


[image: Logo_IAEM]How to Start an IAEM-USA Student Chapter 

Thank you for your interest in starting a student chapter of the International Association of Emergency Managers at your university or college.  Below you will find a step-by-step plan to become an official Chapter:

1. [bookmark: _GoBack]Use the Chapter in a Box toolkit posted at www.iaem.org/documents/IAEM-Student-Chapter-Toolkit-2020.zip. This kit includes all the paperwork you need to publicize and start your chapter.

The IAEM HQ Staff Liaison for Student Chapters will be your main contact point to provide you with guidance, support and answer any questions. See https://www.iaem.org/about/contact/staff-listing for the Liaison name and contact information.

2. Seek university approval if needed to organize a new group on your campus. Check with your “Student Life Office” or equivalent.

3. Organize an informational meeting on your campus.  This can be used to introduce interested students to IAEM-USA, and the benefits of membership.  

a. You can ask IAEM HQ for a supply of handouts such as current IAEM newsletters, membership brochures and small promotional items. 
b. We strongly encourage you to have local members of IAEM-USA attend – something the Staff Liaison can help arrange for you.

4. Choose an advisor and an alternate advisor and have them both sign the “IAEM-USA Chapter Advisor Agreement.”  This insures both you and your advisors are clear on each other’s responsibilities.  Your advisors must be members of IAEM-USA and faculty or staff members at your university of college.  Some educational institutions have additional requirements for your advisor so be sure to check on that as well.

5. Create your Chapter bylaws and elect interim officers (at a minimum, a president, vice president and a secretary/treasurer).  IAEM-USA requires certain language in all chapter bylaws and your University or College may as well.  If you have any questions about writing your bylaws or run in to any problems, be sure to reach out to the Staff Liaison for assistance.  We strongly suggest you send your draft Bylaws to the Staff Liaison for review before you vote on them.  This avoids any delays later on in the process.

6. Become an official organization at your university or college.  Once you are approved, have a member of the University sign the “University / College Organization Verification” form.

7. Every Chapter must have at least 10 paid IAEM-USA members.  Complete the IAEM-USA Student Chapter Roster Template with at least ten (10) student members.

8. Complete the Interim Chapter Information Form.

9. Once you have completed steps 1 – 7, submit the following materials:

a) IAEM-USA Student Chapter Advisor Agreement
b) Chapter Bylaws
c) University/College Organization Verification Form
d) IAEM-USA Student Chapter Roster Template 
e) Interim IAEM-USA Student Chapter Information Form

All materials must be scanned and emailed to:

IAEM HQ Staff Liaison for Student Chapters
Rebecca Campbell, rcampbell@iaem.com 
Subject: Interim New Student Chapter

Once received, the IAEM-USA Executive Committee will review your application.  If approved, you will receive Provisional Status after which you will have six months to:

a) Elect permanent Officers
b) Submit the Chapter Information Form
c) Submit minutes from at least three meetings

Once you have completed these three steps, document and send them to the staff liaison for the IAEM-USA Executive Committee to review and approve your official charter.  You will receive your Permanent Charter as an official Chapter of IAEM-USA upon approval.  To maintain your charter, Chapters must:

a) Maintain regular communication with the IAEM Staff Liaison including quarterly progress reports;
b) Submit annual paperwork including:
· Chapter Information Form
· Current Bylaws
· Current Bank or University Account Statement
· Current Membership Roster verifying a minimum of 10 paid IAEM-USA Members
· Summary of Activities Form


Thank you for helping protect lives and property from disaster by leading an IAEM student chapter!
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