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Introduction to AAPP 

Who is AAPP?
The American Association of Psychiatric Pharmacists (AAPP) is a professional membership association of pharmacists who work directly with patients and caregivers to apply specialized clinical knowledge and skills, educate and train health care professionals and develop new knowledge in order to improve health outcomes for those individuals with psychiatric disorders. Members apply evidence-based, cost-efficient best practices as a member of a treatment team to achieve patient recovery and improved quality of life.

The vision of AAPP is a world where all individuals living with mental illness receive safe, appropriate, and effective treatment. The mission of AAPP is to advance the reach and practice of psychiatric pharmacy and serve as the voice of the specialty. 

Through its strategic planning processes, AAPP has decided to focus significant resources on four core goals that have the potential to transform the organization and the specialty. The core goal areas include:

· Our Profession: We will actively shape and promote the role of psychiatric pharmacists as an essential component of the health care team in improving outcomes for those living with mental illness. We will work to support psychiatric pharmacists in filling gaps in patient care by educating and preparing them to utilize emerging technologies and practices.
· Our Voice: We will demonstrate and communicate the impact of psychiatric pharmacy on patient quality of life as well as clinical and economic outcomes. We will be a primary resource for legislators, regulators, other health care professionals, and others seeking input on mental health issues.
· Our Membership: We will increasingly incorporate the concepts of diversity, equity, and inclusion (DEI) as core values within AAPP as well as recommend resources and training that integrates DEI and social determinants of health into patient care practice. We will engage with members as practitioners to connect them with peers and resources. We will engage with members as volunteers to cultivate new leaders, to amplify their impact on patient care, and to enable future support of psychiatric pharmacotherapy. 
· Our Organization: We will continue to build strong infrastructure and governance which allows the organization and psychiatric pharmacists to thrive and grow in an evolving world.

The American Association of Psychiatric Pharmacists (AAPP) was founded on March 24, 1998 when the network of pharmacists formerly known as the Conference of Psychiatric and Neurologic Pharmacists became a professional society. The formation of AAPP was the culmination of efforts of many pharmacists practicing in psychiatry and neurology specialties over the past 30 years. Recognizing its focus on psychiatric pharmacy, the members of the organization voted in 2022 to change the association’s name to the American Association of Psychiatric Pharmacists from the College of Psychiatric and Neurologic Pharmacists. 

AAPP is governed by a Board of Directors comprised of 7 members, each elected by the general membership for a two-year term. The Board represents the profession in setting the policies of the Association. The operations of the Association are overseen by the Board and managed by staff employed by AAPP. 

A number of special and standing committees, comprised of members, perform specified functions and recommend appropriate policy and program actions to the Board of Directors. Collegiate Chapters have a designated AAPP staff representative to support them and chapters operate under the purview of AAPP’s Student Committee. AAPP has one Annual Meeting and serves as the primary provider of recertification products for Board Certified Psychiatric Pharmacists (BCPPs). 
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Collegiate Chapter Benefits and Requirements

Collegiate Chapter Purpose
AAPP National authorizes and encourages the formation of Collegiate Chapters at colleges and universities that offer full-time degrees in pharmacy. Campus-based chapters offer students the opportunity to develop professional and technical perspectives associated with the psychiatric pharmacy profession while pursuing their academic programs. Student participation in AAPP events at the national or local level provides valuable networking opportunities for future employment. The educational programs of AAPP contribute to the early professional development of prospective pharmacists. 

AAPP Collegiate Chapters exist to: 
1. Encourage all student pharmacists to become more knowledgeable about AAPP and the profession of psychiatric pharmacy by:
· Providing opportunities for student participation in the decision‐making process of the profession.
· Encouraging student attendance at Chapter and National AAPP meetings.
· Increasing student awareness of current issues facing the psychiatric pharmacy profession by means of programs, meetings, speakers, etc.
· Making information related to psychiatric pharmacy practice readily available to all student pharmacists and to support their pursuits in these areas.
· Promoting dedication to excellence in patient care, research, and education.
2. To encourage development of all student pharmacists into knowledgeable and competent health care professionals by providing opportunities to:
· Understand the unique needs of the individual living with psychiatric illness, including substance use disorders. 
· Develop leadership capabilities by holding elected offices or by serving on committees.

Collegiate Chapter Benefits 
AAPP exists to promote and support the inclusion of psychiatric pharmacists into the treatment team and to enhance the quality of practice and treatment outcomes. As future members of the profession, AAPP students share an interest in these goals. In immediate terms, the Chapter members benefit from AAPP as a(n): 

· Source of information about what is occurring in the industry and the profession 
· Educational resource through student attendance at the Annual Meeting and by participating in AAPP self-study educational programs
· A means of publishing qualified papers, research results, and opinions of interest to practitioners 
· A means of building a network of contacts in the industry 
· Resource for preparing for a future as a psychiatric pharmacist 
· Potential source of research and practice awards 
· Source for psychiatric residency information
· Source for collaboration and leadership experience through chapter and committee service 

Collegiate Chapter Requirements
Recognized collegiate chapters must meet the following requirements annually: 
· Maintain a minimum of 10 members.
· Note: As of June 2024, AAPP will temporarily suspend this requirement to allow chapters time to grow and rebuild. The policy will be revisited in 2026. 
· Conduct a minimum of four chapter meetings each academic year. 
· Conduct or participate in a minimum of one (1) annual community service project, outside of the school’s required curriculum, to promote psychiatric pharmacy and improve the understanding of mental illnesses and the treatment of mental illnesses. 
· Comply with policy and reporting requirements as outlined in the bylaws and this handbook. 
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Relationships and Resources 

Interaction Among AAPP Collegiate Chapters 
Presidents or representatives of Collegiate Chapters should meet whenever possible. Collegiate Chapters should be aware of the activities of affiliated organizations on campus and be inspired to try innovative activities and approaches. The AAPP Student Committee assists with facilitating interaction between student chapters at the AAPP Annual Meeting but chapters are encouraged to conduct outreach on their own to fellow chapters as the need arises. 

AAPP National – Collegiate Chapter Relations 
The AAPP Student Committee is dedicated to supporting and growing Collegiate Chapters. AAPP’s Membership and Office Specialist is the assigned staff liaison to student chapters and serves at the conduit between Student Committee and the chapters. Although AAPP National has limited resources available for promoting Collegiate Chapter activities at the national level, the Collegiate Chapter is welcome at any time to initiate a request for assistance or information from AAPP National. Each request will be evaluated individually for feasibility, resource consumption, scheduling, etc. 

The Collegiate Chapter can maintain as much contact with the Student Committee as needed through the staff liaison. A portion of this contact is through the submittal of required reports, discussed in a later section of this handbook under Reporting Requirements. 

AAPP Staff Contact 

[image: Wasser, Vanessa 8x10]Vanessa Wasser, Membership and Office Specialist
Staff Administrator of Collegiate Chapters 

8055 O Street, Ste S113
Lincoln, NE 68510
402-476-1677
vwasser@aapp.org 
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Forming an AAPP Collegiate Chapter

A Collegiate Chapter can be formed at any accredited pharmacy school and established by application from any interested college or university. AAPP National can assist in facilitating this process. 

Before starting the formation of a Collegiate Chapter, several key factors should be evaluated in making the decision to move forward: 

Key Factors to Evaluate When Considering Chapter Formation 

· Is there a pharmacy degree offered by the school? 
· Is there an identified, interested faculty advisor who teaches psychiatric pharmacy? Is this faculty advisor a member in good standing of AAPP? 
· Are the individuals who desire to be founding officers of the Collegiate Chapter members of AAPP?
· Does the curriculum of the school address psychiatric pharmacy as a discipline? 
· Are the basic administrative requirements met for establishing a Collegiate Chapter?
· Are there any known accreditation issues or actions related to your college of pharmacy?
· Are the mission, goals and focus of AAPP and AAPP collegiate chapters as outlined in the collegiate chapter bylaws, in sync with what the local chapter envisions? 
· Can the collegiate chapter meet the requirements of AAPP, including a starting membership of a minimum of 10 individuals? Or can that number be achieved within 1 to 2 years of existence? Are these 10+ pharmacy students members of AAPP National? 
· Can the collegiate chapter meet the requirements of the college or university regarding the formation of a student organization? AAPP will make every effort to accommodate individual school requirements.
· Can the collegiate chapter support the annual expenses associated with the formation and maintenance of a chapter if not covered by your university? These costs include maintenance of general liability insurance ($75 annually) and annual tax filing expenses (approximately $150 applicable if chapter must operate as a non-profit separate from the University). 
NOTE: Do not contact the IRS without first consulting with AAPP. If you have questions regarding tax status and other IRS concerns, contact AAPP immediately. 


If the response to the factors above is positive, the next step is to contact the AAPP office to schedule an information call to gain application guidance. Simultaneously, with the assistance of your identified faculty advisor candidate, begin to explore university/college requirements and steps related to formation of a student organization. An AAPP Collegiate Chapter formation checklist is provided below which AAPP will walk you through during the initial formation interest call. 

[bookmark: _Toc434218103][bookmark: _Toc435015929][bookmark: _Toc143765802]
Forming an AAPP Collegiate Chapter Continued

Checklist of Actions in Forming a AAPP Collegiate Chapter

This checklist will help you to understand the steps necessary in applying for consideration as an AAPP Collegiate Chapter. Many of the steps below have explanatory text in this formation section of the handbook. Read on to learn more but use the checklist below to keep you on track as you prepare your application to AAPP. this Student Chapter Formation and Guideline Handbook at aapp.org/member/students/chapters. 

