Annual Student Chapter Standard of Excellence Training

Planning Meeting Review Sheet
The purpose of this document is to assist ISPE Student Chapters in:

1. preparing their Annual Business Plan

2. marketing their Student Chapter for membership growth; and 
3. easing turnover for the following year’s Board of Directors or Executive Council.

It is strongly recommended that two meetings be held for developing the Annual Plan. The first meeting will be held at the beginning of the school year in September, and the other at the end of the school year in April or May. The September meeting will establish the specifics for the upcoming year, while the purpose of the April or May meeting will be to establish a smooth turnover for the incoming officers. It is recommended that the initial program for the upcoming school year be established at the April/May meeting. 

1.
Annual Planning Meeting (August/September):
a)
Attendees (Recommended):

Local Chapter Student Affairs Chair, Faculty Advisor, Industry Advisor(s), President, Vice-President, Treasurer, Secretary

b)
Meeting Tools (Recommended):

· PowerPoint of Planning review and discussion items with copies in note format

· “Student Chapter Cheat Sheet” copies (found in Handbook)

· Review ISPE’s Web site Policy and Branding/Logo Use Guidelines

· Copy of “Chapter Excellence” form for review

· Copies of literature from ISPE including membership benefits, applications, etc. (available through local Chapter, ISPE HQ, and download from Web site)

c)
Meeting Agenda (Recommended):

I. Introduction of Faculty Advisor, Industry Advisor(s) and new board officers

II. Review of organization and responsibilities (Student Chapter Handbook)

· Note specifics for financial responsibilities and financial reporting with dates due to Tampa (Handbook Appendix).
· Note specifics for meeting minutes (Handbook Appendix)
2.
Review dates for upcoming board meetings and Chapter meetings
 3.  Communications:
· Web site policy review (Student Chapter Handbook)

· Marketing practices review (for upcoming programs at Student Chapter level and Local Chapter level) – Program advertising posters and best locations, email, updating Web site, etc.
    4.
Programs (Student Chapter Handbook) 

· Establish at least two (2) per semester with specific dates and topics. Ideas can be never-ending with assistance from Industry Advisor(s). Establishing these programs now will allow release of information to Web site for year’s events. Student Affairs Chair should have list of dates and programs from local Chapter planning meeting to assist coordinated efforts (as listed below).  

· Recommend that at least one program per year shall have a planned local Chapter Board Meeting at Student Chapter location. Chapter Board Meeting shall be followed by regular Student Chapter program. Pizza networking reception shall follow program with attendance from local Chapter board, enabling students to connect to board industry professionals. A few program suggestions for that afternoon/evening could be:

· PowerPoint presentation (ISPE Road Show)

· An evening with Industry Professionals (the local Chapter board)

· A presentation by a local FDA representative – note there is a required 6-month lead time through ISPE HQ.
· Recommend that at least one program per year be combined (if possible) for a student tour of a local facility (set up through local Chapter board industry professional)

· Recommend established PowerPoint presentations that can be found on “Campus Connection,” ISPE’s Web site section especially for Student Members. 

· Discuss involvement with attending local Chapter events (if possible)

· Discuss doing a joint event with another Student Chapter that is in close proximity (if possible)

· Market to non-scientific disciplines

· Talk to your friends about ISPE
· Make arrangements to speak at other club meetings about ISPE, its purpose, its membership benefits, announce upcoming meetings/events that are planned (be sure to mention free food).
· Topics could include:

· Current ISPE Members speaking about industry
· Biotechnology

· Pharmaceutical Terminology (Lingo)

· Validation

· Recent Graduates in the industry speaking about their experience

· Resume Workshop
· The ISPE Campus Connection/Resources section has the following presentations that could be utilized for a program:

· Vaccines and You
· Empowerment Skills
· Career Building Tips
· Interviewing Guidelines
· The Wonderful World of ISPE

· Interviewing with the Ps
· The following presentations are also posted on the ISPE Campus Connection/Resources section and are examples of what can be used to market to non-scientific disciplines. They are in PDF format and are presented so that anyone could take and modify them for a presentation.

· Delivering Affordable Innovation
· Drug Development Process
· FDA 101 - the Inside Story
· Introduction to Commissioning and Qualification
· What is Biotechnology?
5.
Student Poster Competition

· Have the Poster Competition Guidelines in hand (you will find these on the Campus Connection section of the ISPE Web site) so that you can review them with the students who are at the meeting. This was they will know what is expected.

· Discuss the benefits of presenting a poster, both on the local and international levels.
· Explain that the poster’s focus/content does not have to be related to Chemical Engineering.
· Discuss date(s). Logistics are typically established by the local Chapter.
· Place flyers and posters up around campus about the Poster Competition with contact name, email and phone number for additional information. Since the entrants need to be ISPE Student Members, this could be a great way of getting the word out about ISPE and increasing membership.
6.
Community Outreach 

· This can often be done in conjunction with the local Chapter (for example, Habitat for Humanity, Christmas in April, Toys for Tots, Food Bank Drives, Clothing Drives, Coats for Children, etc.). Teaming up with your sponsoring ISPE Regional Affiliate or Chapter is a great way to get involved in these events and also get additional exposure to industry leaders.
· Visit local secondary schools to discuss life sciences and ISPE (could be done during college break period).
7.
Chapter Growth 

· Establish methods of marketing to “Get the word out” on the benefits of membership in an ISPE Student Chapter
· Participate in Campus Clubs/Activities introduction day at beginning of school year. Set up a table with the ISPE Banner displayed, along with information about the benefits of ISPE student membership, student membership applications, and listings of jobs available in the industry. Display the names of research and biopharmaceutical companies as well as vendors and service providers in the area of your Student Chapter. Make sure that you obtain proper permits from your University so that you can have a table and display ISPE information.
8.
Election of Officers and Turnover for the Upcoming Term 

· Establish dates for April/May meeting for elections, turnover, and then plan for the first program of the following student year.

