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1. Purpose, Goals, and Objectives of the Chapter Council
1.1 Purpose

The Chapter Council of the Medical Library Association is one of two councils serving in an advisory capacity to the Board of Directors of the Association. The Chapter Council promotes interchange among chapters, and, together with its counterpart, the Section Council, promotes interchange among sections and chapters.

The Chapter Council receives recommendations from individual chapters and considers them either for approval or disapproval. Approved recommendations are forwarded to the Board of Directors; those not approved are referred back to the originating chapter.

The Chapter Council provides an opportunity for chapters to participate more directly in the governance of the Association through representation of their interests at the Board level. The Council also enables chapters to better define their role and function within the Association through participation in a coordinated, unified representative body.

1.2 Goals and Objectives

In accordance with the goals identified by Chapter Council representatives and the responsibilities of the Chapter Council as set forth in the Bylaws of the Medical Library Association, the Council adopted the Statement of Goals recommended by the Ad Hoc Committee on Goals on June 14, 1982.
1.2.1 GOAL 1: Improve and enhance communication between the Medical Library Association and all its members

OBJECTIVES:

1. Identify problems in the regions and bring them to the attention of the appropriate persons in the MLA.

2. Review resolutions from chapters concerning MLA services, policies, etc. and transmit to appropriate persons in MLA.

3. Transmit policies and concerns of the MLA Board and staff to the chapters.

4. Promote the involvement of a broader segment of the general membership in activities of MLA.

5. Support the growth of MLA membership at the chapter level.

1.2.2 GOAL 2: Provide a means of sharing chapter experiences and programs

OBJECTIVES:

1. Seek information from chapter members on the professional needs of individual members and/or regions.

2. Serve as a forum for identifying and discussing problems and concerns of chapters.

3. Facilitate chapter-to-chapter communication.

4. Establish close working ties with the Section Council to identify common concerns and cooperative projects.

1.2.3 GOAL 3: Monitor and guide chapter formation

OBJECTIVE:
Establish and maintain procedures for reviewing petitions for chapter formation and/or chapter reorganization.

1.2.4 GOAL 4: Monitor Chapter Compliance

When asked by MLA, monitor chapter compliance in accordance with MLA requirements (Appendix II)

1.3 Annual Objectives

Annual objectives to achieve goals shall be prepared by the Council Chair in collaboration with the Executive Committee and submitted to Headquarters.

Annual objectives shall be distributed to Council Representatives.

For current annual objectives, see Appendix XVI.
2. Organization and Personnel
2.1 Becoming a Representative/Alternate

The Chapter Council is composed of one representative and one alternate from each chapter who shall be a Regular Member or Fellow of the Association, selected in accordance with the bylaws of that chapter. The representative/alternate should demonstrate leadership, organization, and negotiation skills. Experience as a chapter officer is valuable but not essential.

Representatives and alternates to the Chapter Council shall be elected for a three-year term.

2.2 Duties of Representatives

The Representatives perform very important functions within the overall structure of the Medical Library Association (MLA). For this reason, all due consideration should be given to nominating and electing a qualified individual to fill this office.

The Chapter Council Representative:

Attends all Chapter Council meetings and represents his/her chapter.

Votes on issues presented to the Council including the recognition of new chapters, candidates for MLA Nominating Committee and the election of a Chapter Council Chair, who serves on the MLA Board of Directors.

Participates in Chapter Council deliberations and responds on behalf of his/her chapter to matters which affect it.

Addresses chapter concerns to the Council and potentially, through the Council Chair, to the MLA board. The Representative also carries issues to the chapter from the Council to obtain membership response.

Implements Council decisions, and gathers information as requested.

Serves on at least one standing or ad hoc committee and may, if appointed, serve as Chair of a Chapter Council Committee.

Submits annual and midyear reports by the assigned date to the Council Chair.

Ensures the selection of a Nominating Committee nominee from his/her chapter and submits a biographical form to the elections committee by the assigned date.

Assures election of new Representatives and Alternates.

Informs chapter officers about MLA Archives Guidelines (Appendix XIII) and provides feedback to Chapter Council.

Keeps his/her Chapter officers informed of all significant business and events emanating from the Chapter Council. The Representative's report is a regular agenda item at chapter meetings.

Solicits comments and suggestions from chapter officers and members.

Submits copy for a Chapter Column in the MLA News by the assigned date.

May be a board member of the chapter he/she represents.

Keeps Alternate fully informed of all Chapter Council activities. The above responsibilities may be shared with or assigned to the Alternate.

Subscribes to the Chapter Council Listserv. 
Regularly monitors the Chapter Council discussions on the Council Listserv and promptly responds to requests.

2.3 Duties of Alternates

The Alternate performs very important functions within the overall structure of the Medical Library Association (MLA). For this reason, all due consideration should be given to nominating and electing a qualified individual to fill this office.

The Alternate will share the responsibilities of the Representative, including:

Attends all Chapter Council meetings and participates freely in discussions and deliberations.

Serves as a non-voting member of the Council, except, when a Representative is not present at a Council meeting, the Alternate shall temporarily assume the Office of Representative, including the right to vote.

Replaces the Representative should he/she be elected to Chapter Council Chair or become unable to complete the term of office. A new Alternate from the affected chapter shall be elected by that chapter when this occurs, and shall serve the remaining term of the Alternate who is being replaced.

May be appointed Secretary to the Council.

May be appointed to and chair Council Committees and/or subcommittees.

May serve as a board member of the chapter.

* NOTE: Alternate should receive the same number of credits/points as Representative in MLA Credentialing Program.

Subscribes to the Chapter Council email list.  
Regularly monitors the Chapter Council discussions on the Council Listserv and promptly responds to requests.

2.4 Committee Structure

Committees exist to accomplish the council's objectives through considering issues and establishing and implementing programs.

2.4.1 Relationship with Association Committee

The Council shall maintain a close working relationship with the MLA Membership and Continuing Education Committees and other relevant Association committees as necessary.

Care should be taken to avoid encroachment on the jurisdiction of an existing Association committee and subsequent duplication of effort.

2.4.2 Standing Committees

Standing committees are charged with a specific jurisdiction and handle on a continuing basis matters which fall within that area. Committees once established continue until formally discharged.

Currently the Chapter Council has six standing committees: Elections, Communications, Chapter Council Presents Sharing Roundtables, Majors/MLA Chapter Project of the Year Award, Chapter Council Web Page and the Continuing Education Issues Committee.

2.4.3 Ad Hoc Committees

Ad hoc committees are appointed for a special purpose and are discharged when their tasks are completed.

2.4.4 Appointment

The Council Chair shall appoint members and a chair annually for each standing committee with the consent of the Council.

Representatives and Alternates may be appointed to committees.

Committee tenure begins on the last day of the Annual Meeting.

2.4.5 Executive Committee

The Executive Committee consists of the Council Chair,  the Chair-Elect or Vice-Chair, and the Chairs of all standing committees. This  group assists the chair in formulating objectives, in making executive  decisions, and in council planning.

2.4.6 Current Committee Roster

A current committee roster appears in Appendix XV.

2.4.7 Transfer and Continuity of Committee Responsibilities and Information

At the close of committee chair appointments, committee chairs shall bring any materials (reports, forms, rosters, timelines, contacts, sample letters, etc.) to the Annual Chapter Council Meeting, or email the materials, for the purpose of securing an orderly transfer and continuity of committee responsibilities from the out-going chair to the incoming chair.  Committees may also establish wikis or other types of workspaces to accomplish this.

2.5 Secretary

2.5.1 Appointment

A secretary shall be selected from among the Alternates and Representatives by the Chair and shall serve for a term of one year. The secretary may be re-appointed.

2.5.2 Duties of Secretary

The Secretary shall attend and take minutes at all meetings of the Chapter Council.

The Secretary shall prepare separate minutes for each business session and submit to the Chair within 30 days of the end of the Annual Association meeting. After review by the Chair, the minutes shall be distributed by the Secretary to all representatives and alternates.

The Secretary shall update the Chapter Council Directory and distribute it to all Representatives and Alternates, and the Chapter Chairs

2.6 Continuing Education Committee Liaison

2.6.1 Appointment

The Chair, in consultation with the Vice Chair or Chair-Elect, shall select a candidate from among the Representatives and Alternates having at least one year left to serve in their term. A pool is selected every three years. (If at all possible it is preferred that the candidate be selected from Chapters that promote the Chapter Alternate to Chapter Council Representative. This allows the incoming Liaison to have a year as Liaison-Elect, in order to learn the responsibilities of the CE Committee Liaison, prior to becoming the Chapter Council Liaison to the MLA Continuing Education Committee.)

The chosen candidate must meet the Continuing Education Committee membership criteria listed in Appendix VII.A. The selected candidate must complete the current year’s Committee Appointment Application form (distributed at the Annual Meeting and also printed in the August MLA News) and submit it to the Chair. The Chair submits the pool to MLA Headquarters by October 1.

At the end of his/her term on Council, the CEC Liaison shall remain as an ex-officio non-voting member of Council until the term on the CE Committee has expired. The Liaison does not serve as a representative or alternate during the time he/she is an ex-officio member of Council nor is the Liaison required to be re-elected to Council to complete the term of office on the CE Committee.

2.6.2 Duties of Liaison

Serves as the official liaison between Council, the CE Committee and the chapters for a three year term and attends all meetings of the CE Committee and Chapter Council.

Maintains a current directory of chapter CE committee chairs and the Chapter CE Chair Listserv and establishes a communications network for continuous flow of information from chapters to Council and the CE Committee.

Submits written CEC meeting summaries to chapter CE committee chairs.

Prepares an annual list of chapter-sponsored CE activities and sends it to the MLA Professional development coordinator or her designee who in turn sends it to the Webmaster for entry into MLANet.

Advocates and supports chapter members to become CE instructors, to submit course proposals and to provide suggestions for new MLA CE courses.

Regularly reports to Council about CE Committee decisions.

Submits a written annual report to Council including chapter CE activities.

Submits CE issues as appropriate to the Chair for Council and/or Executive Committee discussion and decisions.

Conducts an orientation for chapter CE chairs at the annual MLA meeting.

Suggests CE topics to be discussed at the annual Chapter Sharing Roundtable discussions and serves as the facilitator.

2.7 Editor, MLA News, Chapter News Column

2.7.1 Appointment

The Chair, in consultation with the current column editor, the Communications Committee, and other representatives and alternates recommends names of qualified representatives or alternates to the Editor of the MLA News who selects an editor for a one-year term. The Chair submits the names to the MLA News Editor no later than March 1 each year.

The Editor of the MLA News interviews the suggested Council nominees. Important qualities of the Chapter Column Editor are enthusiasm, commitment, and willingness to work with Council and the chapters.

