HHSS PROCEDURE MANUAL

Elected Officers

Chair

I. Election

The Chair of the History of Health Sciences Section (HHSS) of the Medical Library Association is elected by the membership of the organization and takes office at the close of the annual meeting two years following the one in which (s)he was elected.  S(He) serves a term of two years, following two years as Chair-Elect.

II. Duties

The Chair of the HHSS is responsible for representing the Section and for the day-to-day operations of the organization.

III. Responsibilities

1. Presides over all meetings, including the annual business meeting.

2. Delegates the announcement of the annual meeting to appropriate officers.

3. Develops the agenda for the annual business meeting.

4. Appoints a Parliamentarian if desired.

5. Attends the New Leaders’ Tea to receive important information for the upcoming year.

6. Attends all HHSS sponsored sessions at the annual meeting.

7. Appoints chairs, managers and liaisons for the section in consultation with the Immediate Past-Chair and the Chair-Elect.

8. Appoints standing and ad hoc committees, as well as representatives to MLA membership and CE committees with the consent of the Executive Board.

9. Appoints liaison to the Murray Gottlieb Prize Jury and submits name to in-coming MLA president by mid-August every other year.

10. Supports the Chair-Elect with program planning.

11. Determines the long-range objectives of the organization in concert with the Executive Board and submits to MLA.

12. Directs the organization in formulating policies and programs that will further its goals and objectives.

13. Serves as the voice of the organization, as needed, and leads the membership in the period between meetings.

14. Compiles and submits a mid-year and annual report to MLA based on a form supplied by MLA.
15. Submits articles to INCIPIT, including a regular message from the Chair.

16. Serves as ex-officio member of all standing committees.

17. Orients the Chair-Elect in the duties of the Chair.

18. Keeps a duplicate set of records of all meetings for the preceding two years.

19. Promotes the Murray Gottlieb Award on the HHSS listserv; solicits section members to promote the Award on other organization listservs. 
20. Promotes HHSS activity on the listserv.

21. Distributes and/or replies to surveys from MLA or Committees.

22. Attends Section Council as the Alternate.

Chair-Elect

I. Election

The Chair-Elect of the HHSS is elected by the membership of the organization and takes office at the close of the annual meeting of the year in which (s)he is elected.  The Chair-Elect serves for two years followed by two years as Chair.

II. Duties

 The Chair-Elect is responsible for representing the Section and for the operations of the organization in the absence of the Chair.

III. Responsibilities

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

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

3. Serves as Program Planner

a. Attends planners meeting at MLA

b. Reports to business meeting on program ideas and planning progress and solicits additional ideas from members.

c. Assists in formation of programs, e.g., invites speakers, finds moderators.

d. Keeps in touch with National Program Committee (NPC) program planner and other Section and SIG program planners through Section Program Planning listserv.
e. In the Fall, publicizes the program themes in INCIPIT.

f. Calls for papers/posters on HHSS listserv

g. Reviews abstracts submitted.

h. In the Winter selects presenters.

i. Submits the final program, including abstracts to INCIPIT and the website.

j. Asks moderators of sessions to collect biographical sketches of speakers.

k. Works with MLA to make sure room requirements fit program needs.

l. At MLA is available to troubleshoot potential problems.

4. Serves as backup representative to Section council in absence of Immediate 

Past-Chair or Chair.
Immediate Past-Chair

I. Election

The Immediate Past-Chair of the HHSS succeeds automatically from the office of Chair.  The Past-Chair takes office at the close of the annual meeting at which s(he) finishes her two-year term as Chair.  The Past-Chair serves for two years.

II. Duties

The Immediate Past-Chair assists the Chair and provides the historical benefit of his/her years in the office.

III. Responsibilities

1. Assists and advises the Chair as needed.

2. Serves as ex officio member of the Oral History Committee (quod vide).
      3. 
Serves as Section Council Representative (quod vide).
Secretary/Treasurer

I. Election

The Secretary/Treasurer of the HHSS is elected by the membership of the organization for a two-year term.  The Secretary/Treasurer takes office at the close of the annual meeting of the year in which (s)he is elected.

II. Duties

The Secretary/Treasurer is responsible for maintenance of all the current records of the organization, corresponding and financial.