· Select a highly qualified faculty advisor. 
· Contact Vanessa Wasser in the AAPP office at vwasser@aapp.org to request a meeting between the AAPP Student Committee leadership, interested students, and the proposed faculty advisor before you begin the process.
· Research the University rules regarding student organizations and structure to determine the process as well as if the University provides collegiate chapters with group exemption under their non-profit status. If not, a process is available to pursue non-profit status outside of the University but requires simple IRS related filings and annual tax return submission. 
· Research funding provided by the University as well as whether general liability insurance coverage is provided to collegiate chapters. If not, AAPP can arrange for liability insurance at a cost of $75 per year. 
· Ensure that proposed members, officers and the chapter advisor are members of AAPP National.
· Complete the collegiate chapter application (Appendix 1 of this handbook).
· Complete the collegiate chapter bylaws (Appendix 2 of this handbook). Use of AAPP bylaws with no revisions is recommended if at all possible. Any customized language you request should be highlighted for AAPP consideration. 
· Complete the process of applying for recognition as a collegiate chapter at the University. Await decision. 
· Upon approval, submit confirmation of University/College approval of the collegiate chapter (letter or certificate) to AAPP. Letter should also confirm that the chapter is operating under the University’s group exemption, if applicable. Letter should also confirm insurance coverage if provided through the University, (as applicable). 
· Submit the completed application (Appendix 1), your bylaws (Appendix 2), and your University approval document/letter. Applications will not be accepted or reviewed February-April due to AAPP’s Annual Meeting.
· Questions can be directed to the AAPP office at any time by contacting AAPP at 402.476.1677 or at vwasser@aapp.org. NOTE: Do not contact the IRS without first consulting with AAPP. If you have questions regarding tax status and other IRS concerns, contact AAPP immediately. 
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Forming an AAPP Collegiate Chapter Continued

Identification and Role of the Faculty Advisor 

Faculty advisors of AAPP Collegiate Chapters serve two very important functions. 
· The primary role is to serve as a day-to-day advisor to the membership of the collegiate chapter. AAPP Collegiate Chapters are meant to be student run and led organizations. The Chapter Advisor is to provide support and counsel to the membership, to ensure the goals of the chapter are effectively accomplished, ensure  that the Collegiate Chapter supports the mission of AAPP, and that the Chapter abides by the statutes set forth the in AAPP Collegiate Chapter Bylaws. 
· The second role of the Chapter Advisor is to serve as the administrative contact/liaison to AAPP National and to local and national organizations focusing on the treatment/advocacy of individuals with mental illness. The Advisor can provide valuable input and direction to their Collegiate Chapter in these liaison roles and serve as a consistent contact as collegiate chapter offers turnover. 

AAPP Collegiate Chapters will have at least one Chapter Advisor who must be, at minimum, a part-time/cross appointment faculty member of a school/college of pharmacy. The faculty advisor of the Collegiate Chapter shall be a dues paying member of AAPP. Responsibilities of the Chapter Advisor(s) will include the following: 

· Be active with the Collegiate Chapter and perform as a role model and mentor to Collegiate Chapter student members.
· Initiating and maintaining contact with AAPP National, working to resolve issues within the Collegiate Chapter at the level of the Chapter, within the confines of AAPP National and the University/College policies.
· Act as a consultant to members and officers of the AAPP Collegiate Chapter on matters pertaining to AAPP Collegiate Chapters. 
· Provide continuity to the Chapter's operations from one year to the next. 
· Be available for advice and ideas as needed on subjects such as fundraising activities, projects, etc. 
· Attend all AAPP Collegiate Chapter and AAPP meetings that the members of AAPP Collegiate Chapter are attending when possible. 
· Communicate with and assist in providing recommendations to AAPP National concerning changes in the AAPP Collegiate Chapter Bylaws and operations to ensure that they are current and responsive to the needs of the collegiate chapters. 
· Participate as a member of AAPP Collegiate Chapter's leadership team. 
· Abide by and perform all requirements as specified in the Guideline Handbook including ensuring that collegiate chapters are verifying chapter members’ membership with AAPP National and prohibiting chapter participation by those who do not maintain their national membership. 

Hints on recruiting an advisor:
· Before making a selection, student members should consider someone who will have time to devote to the chapter and who will take the role willingly and seriously;
· Make sure that the individual has a clear understanding of your chapter’s purpose, what would be required and the time involved, and
· Choose someone with whom you are comfortable and can maintain frequent contact. 
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Forming an AAPP Collegiate Chapter Continued

Preparing Your Application 
Upon evaluating the factors related to chapter formation at the beginning of this section, the next step would be to contact AAPP for an orientation to the formation process and prepare an application to AAPP to start a Collegiate Chapter. Once the application is completed by the Chapter Advisor and future Collegiate Chapter leadership, it should be submitted to AAPP National for processing. Prior to submitting the application, the applying chapter should ensure that the advisor, each officer, and all other remaining founding students are members of AAPP National. This can be determined by reviewing the AAPP online membership directory or contacting AAPP via email to confirm. Collegiate chapter applications must be made on the standard form provided in Appendix 1 and be accompanied by the Collegiate Chapter bylaws. The AAPP approved Collegiate Chapter bylaws should be used (see Appendix 2). If the university or college requires specific language, that should be included in the customized bylaws and the language highlighted and submitted for approval to AAPP National. Applications will be acted upon within 4-6 weeks of receipt by AAPP. Applications will not be accepted or reviewed during March or April due to staff and volunteer leader commitments associated with AAPP’s Annual  Meeting. NOTE: Do not contact the IRS without first consulting with AAPP. If you have questions regarding tax status and other IRS concerns, contact AAPP immediately. 


Tax Status Options 
Option 1: University Acceptance and Group Exemption for Tax Purposes
Prior to submitting a Collegiate Chapter application to AAPP, the chapter should proceed through their university’s process to be recognized as a student organization. A letter or other written correspondence from the University documenting the non-profit status under the University’s umbrella must be submitted to AAPP National demonstrating recognition as a student organization by the University. Additionally, the letter should include verification that the chapter has general liability insurance coverage as an affiliated organization to the 
University. If the University does not provide group exemption and/or insurance coverage, the chapter must indicate via their bylaws that they will obtain these items outside of the University with the assistance of AAPP and complete those actions upon acceptance of their application by AAPP. 

Option 2: University Acceptance but No Group Exemption Available 
If during the University application process the chapter learns that the University will not offer group exemption of the organization for the purposes of tax identification, AAPP has identified an alternate procedure. 

IMPORTANT NOTE: The EIN and IRS steps noted in Appendix 3 are only for those collegiate chapters that must operate as a separate non-profit outside the University/College tax exemption (option 2). If a collegiate chapter is not able to form under the University’s group exemption, the chapter must indicate their intent to work with AAPP National (within their bylaws) to obtain a federal Employer Identification Number (EIN) and request recognition by the IRS as a non-profit. 

Acquiring General Liability Insurance 
Each AAPP Collegiate Chapter must maintain in full force and effect, comprehensive general liability insurance in the amount of $1.0 million per occurrence and $2.0 million in the aggregate. As with tax reporting, insurance may or may not be obtainable through the University/College or through AAPP. Your chapter will select its insurance source when filing its bylaws with AAPP. In many cases, the University will provide general liability insurance for student chapters operating on campus. This will meet AAPP’s insurance requirement but existence of and general information regarding this coverage must be verified in writing to AAPP National by the University. 
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If not available through the University, AAPP can arrange for student chapter insurance coverage at an approximate cost of $75 annually to be paid for by the chapter. If insurance is obtained through AAPP, AAPP National will initiate the coverage through its carrier, obtain the certificate of insurance and provide to the chapter upon receipt of premium payment. 

If Insurance is Obtained Through AAPP
The General Liability policy will be through Cincinnati Insurance Company. The policy with Cincinnati Insurance company covers the named insured: American Association of Psychiatric Pharmacists plus additional insured status is granted to participating Chapter Members. The policy itself has broad language to cover most events that a student chapter may participate in with a few exceptions. 

We encourage individual chapters to purchase a separate Special Event policy or coordinate coverage with the affiliated university for any event which would have athletic participants, as the medical payments coverage in the policy is excluded for these types of events. Examples of these special events would include fun runs or fundraising “walks” etc. The special events policy is only required when a chapter is the sponsor or organizers of such an event, not a co-sponsor where another organization is taking a lead role. 

If a chapter is participating or providing volunteer help for these events but is not the coordinator of the event, a special events policy is not needed.

We also encourage individual chapters to purchase coverage on their own for events that include the serving of liquor and any associated need for host liquor liability. Each state has varying laws with the requirement of liquor liability, and as such the policy in force has very limited coverage and is designed around Nebraska laws as the home state of the corporation and would not apply everywhere.

If chapters are participating in Health Fairs by setting up a booth to provide awareness, there are no coverage issues. However, if the chapter is organizing or sponsoring those health fairs, there are additional levels of responsibility for collecting certificates of insurance from each participant making sure that General Liability and in some cases a professional is in place, depending on the services provided. In addition, there should be risk transfer contracts and signed waivers in place for other participants. We cannot guarantee that appropriate coverage would be extended for chapter organized or chapter sponsored events. 
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Immediate Steps After AAPP and University Approval

Checklist of Actions to Complete After Approval from AAPP and the University
Must be Completed within 1 Week of Approval

· Obtain an Employer Identification Number-see Appendix 3 (only for chapters not exempt under the University). 
· Inform the IRS of intent to operate as a non-profit-see below (only for chapters not exempt under the University).
· Provide AAPP National with a high-resolution image of the University’s logo for inclusion on the student chapter pages. 
· Schedule your training call with the AAPP office to learn how to utilize the AAPP membership portal and the chapter workspace provided by AAPP. 
· Enter your paid chapter members into the membership portal (see membership section of this handbook). 
· Initiate your insurance request through AAPP and provide AAPP with a $75 check to pay for your annual premium (as applicable).	NOTE: Do not contact the IRS without first consulting with AAPP. If you have questions regarding tax status and other IRS concerns, contact AAPP immediately. 
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Collegiate Chapters of AAPP National will be independent clubs on campus with membership consisting of students enrolled in an accredited school or college of pharmacy and progressing towards a Doctor of Pharmacy degree. AAPP Collegiate Chapter members will hold dual membership within both AAPP National and the AAPP Collegiate Chapter. As an organization affiliated with AAPP, membership within a Collegiate Chapter along with all of its privileges, including voting and officer positions, must be extended to all students without regard to race, color, sex (including sexual harassment and pregnancy), sexual orientation, gender identity, ethnicity or national origin, religion, age, genetic information, disability, or veteran status.

Membership Dues and Processes
Students may join AAPP National as a student member regardless of the presence of an official AAPP Collegiate Chapter on campus. However, if a membership in a student chapter is desired, student membership in AAPP National is required before collegiate chapter membership can be initiated. The Collegiate Chapter may also assess dues on its own members, consistent with campus organization policy guidelines.