2.7.2 Duties of the Editor

The Editor shall prepare a column for each issue of the MLA News and submit copy by the assigned deadlines. These columns are written for the purpose of promoting the activities of the chapters and of Chapter Council. Refer to Appendix V for MLA News Editorial Guidelines, MLANET or the print MLA News for Examples of Chapter Columns, and Appendix V.A for the annual schedule of columns. The Editor serves as a member of the Communications Committee. See Section 4.1.
2.8 Credentialing Committee Liaison

2.8.1 Appointment

The Chair, in consultation with the Vice Chair or Chair-Elect, shall select a pool of candidates from among the Representatives and Alternates having at least one year left to serve in their term. A pool is selected every three years. (If at all possible, it is preferred that the candidate be selected from Chapters that promote the Chapter Alternate to Chapter Representative. This allows the incoming Liaison to have a year in training in order to learn the responsibilities of the Credentialing Committee Liaison prior to assuming the position.)

Candidates must meet the Credentialing Committee Membership criteria listed in Appendix VII.B. Selected candidates must complete the current year’s Committee Appointment Application Form (distributed at the Annual Meeting and also printed in the August MLA News) and submit it to the Chair. The Chair submits the pool to MLA Headquarters by October 1. The Chair of the Credentialing Committee and the MLA President-Elect select the Liaison from the pool of candidates.

At the end of his/her term on Council, the Credentialing Committee Liaison shall remain as an ex-officio non-voting member of Council until the term on the CIC has expired. The Liaison does not serve as a representative or alternate during this time nor is the Liaison required to be re-elected to Council to complete the term of office on the CIC.

2.8.2. Duties of the Liaison

Serves as an official liaison between the Council, the MLA Credentialing Committee and Chapters for a three-year term and attends all meetings of the MLA Credentialing Committee and the Chapter Council.

Maintains a current directory of Chapter Credentialing Committee Representatives and establishes a communications network for continuous flow of information from Chapters to Council and the MLA Credentialing Committee.

Advocates and supports Chapter members becoming Members of the Academy of Health Information Professionals.

Regularly reports to Chapter Council about MLA Credentialing Committee discussions and decisions, and submits a written annual report to Chapter Council including credentialing activities.

Submits Credentialing issues to the Chair for Chapter Council and/or Executive Committee discussion and decisions.

Maintains a list of official MLA Credentialing documents, guidelines, etc. found on the listserv and disseminates as a checklist to Chapter Credentialing Committee Representatives.

Suggest credentialing topics to be discussed at the annual Chapter Sharing Roundtable discussions and serves as the facilitator.
2.9 Chapter Council Web Manager

2.9.1 Appointment

The Web manager shall be appointed by the Chapter Council Chair and selected from the Chapter Council Representatives and Alternates and shall serve a 1 year term. The Web manager may be reappointed. The appointee must have experience in creating web pages and managing a web site. The Web manager may also serve as the MLANET Editorial Board Liaison. If possible, when the Web manager is the Liaison to the MLANET Editorial Board, the Web manager’s term of office corresponds to the MLANET editorial board appointment. If another Chapter Council member is appointed the MLANET Editorial Board Liaison, there must be excellent communication between the Chapter Council Web manager and the Chapter Council MLANET Editorial Board Liaison. The Web manager may have a trainee for one year prior to the trainee assuming the Web manager’s appointment.

2.9.2 Duties of the Web Manager

The Web manager shall serve as Chair of the Chapter Council Web Committee.

The Web manager may have a trainee for one year prior to the trainee assuming the Web manager’s appointment.

The Web manager shall coordinate the maintenance, updating and addition of information to the Chapter Council web site. The Web manager shall also coordinate the work assignments done by the Chapter Council Web Committee members.

The Web manager shall solicit recommendations from Chapter Council for additional information that should be available via the Chapter Council web site and work with specific Chapter Council members and Chapter Council Web Committee members to receive, mark-up and transfer that information to MLANET.

The Web manager may serve as a member of the MLANET editorial board and work with the MLANET editorial board to assure that MLA Chapter Council web pages and web content comply with MLANET web page standards and guidelines. However, the MLANET Editorial Board Liaison may be appointed separately, as long as there is excellent communication between the MLANET Liaison and the Web manager.

2.10 Chapter Council MLANET Editorial Board Liaison

2.10.1 Appointment

Membership Criteria
The Chapter Council Liaison to the MLANET Editorial Board (a three-year appointment) shall be selected on the basis of achieving a balance of the following criteria:

Should have previous experience as an officer or committee chair of a chapter.

Should have demonstration of commitment and expertise involving communication skills, interpersonal skills and teamwork.

Should have demonstration of presenting reports in a timely manner, coordinating activities and organizational skills.

Must be able to attend the Annual MLA Meetings in order to attend the MLANET Editorial Board Meeting.

Must have experience in web site development, management, and evaluation.

Must have three years remaining on Chapter Council or if this is not possible, at the end of his/her term on Chapter Council, the MLANET Editorial Board Chapter Council Liaison shall remain as an ex-officio non-voting member of Council until the term on the MLANET Editorial Board has expired. The Liaison does not serve as a representative or alternate during this time nor is the Liaison required to be re-elected to Council to complete the term of office on the MLANET Editorial Board.

2.10.2 Duties of the MLANET Editorial Board Liaison

The MLANET Editorial Board Liaison shall serve on the Chapter Council Web Committee.

The MLANET Editorial Board Liaison shall attend the MLANET Editorial Board Meetings.

The MLANET Editorial Board Liaison shall work very closely with the Chapter Council Web manager to coordinate the maintenance, updating and addition of information to the Chapter Council web site content to comply with the MLANET Editorial Board standards and guidelines.

The MLANET Editorial Board Liaison shall also work with the Web manager to coordinate the work assignments done by the Chapter Council Web Committee members.

The MLANET Editorial Board Liaison, in addition to the Web manager, shall solicit recommendations from Chapter Council for additional information that should be available via the Chapter Council web site.

2.11 Membership Committee Liaison

2.11.1 Appointment

The Chair, in consultation with the Vice Chair or Chair-Elect, shall select a pool of candidates from among the Representatives and Alternates having at least one year left to serve in their term. A pool is selected every three years. (If at all possible, it is preferred that the candidate be selected from Chapters which promote the Chapter Alternate to Chapter Representative. This allows the incoming Liaison to have a year in training in order to learn the responsibilities of the Membership Committee Liaison prior to assuming the position.)

Candidates must meet the MLA Membership Committee Membership criteria listed in Appendix VII.C.

At the end of his/her term on Council, the Chapter Council Membership Committee Liaison shall remain as an ex-officio non-voting member of Council until the term on the MLA Membership Committee has expired. The Liaison does not serve as a representative or alternate during this time nor is the Liaison required to be re-elected to Council to complete the term of office on the MLA Membership Committee

2.11.2 Duties of the Liaison

Serves as an official liaison between the Council, the MLA Membership Committee and chapters for a three year term and attends all meetings of the MLA Membership Committee and the Chapter Council.

Obtains a current directory of Chapter Membership Committee Representatives from MLA headquarters and utilizes the MLA Membership Committee Listserv as a communications network for continuous flow of information from chapters to Chapter Council and the MLA Membership Committee.

Submits written MLA Membership Committee meeting summaries to chapter Membership Committee chairs and chapter newsletter editors for publication.

Monitors the MLA Membership Committee listserv, and relays important issues to Chapter Council and to others as appropriate (e.g. chapter newsletter editors).

Regularly reports to Chapter Council about MLA Membership Committee discussions and decisions, and submits a written annual report to Chapter Council including chapter membership activities, if they are unusual or unique and would promote membership in other chapters.

Submits membership issues to the Chair for Chapter Council and/or Executive Committee discussion and decisions.

Maintains a list of official MLA Membership Committee documents, guidelines, etc. and coordinates dissemination by MLA headquarters to Chapter Membership chairs annually.

Suggests membership topics to be discussed at the annual Chapter Sharing Roundtable discussions and serves as the facilitator.

2.12. Benchmarking Network Editorial Board Liaison

2.12.1 Appointment

The Benchmarking Network Editorial Board Liaison shall be appointed by the Chapter Council Chair from the Chapter Council Representatives and Alternates and shall serve a three-year term. At the end of his/her term on Chapter Council the Benchmarking Network Editorial Board Liaison shall remain as an ex-officio non-voting member of Chapter Council until the 3-year term on the Board has expired. The Liaison does not serve as a Representative or Alternate during this time, nor is the Liaison required to be re-elected to Council to complete the term of office on the Benchmarking Network Editorial Board. However, the Liaison should attend Chapter Council meetings and maintain a high level of communication with Chapter Council.

2.12.2 Duties

The Benchmarking Network Editorial Board Liaison will be one of 3 liaisons to a seven member Board. The Liaison will:

Assist Board members assigned to editing of the questionnaire and the data.

Participate in the analysis of outcomes and refinement of benchmarking products.

Take part in promotional activities.

Monitor the Benchmarking Network Editorial Board listserv and relay important issues to Chapter Council.

Maintain open communication with Benchmarking Chapter Enablers.

Regularly report to Chapter Council about Benchmarking Network Editorial Board activities, discussions and decisions. Relay statistical information concerning participation in Benchmarking. Submit a mid-year and annual report to Chapter Council.

2.13 Professional Recruitment and Retention Committee Liaison

2.13.1 Appointment

The Professional Recruitment and Retention Committee Liaison shall be appointed by the Chapter Council Chair from the Chapter Council Representatives and Alternates and shall serve a three-year term. At the end of his/her term on Chapter Council the Professional Recruitment and Retention Committee Liaison shall remain as an ex-officio non-voting member of Chapter Council until the 3-year term on the Board has expired. The Liaison does not serve as a Representative or Alternate during this time, nor is the Liaison required to be re-elected to Council to complete the term of office on the Professional Recruitment and Retention Committee. However, the Liaison should attend Chapter Council and maintain a high level of communication with Chapter Council.

2.13.2 Duties

The Liaison will assist the Committee in carrying out its charge to coordinate throughout the MLA organization the implementation of the Plan to Recruit the 21st Century Workforce of Health Information Professionals. This will be accomplished by:

Attracting promising candidates from diverse populations into health sciences librarianship.

Providing services through MLA to help retain those already in the field, e.g. outplacement services and advocating improved salaries.

Mentoring for career success.

Training in skills needed to attract and retain the best-qualified staff.

Seeking external funding for new recruitment and retention initiatives.

Developing and supporting initiatives to increase diversity in the workforce.

Determining whether a standing committee for recruitment and retention is desirable.

Working with partners identified in the “Plan to Recruit the 21st Century Workforce of Health Information Professionals” and attend the Partner’s meeting in order to report back to the Ad Hoc Committee.

In addition the Liaison will:

Monitor the committee’s discussion list and relay important issues to Chapter Council.

Regularly report to Chapter Council about the activities, decisions and determinations made by the Ad Hoc Professional Recruitment and Retention Committee. Submit a written mid-year and annual report to Chapter Council.

3. Elected Officers
3.1 Chair/Chair Elect

3.1.1 Election of Chair/Chair Elect

Members of the Chapter Council elect one member to serve as Chapter Council Chair for a term of three years. the Chair of the Chapter Council does not represent any particular chapter. If he/she has not completed his/her term when taking office, the alternate for the chapter then becomes the chapter representative and a new alternate is chosen to complete the unexpired position of the term.

