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Standard Operating Procedures – EAHP AISBL

Subject:  External Attendance (e.g., ASHP, FIP)


1. Scope and goals
1.1 This Standard Operating Procedure provides guidance for Board members for the representation of the Association at external events. 

1.2 External attendance should foster the implementation of the European Statements of Hospital Pharmacy as well as the Association’s goals. 

2. Abbreviations
2.1 European Association of Hospital Pharmacists: EAHP
2.2 EAHP Board of Directors: Board
2.3 Managing Director: MD
2.4 Deputy Managing Director: DMD
2.5 Development Strategist: DS
2.42.6 Policy and Advocacy Officer: PO 
2.75 Director of Finance: DF 

3. Representation of EAHP at external events
3.1 The President or other Board members are invited regularly to represent EAHP at external meetings. 

3.2 Due to the Board portfolio system, invitations should always be shared and discussed with the responsible Board lead(s) and the PO, in particular when then the invitation has policy relevance.3.3 For European/international meetings, the Board member that was invited should decide together with the portfolio colleagues if EAHP attendance is necessary. The decision should factor in the relevance of the event for achieving EAHP’s goals and mission as well as the implementation of the European Statements of Hospital Pharmacy. For events with policy relevance, the PO should be asked to provide feedback. 
3.4 Meetings held in Brussels should be attended by the PO. The Board and the PO can decide to deviate from this approach for meetings held in Brussels for which Board representation would be necessary. 

3.5 Meetings held by specific European Union initiatives should be attended by the EAHP approved/nominated representative. 

3.6 For hybrid meetings, Board members should favour online attendance unless physical presence is required or necessary. 

3.7 The person attending meetings mentioned in points 3.3 to 3.6 needs to notify the President and the PO before attending. Objection by President needs to be shared within 2 dayso. For meetings for which costs exceed 500 euro additional approval from the DF is needed. 

3.8 For representing EAHP at national meetings the person attending should notify the President. If costs exceed 500 euro approval from the DF is needed. 


3.9 Board members that attend external events/meetings should to report back to their fellow portfolio leads and the PO in a timely manner by filling out the meeting report on SharePoint. IIf reporting in a timely manner – meaning shortly after the event – is not possible, the following steps should be taken
· share the key takeaways from the event/meeting and any follow-up action needed from EAHP by email with the other portfolio leads and the PO as soon as possible
· fill out the meeting report on SharePoint once you find time (preferably within two to three weeks after the event)

3.10 Policy team members that represent EAHP at external meetings will also report back to the portfolio leads.


4. Attendance of FIP meetings 
4.1 EAHP is a member of the International Pharmaceutical Federation (FIP) and regularly receives invitations to FIP meetings and events. These are usually shared with the President and/or the MD. 

4.2 Invitations should be shared by the President and the MDPO with the FIP Board leads and the PO. The FIP Board leads determine if EAHP needs to attend the meeting and who from EAHP should attend. 

4.3 The Board member attending the FIP meeting is responsible for its preparation. Feedback should be collected prior to the meeting from the FIP Board leads. For FIP’s General Assemblies feedback needs to be collected from both the FIP Board leads and the rest of the Board. This should be done sufficiently ahead of the meeting.

4.4 The Board member attending the FIP meeting needs to report back to their fellow portfolio leads and the PO in a timely manner by filling out the meeting report on SharePoint.

5. Attendance of ASHP events
5.1 Representatives of EAHP annually attend the Midyear Clinical Meeting of the American Society of Health-System Pharmacists (ASHP) which is usually held in the first half of December.

5.2 Three EAHP Board Members attend with two of them being the EAHP President and Director of Finance. The Development Strategist Managing Director who sets up and attends the EAHP booth during the event also attends. The Board may decide to alternate between the DMD and DS depending on the needs of EAHP.

5.3 The President will ask Board Members in April each year to express their interest in attending which should be related to Board portfolios. The President will agree with those who expressed interest which one of them shall attend for the current year.

5.4 Those Board members who attended ASHP will report back to the board regarding meeting highlights, insights, etc.
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