III. Responsibilities

1. Maintains the mailing list/membership roster.

a. Requests a list of Section members from MLA twice a year.

2. Records the minutes of all meetings

a. Types up annual business meeting minutes; sends to Chair for approval.

b. Submits to INCIPIT and website for publication.

3. Distributes all notices received from MLA to HHSS membership.
4. Keeps copies of all incoming and outgoing correspondence.

5. Establishes a checking account at a convenient bank

a.  Account can be interest-bearing or not.

b.  Arranges to have both the Secretary/Treasurer and Chair approved to write checks.

6. Receives and accounts for all monies, including dues forwarded from MLA in March and October.

7. Pays all bills for the organization and keeps receipts.

8. Prepares,  presents, and submits any financial reports, e.g.:
a. Treasurer’s report at the annual meeting.

b. Section financial report to MLA (due by February)

c. Treasurer’s report and financial report to INCIPIT for publication.

9. Engages an auditor as needed or assigned.

10. Keeps permanent record of all meetings for the preceding two years.

11. Makes annual deposit of materials to MLA for inclusion in the archives.

12. Updates dues renewal description and submits to MLA.

Section Council Representative

I. Election

The Section Council Representative duties are assumed by the Immediate Past-Chair.
II. Duties

The Section Council Representative is responsible for representing the Section on the MLA Section Council.

III. Responsibilities

1. Attends Section Council meetings at the MLA annual meeting.

2. Reports Council activities to the Section Chair and to membership, as appropriate.
3. Assists and supports the Section Chair by providing information for the MLA Directory and the annual objectives, distributes and replies to surveys from Section Council, and reminds when the mid-year and annual reports are due.

4. Communicates Council business to the Section during its annual business meeting.

5. Transmits to the Council any votes or recommendations by the Section. 

6. Prepares and submits a form for the Candidate to the Nominating Committee.
Appointed Officers

INCIPIT Editor

 I. Appointment

The INCIPIT Editor is appointed for a two-year term by the Chair with the advice and consent of the Executive Board.  If mutually agreeable the Editor may serve a second term.

II. Duties

The INCIPIT Editor is in charge of creating the newsletter for the HHSS.  Published two times a year, the newsletter is a vehicle for news and communication with the Section; it includes articles, announcements, notification of the annual meeting, minutes of the annual meeting, information about members and their respective institutions, and reports from the Chair and other officers.  Membership in the Section includes a subscription to INCIPIT.

III. Responsibilities

1. Solicits articles as needed.

2. Compiles and edits material submitted.  (Newsletter is usually 4-6 pages in length).

3. Formats, arranges, and produces newsletter.
4. Sends copy of the INCIPIT to members via the listserv; mails out copies to members not on the listserv; posts copy of INCIPIT to the website.
5. Submits receipts for reimbursement if host institution does not cover expenses.

6. Submits annual report to the Chair.

Continuing Education Committee Chair

I. Appointment

The Chair of the Continuing Education Committee serves at the pleasure of the Chair.

II. Duties

The Chair of the Continuing Education Committee is the liaison between the Section and the MLA CE Committee.

III. Responsibilities

1. Encourages Section members to develop CE courses.

2. Provides members with information on how to submit a proposal for a CE course.

3. Keeps members updated on latest changes.

4. Submits annual report to the Chair.

5. Provides members with information on CE courses and other educational opportunities via the listserv.

6. Promote awards and scholarships offered by MLA and other organizations open to HHSS members.

Listserv Manager

I. Appointment

The Listserv Manager serves at the pleasure of the Chair. 

II. Duties

The Listserv Manager is responsible for monitoring traffic on the Section listserv  <hhss@mla-hhss.org>                       

III. Responsibilities

1. Reminds non-members that they should join the Section to use the listserv.

2. Reminds vendors that this is not an appropriate forum for their advertising.

3. Compiles annual statistics for presentation at the annual business meeting.

4. Annually reviews listserv membership and compares with roster.

Membership Committee Chair

I. Appointment

The Membership Committee Chair is appointed by the Section Chair for a two-year term to this standing committee.  S(H)e may be appointed to a second term.

II. Duties

The Membership Chair develops and implements tactics for increasing membership.