The Chapter Council elects a new Chair upon his/her resignation or expiration of term. The new Chair is chosen on year prior to the expiration of the term of the Chapter Council Chair and serves as Chair-Elect. All ongoing and outgoing representatives, but not incoming Representatives, may be considered for the office of Chair-Elect.

The Chair-Elect takes office at the close of the Association meeting at which he/she is elected and ssumes the duties of Chair at teh close of the following year's Association meeting.

3.1.2 Duties of Chapter Council Chair

Title: Chapter Council Chair

Role Definition: The Chapter Council Chair is the presiding member of the Chapter Council, which is defined in the bylaws, Article XII, Section 1 and is responsible for organizing and directing the Council's work. The Chair serves as a member of the Board of Directors and performs all duties expected of a Board Member. In addition, the Chair performs all other duties prescribed by the bylaws.

Qualifications: The Chair is elected by the voting members of the Chapter Council from among themselves including the outgoing, but excluding the incoming, voting members. The person elected shall serve a one year term as Chair Elect.

Responsibilities:
To Council:
1. Presides as Chair at all Council meetings.

2. Appoints Committees with the consent of Council and designates membership for all ad hoc committees.

3. In collaboration with the Council's Vice-Chair or Chair-Elect, establishes all Standing Committees of the Council.

4. Along with the Council's Executive Committee, determines the long range objectives based on the Association's Strategic Plan.

5. In collaboration with the Executive Committee, Chairs of the Council's Standing Committees, and Representatives, establishes the Council's annual objectives.

6. Directs the Council in formulating policies and programs which will further the Goals and Objectives of the Council based on the Association's Strategic Plan.

7. Submits Midwinter and Annual Reports to the Board of Directors describing the Council's activities, including the individual chapter reports.

8. Forwards recommendations from the chapters approved by the Council to the Board of Directors.

9. Develops the agenda for the Council meetings.

10. Serves as an ex-officio member of all Standing Council Committees.

11. Reports relevant actions taken by the Board of Directors to the Council as soon as possible after each Board Meeting.

12. Prepares an annual budget for Council Activities.

13. Orients the Council Chair-Elect in the conduct of the duties of the Council Chair.

14. Acts as chief spokesperson for the Council.

To Chapters:
1. Receives and reviews chapter objectives.

2. In collaboration with Headquarters, makes sure that all chapters submit Midwinter and Annual reports.

3. Develops manual for Chapter Chairs and annually reviews and revises it, if necessary.

4. Assists in the planning of the orientation for Chapter Chair-Elect.

5. Serves as a resource and assists the Chapter Chair as requested.

To Board:
1. Performs all duties expected of a member of the Board of Directors as defined in the Board Member job description.

2. Serves as a Liaison to the Board from Chapter Council.

3. Serves as the Board Liaison to the individual chapters.

4. Performs other duties as may be assigned by the President as prescribed by the bylaws.

Election Process and Terms of Office:
The Chair takes office at the close of the Annual Meeting after having served one year as Chair Elect and serves (unless resigns, becomes incapacitated or is removed) for three years.

Evaluation Process for Termination:
The Chair may be removed from office for just cause after due process. The Council, by an affirmative vote of two thirds of its members, recommends removal to the Board. The Board, by an affirmative vote of two thirds of its members, approves the removal.

3.1.3 Duties of Chair-Elect

Performs the duties of the Council Chair in the absence of the Chair.

Works closely with the Chair to learn the duties of Chair.

Assists the Council Chair in carrying out the business of the Association.

Updates and distributes the Chapter Council Procedures Manual.

Serves as compliance liaison to MLA Headquarters if and when compliance procedures are implemented again. The last MLA compliance was in the year 2000.

3.2 Vice-Chair

3.2.1 Election of Vice-Chair

In years when there is no Chair-Elect or currently serving Vice-Chair, a Vice-Chair shall be chosen from among those Representatives and Alternates having at least one year left to serve in their term.

The Vice-Chair will serve until his/her term as Council representative expires or until a Chair-Elect is chosen, whichever occurs first.

Should the Vice-Chair be performing the duties of Chair, that person will serve until the Chair resumes the duties, or until a new Chair-Elect is elected, even if this exceeds the Vice-Chair's term on the Chapter Council.

3.2.2 Duties of Vice-Chair

To perform the duties of Council Chair in the absence of the Chair.

To assist the Council Chair in carrying out the business of the Council, including but not limited to:

a.   establishing the Council's annual objectives;
b.   working closely with the Chair of the Council's Standing Committees as they formulate policies and programs which help carry out their annual objectives.
c.   serving as an ex-officio member of all Standing Committees of the Council.
d.   updating and distributing annually the Chapter Council Procedures Manual.
e.   serving as compliance liaison to MLA Headquarters.
f.    performing special assignments as requested.

4. Committee Charges and Responsibilities 
4.1 Communications Committee

4.1.1 Charge

The committee consists of a minimum of three members, one of whom shall be designated chair and one of whom serves as the Chapter News column editor for the MLA News.

The committee shall develop, improve and promote mechanisms for communication between members of the council, between the council and chapters, between the Council and MLA members, and between the Council and the Section Council.

4.1.2 Duties

The committee shall facilitate chapter-to chapter exchange of information (e.g., publications, calendars, and electronic bulletin boards).

The committee shall develop guidelines for information gathering in chapters. (Appendix III, Guidelines for Information Requests to the Chapters of MLA).

The committee shall review resolutions, complaints, and problems originating in the chapter and present with recommendations to the council.

The committee shall assist the council chair in drafting resolutions, questions, etc., for presentation to the MLA Board, or appropriate MLA liaison or committee. (Appendix IV, MLA Motion Form)

The committee shall explore areas of common concern with the Section Council and suggest cooperative solutions.
 

4.1.3 Objectives (Specific and Ongoing)

1. Coordinate a chapter news column for each issue of the MLA News. See Section 2.7 Editor, MLA News, Chapter News Column
2. To develop and maintain guidelines and procedures for the MLA chapter column. (Appendix V, Editorial Guidelines, MLA News; Example, MLA News Column; Appendix V.A, Chapter News Column Schedule)

3. To provide a chapter table display at the MLA Annual Meeting that highlights the chapter activities and encourages MLA member participation in chapters. (Appendix VI, Chapter Council Display Table at MLA Annual Meeting)

4. To review chapter information in the MLA Directory, and provide a semiannual update of this information in the MLA News.

5. To provide an updated Chapter brochure for inclusion with MLA membership renewal. Members of the Communications Committee will ensure that brochure information is verified by the beginning of November each year. Updated brochures will be sent to Membership Services at MLA headquarters.

6. To provide, at the Annual Meeting, an orientation for incoming Chapter Council Representatives and Alternates.

4.2 Elections Committee

4.2.1 Charge

The committee consists of a minimum of three members, one of whom shall be designated chair.

The committee shall develop and implement procedures for conducting Council elections.

4.2.2 Duties

4.2.2.a MLA Nominating Committee

The committee shall prepare an election mailing of biographical data forms of candidates for the MLA Nominating Committee and an official ballot.

The committee shall distribute election materials to the Council prior to the Annual Meeting.

The committee shall count the votes recorded on the official ballot and announce the election results including the number of votes cast for each candidate.

The committee shall submit the names and biographical forms of successful candidates to the Chair of the MLA Nominating Committee.

The committee shall notify the Nominating Committee candidates of the election results
by mail.

The committee shall advise Representatives of deadlines for submission of names of MLA Nominating Committee candidates.

4.2.2.b Election of the Chapter Council Chair

A.    Eligibility

All Chapter Council Representatives (including the outgoing voting members, but excluding the incoming voting members) are eligible for election as Chapter Council Chair.

B.    Nominations

Prior to the year the election will be held, the Chapter Council Chair shall appoint an Ad Hoc Nominations Committee of three alternates, one serving as the chair of the committee or the Chapter Chair may ask the Elections Committee to serve as the Ad Hoc Nominations Committee. The Chapter Council Chair shall serve as an ex-officio member on either of the committees.

Candidates shall be nominated by the Ad Hoc Nominations Committee or the Elections Committee, as well as members of the council. The Ad Hoc Nominations Committee or the Election committee shall prepare and send by mail or e-mail a message concerning nominations to council members that includes a copy of the duties of the Chapter Council Chair (Section 3.1.2. of this Manual), Election Criteria (Appendix VIII.) and the Background Information Form (Appendix VIII.A) by March 1. The due date for nominations must be specified in the mailings.

Nominations must be accompanied by the biographical form, and any other appropriate documentation to support the eligibility of the nominee.

The committee shall screen all nominations and select two (2) candidates who have completed all documentation and who meet the following election criteria: at least five (5) of the demonstrated skills and abilities and four (4) of the demonstrated professional experiences (Appendix VIII).

The slate of candidates shall be mailed or e-mailed along with floor nomination procedures to council members requesting nominations from the floor by a specified date.

Two months prior to the Chapter Council meeting the Nominations Committee will accept nominations from any member of Chapter Council according to the following procedures:

Nominator submits written Nomination along with a written statement verifying candidate's compliance with election criteria specified above to select candidates.
Nominations must include a completed biographical form, and any other appropriate documentation to support the eligibility of the nominee.

Nominations can also be accepted from the floor.

The committee shall assure that the floor nominations meet all the election criteria and documentation requirements including soliciting information from references as specified in these procedures.

The committee shall submit the slate of candidates which includes qualified floor nominations to the Chair of the Elections Committee prior (preferably two months prior) to the Chapter Council annual meeting. The slate must be accompanied by the biographical form, and the floor nominator's statement of criteria compliance.

C.    Elections

The Elections Committee shall mail the slate of candidates and all documentation received from the Nominations Committee for each candidate to all chapter council members prior (preferably one month prior) to the Chapter Council annual meeting.

The committee shall prepare a ballot for voting during the final session at the council's annual meeting.

D.    Voting

Voting shall be by secret ballot.

Election shall be certified by a majority of those representatives or their alternates present at the time of the vote. No absentee or proxy votes will be accepted.

If the slate consists of two candidates, the following voting procedure shall be followed:

A majority of the votes cast (50% of the votes plus one) is needed to win on the first ballot.

If there is a tie, the Chapter Council Chair shall be given the ballot totals, and he or she will announce the winner, hence breaking the tie with his or her vote.

If the slate consists of more than two (2) candidates, the following voting procedure shall be followed:

1. A majority of the votes cast (50% of the votes plus one) is needed to win on the first ballot.

2. If a majority is not obtained on the first ballot, a second ballot with a run-off between the two candidates with the most votes is needed.

3. If the first ballot results with the second candidate position tied, then the second ballot or subsequent ballots will consist of the three candidates until a majority vote results.

E.    Chair Elect

The person elected will serve as Chair Elect for one year prior to serving the three-year term of Chair.

