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Introduction

This document provides a framework for how to develop an infection prevention and control (IP&C) society.  An IP&C society may vary in size from 15 individuals to hundreds of members. The suggestions provided here are from experienced society members from around the world.
Functions of an Infection Prevention and Control (IP&C) Society

· Improving infection prevention practices in health care settings (most important)

· Uniting professionals in the field around common goals
· Assisting in the delivery of educational materials

· Providing professional growth opportunities

· Enhancing the image of the profession

Advantages of Having an Infection Prevention and Control Society in My Country or Region

· Members can participate in sharing education and experiences

· Maximizes group learning and skills

· Reduces steep learning curve

· Provides credibility for changing infection prevention practices in your region
Membership – Each organization must decide rules for who can be a member
Those actively involved in infection prevention professional activities are usually voting members, and may include:

· Physicians

· Nurses

· Medical microbiologists

· Others involved in IP&C work

Organizations may also include non-voting members, including:

· Retired health professionals

· Other individual or corporate sponsors

How to Start

1. Get a group of interested individuals together

2. Develop a mission statement

3. Develop an outline of the organization’s leadership structure

4. Develop the constitution/bylaws/rules for functioning.  Follow the laws for forming scientific societies in your own country. Several examples of bylaws from other organizations are included in this document, to assist in developing your own document.
What will make the organization successful? 
· Commitment of key individuals

· Belief in the mission of the society

· Enhanced skills of members
· Effecting regional and national communication and practices

· Having frequent meetings with good educational presentations

· Including a forum for sharing of member experiences

· Encouragement of local leadership
Membership Recruitment and Promotion

Your membership is the lifeline of your society. The highest priority should be placed on recruitment of new members and retention of current members. A steadily growing membership of active participants ensures a strong, successful society.


· Should be an ongoing process

· Membership campaign requires good planning and communication


· Determine focus of campaign

· What audience will you be addressing?

· How many names of potential members are needed for the campaign?

· How many new members are required for a successful campaign?

· What specific additional benefits will you provide if the campaign is successful?

EXAMPLE CONSTITUTION/ BYLAWS FRAMEWORK

BYLAWS
ARTICLE I - 
 NAME
Section 1. Name 
The name of this organization is the (insert name of your association), hereafter referred to as the Society. 
ARTICLE II – PURPOSE AND GOALS

Section 1. Purpose 

The general purpose of an infection control society is to improve health by reducing risk for infections and by serving the needs and aims common to all disciplines that are united by infection prevention and control and epidemiology activities. 

Section 2. Goals (add goals of your association – A to C are suggestions or examples)

A. To direct, support and improve the practice and management of infection control. 

B. To advance knowledge of, foster scientific interest in, and disseminate information about the prevention and control of healthcare associated infections to medical and allied professionals for the benefit of the public. 

C. To ensure that the Society’s mission is supported by its resources and activities. 

ARTICLE III - TAX STATUS

Section 1. Tax Status (Insert appropriate language for your country) that legally describes your organization’s status, for example, “Not for Profit”.

ARTICLE IV – MEMBERSHIP

Section 1. Privileges 

A. Categories:  These are for examples only. You/your Society may choose to have all or only some of these
1. Active/Full/Ordinary Membership 

Active members shall be individuals occupationally or professionally involved in the practice and management of infection control and/or the application of epidemiology. Such members may vote in elections, serve on committees, and hold elected office. 



2. Associate Membership 

Associate membership is open to any person who wishes to join the Society and is not eligible for active/full/ordinary membership. Such members may not vote or hold elected office. 

3. Retired/Senior Honored Membership 

Retired/Senior Honored members shall be individuals who are no longer employed in any capacity and who have had (FILL IN NUMBER) consecutive years of Active/Full/Ordinary or Associate membership prior to retirement. Retired/Senior Honored members may not vote or hold elected office; however, they may serve in appointed capacities. 

4. Honorary Membership: Honorary members shall be individuals elected to this category in recognition of their contribution to the Society. 

5. Student Membership: 

These are University undergraduates and or postgraduate students in IPC relevant courses that would continue as full members on completion of their courses and in full employment.
6. Corporate/Patron Membership: This may not be acceptable in your country, as your Society may be accused of commercial bias. You may wish to think about the legal/ethical position of this category.
Commercial companies concerned with or having an interest in infection control may join the Society as a group requiring one single subscription. They will not have a voting right. 

