ASSE Section Formation Kit

Since its inception in 1911, ASSE has recognized the important role chapters and sections play in the link between the organization and the safety professional.  Through its chapters and sections, ASSE strives to build a strong unified local and national voice for the safety profession.  The Society’s bylaws charge the chapters and sections with conducting programs which carry out ASSE’s purpose and objectives, allowing members to exert their influence in the ever-changing safety field.
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A.  What is an ASSE Section?

A group of at least ten (10) members of the Chapter whose geographical location makes it inconvenient to participate in Chapter affairs may be organized separately from the main Chapter.  Section approval requires parent Chapter approval and Area Operating Committee (Regional Operating Committee) approval.

B.  Requirements for Formation of Regular Sections

1. Signatures of ten or more active (dues-paying) members of the Chapter who are not convenient to the Chapter meeting location or for other reasons satisfactory to the Area Operating Committee (Regional Operating Committee). The list of signatories must include printed names and member i.d. numbers.  Emeritus (non-paying members) and Student Members cannot be included in this list.

2. A petition to the Chapter for approval of the Section, including:

· Signatures of ten or more active, dues-paying members, including printed names and member numbers.

· The territory (counties) the Section will encompass.

· The number of members now in the territory.

· Plans for meetings to be held.

· Justification for creation of the Section.

· Bylaws agreeing in principle with the ASSE Model Section Bylaws.

· Proposed name for the new Section.

3. An elected Chairperson and Secretary/Treasurer (minimum).  However, the Chairperson must be a Professional Member or Member of ASSE. 

4. Section membership must be open to all members located in the Section territory and to those preferring to affiliate with the Section.

5. Chapter approval of the petition.  In reviewing the petition, the Chapter Executive Committee should consider both the interests of Society members and benefits for the Society resulting from Section formation.

6. Area Operating Committee (Regional Operating Committee) approval of the petition.

7. Area Director (Regional Vice President) informs ASSE Member/ Region Affairs Department of approval date, formal Section name, territory and Section Chairperson.

C.  Forming an ASSE Section

1. See ASSE Model Chapter Bylaws Article VII, Sections 1 & 2.

2. Interested members obtain agreement of Chapter Executive Committee on the general concept of forming a Section and on appointment of a Liaison Committee.

3. Liaison Committee reviews Section potential, roughly identifies the area and members involved, and develops a plan for contacting potential members.

4. Liaison Committee obtains approval by Chapter Executive Committee of the plan; "seed money" may be authorized for postage, etc.

5. Liaison Committee follows through with the plan.

6. Liaison Committee develops and presents to Chapter Executive Committee a petition for Section approval.

7. Chapter President presents the petition for Section approval to the Area  Operating Committee (Regional Operating Committee).

8. Area Director (Regional Vice President) submits to ASSE Member/Region Affairs Department: the Chapter approval date, AOC (ROC) approval date, formal Section name, territory, Section officers, Bylaws, number of members in the territory and plans for meetings to be held. (Reference:  Section Formation Checklist.)

D.  Operation of An ASSE Section

1. The Section shall operate in accordance with ASSE and Section Bylaws.

2. Sections upon approval by the Area Operating Committee (Regional Operating Committee) shall elect a Chairperson and a Secretary/Treasurer and must abide by the Bylaws of the Section.  The Chairperson shall be a Professional Member or Member.  The Chairperson of an authorized Section shall be invited to attend all meetings of the Chapter Executive Committee, and shall attend at least two, as a non-voting participant.

3. By July l5 of each Chapter year, the Section Chairperson shall submit a summary report of Section activities and a financial report to the Chapter President and the Area Director (Regional Vice President).

4. The Section Secretary/Treasurer shall keep records of meetings, sending copies to the Chapter Secretary; notify members of meetings; maintain such financial records as are necessary and keep the Section officers informed of the Section's financial status.  The Chapter shall remit at least 30% of Chapter dues of Section members to the Section for its use.

5. Meetings that define or discuss methods, procedures, systems, devices and/or standards toward the reduction, control or elimination of hazardous exposures to people, property or the environment, and which foster the technical, scientific, and managerial knowledge and skills of attendees, shall be held at least four times during the year for the interchange and acquisition of professional knowledge among members.

6. Special meetings of members may be called by the Operating Committee. The notice calling such a meeting shall state the purpose of the meeting; such notice to be sent to each member at least two weeks in advance.