Should the Chair's office become vacant prior to completion of term, the Chair Elect shall become Chair.

4.2.2.c Election of the Chapter Council Vice Chair

A.    Eligibility

All Chapter Council Representatives with at least one year left to serve in their terms are eligible for election as Chapter Council Vice-Chair. Alternates who have been elected by their chapter as incoming Chapter Council Representative and who have at least one year left to serve in their term as Alternate also are eligible.

B.    Nominations

In the year the elections will be held, the Chapter Council Chair shall appoint an Ad Hoc Nominations Committee of three alternates, one serving as Chair of the Committee or ask the Elections Committee to serve as the Nominating Committee. The Chapter Council Chair shall serve as an ex officio member of the committee.

Candidates shall be nominated by the Ad Hoc Nominating Committee or the Elections Committee as well as members of the council. The committee shall prepare and mail or e-mail a message concerning nominations to council members that includes a copy of the duties of Vice Chair (Section 3.2.2 of this Manual), election criteria (Appendix VIII.B) and the background information form (Appendix VIII.A) by March 1. The due date for nominations must be specified in the mailing or e-mail.

Nominations must be accompanied by the biographical form; and any other appropriate documentation to support the eligibility of the nominee.

The committee shall screen all nominations and select two (2) candidates who have completed all documentation and who meet the following criteria: at least three (3) of the demonstrated skills and two (2) of the demonstrated professional experiences.

The slate of candidates shall be mailed or e-mailed along with floor nomination procedures to council members requesting nominations from the floor by a specified date.

Nominations will be accepted from the floor. Two months prior to the Chapter Council meeting the Nominations Committee will accept nominations from any member of Chapter Council according to the following procedures:

1.    Nominator submits written nomination along with a written statement verifying candidate's compliance with election criteria specified above to select candidates.

2.    Nominations must include a completed biographical form and any other appropriate documentation to support the eligibility of the nominee.

The Elections Committee or the Ad Hoc Nominations Committee shall assure that the floor nominations meet all the election criteria and documentation requirements as specified in these procedures.

The Elections Committee or the Ad Hoc Nominations Committee shall submit the slate of candidates which includes qualified floor nominations to the Chair of the Elections Committee  prior (preferably 6 weeks prior) to the Chapter Council annual meeting. The slate must be accompanied by the biographical form, and the floor nominator's statement of criteria compliance.

C.    Elections

The Elections Committee shall mail or e-mail the slate of candidates and all documentation received from its own members or the Ad Hoc Nominations Committee for each candidate to all council members prior (preferably one month prior) to the Chapter Council annual meeting.

The committee shall prepare a ballot for voting during the final session at the council's annual meeting.

Candidates running for vice-chair of Chapter Council are asked to talk a bit about themselves on the day of the election. They select one of the questions listed below to answer before the Chapter Council annual meeting prior to the distribution of ballots.
1. Describe a creative endeavor you can take credit for that impacted on the efficiency or effectiveness of a department or organization for which you have worked.

2. Describe a problem situation where you had to seek out information on the impact of a change in one area upon the entire organization, define key issues, and decide on which steps to take to get the desired results.

3. Give an example of a time when you had to go above and beyond the call of duty in order to get a job done. What did you do? Why did you put forth that extra effort?

D.    Voting

Voting shall be done by secret ballot.

Election shall be certified by a majority of those representatives or their alternates present at the time of the vote. No absentee or proxy votes will be accepted.

If the slate consists of two candidates, the following voting procedure shall be followed:

1. A majority of the votes cast (50% of the votes plus one) is needed to win on the first ballot.

If there is a tie, the Chapter Council Chair shall be given the ballot totals, and he or she will announce the winner, hence breaking the tie with his or her vote.

If the slate consists of more than two (2) candidates, the following voting procedure shall be followed:

1. A majority of the votes cast (50% of the votes plus one) is needed to win on the first ballot.

2. If a majority is not obtained on the first ballot, a second ballot with a run off between the two candidates with the most votes is needed

3. If the first ballot results with the second candidate position tied, then the second ballot or subsequent ballots will consist of the three candidates until a majority vote results.

4.3 Chapter Council Presents Sharing Roundtables Committee

4.3.1 Charge

The Committee consists of a minimum of five members, at least two of whom shall be designated Co-Chairs.

The Committee shall plan, promote, and organize an "event" at the Annual Meeting that initiates and facilitates communication and sharing among the chapters of MLA and between Chapter Council members and members or officers of MLA. The purpose of the event is to foster information exchange on chapter-related topics, as well as on subjects of general professional concern.

4.3.2 Duties

Chair contacts the National Program Committee to schedule the event at an appropriate time during the Annual Meeting. The Council Chair notifies the Sharing Roundtables Committee Co-Chairs of the dates at least 1 year in advance of the Annual Meeting.

The Committee shall work with MLA Headquarters and the annual meeting planner to coordinate meal arrangements and to promote the event in the Preliminary Program. For planning purposes, the Committee shall also obtain registration names and numbers from MLA headquarters approximately 1-2 months prior to the event, along with subsequent updates to be received periodically until MLA staff leave for the Annual Meeting.

The Committee shall review reports and evaluations from previous events to determine if event planning needs revision, including but not limited to, format, time, name, discussion topics and potential participants.

The Committee shall promote the upcoming event in the MLA News, MEDLIB-L and in chapter newsletters

The Committee shall recruit one facilitator (to direct table discussions) and one recorder (to record table discussion) for each table organized for the event. Chapter Council members should be asked to commit to participate as facilitators or recorders.

After the Roundtable Event, the Co-Chairs shall provide documentation of AHIP credit (1 point) to each Facilitator (turning in their table’s attendance roster and evaluations of participants), and Recorder, (submitting the report of their table’s discussion).

The Co-Chairs shall submit a summary of the Annual Roundtable Event to the Chapter Council Chair, based on the participant evaluations and table reports. Table summaries are also posted on the Chapter Council page of the MLANET website. The Committee shall also distribute reports of completed Roundtable discussions to appropriate MLA units and members and publicize these reports in MLA News.

The Committee shall continually develop and implement new mechanisms for inviting participants, monitoring registrations, recruiting facilitators and recorders as needed, and evaluating the event. The Committee shall annually review and revise Facilitator and Recorder Instructions, Final Report Form, Attendance Sheets, and Next Year Interest forms.

The Committee Co-Chairs, as many committee members as possible, and as many chapter council representatives and alternates as possible shall attend the event during the Annual Meeting to welcome attendees.

Procedures, committee members, and other information is located in the Chapter council Presents Sharing Roundtables Committee wiki: http://ccroundtables.pbwiki.com/FrontPage
4.4 Majors/MLA Chapter Project of the Year Award Jury

4.4.1 Charge

The Jury consists of five members, one of whom shall be designated chair. The chair shall be a returning member of the jury. Chapter Council Chair submits names of five Council members (including the prospective chair) to the MLA President-Elect by the deadline for MLA Committee appointments. The named Council members must complete and submit the committee application form on MLANET by the deadline. The president-elect in consultation with the MLA Awards Committee Chair (the jury falls under this committee) selects three for the jury.

The jury shall carefully review and evaluate the projects submitted by chapters for the award and once completed, notify the Chair of the Awards Committee of its recommendation.

4.4.2 Duties

The jury shall publicize the award and solicit nominations from the chapters. In addition, the jury shall assist the MLA Awards Committee and MLA in publicizing the award. Upon receipt of nominations, the jury shall review and evaluate projects against jury criteria. The jury’s recommendation is forwarded to the Chair of the Awards Committee who in turn shall review the recommendation and forward it to the MLA Board for approval. Recipients of the Chapter Project of the Year Award will be announced at the Annual Meeting Awards Luncheon.

4.5 CE Issues Committee

4.5.1 Charge

The Committee consists of a minimum of three members, one of whom shall be the designated chair. The chair of the CE Issues Committee is generally the Chapter Council CEC Liaison.

The term of office for the Chapter Council Liaison to the MLA Continuing Education Committee is three years, since the MLA CE Committee appointment is three years.

The year before the Chapter Council Liaison completes the three-year term, one of the CE Issues Committee members is chosen as the Incoming Chapter Council Liaison to the MLA CE Committee so that he/she will have the opportunity of working closely with the CE Liaison to learn the responsibilities.

The Committee shall develop, improve and promote mechanisms for communications and sharing between the members of Chapter Council, the chapter CE chairs and the MLA Continuing Education Committee.

4.5.2 Duties

The Committee shall facilitate and promote exchange of information (e.g. newsletter, Chapter CE Chairs Membership Directory, lists of CE courses, listserv, etc.) between members of Chapter Council, the chapter CE chairs and the MLA Continuing Education Committee.

The Committee shall coordinate the distribution and mailing from MLA Headquarters of the MLA CE materials packet to chapter CE chairs.

The Committee shall assist chapters in promoting the recruitment of CE instructors, the submission of course proposals, and the collection of new ideas for CE opportunities.

The Committee shall submit CE issues for discussion by Council to Council Chair and maintain communication with the Chair of Chapter Council on relations and responsibilities of the Chapter Council CEC Liaison.

The Committee shall convene a meeting of chapter CE chairs at the MLA Annual Meeting and shall coordinate this meeting with the MLA Headquarters Professional Development Coordinator.

The Committee shall assist the Chapter Council Liaison to the CE Committee with the publication of the Chapter CE Chairs Directory, the List of Chapter Sponsored CE Courses, and the Continuing Education Issues Newsletter.

The Committee shall promote life-long learning.

4.6 Chapter Council Web Committee

4.6.1 Charge

The committee consists of a minimum of three members, one of whom shall be designated chair.

The committee shall develop, maintain, and evaluate the Chapter Council web site.

4.6.2 Duties

The Committee shall be responsible for all aspects of MLANET’s Chapter Council web site.

The Committee shall maintain and update the Chapter Council web pages.

The Committee shall periodically evaluate the web site, including soliciting input from Chapter Council and MLA members with regard to its usefulness and usability, and make appropriate revisions.

The Committee shall assist Chapter Council committees in making information for MLA members available on the Chapter Council web site. The Committee shall also solicit recommendations from Chapter Council for additional information that should be available via the Chapter Council web site and work with specific Chapter Council members to update the content of the site.

The Committee Chair shall work with the MLANET editorial board to assure that MLA Chapter Council web pages and content comply with MLANET web page standards and guidelines. The Committee Chair may serve as a member of the MLANET editorial board, or, the MLANET Editorial Board Liaison may be appointed separately, providing there is excellent communication between the MLANET Liaison and the Committee Chair.