Membership in AAPP National can be easily completed online at aapp.org/join. Collegiate chapter officers are provided access to a membership verification portal where they can verify that a student is a member in good standing of AAPP National prior to accepting the individual as a chapter member. If local, collegiate chapter dues are paid and the member meets all requirements for membership, Collegiate Chapter membership can be verified at that time. Collegiate chapters need to make sure both memberships are processed and recorded. Annual re-application for membership in both AAPP National and the Collegiate Chapter is necessary.
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The process will be as follows: 
1. Student members complete the application for AAPP National membership on the AAPP website at aapp.org/join. They must be dues-paying members to participate in a collegiate chapter. Allow up to 3 business days for this verification to occur by AAPP National.
2. Once a student membership is processed by the office, the student will receive a confirmation email from AAPP. 
3. Before accepting a local, collegiate chapter membership application, chapter officers should verify national membership within the AAPP Collegiate Chapter Membership Management portal. All Collegiate Chapter members MUST be a member of AAPP National to initiate and continue Chapter membership.
4. The Secretary of the Collegiate Chapter (or identified representative) must then record chapter members in the AAPP Membership Management portal (see Appendix #4). Chapter membership should be updated continuously in the portal as changes occur. 
5. Regardless of date of joining, the Collegiate Chapter membership year matches the AAPP membership year which runs July 1 through June 30. If a student member joins AAPP National in May or June, they will receive those months complimentary and their membership will expire at the end of the following June. 
6. A yearly audit will be conducted every Fall by AAPP National to verify joint chapter and national membership status. 

Membership Records
Each chapter should maintain up to date records of all chapter memberships (both new and continuing) and make sure these records are passed on to future leaders, especially to keep track of alumni. This can be done most easily through the Collegiate Chapter membership management portal. Information accessible through this portal is: 

· Name
· Address (local)
· E-mail address
· Phone (local)
· Address (permanent)
· Phone (permanent)
· Anticipated Date of Graduation
· Membership Year
· Officer Position Held in the Chapter If Any

See Appendix #4, for instructions on how to use the membership management portal. Membership records will be audited annually by AAPP National. 

Membership Expulsion
Persons may be expelled from active membership in the AAPP Collegiate Chapter for unprofessional conduct or for violation of the obligations of the Bylaws. Submission of charges against any member shall be made in writing to the Collegiate Chapter President by at least two active members in good standing. No person shall be expelled unless that person has been given notice of the charges in writing and shall have a period of 30 days in which to reply in writing to the Officers. The Officers shall be convened for a hearing, and the person in question shall have the right to attend that hearing. A majority vote of the Officers shall be final as to the question of expulsion as a result of the findings of the hearing. AAPP Collegiate Chapter members shall also be subject to expulsion by the AAPP National Board of Directors. 
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Officers

Required Officer Positions
The officers of the AAPP Collegiate Chapter shall be the President, the President-Elect/Vice President, and the Secretary/Treasurer (recommended combined position) of the Chapter. Other positions are described below but are not required. Additionally, any officer positions added do not need to be reflected in the bylaws as the bylaws have a generic provision allowing for additional offices/officers. 

Elections, Counting of Ballots, and Installation of Officers.
Methods to conduct officer nominations can be determined by the Collegiate Chapter. Candidates must be  active members of the AAPP Collegiate Chapter and national organization, meet the academic requirements set forth by the school/college of pharmacy to run for an office in an organization, be enrolled in the school/college of pharmacy, and be able to complete his/her term of office while enrolled in the school/college of pharmacy. Elections are determined and conducted by the AAPP Collegiate Chapter membership. Candidates receiving a simple affirmative majority of the ballots returned shall be considered elected.

The secretary shall announce the candidates for offices by voice at a general meeting or via electronic ballot. Candidates must accept the nomination. It is recommended all elections be conducted by the AAPP Collegiate Chapter Advisor via secret ballot. The AAPP Collegiate Chapter Advisor, Immediate-Past President (if office held), and current President shall count the ballots. Results shall be announced immediately after the ballots have been tabulated. In the event of a tie, a revote will immediately take place. All officers shall be elected for a term of one year except for the President-Elect who will serve two years (President-Elect, then President). Dues must be paid as a prerequisite to casting one’s ballot in an election. The newly elected officers shall begin to serve on July 1 of the year in which they are elected.

All Collegiate Chapter officers MUST be members in good standing of AAPP National. Verification of AAPP National membership will be completed by the Collegiate Chapter Advisor after officer nominations and before the annual election of officers.

To provide for the orderly transfer of leadership responsibilities, records, membership rolls and bank accounts, each Chapter shall elect its new officers before April 15. Prior to the beginning of the new Chapter year, outgoing officers shall transfer to incoming officers all records, membership rolls, bank accounts and necessary orientation information.

Duties of the Officers
President
· To be familiar with applicable operations of AAPP on the National and chapter levels.
· To schedule, announce, preside, and maintain order and decorum at all Chapter meetings.
· To enforce and promote enforcement of the Bylaws of AAPP and the Chapter.
· To serve as the chairperson of the leadership team.
· To maintain contact with and to disseminate all pertinent information received from AAPP National to the other officers and chapter members.
· To work with chapter members, officers, and advisors to develop a strategic plan, and goals for the chapter; 
· To appoint and remove the chairpersons and members of all committees of the Chapter, upon approval of the leadership team.
· To serve as an ex‐officio member of all committees.
· To maintain close contact and communication with the other members of the leadership and the Chapter Advisor on a regular basis.
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· To act as a general representative of the Chapter, except in cases where authority is given to another officer or member.
· To call special meetings of the Chapter upon written request of one‐tenth of the Chapter members. The President shall have the power to call special meetings.
· To perform the duties of the President‐elect in the interim during which there is no such officer.
President-Elect/Vice President
· To serve a one year term of office as President‐elect (or Vice President) and a one year term as President.
· To become conversant in all aspects of the office of the President.
· To serve as an ex‐officio member on all committees.
· To serve as an advisor to the President.
· To attend all functions and meetings at which the President's attendance is required, so as to be fully trained before assuming the office.
· To serve as a resource for all procedures and policies by having a copy of the Chapter's bylaws.
· To facilitate and encourage chapter representation at the AAPP Annual Meeting.
· To assist the President in coordinating the activities of the leadership team, as well as various other committees.
· To oversee the completion of the Annual Chapter Report due to AAPP every July 15th.
· To be familiar with all operations at the chapter level.
· To serve as an advisor to the President.
· To assume the duties of the President in the absence of the President due to impeachment, resignation, or other cause.
· To assist the President in the performance of his/her duties at all times, especially in coordination of the activities of the leadership team and other committees.

Secretary
· To record complete minutes at all Chapter meetings.
· To submit said minutes in typed form to the officers of the Chapter and the advisor within ten days of meeting.
· To post a copy of said minutes in the chapter workspace within ten days of meeting.
· To give a report of the minutes recorded at the previous meeting at each general meeting.
· To assist in publicizing National and Chapter AAPP events at least two weeks prior to that event.
· To be responsible for corresponding with chapter and National AAPP officers.
· To assist with the completion of the Annual Chapter Report.
Treasurer
· To record all cash receipts and disbursement from chapter accounts and to oversee all chapter fundraising activities.
· To file the appropriate tax information via the annual report with AAPP National by no later than July 15th annually.

Immediate-Past President
· The Immediate Past President shall act as an advisor to the Collegiate Chapter leadership and preside at meetings in the absence of the President and President-Elect/Vice President. The duties shall include assisting in the transition period for incoming officers.
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Historian
· To publicize AAPP activities on campus.
· To take and annotate photos and video and store on the AAPP workspace. 

Officer Vacancies for the Collegiate Chapter
1. Authority is granted to the AAPP Collegiate Chapter President to appoint an active member to fill any vacant office for an unexpired term.  
2. If the President of the collegiate chapter becomes unable to perform the duties of office, the President-Elect/Vice President shall immediately ascend to the office of President of the Collegiate Chapter.
3. Removal of an Officer/Disciplinary Action
a. An officer shall be removed from office if he/she engages in unprofessional or unlawful conduct, willfully neglects the duties of his/her office; is no longer in good academic standing; is found guilty of mishandling Chapter funds; or neglects to uphold the Chapter Bylaws.
b. An officer shall not be removed from office unless his/her charges are discussed by the leadership team and grounds for removal shall be established by majority vote of the leadership team.
c. An officer may also be removed from office if he/she is excessively absent from meetings during the academic year. In this situation, the officer will be issued a written warning from the leadership team.
d. When an officer is removed from office, he/she shall lose future eligibility for all other Chapter offices.
e. Upon removal of an officer from his/her position, the President shall have the authority to appoint a replacement, with the approval of the leadership team unless the officer being removed is the President.
f. Upon removal of the President from his/her position, the Vice President/President-Elect will assume the title and duties of the presidential office for the remainder of the term, at which time the President‐elect will become President. The Vice President/President-Elect will complete the presidential term of his/her predecessor and will, in addition, complete their normal presidential term. The membership will nominate and vote for a new Vice President/President-Elect, as specified by the election procedures.

Terms of Office for Collegiate Chapter.
The term of office for the officers of the collegiate chapter will begin July 1 each year. Each shall serve one-year terms.

Use of Chapter Officer Title in Email Signature
Collegiate Chapters will be designated first by “AAPP”, then by the University/College name, for example, “AAPP Purdue” or “AAPP Purdue Collegiate Chapter.” Officers may use their office in their email signature using the title of office after the Collegiate Chapter name, for example “AAPP Purdue Student Chapter President.” The Collegiate Chapter officer may not use an email signature that does not identify the student as an officer in a student chapter. For example, the use of “AAPP President” is not allowed.

Examples:
	YES
	Sam Smith, AAPP Purdue Collegiate Chapter President
Sam Smith, AAPP Collegiate Chapter President

	[image: A no sign with a red circle
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	Sam Smith, President AAPP
Sam Smith, President AAPP Collegiate Chapter
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Collegiate Chapter Committees 

Committees

Function.
In working toward the achievement of the goals of the organization, each collegiate chapter committee shall develop and implement programs and policies authorized by the elected officers in the major areas of interest to which it is assigned. The advised committees for AAPP Collegiate Chapters are as follows: Community Service & Outreach Committee, Research & Scholarship Committee, Education & Training Committee, Membership Committee, and Fundraising Committee.

Appointment of Committees.
The AAPP Collegiate Chapter President-Elect/Vice President, with the approval of the elected officers, shall appoint the chair and membership of all committees deemed necessary to carry forward the work of the organization. The elected officers shall appoint such committees as necessary to administer the affairs of the collegiate chapter and to carry out its functions in an efficient manner.  