7. _____ active members in good standing shall constitute a quorum at any regular or special meeting.NOTE:
Insert any number desired; however, it must be specific. It is recommended that it be not more than 4-6 for Sections under 20; 7-8 for Sections up to 50; and 9-10, for Sections of 100 or more.
8. The latest edition of Robert's Rules of Order Newly Revised shall govern the transaction of business at all meetings of the Section. 

9. The Chairperson of the Section shall appoint a Nominating Committee annually to select nominees for the offices of Chairperson and Secretary/Treasurer for the year beginning July l.  Both officers' terms shall be for one year beginning July l.  Election of these officers shall be held at a Section meeting prior to July l.

10. If the Section ceases to function as a viable organization, the Chapter Executive Committee, after investigation, may recommend its dissolution to the Area Operating Committee (Regional Operating Committee), and any funds in the Section Treasury shall be remitted to the Chapter for Chapter use.

11. Area Director (Regional Vice President) informs ASSE Member/ Region Affairs Department of dissolution and effective date.

E.  Guidelines for Chapter Assistance to Sections

Just as a member will become discouraged and disinterested and then drift away from the Society when he or she feels neglected or is not sufficiently involved in the Chapter's activities, so a Section may go downhill when it is neglected.  The following basic guidelines are provided as an aid to Chapter officers in promoting and maintaining active, viable ASSE Sections:

	Activity
	Yes/No
	Action Needed

	Does the Chapter maintain a current roster of the members assigned to the Section?
	
	

	Are the names and addresses of the Section's officers maintained and provided to all Chapter officers?
	
	

	Is the Chapter's Treasurer directed to distribute a portion of Section members’ dues to the Section in accordance with the Chapter's Bylaws?
	
	

	Are the Section officers invited to Executive Committee meetings?
	
	

	Are Section members invited to membership meetings, seminars and other Chapter activities?
	
	

	Do the Chapter President, President-Elect, Treasurer, Secretary and Membership Chairperson keep in touch with the Section Chairperson?
	
	

	Is the Section encouraged to grow its membership and to consider petitioning for Chapter status when it meets the qualifications?
	
	

	Does the Chapter communicate pertinent Society, Region, Area, and Chapter news and other information to the Section?
	
	

	Is a Chapter member assigned to act as a liaison with the Section and to report, in the absence of the Section Chairperson, the Section's status?
	
	

	Does the Chapter have a procedure to make the Section members feel welcome to and a part of the Chapter?
	
	

	Are Section members included on the Chapter's committees?
	
	

	Does the Section review its Bylaws every two years and submit a

copy to the Chapter President and the Area Director (Regional Vice

President)?
	
	

	Does the Chapter consider the Section(s) in the Chapter's Long

Range Plan?
	
	

	Do Chapter officers/members attend Section meetings?
	
	

	Are copies of the Section's meeting minutes sent to  the Chapter 

President and provided to the Chapter Executive Committee?
	
	

	Do the Chapter and Section keep each other informed about programs and activities?  Do they exchange publications?
	
	

	Is the Section encouraged to participate with the Chapter in major 

ASSE programs, such as an annual Professional Development 

Conferences, student activities, officer training, etc.?
	
	


ASSE Section Formation Checklist

_______________________________________________________ Section of the

_______________________________________________________ Chapter of ASSE

The following petition includes:

· Justification for the creation of the Section

· The names of ten (10) or more active, dues-paying members supporting the new Section, including printed names and member numbers

· Section activity plans including a meetings schedule

· Section Bylaws in accordance with the Model Section Bylaws

· Chapter approval of the Section  - Date of Chapter approval ___/___/___

· AOC (ROC) approval of the Section - Date of AOC (ROC) approval ___/___/___

· Names, addresses, phone numbers and email addresses of the Elected Chair and Secretary/Treasurer of the Section  (Note:  The Chair must be a member or professional member of ASSE for a minimum of one year prior to taking office.)

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Following is a list of counties that the Section will encompass:

____________________________________________________________________________

____________________________________________________________________________

The total number of members in those counties _________

___________________________________
__________________________________

Chapter President Signature



Area Director or Regional Director Signature

ASSE Chapter Boundary Release Form 

The _____________________________ Chapter of the American Society of Safety Engineers 


(name of existing chapter)

hereby releases ____________________________________ county(ies) from its 




(name of counties being released)

jurisdiction to permit annexation by the _________________________________ Chapter/Section.

Signed:  ________________________________
___________________________



Chapter President


Date

Signed:  ________________________________
____________________________


Regional Vice President/Area Director
Date

Please send to :

ASSE Headquarters





Attn:  Manager, Area/Chapter/Section Services





1800 East Oakton Street





Des Plaines, IL  60018





Fax:  847/296-3769