5. Council Directory
5.1 Forms from New Representative

The Chapter Council Directory is updated annually by the Chapter Council Secretary. Representatives and Alternates are responsible for submitting information for the directory via email. (Appendix IX)

5.2 Compilation and Distribution

The compilation of the Directory shall be the responsibility of the Secretary. The Directory will be distributed by the Chapter Council Chair in a regular mailing to all Council Representatives and Alternates, and the MLA Board of Directors. A copy will also be given to the home page committee to be put on Chapter council’s web page

The directory entry shall include the following elements:
    Name of Representative
    AHIP designation
    Position Title
    Chapter or Office
    Term of Election
    Mailing Address
    Other Address
    Business phone
    Fax number
    E-mail

5.3 Current Directory

The current MLA Chapter Council Directory appears in Appendix XVIII and online at http://www.chaptercouncil.mlanet.org/about/directory.html.

6. Reports
6.1 Minutes of Meetings

The official minutes of the Council meetings are recorded by the Secretary and distributed to the Council.

6.2 Midwinter and Annual Reports to MLA

The midyear report is required by Headquarters in advance of the January Board meeting. The annual report is usually due in March or April and will be posted on MLANET before the MLA annual meeting. The Council Chair prepares these reports, incorporating reports submitted by committee chairs and liaisons to MLA committees. 
Council schedules for report submission appear in Appendix XVII.

6.3 Chapter Reports

In addition to a midyear report to the MLA Board, Chapter chairs are required to submit an annual report of activities and programs conducted to MLA Headquarters in March or April.

A copy of the report is also submitted to the Council Chair and distributed to the Council.

6.4 Chapter Representatives' Reports

Chapter Council members must include their reports in their chapter’s report, in advance of the report deadlines of MLA Headquarters.

Reports should conform to the Guidelines for Preparation of Annual Report (see Appendix X).

The Chair will advise Representatives of deadlines (see Appendix XVII for current deadlines).

6.5 Council Committee Reports

Chairs of Council Committees should submit separate reports on committee activities in advance of the January Board meeting and the annual report deadline.

Reports should conform to Guidelines for Preparation of Annual Report (see Appendix X).

Council schedules for report submission appear in Appendix XVII.

7. Meetings
7.1 Scheduling

Requests for meeting time and space are made to the Annual Meeting Program Committee.

7.2 Agenda

The Chair should prepare an agenda in consultation with committee chairs and all Representatives.

Items to include are: approval of minutes, old business, e.g., committee and Chair's reports, announcements; new business, e.g., chapter motions, resolutions, etc.

The agenda should be distributed to the Council in advance of the annual meeting.

7.3 Procedures

Council meetings shall be conducted according to rules in the current edition of Robert’s Rules of Order, Newly Revised.

The MLA Parliamentarian may be consulted for clarification of procedural matters and on special rules adopted by the Association.

8. Candidates for MLA Nominating Committee
8.1 Chapters' Selection of Candidates

Each chapter may submit the name of one Regular Member or Fellow of the Association, chosen in accordance with MLA bylaws, Art. V, Sec. 1-2, and Chapter bylaws, as a potential candidate for membership on the MLA Nominating Committee. Candidates having served on the Nominating Committee during the past five (5) years are ineligible. Members of the Nominating Committee for the past 5 years are listed in the MLA Directory. No person shall consent to be a candidate for membership on the Nominating Committee and also be a candidate for elective office of the Association or vice versa.

Representatives should facilitate this selection by advising their chapters of the timetable for submission established by the Elections Committee to insure timely receipt of all candidate names. Representatives should also advise their chapters that they may wish to consider candidates who have established national reputations. These are the candidates who are most likely to be elected by the MLA membership to serve on the Nominating Committee.

Representatives should remind chapters that participation in the selection is restricted to voting members of the Association.

After Representatives submit the name of the candidates, the Nominating Committee obtains a completed biographical form and statement of willingness to serve from the potential candidate, and submit these with the names to the Elections Committee.

8.2 Forms

Names, biographical forms, and statement of willingness to serve must be submitted in advance of the Annual Meeting according to the timetable established by the Elections Committee. Sample biographical form appears in Appendix XII. The Elections Committee will contact MLA Headquarters to obtain copies of the most recent revision of the biographical election information form.

8.3 Council Selection

The Council will vote, by secret ballot, on the names submitted by the chapters electronically or at the Annual Meeting. The six candidates receiving the highest number of votes will be the Chapter Council nominees.

8.4 Reporting Results

The Elections Committee will submit names and biographical forms of the nominees to the Chair of the MLA Nominating Committee and notify candidates of the results by mail. These six candidates are then included, along with six candidates selected by Section Council and six candidates selected by the Board of Directors, on the MLA election ballot. From the eighteen potential candidates, nine are elected, by the MLA membership, to serve on the MLA Nominating Committee.

9. Budget

9.1 Submission to MLA

The Chair will prepare a budget request for operating expenses in consultation with committee chairs.

Operating expenses cover telephone, postage, copying, etc. It is expected that parent institutions will absorb some of these costs; therefore documentation is required for expenses exceeding $50.

Since the Association's year and the fiscal year do not coincide, the Chair must budget for the last 6 months of his/her term and the first 6 months of his/her successor.

The budget request must be filed with the Executive Director of MLA who will advise of filing deadlines. In the past, requests have been due in July.

9.2 Expenditures

MLA will reimburse only those expenditures approved in the budget.

Bills must be retained for submission with reimbursement claims.

9.3 Form

Samples for the following appear in Appendix XIV, Budget Requests, and accompanying documentation for request over $50. 


Appendices
I. Chapter Council Guidelines for Petitions

MEDICAL LIBRARY ASSOCIATION CHAPTER COUNCIL

AD HOC COMMITTEE FOR PETITIONS GUIDELINES

1.    For the establishment of any new chapter of MLA, a petition to authorize such establishment shall first be sent to the Chapter Council, in accordance with MLA Bylaws (Article XI, Section 2), which also require that the petition shall be signed by a minimum of one half of the MLA voting members who reside or work within the area to be served by the proposed new chapter.

2.    A petition to establish a new MLA chapter shall not be recommended by the Chapter Council to the Board for approval:

    2.1    Unless the area to be served by the proposed new chapter shall not be a part of the area of an existing chapter

        OR

    2.2    In those cases where the area to be served by the proposed new chapter shall be a part of an existing chapter

        2.2.1    if the area to be served by the proposed new chapter shall be entirely surrounded by the area of an existing chapter

        2.2.2    if the area to be served by the proposed new chapter shall be made up of two or more non-contiguous parts*

        2.2.3    if the area to be served by the proposed new chapter shall cause the area served by the existing chapter to be split into two or more non contiguous parts

        2.2.4    if the ability of the existing chapter to function effectively shall be seriously impaired by the establishment of a new chapter in its area.

3.    A petition shall also be required to do each of the following: (a) bring about the annexation by an existing chapter of an area previously unserved. (b) to transfer a part of an existing chapter's area to another existing chapter's area. (c) to remove an area currently served by a chapter from its boundaries. Such a petition shall not be recommended for approval:

    3.1    Unless petitioners shall number at least one half of the MLA voting members who reside or work within the affected chapter, area, or part (a duly conducted ballot, as determined by the Chapter Council, in the affected chapter, area, or part, shall be acceptable in lieu of a petition, provided that at least half of the MLA voting members in that chapter, area, or part shall vote in favor of such annexation, transfer, removal, or disbanding)

    3.2    Unless if the reasons for the annexation, transfer, or removal of territory or disbanding of a chapter are presented to the Chapter Council and are acceptable to it.

    3.3    Unless the affected chapter or chapters, each, by action of its officers (and subject to ratification by its members), shall certify to the Chapter Council that it has no objection to the proposed changes to its boundaries.

    3.4    Where annexation of a previously unserved area shall result in a chapter area that is made up of two or more non contiguous parts*

    3.5    Where transfer of all or a part of an existing chapter's area to another existing chapter's area shall result in a new chapter area that is made up of two or more non contiguous parts*

    3.6    Where, in the opinion of the Chapter Council, the transfer of all or a part of an existing chapter's area to another existing chapter's area shall result in the inability of the first chapter to function effectively, unless it is the first chapter's intention to disband.

4.    To resolve any disputes that may arise among chapters:

    4.1    the Chapter Council Chair shall request a position statement on the matter from the officers of the chapters concerned, to be delivered to him or her within six months of such request.

    4.2     the Chapter Council Chair shall then appoint an ad hoc committee of three
members of the Chapter Council who represent non affected and disinterested chapters to prepare a recommendation for resolution of the dispute; such recommendation to be delivered at the next regularly scheduled meeting of the Chapter Council where it will be discussed and voted on.

All petitions and any matters requiring final decision by the Board shall be forwarded to Board with the recommendations of the Chapter Council.

*Except that there may be maritime separation of parts

II. Guidelines for Chapter Compliance

MLA Bylaws Article XL, Section 6 state that Officers of Chapters and Chairs of Chapter Standing Committees shall be voting members of the Medical Library Association.

Chapter Compliance is no longer a formal process and was removed from the Special Rules of Order because the manner in which the process was written made it difficult to enforce. All Chapters had 50% or more of their members as MLA members when the last compliance was conducted in the year 2000. MLA Headquarters conducted this last compliance in 2000 by asking Chapters to send their membership lists to MLA Headquarters where the compliance was conducted. MLA will continue to monitor chapter memberships to determine if compliance is a process which needs to be reinstated.

The Guidelines for Chapters Out of Compliance which were approved by the Chapter Council on 5/25/89 and amended 4/99 will remain in the Chapter Council’s Manual and the Chapter Chair’s Manual in the event compliance is ever reinstated.

GUIDELINES FOR CHAPTERS OUT OF COMPLIANCE
Approved by Chapter Council, 5/25/89
Amended 4/99

I.    The PURPOSE of these guidelines is to serve as a resource for Chapter Council in the event that a chapter falls out of compliance with the MLA Bylaws.

II.    The ROLE of Chapter Council here is two-fold: to encourage and assist the chapter to return to compliance; and to provide information to the MLA Board regarding the chapter's non-compliance.

III.    The REQUIREMENTS for chapter status are stated in the MLA Bylaws (Article X, Section 3 and Article XI).

    A.    The Declaration of Compliance submitted by chapters to Chapter Council is used to survey whether chapters continue to meet the requirements for chapter status.

    B.    The results of the survey are shared with all chapters. It is hoped that all chapters find the information therein to be useful for planning purposes.

    C.    A chapter is not a candidate for losing its chapter status until it has "failed" the Declaration for three consecutive years.

IV.    The following PROCEDURES are suggested for Chapter Council:

    IV.a    As soon as the Declaration of Compliance shows a chapter to be out of compliance, the Chapter Council will begin working with chapter officers, including the chapter's Council Representative and Council Alternate, to strategize for improving compliance.

    Examples:
    A.    Problem: The chapter is out of compliance because one of its officers is not a Regular Member or Fellow of MLA.
        Cause: The Chapter’s Nominating Committee was not aware of that requirement of chapter status.
            Strategies: The chapter will encourage the officer to become a Regular Member of MLA and will review its procedure manual to be sure subsequent Nominating Committees have complete information.

