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Standard Operating Procedure – EAHP AISBL


Subject: Responding to Consultations

1. Scope and Goals
Participation in consultations at the European level is an integral part of the Association’s advocacy work. Apart from shaping public policy, participation in consultations by hospital pharmacists clarifies EAHP’s position on current policy issues and developments, profiles the role of hospital pharmacy and supports the building of relationships with like-minded organisations. 

Since responding to consultations requires significant time commitment by EAHP’s Board members leading on a specific topic and the PO, a careful assessment of the relevance and the impact of a consultation should be carried. 

2. Relevant documents
2.1. EAHP Statutes
2.2. Board Portfolios

3. Abbreviations
3.1. European Association of Hospital Pharmacists – EAHP
3.2. General Assembly – GA
3.3. Policy & Advocacy Officer – PO 

4. Responsible person(s) / owner of the project
4.1. Owner of the project: PO & responsible Board lead(s)
4.2. Execution: PO
4.3. Supervision: Board leads(s)

5. Monitoring and assessing
5.1. Identifying consultations of relevance for hospital pharmacists
The PO is responsible for identifying consultations at the European level, issued by both European institutions or stakeholders, that are of relevance for hospital pharmacists. However, any member of the EAHP Board, relevant Committees or EAHP’s membership is welcome to inform the PO and / or the responsible Board lead(s) of consultations that are of relevance for the Association. 

5.2. Feedback from Board lead(s)
5.2.1. EAHP’s PO will discuss consultations with the Board lead(s) responsible for the topic. For the discussion, the PO should prepare a brief summary of the consultation, including why it may be considered of relevance to hospital pharmacy, which will be shared with the responsible Board lead(s). The PO should use the matrix included in table 1 for the categorisation of the consultation.
5.2.2. Upon receipt of the brief summary, the Board lead(s) should provide the PO with the following information within the indicated time period:
· Opinion whether a response should be made based on the suggested categorisation by the PO.
· Feedback whether additional experts from EAHP’s network need to be consulted in addition to the Board lead(s).
· Review suggested key points and provide additional feedback.

5.3. Types of consultations
The degree of relevance of the consultations opened by the European institutions and other stakeholders can vary. EAHP differentiates between:
· Consultations with low / medium and high impact on the Association
· Consultations with low / medium and high relevance for the Association

The matrix included in table 1 seeks to guide the decision-making on the categorisation and prioritisation of consultations.

	
	Low impact
	Medium impact
	High impact

	Low relevance
	No response necessary.
	Short response could be considered.
	Response should be provided. 

	Medium relevance
	Short response could be considered.
	Response should be provided.
	Detailed response should be provided.

	High relevance
	Response should be provided.
	Detailed response should be provided.
	Detailed response should be provided and active engagement in other consultation activities (e.g. meetings / discussions with the entity responsible for the consultation) should be sought.



Table 1: Impact-Relevance matrix to guide decision-making on the categorisation and prioritisation of consultations

5.4. Timelines
5.4.1. Different types of consultations exist. These range from those with a very short response deadline (1 to 2 weeks) and those that run for several months.
5.4.2. The below provides guidance to the PO and the Board leads(s) on the steps that should be followed for the different types of consultations that exist. 
· PO to inform the Board lead(s) about the consultation – in the first days/weeks of the consultation.
· Board lead(s) to provide feedback to the PO – within the deadline set by the PO. Depending on the length of the consultation Board member(s) will have several days or even weeks to share their feedback.
· PO to create the first draft response and share with the Board lead(s) – several weeks or days before the end of the consultation.
· Board lead(s) to provide feedback to the PO – within the deadline set by the PO. Board leads will have at least 1 week to respond. Shorter deadlines will be necessary for consultations with a very small feedback window. 
· PO to create the second draft response and share with the Board lead(s) – one or two weeks before the end of the consultation.
· Board lead(s) to provide feedback to the PO – within the deadline set by the PO. Board leads will have several days to respond.
· PO to submit the final response by the submission date set by the consulting entity. 
The timing should be adjusted based on the length of the consultation.

6. Assigning responsibilities and drafting the consultation response
6.1. The PO is responsible for drafting the consultation response and for submitting the final version to the consulting entity.
6.2. The work of the PO is supported by the Board lead(s) who are responsible for providing feedback and reviewing the draft versions of the consultation response.  


7. Involvement of members, experts and other organisations
7.1. The Board lead(s) responsible for a specific topic can nominate experts to provide additional information to EAHP.
7.2. For consultations with high relevance and high impact, EAHP should explore the possibility of issuing joint statements with other pharmacy organisations / other organisations working in the health sector that share the values of EAHP. 
7.3. Consultations with high relevance and high impact that allow for European level and national level responses should be shared by the PO with EAHP’s members. Prior to sending a consultation to members, the PO should discuss this action with the responsible Board lead(s).
7.4. It should be ensured that Board members and the EAHP membership receive information on the consultations that the Association is inputting to / has inputted to.
7.4.1. The President should be kept informed about ongoing consultations during the policy calls with the PO.
7.4.2. The Board should receive an update on ongoing / completed consultations during the Board meeting.
7.4.3. EAHP members should be provided at the GA with information about consultations that EAHP responded to during the year. 

8. Format
8.1. Templates
EAHPs responses to consultations should be included in the templates provided by the entity responsible for the consultation. In case no template is provided, EAHP should create its own response template including the Association’s logo. 
8.2. Tone
The tone of EAHP’s consultations shall be balanced. Critical points should be substantiated with relevant evidence. 
8.3. Version control
8.3.1. During the drafting phase, the PO should employ careful version control.
8.3.2. Board lead(s) and other experts / stakeholders that are providing input shall use track changes and the comment function to share their views. 
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