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IMSN Membership Information
A short application form is available on the network’s website (www.imsn.ie) for those wishing to apply directly for membership. 
Membership applications should be e-mailed to enquiries@imsn.ie and will be dealt with by the General Secretary. 
Attending members 

Attending membership is limited to the following:
· All hospital-based Medication Safety Leads
· Hospital pharmacy-based specialists with an expressed interest in medication safety and actively practising in this area, including:

· Representatives from Public, Private & Community Hospitals and across each health region 

· Pharmacists with expertise in Maternity/Neonates, Paediatrics, Oncology, Psychiatry, Antimicrobial, Academia, and other clinical programmes as needed
· At least two pharmacists who are Heads of Department

in order to:
· ensure that members are sufficiently involved in medication safety to contribute to priority projects identified by the network 

· facilitate the effective conduct of meetings 

· ensure meeting venue capacity, where applicable, is not exceeded.

Attending members must give an undertaking to:

· Attend meetings.  If a representative does not attend at least three meetings in a rolling year their role as nominated representative will be reviewed. (The General Secretary is responsible for tracking attendance.)  Those on maternity or other extended leave will be documented under “Apologies” in the minutes of each meeting and may be replaced by a nominated representative for the duration of that leave.  
· Contribute to preparation of IMSN documents and participate in working groups.
· Undertake minute taking of a IMSN meeting (every 4 years on member rotating basis) 

No institution should have more than 2 attending, non-Executive members at any meeting where venue capacity is limited. 

Executive members
Six executive members, Chairman, Deputy Chairman, General Secretary, Treasurer, Website/Bulletin Manager & Conference co-ordinator are elected from among the attending members for a term of two years, with the option of seeking re-election.  The executive members are elected by the attending members in accordance with the election process outlined in Appendix 1. 

The elected executive members will assume / resume their role at the meeting immediately following election. In the event that a position is not filled by the election process detailed above, any vacant position can be filled by co-option of an attending member at the next meeting or subsequent meetings.
In addition, 
· Named attending members may act in the following support roles:

· IMSN Document format editor (format and reference checks)

· IMSN Document reference checker

· IMSN Working group/project co-ordinator

· Liaison/representative of the IMSN with International Medication Safety Network or UK Medication Safety Officers group
· Management of IMSN Twitter feed

Circulating members
IMSN information, including minutes of meetings, and approved alerts, best practice guidelines and briefing documents are communicated by e-mail to circulation members, who include.  

a) Attending members as listed above

b) Medication Safety Facilitators/Coordinators who cannot attend 

c) A representative from all acute hospitals in Ireland not otherwise represented in a) or b) above, usually the Head of Pharmacy Department or designate
Circulation members undertake to disseminate IMSN information further within their organisation and initiate action as considered appropriate. 
Membership roles and responsibilities are outlined as an organogram in Appendix 2.

Appendix 1: Procedure for Election of Executive Members
Six executive members, Chairman, Deputy Chairman, General Secretary, Treasurer, Conference Co-ordinator & Website Manager are elected from and by the attending members for a term of two years, with the option of seeking re-election. 

A returning officer and scrutineer shall be appointed by the attending members present at the last network meeting prior to the election. The returning officer and scrutineer may vote for the candidate of their choice but neither should run for any executive position or nominate or second anyone else for any executive position.

Nominations must be submitted by e-mail to the returning officer before a mid-week day and time specified at the last network meeting prior to the election (usually 10:00 on a specified Wednesday).  Attending members may nominate themselves or be nominated by another attending member for one or more of the executive positions.  Where an attending member places a nomination, the nominee must confirm to the returning officer their acceptance of the nomination.  All nominations must be seconded by an attending member.  All persons nominating, seconding or confirming acceptance must do so by e-mail from their own e-mail address.  

Following close of nominations, the returning officer will circulate a list of all nominations, together with proposers and seconders, to all attending members.  If only one nomination is received for an executive position, that person is deemed elected. When more than one member is nominated for a position, an election will be held.  The returning officer will design ballot papers for each position, as appropriate, and distribute them to all attending members.

Voting Process
Voters are asked to express their preferences for the various candidates, giving a 1st preference to their most preferred option, a 2nd preference to their next favourite, a 3rd preference to their third choice, and so on. Voters may vote for as many candidates as they wish.  

Votes must be submitted by e-mail either to both the returning officer and scrutineer or to an e-mail address specifically set up for the purpose and accessible only to the returning officer and scrutineer, as decided at the last network meeting prior to the election.  All votes must be received before the date and time specified at the last network meeting prior to the election.  Each attending member has a single vote, except where an institution has more than one attending member. In that case, the institution, regardless of the number of attending members it has, shall have a single vote, preferably cast by its Medication Safety Facilitator/Coordinator where applicable. The email votes must be marked “Secret ballot - Confidential” and submitted from the nominated voter’s designated email account.  The returning officer will acknowledge all votes received prior to close of elections.