    B.    Problem: The chapter is out of compliance because less than 50% of MLA’s voting members within its area are members of the chapter.
        Cause: The chapter’s visibility is low among many MLA members in its area.
        Strategies: The chapter will work closely with its representative on the MLA membership Committee; Chapter Council will highlight the chapter in MLA News chapter column; an MLA Board member will attend a chapter meeting.

    C.    Problem: The chapter is out of compliance because less than 50% of MLA’s voting members within its area are members of the chapter
        Cause: The chapter in fact serves only part of its area and so has limited MLA members from its other parts.
        Strategies: The chapter will petition Chapter Council and the Board to approve a redefinition of the chapter’s boundaries to more accurately reflects its real constituency; Chapter Council will investigate options for the area now unserved by any chapter.

    IV.b    If a chapter remains out of compliance for three consecutive years, Chapter Council will recommend to the MLA Board that the chapter be put "on probation" for three years, beginning in the next (MLA) association year. Chapter Council will recommend the following conditions of probation:

1. The chapter's probationary status will be announced in the MLA News and shown in the MLA Directory.

2. The chapter will not name a potential candidate for the MLA Nominating Committee or the MLA CE Committee Chapter/Section Support Subcommittee.

3. The chapter will not vote in Chapter Council elections for MLA Nominating Committee candidates or MLA CE Committee Chapter/Section Support Subcommittee candidates.

4. The chapter will not vote in Chapter Council elections for Chapter Council Chair or Vice-Chair.

5. The chapter will not vote on motions from Council to the MLA Board or on matters of Council procedure.

6. The chapter will continue to send a Representative and Alternate to Chapter Council. However, neither will be eligible to serve as Council Chair or Vice-Chair, or to chair Council committees.

7. The chapter will retain all other formal links with the MLA, including representation on the Membership Committee and the Governmental Relations Committee.

Throughout the probationary period, Chapter Council will continue to support the chapter's efforts to return to compliance.

IV.c.    If the chapter returns to compliance during the probationary period, Chapter Council may/will recommend to the MLA Board that recognition of the chapter be restored in the next (MLA) association year. If the chapter subsequently falls out of compliance, it will again have three years to return to compliance, followed, if necessary, by three years of probation

IV.d.    If the chapter fails to return to compliance by the end of the probationary period, Chapter Council will recommend to the MLA Board that recognition of the chapter be withdrawn beginning in the next (MLA) association year. With the withdrawal of recognition, the chapter will lose all formal links with MLA, including representation on the Membership Committee and the Governmental Relations Committee.

Example: Chapter X is out of compliance in 1989/90, 1990/91, and 1991/92. At the 1992 Annual Meeting, Council recommends to the Board that the chapter be put on probation for three years. The Board accepts this recommendation at post-conference and the conditions of probation take effect at once. In 1994/95, the Chapter is still out of compliance. At the 1995 Annual Meeting, Council recommends to the Board that recognition be withdrawn. The Board accepts this recommendation at post-conference, and Chapter X's formal affiliation with MLA ends at this point.

IV.e.    If the (ex) chapter subsequently meets the requirements for chapter status, it will be required to re-petition for recognition, following the guidelines for the establishment of new chapters.

IV.f.    Continuing non-compliance on the part of one or more chapters may indicate that the "definition" of compliance needs to be revised. If Chapter Council judges that this is the case, it will provide information to the MLA board and the MLA Bylaws Committee to assist them in taking appropriate action.

IV.g.    At some point, a chapter may no longer be interested in formal affiliation with MLA. In this case, the Chapter Council will provide information to the MLA Board to assist it in taking appropriate action.

III. Guidelines for Information Requests to the Chapters of MLA

The conduct of MLA Board, Headquarters, or committee business may require input or consultation from the chapters of MLA. Requests may concern the Chair of the chapter, the Chapter Council Representative, a chapter officer or committee chair, or the membership as a whole (or in part). These guidelines offer help in planning for requests which require chapter responses and also provide for coordinated communication which reinforces the authority role of the Chapter Chair and the liaison role of the Chapter Council Representative/Alternate.

In planning to submit a request to chapters, factors which influence the schedule for replies must be considered. These include the following:

Holiday or vacation periods may double the time frame.
The length/complexity of the request and/or number of respondents involved affects the length of the time period for receiving a reply.
Mailed requests take a longer time period for a return than telephoned, faxed, or email requests.

Request involves Chapter Chair, Chapter Council Representative, or chapter officers:

1. Routine Chapter Council business and information exchange should be directed to the Chapter Council Representative or Alternate. The Chapter Council Representative/Alternate should communicate with the Chapter Chair and Chapter Executive Committee/Board if appropriate.

2. Submit requests for information to the Chapter Chair with a copy to the Chapter Council Representative. Copy the Chapter Chair and Chapter Council Representative if a request is directed to another officer or committee chair in the chapter. (Consult MLA Directory for chapter officers and committee chairs.)

3. Allow 2 3 weeks for a reply from the Chapter Chair or Chapter Council Representative, 4 weeks from the chapter Board. If immediate response is required, specify date needed: always be prepared to negotiate a deadline.

Request involves Chapter membership:

1. Submit requests for information to Chapter Chair with a copy to the Chapter Council Representative.

2. Allow 3 months for a written reply which involves the entire membership.

All requests for information should be copied to the Chapter Chair and Chapter Council Representative. The guidelines rely on the Chapter Chair's delegation of requests as appropriate and a mechanism for backup in the event of absences. Therefore, Chapter Council Representatives need to recommend to chapters that a referral mechanism be developed (if not
already in place) to respond to information requests which require quick response in the event of the absence of the Chapter Chair, etc.

IV. MLA Motion Form

Document can be found on MLANET.
V. Chapter News Column, MLA News: Editorial Guidelines

1. OBJECTIVE
The purpose of the Chapter News column is to provide timely and informative news to the MLA membership about the activities of the fourteen regional chapters and the chapter council. The column appears in every issue of the MLA News (10 issues a year). Effective 1995, the column editor is selected by the MLA News editor. Chapter Council Chair solicits one or more candidates from Council to submit to the Editor and a call for volunteers from the MLA membership at large is issued by the Editor. It is imperative that Council have an outstanding candidate to submit because of the importance of having a Council member as the column editor.

2. CONTENT
The column addresses a variety of topics consistent with the objective described above. Columns typically describe or report on activities, issues, accomplishments, projects, special programs, etc. Ideas for column topics are solicited from and discussed with the chapter council and chair. A list of proposed topics and the issues in which they will appear is compiled for the year's ten columns.

The following columns appear annually (with approximate dates):
    Chapter Council Presents Sharing Roundtables    October
    Chapter Annual Meeting Highlights            September
    Chapter Council Annual Meeting Highlights        June/July or August
    Chapter Sharing Roundtables Invitation        February
CEC Liaison Report                    March

The following are suggested column topics:
    Chapter Profiles
    Chapter Publications
    Chapter Strategic Planning
    Projects of Chapter Council, Council Members, and/or Chapters

3. FORMAT AND STYLE
The standard length of the column is approximately 400 words, unless the article is of major significance. The column editor retains the flexibility of editing guest columns for both length and clarity; the column editor also advises the MLA News editor on items of priority should space be limited in a particular issue.

Articles should be clear, concise and answer the questions "what, where, when, who, and why."

Avoid jargon and excessive use of acronyms or abbreviations. Sentences should be short and not incorporate multiple points or topics. Avoid excessive, uninteresting detail and redundancies.

Diplomacy and sensitivity to regional differences are essential. Material should appeal to the membership-at-large and be both interesting and informative.

4. DEADLINES

The column editor works closely with the MLA News editor in establishing deadline dates for submitting copy. The column editor develops a schedule for the year's ten issues and is responsible for strictly adhering to the schedule. Currently, the deadline for Chapter Council members to submit articles to the Column Editor is the 21st of each month. There is a two month lead time from submission to publication. The column editor is responsible for obtaining guest columns in a timely manner to meet the master schedule. If copy is late, the MLA News editor must be notified of this fact as soon as possible. However, late or skipped columns should occur only as a result of unavoidable circumstances. See Appendix V.A  for Chapter News Column Schedule.

COORDINATION

a.    MLA News Editor
Close communication and coordination with the MLA News editor is imperative. The MLA News editor should be provided with the Chapter News column schedule and list of column topics. If there are changes, the editor should be informed. The editor should always be notified if the column will be late. The column editor should provide the MLA News editor with suggestions about column copy to edit, cut, or hold until the next issue if space is limited. The MLA News editor retains the right to edit the column for clarity or brevity. Quick communication is facilitated by using the telephone, fax or email for consulting or transmitting the column.

b.    Guest Editors
A guest editor works under the direction of the column editor who provides guidance on column content, format, and style. The guest column is submitted to the column editor for final review and editing. Sufficient lead time is planned for submitting the column to MLA News editor on schedule.

c.    Chapter Council Chair
Close communication and coordination with the Chair of Chapter Council is important for planning column topics and writing column copy. The chair should be regularly consulted and informed about column copy. Copies of the column should be mailed, faxed or emailed to the chair at the time they are submitted to the MLA News.

d.    Chapter Annual Meetings
    
1.     Calendar
    The Chapter Annual Meeting Calendar column is prepared by contacting the chapter representatives and requesting the dates and locations of their annual meeting.

    2.    Highlights
    The Chapter Annual Meeting Highlights columns are prepared by the Chapter Council Representatives.

V.A. Chapter News Column Schedule

	Issue
	Title
	Author(s)

	April 2006
	Fundraising the eBay Way
	Sara Pimental

	May 2006
	Southern Chapter and Mid-Atlantic Chapter to Meet Jointly in Atlanta; and Two MLA Chapters to Receive Leadership Education Challenge Grant
	Priscilla Stephenson & Melanie Norton; Laurie L. Thompson

	June/July 2006
	None
	 

	August 2006
	Chapters Gather for Fall Meetings, part 1
	Teresa L. Knott

	September 2006
	Chapters Gather for Fall Meetings, part 2
	Teresa L. Knott

	October 2006
	Chapter Council Update
	Jane Bridges

	November/December 2006
	Chapter Notables Spawn Awards
	Jane Bridges

	January 2007
	Chapters Recognize Excellence
	Jane Bridges

	February 2007
	Southern Chapter Establishes T. Mark Hodges Outstanding Service Award
	Carol Burns

	March 2007
	Chapter Council Presents Sharing Roundtables
	Marie Reidelbach & Melanie Cedrone

	April 2007
	Chapter and Section Councils Celebrate Anniversary
	Tovah Reis et al


VI. Chapter Council Display Table at MLA Annual Meetings: Procedures

The Chapter Council display table provides the opportunity to highlight chapter activities, give meeting attendees a place to make contact with their chapter and make the Council's role in MLA more apparent to the membership. In order to successfully offer a display table it is necessary for the Chapter Council to work closely with MLA Headquarters. The key person from the Council's perspective is the MLA Headquarters’ Conference Coordinator.

Chapter Council Representative Responsibilities

1. The Representative shall respond to call for display volunteers or notify the Communications Committee of who will respond on behalf of the chapter.