Authority of the Committees.
1. The AAPP Collegiate Chapter elected officers shall have the authority to assign specific matters to a committee for its consideration. Any matter presented for consideration directly to the elected officers may, prior to action by the elected officers, be referred for consideration and recommendation to the committee within whose area of responsibility the matter falls.  
2. The AAPP Collegiate Chapter elected officers shall have final authority over any project requiring the expenditure of funds not approved in the annual budget.
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Tips to Successful Chapter Activities and Operation

How to Work with your Advisor
· Meet with your advisor in advance of chapter meetings to go over the agenda and topics to be discussed;
· Be open to suggestions and constructive criticism from your advisor. The advisor’s knowledge and background experience will be helpful to achieve solutions and organizational procedures; and
· If an advisor cannot attend your meeting, be sure to meet with him or her afterwards to brief the individual on what transpired.

Collegiate Chapter Activity Requirements
Recognized collegiate chapters must meet the following activity requirements annually: 
· Maintain a minimum of 10 members. 
· Conduct a minimum of four chapter meetings each academic year. 
· Conduct or participate in a minimum of one (1) annual community service project, outside of the school’s required curriculum, to promote psychiatric pharmacy and improve the understanding of mental illnesses and the treatment of mental illnesses. Community service projects are left to the discretion of AAPP Collegiate Chapter, but the chapter is encouraged to seek involvement with other local organizations focusing on the treatment of individuals with mental illness, such as the National Alliance on Mental Illness (NAMI), which in many cases have campus chapters as well (NAMI on Campus). 

Chapters shall report on their required activities in the required annual chapter report submitted to AAPP National. 

Suggested Activities 
· Collegiate Chapters are encouraged to organize meetings consisting of field trips, seminars, lectures, social/networking events, fundraisers, and roundtable discussions. 
· To promote attendance, AAPP suggests a consistent date is set for each meeting. A written summary of the meeting’s activities should be put in the Chapter’s permanent workspace files and passed on to the succeeding Chapter leadership.
· Chapters should also promote attendance at AAPP National events including the AAPP Annual Meeting. 
· Collegiate Chapter members are encouraged to promote psychiatric pharmacy in any type of activity so long as these activities comply fully with the academic institution’s guidelines covering student organizations and are consistent with AAPP policies and procedures and Collegiate Chapter corporate documents. When in doubt, Collegiate Chapter leaders or the chapter’s faculty advisor should contact AAPP National for advice and assistance. 
· Each Chapter should conduct annual development activities for the benefit of its members. Suggestions include résumé/portfolio critiques, residency director panels, and interviewing seminars.
· Additionally, chapters are required to participate in or conduct a minimum of one community service event. In accordance with the mission of AAPP, collegiate chapters are responsible for conducting annual community service projects to promote psychiatric pharmacy, improve the understanding of mental illnesses, and the treatment of mental illnesses. 
· Community service projects are left to the discretion of AAPP Collegiate Chapter, but it is encouraged to seek involvement with other local organizations focusing on the treatment of individuals with mental illness, such as the National Alliance on Mental Illness (NAMI). In addition to collegiate chapter initiatives, collegiate chapters may be called upon to assist in national AAPP projects and/or initiatives.


Tips to Successful Chapter Activities and Operation Continued 

Sample Student Chapter Calendar
A strong, well-rounded chapter program is designed to attract students and potential student members. A dynamic speaker, a rewarding special project, or an interesting field trip will strengthen the chapter’s activities. A sample calendar might look like this: 

June-August
· Chapter officer contact information updates should be sent to AAPP National.
· Deadline for submitting the chapter’s annual report to AAPP National is July 15.
· Organize the Fall program. Arrange for speakers, tours and joint meetings with other area chapters (if applicable). 
· Plan fundraising and activities, organize membership drive, and begin publicity preparation. 
· Plan your community service activity. 
· If officers are not on campus, keep them involved through regular correspondence. Advance work is important.
· Finalize committee assignments, membership drive and Fall speakers’ schedule.

August-September
· Consider submitting an AAPP Foundation application to the Defining the Future Research Grant, due August 31
· Consider submitting an AAPP Foundation application to the Student Chapter Impact Grant, due September 30
· Conduct membership campaign. 
· Conduct first chapter meeting. 
· Direct new student members to apply for membership on AAPP’s website at aapp.org/join. 
· Submit membership records in your portal online at aapp.org.

October 
· Plan the spring calendar of activities for the chapter. 

November-March
· Encourage individual members to apply for a student travel grant to the AAPP Annual Meeting.
· Submit an abstract for presentation at the AAPP Annual Meeting.
· Conduct the spring semester membership drive. 
· With the new semester and membership drive, direct new student members to apply for membership via AAPP’s website at aapp.org/join.
· Submit membership records in your portal online at aapp.org.
· Register for the AAPP Annual Meeting.

April
· Conduct officer elections. 
· Train new officers and transfer information.
· Attend the AAPP Annual Meeting.

May 31
· Cutoff date for activities to be included in the student chapter annual report.
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Branding of Events and Activities 

Purpose
This section of the handbook provides guidance on the visual brand of AAPP student chapters. It is important that every piece of communication from AAPP represents the traits of this visual brand. Consistency is necessary for a solid brand.

Chapter Identification
Collegiate Chapters will be designated first by “AAPP”, then by the University/College name, for example, “AAPP Purdue.”

Examples:
	YES
	Sam Smith, AAPP Purdue Collegiate Chapter President
Sam Smith, AAPP Collegiate Chapter President
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	Sam Smith, President AAPP
Sam Smith, President AAPP Collegiate Chapter



Logo Options
There is 1 AAPP logo a student chapter can use in conducting AAPP Student Chapter business. The logo is available in the chapter workspaces.

Overview
The logo may not be modified in any way. The logo can be used for educational purposes with chapter advisor approval. Any other uses, including fundraising efforts, must be approved in advance by AAPP national. Approval can be requested by submitting the form found in Appendix #6 to vwasser@aapp.org. Improper or unapproved use of the logo may result in the chapter being placed on probation. Any questions can be directed to vwasser@aapp.org.

Proper Logo Display
· The logo may only be reproduced as supplied by AAPP.
· The logo must not be recreated or altered in any way. For example, do not change the color, appearance, proportions, or add effects to the logo. 

Permitted Use: Educational and Membership Activities
· With chapter advisor approval, the AAPP logo may be used to promote membership or educational activities or events, including membership drives and educational events that support the mission of AAPP.
· Whenever possible, student chapters should utilize materials for patient education that have already been developed and/or approved by AAPP (e.g., NAMI’s Medication sheets and educational columns).
· Student chapters should store all materials in the AAPP provided student chapter workspace so that AAPP National is aware of and has samples of logo use. 
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Branding of Events and Activities Continued

Seeking Permission for Additional Use 
Student chapters may seek approval for AAPP student chapter logo use beyond membership and education activities of the chapter (e.g., fundraising activities). To be considered, activities must benefit individuals living with mental illness, as supported by the mission of AAPP.

· Approval must be granted prior to printing or publishing of any materials.
· Requests should be made using the form in Appendix 6 (email to vwasser@aapp.org). 
· Permission will be granted based in part on whether the requested activity (1) promotes the goals and values of AAPP and (2) supports all student chapter members equally. 

Exceptions Requiring Approval 
· Activities used to support student attendance at the AAPP Annual Meeting. Any activities using the student chapter logo to support chapter members must be submitted using the appendix and approved by AAPP National.
· Chapters who engage in fundraising activities at the AAPP Annual Meeting. As noted elsewhere in this guideline document, these requests must be submitted using the Student Fundraising Proposal form in the appendix. Again, approval is granted by AAPP National. 

Misuse of Logo 
Any misuse of the logo may result in a chapter being placed on probation. Misuse is constituted by any use that does not satisfy the criteria set forth above. Examples of misuse may include:
· Logo utilization without permission 
· Logo use on items that have not been approved by the faculty advisor or AAPP national

Logo Assistance
For questions or assistance, contact the Membership and Office Specialist Vanessa Wasser at vwasser@aapp.org or at 402.476.1677.

Fundraising Activities
Fundraising activities are one example where student chapters will be required to seek approval for AAPP student chapter logo use. Fundraisers will be evaluated in relation to their alignment with the mission of AAPP. Fundraisers solely benefitting students or for-profit institutions are generally not valid fundraising requests. 

Student chapters must seek approval from AAPP National office staff using the provided form in Appendix #6. Documents or other items including the logo must be provided to AAPP National for approval as well. AAPP  National must be given at least two weeks to respond to any fundraising request. Chapters should plan far ahead to allow for this approval prior to printing or publishing of any materials.

[bookmark: _Toc143765815]Branding of Events and Activities Continued

[bookmark: _Hlk32569786]Social Media and Facebook Guidelines
All public web content (e.g., blog, LinkedIn, Instagram) must be disclosed to AAPP National at the time of creation. In order to obtain AAPP National approval, you must email the AAPP office immediately a direct link to any chapter page, group, or profile so staff can review and approve of the page. All web and social media pages must also be disclosed in the annual report.

Chapters may create a group or page on Facebook.com but must list AAPP as an administrator on any and all student chapter pages. To add facebook@aapp.org as an administrator to your page, look in the settings options on Facebook. If you create a page or group, you must email the AAPP office immediately a direct link to your page so staff can review and approve of the page. 


[bookmark: _Toc143765816]Financial Administration of the Collegiate Chapter 

AAPP Chapter Dues
National dues are determined by the AAPP national organization, whereas chapter dues are determined by the collegiate chapter organization. AAPP National dues will be collected by AAPP National online at aapp.org/join while collegiate chapters will collect local dues to support local business and service projects.

Chapter Funds
Any activity recommended by a Chapter may serve as a source of income for the Chapter, upon approval of the chapter advisor(s). Appropriations shall require the consent of the Chapter Advisor and one additional collegiate officer including Secretary/Treasurer, President, or President-Elect prior to disbursement. The AAPP Collegiate Chapter bank account shall be initiated and managed by the Collegiate Chapter and will also be subject to any and all university/college rules pertaining to the approval of fund appropriations and signature requirements.

Distribution of Funds
No part of the net earnings of AAPP Collegiate Chapters shall inure to the benefit of any private individual. AAPP Collegiate Chapters are not organized for profit and are not organized to engage in any activity ordinarily carried on for profit. AAPP Collegiate Chapters are supported by membership dues and other income from activities substantially related to its exempt purpose.