Following close of elections, the returning officer and scrutineer will independently count the votes as outlined below and liaise to check the count:  

· When two members are nominated, the election will be a straightforward “first past the post” process with each voter marking his/her preferred candidate.  The candidate with the highest number of first preference votes is deemed elected.  

· When more than two members are nominated, voting will then be scored by the returning officer and scrutineer using a positional voting system in which points are awarded to each candidate in order of preference, based on the Borda count1:  

· In the count, the 1st preference score is determined by the number of candidates and calculated so that the last preference gets 1 point when points are awarded on a sequential basis with an increment of 1 – e.g. for 5 candidates, 1st preference gets 5 points, 2nd preference 4 points, 3rd preference 3 points, 4th preference 2 points, last preference 1 point; for 3 candidates, 1st preference gets 3 points, 2nd preference 2 points, last preference 1 point.

· The first preference candidate always receives the same number of points, regardless of how many candidates a voter votes for - i.e. in a 4 candidate election, if a voter votes for all 4 candidates, his 1st preference gets 4 points, his 2nd preference gets 3 points, his 3rd preference gets 2 points, and his 4th preference gets 1 point.  But if the voter votes for only 1 candidate, that candidate still gets top score (i.e. 4 points).   

· The winner is the candidate with the most points.

The returning officer will then circulate full results by e-mail to all attending members. 

The returning officer and scrutineer will ensure confidentiality throughout the election process.  

The elected executive members will assume / resume their role at the next meeting.
In the event that a position is not filled by the election process detailed above, any vacant position can be filled by co-option of an attending member at the next meeting or subsequent meetings.

In the event that an executive member leaves the network during their term, their role may be filled by co-option until the next election.
1 http://www.ctl.ua.edu/math103/voting/borda.htm 
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WORKING SUBGROUPS


Attending members


Others with relevant expertise (co-opted for specific projects)








ATTENDING MEMBERS


Medication Safety Leads 


Experts / Specialists 


Chief Pharmacists





EXECUTIVE MEMBERS


Chair


Deputy Chair


General Secretary


Treasurer


Website/Bulletin Manager


Conference Co-ordinator








SUPPORT ROLES


Document reference checker


Document formatter


Working group/project Coordinator


Twitter feed Manager 








CIRCULATION MEMBERS


Attending members


Non-attending Medication Safety Leads,


Representatives from hospitals in Ireland not otherwise represented





Role of Website Manager/Bulletin Manager


Publish new/updated IMSN documents on website including conference materials.


Communicate website updates to General Secretary and twitter feed manager for dissemination.


Liaise with website developer as reqd re website maintenance & development.


Co-ordinate content, development and publication of a six-monthly IMSN bulletin.








Role of Chairperson (or, in his/her absence, Deputy Chairperson) 


Chair all network meetings


Represent network at meetings with state bodies and other stakeholders or nominate a delegate to such meetings


Sign off on network correspondence to state bodies and other stakeholders.





Role of General Secretary 


Process correspondence to and from IMSN


Circulate agenda and minutes to all IMSN members (attending & circulation)


Circulate relevant documentation e.g. policy templates, safety alerts (agreed by steering committee) as appropriate. 


Ensure all health regions are regularly represented


Maintain contact details of Heads of Pharmacy in each hospital 


Maintain current list of members (attending & circulation)


Process applications for membership


Refer applications to Executive where appropriate and/or necessary





Additional Support Roles


Project Co-ordinator  Liaise with project leads on a regular basis to maintain an up-to-date record of current project status, project update at regular network meetings,


Document editor (format and reference checks). Keep final versions of all publications, both pdf and Word, on file


IMSN Twitter feed manager





Role of Attending Members (all)


Contribute to preparation of IMSN documents, including participation in working groups


Attend meetings and share information to enhance patient safety


Act as conduit for information flow 


Undertake minutes of IMSN meeting (task once every 4 years) 


Liaison at fora as representative of IMSN as appropriate to skillset





Role of Circulating and Attending IMSN Members 


Provide feedback to IMSN Attendees and Executive Committee


Propose agenda items or topics for discussion at network meetings through the General Secretary or through an Attending IMSN Member


Disseminate information on medication safety issues in the organisation and implement measures to reduce risks to patient safety.





Role of Conference Co-ordinator


Organise logistics and content of annual conference


Form sub-groups as required 


Communicate and liaise with stakeholders


Provide feedback to attending members post event








Role of Treasurer 


Ensure accountability of all the network’s finances, including 


full documentation of all receipts and expenditure� 


management of the network’s bank account


preparation of annual financial reports for attending members
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