2. The Representative shall keep chapter informed on the history and purpose of the Council Display Table and keep Communications Committee informed on changes for the Display suggested by the chapter.
 

Chapter Council Communications Committee Responsibilities

1.    The Committee's agent should contact the corresponding party for the Section Council Display Table to coordinate efforts as appropriate. Areas for coordination might include sharing staffing schedules, coordinating staffing times, and coordinating publicity about the Displays.

2.    The Chapter Council Communications Committee shall make available a brief history and purpose of the Council Display.

3.    The Communications Committee will distribute a Display staffing schedule and solicitation for volunteers first to Committee members and then to all Chapter Representatives at least two months prior to the meeting.

4.    The Communications Committee will request from all Chapter representatives the size of wall pocket required to display their Chapter brochure in the Council Display at least two months prior to the meeting.

7.    A master schedule of coverage should be maintained at the Display, along with a sheet for recording comments, suggestions and observations as the meeting progresses.

8.    Scheduling of coverage for Display shall be as follows:
    a.    Coverage should not conflict with any of the plenary/major sessions of the
        Annual Meeting.

    b.    Coverage should begin Sunday morning and continue until the opening session.
    Coverage should be maintained during exhibit times and during lunch hours.
    Coverage should be concentrated during the early days of the meeting, and less during later days.

    c.    Individuals should be assigned - blocks of time, with two individuals scheduled whenever possible.

    d.    Staff will be expected to set up and dismantle the Display, as necessary; to answer questions; to offer hand outs and safe guard "display only" material; offer feedback to the Communications Committee as to the effectiveness of the display.

9.    The Communications Committee shall report to the Chapter Council on the effectiveness of the display.

 

MLA Headquarters Responsibilities

The Conference Coordinator shall be the primary contact for the Committee's agent, unless otherwise instructed.

By November of each year, the Committee's agent shall notify the Conference Coordinator of the Council's intent to have a display at the annual meeting.

The Conference Coordinator shall secure space, tables, and chairs for the display. Selection of space should be based upon availability in high traffic areas. Spaces near registration for the conference, the MLA booth, or exhibit hall are considered as high traffic areas. There should be 2 chairs for those staffing the Display. The Coordinator shall notify the Committee's agent of the assigned space 2 months prior to the conference.

The Conference Coordinator shall ensure that the Display shall be available from the opening of the meeting, usually Sunday, through Wednesday of the meeting. The hours of the Display shall coincide with those of the exhibit hall if space is assigned in that area or during exhibit, lunch, and other "multiple" event times. However, the hours should not coincide with major or plenary sessions of the meeting.

MLA Headquarters maintains the signage for the Chapter Council Display. The Conference Coordinator shall arrange for the sign to be hung at the beginning of the meeting and shall ensure its removal following the conference.

The Conference Coordinator shall arrange with the convention site for receipt of materials mailed by Chapters for the Display. The Coordinator shall instruct the committee's agent on the proper mailing address to be used one month prior to the convention.

The Conference Coordinator shall instruct the Committee's agent on the arrangements for storing materials overnight during the conference, if required.

The Conference Coordinator and the Committee's agent should meet at the beginning of the conference to confirm any last minute details and to establish how the Coordinator (or back up conference staff member) can be reached during the conference if any problems arise. 
 

VII. Chapter Council MLA Committee and Editorial Board Liaisons

VII.A. MLA Continuing Education Committee Liaison:

Membership Criteria

The Chapter Council Liaison to the CE Committee shall be selected on the basis of achieving a balance of the following criteria:

I.    ADULT EDUCATION EXPERIENCE

A.    Teaching or developing a MLA CE course
B.    Teaching or developing a CE course on a local, chapter, regional or national level
C.    Formal teaching in general educational programs or specifically in library and information science
D.    Administering adult educational programs especially at the chapter, regional, or state association level including planning, budgeting and evaluation
E.    Previous attendance at a MLA CE course or chapter, regional, state association or local sponsored/developed CE course

II.     PROFESSIONAL EXPERIENCE

A.    Work in a health sciences library and/or demonstrated expertise in areas represented within the MLA CE curriculum
B.    Previous participation as an officer or committee chair of a chapter
C.    Active participation in CE activities at the chapter, regional or state association level
D.    Demonstration of commitment and expertise involving communication skills, interpersonal skills and teamwork

III.     REPRESENTATIVE MIX OF THE NATIONAL MLA MEMBERSHIP

A.    Institutional setting
B.    Geographic location

NOTE: The Liaison is expected to devote considerable time each month to committee work. Attendance at meetings at the MLA annual meeting and at midwinter meetings, if called, is mandatory.
 

VII.B. MLA Credentialing Committee Liaison

Membership Criteria

The Chapter Council Liaison to the Credentialing Committee shall be selected on the basis of achieving a balance of the following criteria:

Should be a member of the Academy of Health Professionals, at least the Senior level.

Should work in a health sciences library and/or demonstrated expertise in areas represented within the Academy’s Essential Areas of Knowledge.

Should have previous participation as an officer or committee chair of a chapter

Should have demonstration of commitment and expertise involving communication skills, interpersonal skills and teamwork.

VII.C. MLA Membership Committee Liaison

Membership Criteria

The Chapter Council Liaison to the Membership Committee shall be selected on the basis of achieving a balance of the following criteria:

1.     Should have previous experience as an officer or committee chair of a chapter.

2.     Should have demonstration of commitment and expertise involving communication skills, interpersonal skills and teamwork.

3.     Should have demonstration of presenting reports in a timely manner, coordinating activities and organizational skills.

VII.D. MLA MLANET Editorial Board Liaison

Membership Criteria

The Chapter Council Liaison to the MLANET Editorial Board (a three-year appointment) shall be selected on the basis of achieving a balance of the following criteria:

Should have previous experience as an officer or committee chair of a chapter.

Should have demonstration of commitment and expertise involving communication skills, interpersonal skills and teamwork.

Should have demonstration of presenting reports in a timely manner, coordinating activities and organizational skills.

Must be able to attend the Annual MLA Meetings in order to attend the MLANET Editorial Board Meeting.

Must have experience in web site development, management, and evaluation.

Must have three years remaining on Chapter Council or if this is not possible, at the end of his/her term on Chapter Council, the MLANET Editorial Board Chapter Council Liaison shall remain as an ex-officio non-voting member of Council until the term on the MLANET Editorial Board has expired. The Liaison does not serve as a representative or alternate during this time nor is the Liaison required to be re-elected to Council to complete the term of office on the MLANET Editorial Board.

VII.E. MLA Benchmarking Network Editorial Board Liaison

Membership Criteria 
The Chapter Council Liaison to the MLA Benchmarking Network Editorial Board (a three-year appointment) shall be selected on the basis of achieving a balance of the following criteria:

Must have some prior experience with the Benchmarking Network either through the submission of data from his/her institution for inclusion, involvement with the initial planning and promotion of the Network, or work as a Benchmarking enabler for the Chapter he/she represents.
 
Should have demonstration of commitment and expertise involving communication skills, interpersonal skills and teamwork.

Should have demonstration of presenting reports in a timely manner, coordinating activities and organizational skills.

Should be able to attend MLA Annual Meetings in order to attend the MLA Benchmarking Network Editorial Board meetings.

Must have three years remaining on Chapter Council or if this is not possible, at the end of his/her term on Chapter Council, the MLA Benchmarking Network Editorial Board Chapter Council Liaison shall remain as an ex-officio voting member of Council until the term on the Benchmarking Network Editorial Board has expired. The Liaison does not serve as a Representative or Alternate during this time, nor is the Liaison required to be re-elected to Council to complete the term of office on the MLA Benchmarking Network Editorial Board.

VII.F. MLA Professional Recruitment and Retention Committee Liaison

The Chapter Council Liaison to the MLA Professional Recruitment and Retention Committee (a three-year appointment) shall be selected on the basis of achieving a balance of the following criteria:

Should be a strong advocate for the profession.

Should have previous experience and a strong interest in mentoring.

Should have prior experience in fund raising.

Should have demonstration of commitment and expertise involving communication skills, interpersonal skills and partnering and working collaboratively.

Should have demonstration of presenting reports in a timely manner, coordinating activities and organizational skills.

Should be able to attend the MLA Annual Meetings in order to attend the MLA Professional Recruitment and Retention Committee meeting.

Must have three years remaining on Chapter Council or if this is not possible, at the end of his/her term on Chapter Council, the MLA Professional Recruitment and Retention Committee Liaison shall remain as an ex-officio, non-voting member of Council until the term on the Committee has expired or the Committee has been disbanded. The Liaison does not serve as a representative or alternate during this time, nor is the Liaison required to be re-elected to Council to complete the term of office on the MLA Professional Recruitment and Retention Committee.

VIII. Election Criteria for the Chair of Chapter Council

The Chapter Council Chair is the means by which chapters participate in the governance of MLA by serving as a voting member of the MLA Board of Directors. Duties and responsibilities of the Chapter Council Chair are specified in the position description. (See section 3.1.2 of this manual.) Candidates for election to this office shall be selected on the basis of the following criteria:

I.    DEMONSTRATED SKILLS AND ABILITIES.

    A.    Effective leadership/delegation

    B.    Planning/good organization
    
C.    Excellent communications/negotiations

    D.    Strong interpersonal relations

    E.    Fiscal management

    F.    Team work

    G.    Hardworking/endurance/on time

    H.    Adaptability/dedication

II.    DEMONSTRATED PROFESSIONAL EXPERIENCE

    A.    Chapter officer/committee chair

    B.    Program planning/implementation

    C.    Participation in education/continuing education

    D.    Personnel development/management

    E.    Budgeting/fund development

    F.    Commitment to high performance standards

These criteria shall be supplemented by securing the criteria for MLA officers from the previous year MLA Nominating Committee chair as well as the previous year "Environmental Scan" for current issues with its required duties and responsibilities. In addition, the Elections Committee or the Ad Hoc Nominating Committee shall supplement, if necessary, the above criteria with additional criteria to reflect council's need.
 

VIII.A. Background information Form: Candidates for Chapter Council Chair or Vice-Chair

See document below.

Documents: Background Information Form
VIII.B. Election Criteria for the Vice Chair of Chapter Council

Candidates for election to this office shall be selected on the basis of the following criteria:

I.    Demonstrated Skills and Abilities

    A.    Effective leadership/delegation

    B.    Planning/good organization

    C.    Excellent communications/negotiations

    D.    Strong interpersonal skills

    E.    Function as a supportive team member

II.    Demonstrated Professional Experience

    A.    Chapter officer/committee chair

    B.    Program planning/implementation

    C.    Participation in education/continuing education

    D.    Personnel development/management

    E.    Commitment to high performance standards

IX. Council Directory Data Information

NAME, TERM OF OFFICE:
POSITION TITLE:
MAILING ADDRESS:
BUSINESS PHONE:
FAX NUMBER:
E-MAIL ADDRESS:

Email information or changes to current Chapter Council Secretary.

