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Standard Operating Procedures – EAHP AISBL

Subject:  New European Full Members

1. Scope and goals
0. Expand EAHP’s membership to all national hospital pharmacist associations whose countries are members of the Council of Europe and offer them quality services.
0. Define criteria for membership within EAHP

1. Relevant documents
1. Invitation letter to attend General Assembly as an observer
1. Membership dues invoice
1. Template for membership contact details
1. Certificate of membership

1. Abbreviations
2. European Association of Hospital Pharmacists: EAHP
2. General Assembly: GA
2. Vice President: VP
2. Director of Finances: DF
2. Managing Director: MD
2. Deputy Chief Operating Officer: DCOO

1. Responsible person(s)/owner(s) of the project
3. P and/or VP and COOMD

1. Criteria to be member
4. The membership is open to one national association or other organisation of hospital pharmacists in each of the countries of the Council of Europe, that are deemed representative of the professional group in their country. The list of Council of Europe members available via link below: http://hub.coe.int

In some cases, a platform comprised of 2 or more organisations in one country may apply for membership subject to approval by the GA.

A Candidate-Member is:

a. a non- profit organisation or any domestic equivalent to the Belgian concept,
b. legally constituted under the laws and customs of its country of origin,
c. gifted with legal personality (Natural persons are not eligible for Membership),
d. located in a country within the European Region,
e. a national organisation, which represents the interests of hospital pharmacists and has objectives and carries out activities in common with the purpose and activities of the Association as set out in article 4 of the statutes
f. independent from any political parties and/or commercial interests.

1. Processes
5. Recruiting new members is a part of both the President’s and the VP’s portfolio. Any other Board member or the COO MD can propose a new member to the EAHP from a non-member country. Once the Board is notified of a potential new Member, the following process begins.

5. 
5. The prospective member has to submit a written request to be admitted as a member to EAHP to the board of EAHP via its President. The P, VP and/or COO MD inform the prospective member of this necessity.
The application should include:
a. an official copy of the statutes of the Candidate-Member (in English);
b. evidence of its registration as a non-profit organisation according to the laws and customs of its country of origin;
c. a description of its administrative structure as well as its aims/objectives.
d. a copy of all of the above translated into English
e. membership list

5. The P, VP and/or COO MD provides general information about the prospective member such as the number of its members and the name of its President and makes a proposal for admission of the new member at one of the EAHP board meetingsto the Board. Members of the board discuss the admission of the new candidate and agree whether to invite the candidate-member to send observers to the EAHP General Assembly.
5. The COO MD informs the contact person from the national association (usually the President), that they are invited to send 2 observers to the GA, preferably the president and provides link to statutes on web site.
5. EAHP covers the GA accommodation for maximum two delegates from the observer-country(s). Travel costs to and from the GA must be paid by the attending delegates.
5. The observer-delegate submits theThe candidate’s membership application letter,  their association statutes in English and membership list are presented during the first day of the General Assembly although the documents are generally received prior to the GA and uploaded to the GA extranet for prior review. 
5. At the beginning of the General Assembly, the President welcomes the observer-delegate(s). One of the points of the General Assembly's agenda during the GA is the President's invitation to the observer-delegate(s) to present their national association(s).
5. The delegate from the observer-country prepares relevant information about the national association, including the structure of the national association, name and its President, memberships, activities, etc.  The observer-delegates can express their wish to join the EAHP.
6.10 .The General Assembly delegates can interview the observer-delegate if more information is needed.
6.11 .The observer-delegate leaves the GA meeting room while the members of the Board and the member-countries' delegates discuss the new national association presented. 
6.12 .On the second day of the General Assembly the vote takes place. If the GA votes in favour of the new national association, the Chair of the GA declares the new observer-country an official member of the EAHP. The membership starts with the last day of the General Assembly. The membership fee is paid for the remaining months till the end of the current year.
6.13  Once a new member has been accepted, the COO MD will ensure that they are: 
6.13.1 provided with access to the GA extranet web pages so they are able to view GA documents
6.13.2 added to the presidents/delegates list on file at the EAHP office
6.13.3 invoiced for membership fees
6.13.4 provided with a membership certificate
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	Developed
	13 September 2013
	Jennie De Greef, COO (now MD)
	

	Audited
	
	
	

	Approved
	
	
	


Revisions
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	23 January 2020
	
	Change title of responsibles

	Apr 2023
	3,4,5,6
	Update to reflect current situation
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