B. Membership Renewals 

Membership shall be based on calendar year (or October to September, or some other reasonable time frame). 

Section 3. Annual Dues/Fees/Subscription.

A. Dues/subscriptions for each year shall be determined by the Board of Directors/Executive Committee. 

B. The annual dues/subscription shall be payable on the 1st day of ….. in every year (FILL IN APPROPRIATE DATE FOR YOUR SOCIETY). 

ARTICLE V - MEETINGS 

Section 1. Meetings 

A. Annual General Meetings 

1. The annual general meeting (AGM) of this Society shall be held at the time of the Annual Conference – if having one, or at other time(s) deemed appropriate by the governing laws of your Society. 

2. Extraordinary meetings may be convened with 30 days written notice. 

3. Notice of all meetings of the Society shall state the time and place of the meeting and the business to be discussed. Notice will be provided in writing/electronically and sent to each member at the address recorded on the membership database. 

4. Minutes of the last Annual General Meeting shall previously have been circulated before items for the new agenda are requested. 

5. Every Member shall be entitled to vote either personally or by proxy on any matter at any General Meeting. 

B. Regular Membership Meetings

Regular (routine) Membership meetings will be held (state the frequency, for example, 4 times per year, at a place to be determined by the Board.

C. Board of Directors Meetings

Meetings of the Board of Directors will be held ______ (state frequency and location).

D. Executive Committee Meetings
Meetings of the Executive Committee will be held by phone call or electronic means every 1-2 months.

E. Other Committees

Other committees will meet by phone, electronic means, or in person, as directed by the Board of Directors. The frequency of meetings will be determined by the Board, based on the tasks to be accomplished. 
F. Quorum 

A quorum shall consist of at least xxx (two thirds? of total registered members) members. 

ARTICLE VI – OFFICERS

Section 1. Composition 

The officers shall be a Chairman/President, a Vice Chair/Vice President, a Treasurer, and a Secretary. 

These officers shall perform the duties prescribed by these bylaws, perform those duties as usually pertain to their respective offices, and perform those duties prescribed by the Board of (Your Society name here). The officers shall serve as the Executive Committee for the society, carrying out all business of the society between regular meetings, as needed.
Section 2. Duties 

A. The Chairman/President shall 

1. preside at all meetings of the Society; 

2. prepare the agenda for all meetings in conjunction with the Secretary; 

3. have a casting vote in the event of any tied vote; 

4. receive reports on any subcommittees and advise the Committee on such reports when necessary; 

5. act as the spokesperson for the Society always abiding by the Society’s policies; and 

6. review all minutes prior to distribution. 

B. The Vice-Chairman/Vice-President shall 

1. fill the position of President in the event the position becomes vacant; 

2. Deputize for the Chairman/President or any other officer of the Society; and 

3. assist the Chairman/President where necessary. 

C. The Treasurer shall 

1. oversee and be responsible for the management of the financial affairs of the Society; 

2. keep accurate financial records of the affairs of the Society; 

3. prepare financial reports on a bi-annual basis and as required by the Members; 

4. be responsible for the prompt payment of all accounts of the Society; 

5. ensure that no expenditure of the Society is incurred without approval of the Board/Executive Committee; and 

6. prepare and present the annual financial statement of the Society at the Annual General Meeting. 

D. The Secretary shall 
1. be responsible for the accurate recording and transcribing of the minutes of all meetings; 

2. submit all minutes to the Board of Directors in accord with established procedure; 

3. receive and answer all correspondence; 

4. assist the Chairman/President to prepare the agenda for all meetings; 

5.maintain an accurate record of all correspondence and appraise the Chairman/President of all mail prior to each meeting; and 

6. present a written report of the Society activities to the Members at the Annual General Meeting. 

Section 3. Terms of Office 

A. The Chairman/President shall hold office for a term of (ADD NUMBER OF YEARS, for example, 2-4) years. 

B. The Vice-Chairman/Vice-President shall hold office for a term of (ADD NUMBER OF 

YEARS, for example, 2-4) years or until a successor has assumed office. 

C. The Secretary shall serve for a term of (ADD NUMBER OF YEARS, for example,  2-4) years or until a successor has assumed office and shall be elected in the odd-numbered years. 

D. The Treasurer shall serve for a term of (ADD NUMBER OF YEARS, for example, 2-4) years or until a successor has assumed office and shall be elected in the even-numbered years. 