X. Guidelines for Preparation of Annual Report

Content of Report
1.    Link significant activities and objectives achieved with MLA strategic plan and priorities in accordance with the Planning Grid in Appendix XVI. See Appendix X.A. for current plan and priorities. The first sentence should be the time period covered. Do not include MLA priorities for which there is no activity.

2.    If a report contains a motion, the report should include the following background information; a) name of MLA entity which is required to take action; b) specific action to be taken; c) costs, if any, which will be incurred and proposed sources of funding; d) time frame for the action; e) any documentation which will facilitate the board's decision making process (statement of circumstances prompting the motion and/or past MLA action on the issue).

Format of Report
1.    The exact spacing and indentations illustrated in the sample reports in Appendix XI should be used. The body of the report should be single spaced, with double spacing as shown. The first line of the report should be placed 8 lines down from the top of the paper.

3.    Right and left margins should be set 15 spaces in from the right and left edges of the paper.

4.    After the body of the report, there should be two spaces. The word MOTION should then be centered and typed in caps.

5.    If the report has a motion, the first line of the motion should be typed two spaces below the word MOTION. The first line of the motion should be indented five spaces; the first word of the motion should be MOVED (in caps) followed by a comma.

    Example:
    MOVED, that the bibliography ...

6.    If the report has no motion and is informational only, the first line of the information statement should be placed two spaces below the word MOTION. The first line of the informational statement should be indented five spaces.

    Example:
    This report is informational and requires no action by the Board of Directors.
XI. Sample Reports

· GENERAL FORMAT FOR MIDYEAR AND ANNUAL REPORTS

· First line:    This report covers the period…

· State goal and objective from the current Strategic Plan (found on MLANET) for which there are chapter or Council representative annual objectives (note MLA Annual Priorities with an asterisk (*). List relevant progress or accomplishments in achieving the appropriate goal/objective.

· SAMPLE REPORT FORMAT:

· Part I.        MLA Strategic Plan

· Goal 1:    PROFESSIONAL DEVELOPMENT
        *a.        CE Opportunities

·         *b.        Credentialing

· Goal 2:    ADVOCACY
        *a.        Promote the Profession

·         b.        Works for improved compensation for health sciences library and information professionals

·         c.        Recognize members who make significant contributions to the profession

·         d.        Recruits qualified individuals from diverse backgrounds into the profession

·         f.        Develops and maintains relationships…relevant corporations

· Goal 3:    ORGANIZATION
 Develops the leadership capabilities of its members

·         e.     Communications

· Goal 6:    Information Technology
 Uses information and  electronic communication systems

·         b.     MLANET

Documents: Sample Annual Report
XII. Election Information Form: Candidates for Nominating Committee

See document below.

Documents: Election Information Form 
XIII. MLA Archives Guidelines
XIV. Budget Requests

See attachment below.

Documents: Budget Request Form
XV. Chapter Council Committees

Officers

Chair: Angela Dixon:5/13-5/16

Chair-Elect: Melissa Ratajeski: 5/15-5/16

Secretary: Dina McKelvy: 5/13-5/16 

MLA Liaisons

Continuing Education Committee:  Bette Sydelko, through 5/16

Core Membership Committee: Michelle Rachal, through 5/17

Credentialing Committee: Beverley Murphy, through 5/17

MLA News Chapter Column Editor: Jennifer Lloyd, through 5/17

Professional Recruitment and Retention Committee: Heather Brown, through 5/17

Technology Advisory Committee: Bart Ragon  

Committees 

Chapter Council Presents Sharing Roundtables

Roundtable Committee Instructions and Guidelines
· Karen Hanus, Co-Chair

· Antonio DeRosa, Co-Chair

· Lisa Ennis

· Dina McKelvy

· Montie’ Dobbins 
Elections

· Montie Dobbins

 

Continuing Education [CE WIKI]

· Bette Sydelko, Chair

 

Communications

· Lisa Ennis: Web Manager

· Annual Meeting Table Coordinator

· Diana Delgado: Wiki Assistant

 

MAJORS/MLA Chapter Project Award Jury
· Bette Sydelko, Chair

· Kate Anderson

· Stephanie Ferretti

· Gary Kaplan
XVI. Chapter Council Objectives

Developing Objectives
In developing your Chapter’s objectives, consider both MLA’s Strategic Plan and the current year’s priorities. The Board has identified priorities within the strategic plan that should be emphasized in the coming year. The Chapter Report which results from the Planning Grid is to let MLA know what goals and objectives your Chapter is pursuing which also further the goals and objectives of the MLA Strategic Plan.

The Planning Grid
The planning grid will help you link your Chapter objectives as well as the Chapter Committee’s objectives to the strategic plan and priorities of the association. The components of the grid include:
 

· Objective: what you expect to accomplish

· Who, Expertise Required: who will do the work

· Time Needed: when you intend to accomplish the objective

· Resource Required: what resources you need to accomplish the objective. This column should detail your financial needs and should be used for your budget request form.

· Product, Outcome: what item or action will result from accomplishing the objective

· Evaluation: was the objective accomplished successfully

Remember, you don’t need to have objectives for every association goal/priority, but only for those that relate to your committee’s charge. For example, the Membership Committee will have objectives for association goals 2 (Advocacy) and 3 (Membership) but not goal 5 (National Information Policy). If you need additional forms, please copy the forms provided.
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Documents: Planning Grid 2012-2013
XVII. Chapter Council Calendar

See document below.

Documents: Projected Timeline
XVIII. Chapter Council Directory

	Angela Dixon, Chair, 5/13-5/16
Edward G. Miner Library
University of Rochester
601 Elmwood Avenue, Box LIB
Rochester, NY 14642
585-275-6943
Angela_Dixon@urmc.rochester.edu
	Melissa Ratajeski, Chair Elect, 5/15 - 5-16
Health Sciences Library System,
University of Pittsburgh
200 Scaife Hall,
3550 Terrace Street
Pittsburgh, PA 15261
412-648-1971
mar@pitt.edu
	

	Chapter
	Chapter Council Representative
	Chapter Council Alternate

	Hawaii-Pacific
	Diane Kunichika, 6/15 - 5/18 
dianekuni@gmail.com 
	Angela Lee, 6/15 - 5/18 
leeas@hawaii.edu

	Medical Library Group of Southern California and Arizona
	Annie Thompson, 5/15-5/18
University of Southern California 
Wilson Dental Library
Los Angeles, CA 90095-0001
213-740-1441
annie.thompson@usc.edu
	Hal Bright,, 5/15-5/18
A.T. Still Memorial Univeristy
Memorial Library
Mesa, AZ 
480-219-6036
hbright@atsu.edu

	Mid-Atlantic
	Bart Ragon, 5/15-5/18 
Univ. of Virginia
Claude Moore Health Sci Library
PO Box 800722 1350 Jefferson Park Ave
Charlottesville, VA 22908-0722
434-243-6058
bart@virginia.edu
	Beverly Murphy, 5/15-5/18
Duke University
beverly.murphy@duke.edu

	Midcontinental
	Heather Brown, 5/15-5/17
McGoogan Library of Medicine
University of Nebraska Medical Center
986705 Nebraska Medical Center
Omaha, NE 68198-6705
hlbrown@unmc.edu
	Kate Anderson, 5/15-5/17
Zalk Veterinary Medical Library
University of Missouri
W218 Vet Med Bldg
Columbia, MO 65211
(573) 882-6259
andersonkat@missouri.edu

	Midwest
	Bette Sydelko, 5/13-5/16
Paul Laurence Dunbar Library
University Libraries
3640 Colonel Glenn Hwy.
Dayton, OH 45435-0001
937-775-3840
bette.sydelko@wright.edu
	Karen Hanus, 5/13-5/16
Medical College of Wisconsin Libraries
PO Box 26509
8701 Watertown Plank Rd
Milwaukee, WI 53226-0509
(414)-955-8329
khanus@mcw.edu

	New York-New Jersey
	Diana Delgado, 5/13-5/16
Weill Medical College of Cornell U.
Weill Cornell Medical Library
1300 York Ave Rm C115
New York, NY 10065-4805
212-746-6086
did2005@med.cornell.edu
	Antonio DeRosa, 5/13-5/16
Memorial Sloan Kettering Cancer Center
Nathan Cummings Library
1275 York Ave
New York, NY 10065-6007
derosaa1@mskcc.org

	North Atlantic
	Dina McKelvy, 5/13-5/16
Maine Medical Center
22 Bramhall St
Portland, ME 04102-3134
(207)-662-4084
mckeld1@mmc.org
	Marianne Burke, 5/13-5/16
University of Vermont
Dana Medical Library
Medical Education Center
81 Colchester Ct
Burlington, VT 05401-1525
(802-656-3483
mburke@uvm.edu

	Northern California and Nevada
	Mina Davenport, 4/15-5/17
Children’s Hospital
Health Sciences Library
747 52nd Street
Oakland CA 94609 USA
(510) 428-3448
mdavenport@mail.cho.org
	Michelle Rachal, 4/15-5/17
University of Nevada, Reno
Knowledge Center / MS 0322
1664 N. Virginia Street
Reno, NV 89557
775-682-5654
mrachal@unr.edu

	Pacific Northwest
	Vacant
	Jackie Wirz, 5/13-5/16
Oregon Health & Science University Library
3181 SW Sam Jackson Park Rd
Portland, OR 97239-3098
wirzj@ohsu.edu

	Philadelphia
	Gary Kaplan, 5/15- 5/17
Thomas Jefferson University
Scott Memorial Library
1020 Walnut Street
Philadelphia, PA 19107
215-503-7676
gary.kaplan@jefferson.edu
	Stephanie Ferretti, 5/15-5/17
Philadelphia College of Osteopathic Medicine
4170 City Avenue
Philadelphia, PA 19131
215-871-6475
215-871-6479 (fax)
stephaniefe@pcom.edu

	South Central
	Jennifer Lloyd, 5/15-5/17
LSU Health Sciences Center – New Orleans
John P. Isché Library
433 Bolivar St.
New Orleans, LA 70112
(504) 568-5550
jlloyd@lsuhsc.edu
	Montie’ Dobbins, 3/13-5/17
LSU Health Sciences Center-Shreveport Medical Library
1501 Kings Hwy
Shreveport, LA 71130
(318)-675-5664
mdobbi@lsuhsc.edu

	Southern
	Lisa Ennis, 5/15-5/18
Alabama College of Osteopathic Medicine
445 Health Sciences Boulevard
Dothan, AL 36303
334-944-4068
lennis@acomedu.org
	Vacant

	Upstate New York and Ontario
	Vacant
	Mark Lasek
mark.lasek@sphp.com/a>


XIX. Listserv Instructions

As a new member of Chapter Council it is extremely important that you sign onto MLA-Chapter, the Chapter Council Discussion List. Committee Chairs and members are also responsible for joining the discussion lists that relate to their committee work.

Instructions for signing onto and using the Chapter Council list are available at the following URL:

http://mlahq.org/mailman/listinfo/mla-chapter/