AAPP National Fees
AAPP National DOES NOT charge fees to Collegiate Chapters. The only fees AAPP National collects are in conjunction with individual membership applications (dues) to AAPP National. Each chapter is responsible for collecting and recording chapter dues payments (if applicable) and then recording the membership in the Collegiate Chapter Membership Administration portal. See the “Memberships” section of this handbook for details.
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Reporting Requirements of Collegiate Chapters 

Continuous Reporting
1. Individual Memberships. Members can update their profile at any time via the AAPP website. Changes in collegiate chapter memberships must be recorded by chapter officers through the membership portal in real time as they occur. 
2. Changes in Officers
3. Chapter Activities: So information can be passed on to future chapter leaders, each chapter should store the following in the chapter workspace:
A. Maintain records of past activities (what they did, where, when, etc.)
B. Maintain a contact list for conducting various activities (who participated and/or helped with the event)
C. Record procedures used to carry out the activities (how it was done).
D. The following activities (and more if applicable) should be recorded in this way:
· Chapter fundraising (i.e., Obtaining funds from the school or corporate sponsors, fundraising events)
· Speakers, Panel Discussions, Workshops, etc.
· Banquets
· Newsletter publication
· AAPP workspace maintenance
· Field trips
· Conference attendance
· Competitions
· Community Service Activities
· Reports to AAPP

The success or lack of success should also be documented so the chapter can be improved upon each year. Even some notes on regular meetings should be kept so future leaders can look back and see what was working and what wasn’t. Also, pass on any tips or ideas that you have too.

By November 15 of Each Year
1. A membership roster must be submitted in the required AAPP format so that AAPP can conduct a membership audit. 

By July 15 of Each Year
1. Annual Report in Appendix #5
2. Those chapters who are operating as separate tax entities outside of their University/College, must provide the AAPP accountant with financial information necessary to complete the required tax form. AAPP staff will provide the Annual report to AAPP’s accountant. The accountant will advise the chapter of information required beyond that contained in the submitted Annual Report. 
3. The AAPP accountant will prepare the tax return and submit it on behalf of the chapter. The accountant’s billing will be sent directly to the chapter with a carbon to AAPP. 
4. Certificate of General Liability Insurance or written verification from the University regarding maintenance of insurance for the next 12 month period. Or notification to AAPP to obtain insurance for the next fiscal year. 

Collegiate Chapters that fail to respond to these reporting requirements within 30 days of the date due are subject to revocation of their affiliation with AAPP National. 

Chapter Standards and Actions if Standards are Not Met

Chapter Conduct 
Community service projects, interaction within the community, and AAPP Collegiate Chapter sanctioned events are required and integral parts of the AAPP Collegiate Chapter. Because these activities are so important to the image of AAPP and may serve as the only representation of AAPP, it is of great importance that Collegiate Chapters conduct themselves accordingly and to the mission of AAPP. Failure to do so may shed a negative light on AAPP as an organization as well as the psychiatric pharmacy profession. 

Examples include, but are not limited to the stigmatization of the mentally ill in print or image, hazing, exclusionary behavior, inappropriate drinking, underage drinking, inappropriate behavior, or unprofessional conduct unbecoming a pharmacy student or pharmacist. AAPP Collegiate Chapters events are to be enjoyable and educational experiences for all those involved. 

If the Chapter Advisor believes any chapter materials (slogans, shirts, posters, promotional material including emails), events, or actions could be deemed “inappropriate, stigmatizing, or offensive,” then these materials, projects, or behavior should be halted immediately or presented or reported to the Student Committee and/or Board of Directors of AAPP for examination prior to use. The Board of Directors would greatly prefer reviewing any potentially questionable materials prior to creating an incident or offending any individual outside the Collegiate Chapter or in the community. 

Failure to Meet AAPP Minimum Chapter Standards
Many of the benefits of AAPP membership exist at the Chapter level. AAPP National is committed to supporting the programs and activities of individual Chapters. It is imperative that each Chapter provides the maximum possible support and opportunities for each member. AAPP National has established the following minimum standards for Chapters:

· Maintain a minimum of 10 members. 
· Conduct a minimum of four chapter meetings each academic year. 
· Conduct or participate in a minimum of one (1) annual community service project, outside of the school’s required curriculum, to promote psychiatric pharmacy and improve the understanding of mental illnesses and the treatment of mental illnesses. 

The AAPP Board of Directors, upon the recommendation of the AAPP Student Committee, can withdraw the charter of any Chapter that consistently fails to meet minimum standards or place the chapter on probation. A delinquent Chapter shall be defined as a Chapter where one or more of the following circumstances pertain. The Chapter:

1. Does not have a program that AAPP National feels is active, serving the interests of the students, or advancing the objectives of AAPP. 
2. Does not have a minimum membership of ten. AAPP will work with new chapters to work toward this minimum number if they are challenged in achieving it. AAPP will work with established chapters for an agreed upon time should they dip below this number.  
3. Does not meet a minimum of four (4) periodic meetings per school year
4. Does not conduct or participate in one community service activity. 
5. Fails to keep up to date member records. 
6. Fails to complete required recordkeeping or reporting. 
7. Is delinquent on any payments. 
8. Acts or communicate inappropriately as defined in other areas of this handbook. 
Chapter Standards and Actions if Standards are Not Met Continued

Probation
AAPP National has the liberty to place a Chapter on probation or revoke a Chapter charter at its full discretion. If probation is selected by AAPP National, AAPP shall notify any Chapter that fails to meet minimum standards that it is deficient and that remedial action is required.

Purpose 
Delinquent Chapters may be placed on probation by the AAPP Board of Directors to acknowledge that a problem exists within the Chapter and that assistance may be needed in solving it. A Chapter placed on probation shall continue to be eligible for the rights and privileges of an AAPP Chapter, provided that its members have paid the necessary national dues.

Enforcement
AAPP staff shall notify the delinquent Chapter within two weeks of the Board of Director’s decision to place it on probation. Copies of the notification shall be sent to AAPP Student Committee members, the adviser(s) of the delinquent Chapter, the University, and the officers of the Chapter. AAPP staff shall be responsible for officially recording such action.

Duration
A Chapter placed on probation shall have a specified period of time to correct its charged violation. Once the problem is corrected, the Chapter may be granted its previous status by the AAPP Board of Directors. AAPP National has the right to extend probationary periods at their sole discretion based on progress by the Chapter. 

Dismissal
Dismissal of a chapter can occur: 
1. Immediately at the sole discretion of AAPP, or 
2. If a delinquent Chapter does not correct its charged violation by the end of the probationary period. 

AAPP shall immediately notify the delinquent Chapter and other appropriate individuals of the Board of Director’s decision for revocation.

The AAPP Board of Directors shall vote on the revocation of the said charter at its first meeting following such notification, based on the information provided by AAPP staff, the AAPP Student Committee and, if available, from the delinquent Chapter. 

Reinstatement of Chapter 
If revocation of a chapter should occur, members of the former Chapter may re-petition for a charter when the charged violations are duly corrected and after a minimum 1 year waiting period.

[bookmark: _Toc143765818]Chapter Dissolution

Dissolution of a Collegiate Chapter Initiated by the Chapter
AAPP collegiate chapters may choose to formally dissolve for numerous reasons. The decision to dissolve is at the discretion of chapter leadership. In order for a Collegiate Chapter to initiate dissolution, the AAPP Collegiate Chapter President must provide AAPP National with sixty (60) days’ advance notification in writing. The AAPP Collegiate Chapter President must also present a resolution to the active collegiate chapter membership recommending that the organization be dissolved. A proposal for dissolution may be considered at a regular or special meeting of the collegiate chapter active membership only after thirty (30) days’ notice is given to the membership. The resolution to dissolve shall be adopted after a simple majority of the membership has cast a vote for dissolution.

Dissolution of a Collegiate Chapter imitated by AAPP National
AAPP National retains the right to dissolve a Collegiate Chapter at its discretion if the chapter fails to meet standards and requirements set forth in this operations handbook. 

In the event of the chapter's dissolution, the following steps are required:
1. Reporting to AAPP National in writing with sixty (60) days advance notification of intent to dissolve.
2. Reporting to AAPP National in writing documenting the chapter’s minutes where dissolution was passed. This vote can only occur after a resolution is proposed to the membership and 30 days’ notice is given. 
2. Maintain funds to pay for final chapter expenses. Remit $150 to AAPP for tax return filing if the collegiate chapter is organized as a separate organization outside of their School of Pharmacy. This final return will be different than a normal tax return, indicating that the organization will cease to exist after the tax return. 
3. Follow university rules regarding reporting of dissolution and all other required steps. 
4. File all normal AAPP reports including the final annual report. 
5. Distribute remaining funds to chapter’s organization of choice with AAPP and AAPP Foundation being strong options given that the missions of these 2 organizations align closely with the student chapter and can support student attendance at future Annual Meetings. 
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The faculty, department, and program information should be completed based on its relevance to the psychiatric and neurologic pharmacy related curriculum and the academic programs of the students in the proposed chapter. 

GENERAL INFORMATION 
Name of School: ____________________________________
Academic Department: ____________________________________
Address: ____________________________________
Department Phone: ______________		Department Fax: _______________
Website: ____________________________________

ACADEMIC PROGRAM DATA 
Department/Program Name: ____________________________________
Psychiatric Pharmacy Related Enrollment: ____________________________________
Number of Teaching Staff: Full time: _________			Part Time: ________
Degrees Awarded: ____________________________________
Psychiatric-Related Curriculum: Include a psychiatric curriculum syllabus or indicate where in attached course materials psychiatric-related curricular offerings may be found: 
Teaching Staff: Include a list of the professors teaching psychiatric and neurologic pharmacy courses. 
School of Pharmacy accreditation status: 
☐ Full 	☐ Probationary	 ☐ Candidate  ☐ Pre-Candidate. If other than ‘Full’ is selected, briefly describe the plan for your program to achieve full accreditation status and date this is anticipated. _______
_______________________________________________________________________________


AAPP COLLEGIATE CHAPTER DATA 
1. Number of Proposed Members (there must be a minimum of 10 members or if not 10 members, a plan offered to achieve this number): _______
2. Amount of Individual Collegiate Chapter Local Membership Dues to be Charged: _______
3. Please attach a list of current or proposed members.
4. Name of Faculty Advisor: ___________________________
5. Faculty Rank/Position: ___________________________
6. Departmental Address: ___________________________
7. Telephone: _______					Fax: _______
8. E-mail: __________________
9. Names and Positions of Proposed Student Officers: (Use additional pages if necessary.) Include Name, Officer Position, Graduation Date, Email 
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________



Please describe the objectives of the Collegiate Chapter in affiliating with the American Association of Psychiatric Pharmacists. (Use additional pages if necessary.) 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________

Please describe what agenda you would plan your first four (4) chapter meetings. 