E. No officer or director shall serve more than (fill in number) consecutive terms in the same office. 

F. All terms of office shall begin at the first meeting of the calendar year. 

ARTICLE VII - BOARD OF DIRECTORS/COUNCIL

Section 1. Composition 

The Board of Directors/Council shall consist of the four officers and no less than (three) and no more than (five) directors. [These are example numbers given. Your society can determine how many directors would be needed for your board of directors.]
Section 2. Terms 

The Directors shall serve a term of (ADD NUMBER OF YEARS, for example, 2-4) years or until a successor has assumed office. They shall be elected on a rotating basis with no less than (insert number) and no more than (insert number) elected each year. 

Section 3. Duties 

A. The Board of Directors/Council/Executive Committee shall be the governing body of the Society and shall establish policy for conducting the business and management functions. Duties include: 

1. review committee and officer reports and make recommendations concerning committee activities; 

2. authorize the official acts of the elected officials and committees; and 

3. approve a slate of candidates for the ballot. 

ARTICLE VIII – ELECTIONS

Section 1. 

Elections shall be held annually prior to the beginning of the terms of office. 

Section 2. Voting 
A. Only Active/Full members may vote. 

B. Voting shall/may be by mail ballot (or however your society prefers). 

C. A majority vote shall elect when there are less than three candidates. 

D. Tie votes shall be broken by the Board. 

Section 3. Eligibility of Candidates - General Qualifications 

A. Shall be current Active/Full/Ordinary member. 

ARTICLE IX – COMMITTEES

Section 1. Standing and Special Committees 

Standing and Special Committees are appointed by the Board/Council/Executive Committee. The composition, terms, and duties of these committees shall be determined by the Directors. These committees could include an Education Committee., a Conferences Committee., a Publications Committee., Special ( short term/time limited) Projects Committee, or others.
Appointments shall be made on a year-by-year basis. 

Section 2. Executive Committee 

A. Shall be comprised of the Officers and such other members as determined by the Directors. 

B. Shall make all necessary decisions, between Board meetings, to insure the continuous functioning of the Association. 

Section 3. Nominating Committee 

A. Qualifications: To be eligible to serve on the Nominating Committee, an individual shall be a current active/full member. 

B. Composition and Duties 

1. Shall consist of (insert number) members to be elected by the membership for a two-year term on a rotating basis with (insert number) members elected each even-numbered year and (insert number) members elected each odd-numbered year. 

2. Shall not be eligible to run for any office while serving on the Nominating Committee. 

3. Shall be headed by a chairperson appointed from the committee members. 

4. Shall solicit nominations representative of the organization. 

5. Shall develop procedures for the conduct of elections. 

6. Shall develop and submit a slate of candidates for the ballot. 

7. Shall notify all nominees of their status regarding their candidacy. 

ARTICLE XII – AMENDMENTS

Section 1. Process 

These Rules/Bylaws/Constitution may be amended upon two-thirds (2/3) vote of those Active/Full/Ordinary Members present at an Annual General Meeting, provided that such proposed amendments have been presented, in writing, to the voting membership at least fourteen (14) days prior to the vote. 

Section 2. Approval 

Amendments approved by the voting membership shall not become final until they have been submitted to the Society Coordinator, who will then seek final approval from Legal Counsel/ Charity Commissioners or other authority having charitable jurisdiction. Nothing herein contained shall authorize any amendment or deletion or addition to this Rules/Bylaws/Constitution the effect of which would cause the Society at any time to cease to be a charity in law. 

ARTICLE XIII - FINANCIAL OPERATIONS

The Society shall keep accurate and complete books and records of its accounts, meetings, and proceedings of the organization. There may be an annual audit of the books and accounts in such a manner as directed by the Board of Directors/Council/Executive Committee. The Treasurer shall submit necessary documentation as required by the Association. 

ARTICLE XV - DISSOLUTION OF THE ORGANIZATION

The dissolution of the Society may be done only by a resolution passed by a three-fourths majority (or two thirds majority – fill in one) of the members of the Society present in person at a Special General Meeting convened for that purpose and of which notice has been served on every then member of the Society. A period of 21 days notice shall have been given to the members.

 Such resolution may give instructions for the disposal of any assets held by or in the name of the Society, provided that if any property remains after the satisfaction of all debts and liabilities such property shall not be paid to or distributed among members of the Society. Remaining property shall be given or transferred to such other charitable institution or institutions which have similar aims as the Society.
�The word bylaws may not be clear to some countries-cultures





