purposes. The quorum must include a minimum number of 1 member from the EAHP Board of Directors.

5.1.2 Decision-making Process

The Steering Committee will operate its decision-making processes by consensus, in so far as if a majority of the Committee approve a given course of action, the Steering Committee chair should encourage the minority to accept the course of action, albeit with modification if agreed.


5.2 Frequency of Meetings

It is intended that the Steering Committee meet in person no more than 3 times a year, likely twice per year. Meetings may be associated with the EAHP Congress in late March, and the EAHP Board Meeting in September each year. Between times, it is expected that business and decision-making may be conducted by email and other virtual methods (e.g. teleconferences).

Further to this, the Steering Committee will be expected to provide reports of progress on the project in good time for the EAHP Congress (March), General Assembly (June), September Board Meeting and the end of the calendar year.

5.3 Agenda, Minutes, and Decision Papers

A package will be sent to members no less than five business days in advance of a Steering Committee meeting. This package will include the following:

· Agenda for upcoming meeting 

· Minutes of previous meeting 

· A progress report for the project.
· Decision papers.
· Any other documents/information to be considered at the meeting.
5.4 Proxies

In terms of project continuity, the use of proxy representatives by EAHP member countries is not encouraged. However, in such cases where a Member of the Steering Committee cannot attend a meeting, arrangements may be made for a proxy representative, in discussion with the Steering Committee chair. Proxies will be entitled to participate in the discussion and are permitted a role in decision-making.

Steering Committee members will inform the Steering Committee chair as soon as possible if they intend to send a proxy to a meeting and no less than two business days before the scheduled meeting.
5.5 Resignation from Committee
A member of the CTF Steering Committee may resign from membership of the Committee by giving due written notice to the Chairman of the Committee and, if a national representative, the President of their relevant national EAHP member association. The relevant national association will be asked to identify an appropriate individual to replace the vacancy. Members of the Committee will, to the best of their ability, ensure all outstanding obligations are fully discharged before tendering resignation, and that a satisfactory handover to their replacement is conducted.