Please describe what your first community service project would be. 

Please enclose a copy of the customized AAPP Collegiate Chapter bylaws with requests for deviation from the approved documents, school catalog, brochures, and any other information that would be helpful in evaluating the application. 

The Collegiate Chapter named in this application requests recognition by the American Association of Psychiatric Pharmacists. AAPP Collegiate Chapter agrees to pursue purposes and activities that are consistent with those stated in the AAPP Collegiate Chapter Handbook and to meet the administrative requirements set forth therein. 

SIGNED: 
Collegiate Chapter President 							Date: _________





Faculty Advisor 								Date: _________





RETURN COMPLETED APPLICATION TO: 
AAPP 
vwasser@aapp.org

APPROVALS: 
AAPP Student Committee 							Date: _________
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Appendix 2: AAPP Collegiate Chapter Bylaws
AAPP Collegiate Chapter Bylaws
American Association of Psychiatric Pharmacists
______________________ Collegiate Chapter


ARTICLE I. CHAPTER

Section 1. Name.
The name of this organization shall be known as the American Association of Psychiatric Pharmacists, ______________________ Collegiate Chapter (“AAPP Collegiate Chapter”).

Section 2. Collegiate Chapter Goals.
The AAPP Collegiate Chapter will exist to: 
1. Encourage all student pharmacists to become more knowledgeable about AAPP and the profession of psychiatric pharmacy by:
· Providing opportunities for student participation in the decision‐making process of the profession.
· Encouraging student attendance at Chapter and National AAPP meetings.
· Increasing student awareness of current issues facing the psychiatric pharmacy profession by means of programs, meetings, speakers, etc.
· Making information related to psychiatric pharmacy practice readily available to all student pharmacists and to support their pursuits in these areas.
· Promoting dedication to excellence in patient care, research, and education.
2. To encourage development of all student pharmacists into knowledgeable and competent health care professionals by providing opportunities to:
· Understand the unique needs of individuals living with mental illness, including substance use disorders. 
· Develop leadership capabilities by holding elected offices or by serving on committees.

[bookmark: _Toc143765821]Section 3. Tax Status and Indemnification.
The AAPP Collegiate Chapter is an independent association affiliated with the national organization known as the “American Association of Psychiatric Pharmacists” (“AAPP”), a 501(c)(6), not‐for‐profit professional association exempt from federal income tax on its exempt activities. AAPP authorizes this collegiate chapter to conduct business according to Association, school or college of pharmacy, and specific chapter bylaws and procedures. The ______________________ Collegiate Chapter must be recognized as a separate tax entity from AAPP and must meet the tax filing requirements of the IRS. AAPP Collegiate Chapter will not undertake any activity which would jeopardize AAPP’s or their own chapter recognition as an IRC §501(c)(6) organization. 

______________________ Collegiate Chapter will organize for tax purposes as follows (select one):

☐Under their school or college of pharmacy under a group exemption as documented by the School of Pharmacy, University/School Business Office or other appropriate entity in an annual letter to AAPP. 

☐As a non-profit 501(c)6 not filing under a group exemption nor with any formal IRS recognition or documents. Notification of the IRS of intent to operate as a non-profit, obtainment of an employer identification number, and annual tax filing utilizing the selected AAPP accountant will be completed by the Chapter. 


AAPP Collegiate Chapter hereby grants AAPP’s National Board of Directors the authority to terminate AAPP Collegiate Chapter at any time for any reason. AAPP Collegiate Chapter, in recognition of the benefits of its affiliation with AAPP, hereby agrees to indemnify and hold AAPP National harmless from any and all claims, demands, causes of action, or other liability resulting from AAPP Collegiate Chapter activities.

Section 4. Obligations.
The AAPP Collegiate Chapter shall maintain in full force and effect, comprehensive general liability insurance in the amount of $1.0 million per occurrence and $2.0 million in the aggregate. ______________________ Collegiate Chapter will obtain and maintain this insurance through one of the following (select one): 
☐ Their university or school of pharmacy.
☐ AAPP’s insurance carrier at an annual premium to be paid for by the Chapter.

ARTICLE II. MEMBERSHIP

Section 1. Members.
Membership in the AAPP Collegiate Chapter shall be available to full time students enrolled in ______________________ in good academic standing. Collegiate chapter members must be current members of the American Association of Psychiatric Pharmacists accomplished through the AAPP National membership application and payment of dues. 

To join the collegiate chapter itself, members shall submit an application (as required by the collegiate chapter), pay the required collegiate chapter dues at the local level, and agree to support the purposes of AAPP. The AAPP National standard membership form may also be used by the AAPP Collegiate Chapter for local membership. Membership applications may be obtained from aapp.org/join. The AAPP Collegiate Chapter must maintain a membership of ten (10) members. 

Membership and all privileges, including voting and officer positions, must be extended to all students without regard to race, color, sex (including sexual harassment and pregnancy), sexual orientation, gender identity, ethnicity or national origin, religion, age, genetic information, disability, or veteran status. Eligibility for renewal of AAPP collegiate membership shall discontinue upon graduation or loss of academic standing at the College of Pharmacy.

Section 2. Chapter Advisor.
AAPP Collegiate Chapter will have at least one Chapter Advisor who must be, at minimum, a part-time/cross-appointment faculty member of the school/college of pharmacy and a member of AAPP National. Responsibilities of the Chapter Advisor will include the following: 

· To act as a consultant to members and officers of the AAPP Collegiate Chapter on matters pertaining to AAPP Collegiate Chapters. 
· To provide continuity to the Chapter's operations from one year to the next. 
· To be available for advice and ideas as needed on subjects such as fundraising activities, patient care projects, etc. 
· To attend all AAPP Collegiate Chapter and AAPP National meetings that the members of AAPP Collegiate Chapter are attending when possible. 
· Communicate with and assist in providing recommendations to the AAPP Board of Directors concerning changes in the AAPP Collegiate Chapter Bylaws necessary to ensure that they are current and responsive to the needs of the collegiate chapters. 
· Participate as a member of AAPP Collegiate Chapter's leadership team. 
· Serve as liaison to AAPP National for the AAPP Collegiate Chapter.
· Abide by and perform all requirements as specified in the Formation and Operations Handbook.

Section 3. Dues.
To be a member of the AAPP Collegiate Chapter, students must be a paid member of AAPP National. Students will be required to pay dues to AAPP National and the AAPP Collegiate chapter, if applicable. National dues are determined by the AAPP national organization, whereas chapter dues are determined by the collegiate chapter organization. AAPP National dues will be collected by AAPP National while collegiate chapters will collect local dues to support local business and service projects.

Section 4. Chapter Funds.
Any activity recommended by AAPP Collegiate Chapter may serve as a source of income for the Chapter, upon approval of the Chapter Advisor(s). Appropriations shall require the consent of the Chapter Advisor and one additional collegiate officer including Secretary/Treasurer, President, President-Elect or Vice President prior to disbursement. Checks shall require two signatures. The AAPP Collegiate Chapter bank account will also be subject to any and all university/college rules pertaining to the approval of fund appropriations and signature requirements.

Section 5. Chapter Application.
AAPP Collegiate Chapter must obtain approval of formation from the university/college prior to applying to AAPP. Certification from the university/college shall be submitted to the AAPP Board of Directors before AAPP Collegiate Chapter operations commence. AAPP Collegiate Chapter must also make sure their collegiate chapter is being operated in accordance with university/college guidelines and codes of conduct.

Section 6. Period of Membership.
The period of membership for students shall be from July 1 to June 30. Annual re-application is necessary. Membership dues are due to AAPP by June 30 of each year. 

Section 7. Quorum. 
A quorum of the membership shall consist of a majority of the total official, paid members of AAPP Collegiate Chapter.

Section 8. Expulsion.
Persons may be expelled from active membership in the AAPP Collegiate Chapter for unprofessional conduct or for violation of the obligations of these Bylaws. Expulsion proceedings will also be subject to any and all university/college rules. Submission of charges against any member shall be made in writing to the Collegiate Chapter President by at least two active members in good standing. No person shall be expelled unless that person shall have been given notice of the charges in writing and shall have a period of 30 days in which to reply in writing to the officers. The officers shall be convened for a hearing, and the person in question shall have the right to attend that hearing. A majority vote of the officers shall be final as to the question of expulsion as a result of the findings of the hearing. AAPP Collegiate Chapter members shall also be subject to expulsion by the AAPP National Board of Directors.

ARTICLE III. OFFICERS

Section 1. Composition.
The officers of the AAPP Collegiate Chapter shall be, at minimum, the President, the President-Elect or Vice President, and the Secretary/Treasurer of the Chapter. This set of officers along with the Chapter Advisor will be considered the leadership team of the Collegiate Chapter. 



Section 2. Nominations, Elections, Counting of Ballots, and Installation of Officers.
The process of nominations shall be determined by the AAPP Collegiate Chapter. Elections are determined and conducted by the AAPP Collegiate Chapter membership. Dues must be paid as a prerequisite to casting one’s ballot in an election. Candidates must be an active member of the AAPP Collegiate Chapter and the AAPP national organization, must meet the academic requirements set forth by the school/college of pharmacy to run for an office in an organization, must be enrolled in the school/college of pharmacy, and must be able to complete his/her term of office while enrolled in the school/college of pharmacy. 

[bookmark: OLE_LINK5][bookmark: OLE_LINK6]The secretary shall announce the candidates for offices by voice at a general meeting or via electronic ballot. Candidates must accept the nomination to appear on the ballot. It is recommended all elections be conducted by the AAPP Collegiate Chapter Advisor via secret ballot. The AAPP Collegiate Chapter Advisor, Immediate-Past President (if office held), and current President shall count the ballots. Candidates receiving a simple affirmative majority of the ballots returned shall be considered elected. In the event of a tie, a revote will take place immediately. Results shall be announced immediately after the ballots have been tabulated. 

All officers shall be elected for a term of one year except for the President-Elect who will serve two years (President-Elect, then President). The newly elected officers shall begin to serve on July 1 of the year in which they are elected.