III. Responsibilities

1. Receives membership lists (current and lapsed) from Secretary/Treasurer.

2. Contacts lapsed members to encourage bringing memberships up-to-date.

3. Thinks creatively about ways to attract new members.

4. Spearheads any agreed-upon initiatives for marketing the Section.

5. Represents the Section at the MLA Membership Committee meeting at the annual meeting.

6. Attends New Member Breakfast to distribute brochures and answer questions about the Section.

7. Submits annual report to the Chair.

8. Contacts new members with welcome information.

9. Annually reviews rosters with Listserv Manager.

Nominating Committee Chair

I. Appointment

The Nominating Committee Chair is appointed by the Chair to head this standing committee for a one-year term.

II. Duties

The Nominating Committee develops a slate of candidates once a year for the open elected offices within the Section, including the nominee for the MLA Nominating Committee.

III. Responsibilities

1. Appoints, in consultation with the Chair of the Section, an appropriate number of   

committee members.

2. Issues a call for nominations via the Section listserv.
3. Gets written consent from each nominee on the slate.

4. Prepares a slate of at least one nominee for each elective office.

5. Distributes ballots to voting members no later than 10 weeks before the annual meeting, or as requested by MLA.
6. Collects all returned ballots and determines the outcome of the election no later than one month before the annual meeting.

7. Reports election results to the Executive Board.
8. Reports results of election to the membership via the listserv.

9. Forwards to Section Council the name of the Section nominee for the MLA Nominating Committee.

10. Provides a report of the results to the editor for inclusion in INCIPIT.

11. Reports on the results of the election at the annual business meeting.

12. Discards ballots after the annual meeting.

Oral History Committee Liaison

I. Appointment

The Immediate Past-Chair serves as the Oral History Committee Liaison

II. Duties

The Oral History Committee Liaison serves as an ex officio member of the committee.

III. Responsibilities

1. Attends committee meeting at MLA.

2. Serves as liaison and resource person.

3. Reports back to the Section membership at the annual business meeting.

Webmaster

I. Appointment

The Webmaster serves at the pleasure of the Chair.

II. Duties

The Webmaster is responsible for the Section website <http://www.mla-hhss.org>

III. Responsibilities

      1.  Checks pages on a regular basis for bad links and for altered information (e.g.,   

           changes about INCIPIT, changes to membership information).

2. Notifies the membership about the annual meeting.

3. Posts information about Section officers after annual meeting.

4. Updates pages as the information about the annual meeting becomes available (e.g., MLA Call for Papers).

5. Mounts the minutes from the annual meeting.

6. Provides a status report with statistical information (as available) at the annual meeting.

7. Acts as a liaison to MLANET manager.

8. Renews the domain name (mla-hhss.org) as required.

9. As appropriate, prints out pages and sends to the MLA Archives liaison for inclusion in the Section archives at the National Library of Medicine.

Bylaws Chair

I. Appointment

The Bylaws Chair is appointed by the Chair for a term of two years.

II. Duties

The Bylaws Chair is responsible for drafting needed changes to the Bylaws.

III. Responsibilities

1. Addresses needed additions and changes to the Bylaws as they arise.

2. Drafts and submits these to the Chair for a vote by the membership.

3. Reviews and updates Procedures as needed but no less than once during her/his two-year term.  

Parliamentarian

I. Appointment

The Parliamentarian, if one is desired, is appointed by the Chair to serve concurrently with her/his term.

II. Duties

Provides parliamentary guidance for the HHSS as needed.

III. Responsibilities

1. Attends the annual business meeting.

2. Serves as a resource on parliamentary procedure and rules of order.

Section Liaison to the Murray Gottlieb Prize Jury
I. Appointment

The Section Liaison to the Murray Gottlieb Prize Jury is appointed by the Chair for a term of two (2) years.
II. Duties

The Section Liaison takes full part in meetings of the Murray Gottlieb Prize Jury and assures that the members of the Jury have expertise in reviewing and assessing historical research papers.
III. Responsibilities

1. Provides the Murray Gottlieb Prize Jury with guidance, authority and credibility in the selection of the “best” history essay.

2. Reports on activities at the Section annual meeting.

3. Provides an annual report to the Chair.
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