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Standard Operating Procedures – Special Interest Groups EAHP AISBL

Subject:  Special Interest Groups

1. Scope and goals
0. Develop and set up EAHP Special Interest Groups with the aim of gathering and evaluating evidence in specific, innovative and/or novel fields of the hospital pharmacy practice, as a way to move towards a safer delivery of hospital pharmacy services to improve patient outcomes.
0. Define the process that needs to be carried out to set up a Special Interest Group as well as lay out the rules for their functioning.

1. Relevant documents
1. SIG Contract
1. SIG Terms of Reference
1. SIG Action Plan
1. Call for expression of interest of SIG members

1. Abbreviations
2. European Association of Hospital Pharmacists: EAHP
2. Special Interest Group: SIG
2. Scientific Committee: SC
2. Education Executive Committee: EEC
2. Board Member: BM
2. Managing Director: MD
2. Project Portfolio Manager: PPM
2. Policy & Advocacy Officer: PO
2. Team Assistant: TA

1. Criteria to set up a SIG

3. The goals of the SIGs need to align with the goals and mission of EAHP, including the implementation of the European Statements of Hospital Pharmacy and other relevant EAHP projects and initiatives.

3. The topics for potential SIGs should be communicated by the MD to the EEC to see if there are any comments on the appropriateness of the topic selected for the potential SIG and the company sponsoring its work. 

3. Recommendations on relevant and potential topics for an SIG can be made to the MD.

3. The MD will negotiate with the company sponsoring the SIG the conditions of the contract and the financial support needed to set up and further develop the work of the SIG. The contract will be signed by the MD and the company financially supporting the SIG.

3. The MD along with the EEC will then nominate potential SIG Chairs. The MD may also reach out to the SC and Members in identifying suitable chairs. Once a SIG chair has accepted the position and is appointed, the Chair will work with the PO, PPM & TA (if applicable) to prepare the SIG workplan and the Terms of Reference to kick off the work of the SIG.

3. A call for expression of interest will be shared with all EAHP national associations to search for members for the SIG. The company financially supporting the SIG can also propose SIG members. All candidates to join the SIG need to be approved by the Chair. The call will also be published in all EAHP social media.

3. The email sent to all EAHP national associations to inform them about the set up of the SIG will include the scope of the SIG, the expected outcomes and the information on the company financially supporting the SIG. 

3. All emails sent to EAHP members regarding the set up and the development of the work of the SIG will clearly state the name of the company that is financially  supporting the SIG.

1. Financial support of the SIG

4. The SIGs are financially supported by pharmaceutical or healthcare companies that agree to collaborate to acheive the goals and missions of EAHP.
4. The contract signed with the company will include the deliverables and outcomes expected from the work of the SIG. The conditions of the contract will be set by the MD.
4. The companies financing the SIGs have the right to appoint two representatives that will be part of the SIG as SIG members. However, these representatives will not have a right to vote within the SIG when votes are needed. Even though these two representatives can work as part of the SIG in the same capacity as other SIG members, companies financing the SIG can’t influence the work and outcomes of the SIG.
4. The financial support and contract signed to develop a SIG can be further extended if decided by both parties and a new contract will be drawn up and signed.

1. Development of the work of the SIGs

6.1. The Chair and the appointed SIG members will approve the SIG action plan and the Terms of Reference for the SIG during the kick off meeting. The EAHP team and the SIG will use SharePoint (or other communication tools if applicable) to share and upload all relevant documents. 

6.2 The minutes of each SIG meeting will be shared with all SIG members and approved before the start of each meeting. Minutes will be filed on the EAHP server and/or SharePoint.

6.3 All SIG meetings will be held virtually. Should the Chair of the SIG request to hold one of the meetings in person this will be decided on case-to-case basis by the MD.

6.4 SIG Meetings can only take place if 50% + 1 of the SIG members are attending. 

6.5 At the kick off meeting, the Chair of the SIG will ask SIG members if they are ok with their emails being sent to the rest of the SIG. 

6.6 The SIG, led by the Chair will decide on the workplan and distribute tasks internally, with the support of the PO, PPM and TA.

6.6 The companies financially supporting the SIG can’t influence the work being done by the SIG. This will be assured  by the Chair, the MD, PO, PPM and TA.

1. Deliverables and outcomes of the SIG

7.1 The main deliverables and outcomes of the work of the SIG will be defined in the contract signed with the company financing the SIG. 

7.2 The Final Outcomes of the work done by the SIG will be publicly available when approved by the SIG and EAHP Board Members. The reports and all materials linked with the work done by the SIG should clearly state the name of the company financially supporting the SIG.

7.3 What is discussed in the SIG is of the intellectual property of the SIG and cannot be shared without approval. The information and discussions held within the SIG can’t be shared with other companies

7.4 The SIG will be closed once the final outcomes are published and after the decision of the Chair.
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