Section 3. Duties of the Officers.
President
· To be familiar with all operations of AAPP on the National and chapter levels.
· To schedule, announce, preside, and maintain order and decorum at all Chapter meetings.
· To enforce and promote enforcement of the Bylaws of AAPP and the Chapter.
· To serve as the chairperson of the leadership team.
· To maintain contact with and to disseminate all pertinent information received from AAPP National to the other officers and chapter members.
· To work with chapter members, officers, and advisors to develop goals for the chapter.
· To appoint and remove the chairpersons and members of all committees of the Chapter, upon approval of the leadership team.
· To serve as an ex‐officio member of all committees.
· To maintain close contact and communication with the other members of the leadership and the Chapter Advisor on a regular basis.
· To act as a general representative of the Chapter, except in cases where authority is given to another officer or member.
· To call special meetings of the Chapter upon written request of one‐tenth of the Chapter members. 
· To perform the duties of the President‐elect in the interim during which there is no such officer.

President-Elect or Vice President
· To serve a one year term of office as President‐elect and a one year term as President.
· To become conversant in all aspects of the office of the President.
· To serve as an ex‐officio member on all committees.
· To serve as an advisor to the President.
· To attend all functions and meetings at which the President's attendance is required, so as to be fully trained before assuming the office.
· To serve as a resource for all procedures and policies by having a copy of the Chapter's Bylaws.
· To facilitate and encourage chapter representation at the AAPP Annual Meeting.
· To assist the President in coordinating the activities of the leadership team, as well as various other committees.
· To oversee the completion of the Annual Chapter Report due to AAPP every July 15th.
· To be familiar with all operations at the chapter level.
· To assume the duties of the President in the absence of the President due to impeachment, resignation, or other cause.
· To assist the President in the performance of his/her duties at all times, especially in coordination of the activities of the leadership team and other committees.

Secretary
· To record complete minutes at all Chapter meetings.
· To submit said minutes in typed form to the officers of the Chapter and the advisor within ten days of meeting.
· To post a copy of said minutes in the AAPP National Chapter workspace on the AAPP website within ten days of meeting.
· To give a report of the minutes recorded at the previous meeting at each general meeting.
· To assist in publicizing National and Chapter AAPP events at least two weeks prior to that event.
· To be responsible for corresponding with Chapter and National AAPP officers.
· To assist with the completion of the Annual Chapter Report.

Treasurer
· To record all cash receipts and disbursement from chapter accounts and to oversee all chapter fundraising activities.
· To file the appropriate tax information with AAPP National no later than July 15th annually.

Immediate-Past President
· If chapters elect a 1st or 2nd year student to the office of President-Elect or Vice President, then during that said election period, they will also serve as Immediate-Past President after serving as President. 
· The Immediate Past President shall act as an advisor to the Collegiate Chapter Officers and preside at meetings in the absence of the President and President-Elect or Vice President. 
· The duties shall include assisting in the transition period for incoming officers.
Historian
· To publicize AAPP activities on campus.
· To take and annotate photos and video. 

AAPP Collegiate Chapters may elect to have additional officer posts, such as Sergeant at Arms, or combine the Secretary/Treasurer posts to assist in duties if the size of the collegiate chapter allows for such expansion. 

Section 4. Vacancies for the Collegiate Chapter.
1. Authority is granted to the AAPP Collegiate Chapter President to appoint an active member to fill any vacant office for an unexpired term.
2. If the President of the collegiate chapter becomes unable to perform the duties of office, the President-Elect or Vice President shall immediately ascend to the office of President of the collegiate chapter.
3. Removal of an Officer/Disciplinary Action
a. An officer shall be removed from office if he/she engages in unprofessional or unlawful conduct, willfully neglects the duties of his/her office; is no longer in good academic standing; is found guilty of mishandling Chapter funds; or neglects to uphold the Chapter Bylaws.
b. An officer shall not be removed from office unless his/her charges are discussed by the leadership team and grounds for removal shall be established by majority vote of the leadership team.
c. An officer may also be removed from office if he/she is excessively absent from meetings during the academic year. In this situation, the officer will be issued a written warning from the leadership team.
d. When an officer is removed from office, he/she shall lose future eligibility for all other Chapter offices.
e. Upon removal of an officer from his/her position, the President shall have the authority to appoint a replacement, with the approval of the leadership team unless the officer being removed is the President.
f. Upon removal of the President from his/her position, the Vice President will assume the title and duties of the presidential office for the remainder of the term, at which time the President‐elect will become President. The Vice President will complete the presidential term of his/her predecessor and will, in addition, complete their normal presidential term. The membership will nominate and vote for a new Vice President or President-Elect, as specified by the election procedures.
Section 5. Terms of Office for Collegiate Chapter.
The term of office for the officers of the collegiate chapter will begin July 1 each year. Each shall serve one-year terms.

[bookmark: _Toc143765822]Section 6. Quorum.
When voting is necessary within the leadership team, a quorum shall consist of a majority of the total official elected officer members.

[bookmark: _Toc143765823]Section 7. Responsibilities
The AAPP Collegiate Chapter elected officers shall represent the organization as the official voice of all members. The elected officers shall have authority to control and manage the affairs and funds of the organization. The elected officers will perform all acts and functions not inconsistent with these Bylaws.

ARTICLE IV. COMMITTEES

Section 1. Function.
In working toward the achievement of the goals of the organization, each collegiate chapter committee shall develop and implement programs and policies authorized by the elected officers in the major areas of interest to which it is assigned. The recommended committees for AAPP Collegiate Chapters are as follows: Community Service & Outreach Committee, Research & Scholarship Committee, Education & Training Committee, Membership Committee, and Fundraising Committee.

[bookmark: _Toc143765824]Section 2. Appointment of Committees.
The AAPP Collegiate Chapter President-Elect or Vice President, with the approval of the elected officers, shall appoint the chair and membership of all committees deemed necessary to carry forward the work of the organization. The elected officers shall appoint such committees as necessary to administer the affairs of the collegiate chapter and to carry out its functions in an efficient manner.

[bookmark: _Toc143765825]Section 3. Authority of the Committees.
1. The AAPP Collegiate Chapter elected officers shall have the authority to assign specific matters to a committee for its consideration. Any matter presented for consideration directly to the elected officers may, prior to action by the elected officers, be referred for consideration and recommendation to the committee within whose area of responsibility the matter falls.
2. The AAPP Collegiate Chapter elected officers shall have final authority over any project requiring the expenditure of funds not approved in the annual budget.

ARTICLE IV. MEETINGS

Meetings for the collegiate chapter shall be arranged by consensus of the chapter membership. A minimum of four (4) chapter meetings will be held each year. 

ARTICLE V. COMMUNITY SERVICE PROJECTS

In accordance with the mission of AAPP, collegiate chapters are responsible for conducting or participating in a minimum of one (1) annual community service project, outside of the school’s required curriculum, to promote psychiatric pharmacy and improve the understanding of mental illnesses and their treatment. Community service projects are left to the discretion of AAPP Collegiate Chapter, but the chapter is encouraged to seek involvement with other local organizations focusing on the treatment of individuals with mental illness, such as the National Alliance on Mental Illness (NAMI). In addition to collegiate chapter initiatives, collegiate chapters may be called upon to assist in national AAPP projects and/or initiatives.

[bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: _Toc143765826]ARTICLE VI. LOCATION OF OFFICES AND RECORDS

1. The principal location of the office/storage area of the collegiate chapter shall be specified by the elected officers.
2. Books, records and reports shall be filed in the collegiate chapter workspace residing on the AAPP national website for use and availability to the general membership.
3. The AAPP logo can only be used with prior written approval of AAPP.

[bookmark: _Toc143765827]ARTICLE VII. AMENDMENTS

Amendment to these Bylaws may only be approved by AAPP National. Amendment recommendations for Collegiate Chapters may be initiated by a proposal signed by at least two (2) voting members of a Collegiate Chapter and by the faculty advisor and provided to AAPP National for consideration. 

[bookmark: _Toc143765828]ARTICLE VIII. DISSOLUTION

AAPP National retains the right to dissolve any student chapter. In order for a Collegiate Chapter to initiate dissolution, the AAPP Collegiate Chapter President must provide AAPP National with sixty (60) days’ advance notification in writing. The AAPP Collegiate Chapter President must also present a resolution to the active collegiate chapter membership recommending that the organization be dissolved. A proposal for dissolution may be considered at a regular or special meeting of the collegiate chapter active membership only after thirty (30) days’ notice is given to the membership. The resolution to dissolve shall be adopted after a simple majority of the membership has cast a vote for dissolution. 

Upon adoption of the resolution for dissolution, this organization shall cease to conduct its affairs and will settle all debts to creditors including setting-aside funds to pay for annual tax returns as applicable. The remainder of the funds of this organization may be distributed to the American Association of Psychiatric Pharmacists Foundation or the American Association of Psychiatric Pharmacists whose missions the collegiate chapters embrace. Remaining funds can also be distributed to the chapter’s University/College, as acceptable according to IRS regulations. This will constitute the final action by the collegiate chapter’s elected officers. 



Signature: ______________________

By (print): ______________________
Title:	Collegiate Chapter Secretary

Approved by AAPP on ______________________ (date) 
  

[bookmark: _Toc143765829]Appendix 3: IRS Steps After AAPP and University Approval
University Acceptance but No Group Exemption for Tax Purposes is Available 
Note: The EIN and IRS steps noted below are only for those collegiate chapters that must operate as a separate non-profit outside the University/College tax exemption. Once approved by the University and AAPP, a collegiate chapter not able to form under the University’s group exemption must obtain a federal Employer Identification Number (EIN) and request recognition by the IRS as a non-profit. The steps to acquire the EIN and the non-profit status are provided below: 
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Obtain your EIN after AAPP has given your chapter official approval

Obtaining an Employer Identification Number (EIN) 
The IRS and Social Security Administration issue federal tax identification numbers to businesses (Employer Identification Number = EIN) and individuals (Social Security Number =  SSN) for the administration of federal tax laws. An EIN is used to by the IRS to identify a business entity on tax returns, statements, and other tax‐related documentation. Chapters must file for an EIN using the official collegiate chapter name found in the bylaws, “AAPP, ______________________ Collegiate Chapter.” 

As a general rule, if your chapter has a separate bank account or operates as an independent financial entity from your university, school or college of pharmacy, then your chapter would need to have its own EIN. Information on how to apply for an EIN can be found below. AAPP keeps a record of all Chapter EINs, and requires that your Chapter’s EIN verification document be sent to the Association upon receipt from the IRS. As an AAPP Student Chapter that will file tax returns outside of their University, an EIN is required. 

When applying for an EIN, the IRS requests a name and SSN for the following: name of principal officer, general partner, grantor, owner, or trustor. While this is not required, it may be in the best interest of the chapter to have the Chapter Advisor’s name and SSN on record. Chapter Advisors tend to remain with the chapter longer than students holding executive committee positions; therefore, to avoid having to contact the IRS each year to update the name and SSN of the person associated with the EIN, it would be easier to have the Chapter Advisor complete this form. AAPP recommends that the name, SSN, and contact information associated with the EIN be updated on a regular basis.

Links to the IRS.gov Web Site:
· Employer Identification Number (EIN) https://www.irs.gov/businesses/employer-identification-number
· Apply for an EIN - https://sa.www4.irs.gov/applyein/
· SS‐4 Form ‐ Application for EIN: https://www.irs.gov/pub/irs-pdf/fss4.pdf
· Instructions SS‐4 Form: https://www.irs.gov/pub/irs-pdf/iss4.pdf



Informing the IRS of Non-Profit Operation
If you are not able to organize for tax purposes under the group exemption of your university, an officer or advisor will need to complete the additional, one-time task of contacting the IRS Nonprofit Division at 1-877-829-5500 to verify that your chapter will be operating as a non-profit but will not be filing formal recognition documents or filing under a group exemption. Advise the IRS representative that you represent a student chapter of a national organization and per the national organization's accountant, you are calling to advise the IRS that you will be operating as a non-profit but will not be filing formal recognition documents or filing under a group exemption. You will be submitting a 990N tax return annually via electronic postcard so you are advising them of this intent in advance of the tax filing. The questions you will be asked and your responses are noted below.

1. What is your Employer Identification Number? Your chapter’s EIN number under the name of the AAPP-Collegiate Chapter 
2. Do your organizing documents state that organization is non-profit? Yes
3. Are your purposes described in your corporate documents and are they non-profit in nature? Yes
4. Are you operating as a 501(c)(6) tax-exempt organization? Yes
5. Month that the fiscal year ends? June 30
6. Is the organization a subordinate under a group exemption? No

At the end of the call, the representative should indicate that he/she has added you into the system as non-profit. It should take approximately 6 weeks before the process is complete and after that you should be able to file any paperwork that is needed which at present is only the annual tax filing facilitated by the AAPP staff and AAPP accountant with the affected collegiate chapters. 

NOTE: Do not contact the IRS without first consulting with AAPP. If you have questions regarding tax status and other IRS concerns, contact AAPP immediately. 




[bookmark: _Toc143765830]Appendix 4: Membership Management Portal
[bookmark: _Toc430856379][bookmark: _Toc430856486][bookmark: _Toc433636809][bookmark: _Toc434218130][bookmark: _Toc435015957][bookmark: _Toc143688509][bookmark: _Toc143765831]How to Add Members to the Membership Portal
Adding members to the membership portal is REQUIRED. Chapter portals will be audited annually for accuracy and failure to update the portal may result in probationary action.
[bookmark: _Toc430856380][bookmark: _Toc430856487][bookmark: _Toc433636810][bookmark: _Toc434218131][bookmark: _Toc435015958][bookmark: _Toc143688510][bookmark: _Toc143765832]Step 1 - Login to your portal from https://aapp.org/myaapp/workspace. Or you can access the portal from My AAPP. Only the officer from your chapter responsible for updating the portal will have access to it; his/her/their name and email must be provided to AAPP National every year.
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[bookmark: _Toc430856381][bookmark: _Toc430856488][bookmark: _Toc433636811][bookmark: _Toc434218132][bookmark: _Toc435015959][bookmark: _Toc143688511][bookmark: _Toc143765833]Step 2 - Click on Manage Members
[image: A screenshot of a web page
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[bookmark: _Toc430856382][bookmark: _Toc430856489][bookmark: _Toc433636812][bookmark: _Toc434218133][bookmark: _Toc435015960][bookmark: _Toc143688512][bookmark: _Toc143765834]Step 3 – In the “Last Name” field, type in the last name of the student member you want to add. Click the “APPLY” button. The student you are looking for should now show up in a newly populated list. 
[image: A screenshot of a computer
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Note: If the student you are searching for does not appear in the list, he/she is not a paid AAPP National member. Immediately inform the member he/she needs to join AAPP National at aapp.org/join. A reminder that all chapter members must first be paid AAPP National members.
[bookmark: _Toc430856383][bookmark: _Toc430856490][bookmark: _Toc433636813][bookmark: _Toc434218134][bookmark: _Toc435015961][bookmark: _Toc143688513][bookmark: _Toc143765835]Step 4 – Click on the Manage button to the right of the member you want to add
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[bookmark: _Toc430856384][bookmark: _Toc430856491][bookmark: _Toc433636814][bookmark: _Toc434218135][bookmark: _Toc435015962][bookmark: _Toc143688514][bookmark: _Toc143765836]Step 5 – A new screen will load. If you are adding a chapter officer, you can enter his/her position name in the “Position Name” field. Otherwise, leave the “Position Name” field blank. Click “SAVE” to confirm you want to add the person. 
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[bookmark: _Toc430856385][bookmark: _Toc430856492][bookmark: _Toc433636815][bookmark: _Toc434218136][bookmark: _Toc435015963][bookmark: _Toc143688515][bookmark: _Toc143765837]Step 6 – After clicking “SAVE” you will be redirected to the membership portal where you can continue adding members.


[bookmark: _Toc143765838][bookmark: _Toc428783366]Appendix 5: AAPP Collegiate Chapter Annual Report 

The AAPP Collegiate Chapter Handbook requires that Collegiate Chapters fill out an annual report and email one copy to AAPP National by July 15th of every year. The report must be submitted as one (1) Word document with Excel attachments as required. Links to Google docs (or other online documents) or other formats will not be accepted. Sections should not be deleted but rather marked as “N/A”.
The intent of the Annual Report is to ensure that a readable record of Collegiate Chapter activities is left for AAPP archives and subsequent Chapter officers who are going to take over the administration of the Chapter in years to come. 

School Name: __________________________________________
Academic Year: _____	to _____

Chapter social media pages (web address required): __________________________________________
(All public web content (i.e., LinkedIn, Instagram, etc.) must be disclosed to AAPP National). Mark N/A if social media isn’t used by your chapter.

MEMBERSHIP 
Insert a list of the members of your Chapter by name as of the end of the academic year, showing the year in which they are scheduled to graduate. 

FINANCES 
1. Chapter membership dues (if any): $ _____  per year per student. 
2. List sources and amounts of income, including dues:  
· ___________________________
· ___________________________
· 
3. Financial position as of May 1, 20 _____ 
4. Gross Receipts for the Last Three Fiscal Years including Current Fiscal Year: 20 _____ $ _____	
20 _____ $ _____		20 _____ $ _____
5. Cash balance: $ _____
6. Accounts receivable: $ _____
7. Accounts payable: $ _____

(Note: If the chapter earns more than $25,000 in average gross receipts, more financial information will be required by the accountant). 

CHAPTER REQUIREMENTS
Chapter Meetings
Report all activities sponsored by your Chapter, including meetings, joint meetings, technical and professional meetings, field trips, and social functions. Report date of activity, description of activity, number of members attending and number of individuals served through activity. Attach a separate page if necessary. 
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________

Chapter Community Service Project(s)
Report all community service activities sponsored by your Chapter or which your Chapter participated in. Report date of activity, description of activity, number of members attending and number of individuals served through activity. Attach a separate page if necessary.
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________

OTHER CHAPTER ACTIVITIES 
This section should report additional activities in which members of the AAPP Collegiate Chapter were directly involved, and that were designed to promote the understanding and pursuit of psychiatric pharmacy as a profession. 

Describe the participation in or assistance provided to any meeting or conference during the past year. 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
List the attendance of your Chapter’s members at AAPP National or Regional meetings, or meetings of other professional organizations. Report date, meeting, and number of chapter members attending.
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________ 

List any talks or papers related to psychiatric pharmacy presented by your Chapter’s members at any academic or industry meetings. Include date, name of student, subject, reason for presentation. 
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________

INCOMING OFFICER LIST
Please attach an Excel list of incoming officers, including name, email, and position.



EVALUATION BY FACULTY ADVISOR 
AAPP requests that the faculty advisor(s) please fill out the following evaluation to the best of your ability. Your comments contribute valuable information concerning the viability of this Collegiate Chapter. Use additional pages if necessary. 

Faculty Advisor: ______________________________________

Your rating of the Chapter’s overall performance: 
☐ Superior 	☐ Good 		☐ Fair 		☐ Poor 

Please provide comments as to the performance and future viability of this Collegiate Chapter: 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Do the student officers invest sufficient time to coordinate and run the Chapter? 
☐ Yes 		☐ No 

Comments: 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Are meetings held on a regular basis? ☐ Yes 	☐ No 

Are meetings productive? ☐ Yes 	☐ No 

Do chapter members regularly attend? ☐ Yes 	☐ No 
Comments: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please include any positive or negative comments you feel are pertinent to this evaluation. 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Does your chapter intend to continue your affiliation with the American Association of Psychiatric Pharmacists during the next academic year? ☐ No 		☐ Yes

1. If yes, list the key activities planned for the coming year; please note any that may require the support of National AAPP. 
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
· ___________________________
Have there been any changes in the Collegiate Chapter’s status as a campus organization in the last year? 
☐ No 		☐ Yes (if yes, please explain)
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Are there any known accreditation issues or actions related to your college of pharmacy? 
☐ No 		☐ Yes (if yes, please explain) 
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
If there are any additional issues or questions that need to be addressed as this Collegiate Chapter proceeds into the coming year, please attach them to this renewal form. 


TRANSMITTAL 
Contents reviewed by:  ________________

Collegiate Chapter President				Date ________________

Annual Report submitted by: 

 ________________
Name 							Date ________________

 ________________
Officer Position 

Contents noted and comments provided by: 

________________
Faculty Advisor 					Date ________________

RETURN ANNUAL REPORT TO: 
AAPP 
vwasser@aapp.org



[bookmark: _Toc428783367][bookmark: _Toc143765839]Appendix 6: Student Chapter Fundraising Submission Form

AAPP Student Chapter: __________________________________________

Project Lead (name, email, phone): __________________________________________

Proposed product: __________________________________________

Product design and description (include how logo will be displayed): ________________________

Proposed use of proceeds: __________________________________________

Proposed dates for selling: __________________________________________

Publicity and other communication documents if available: ______________________________
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