SUGGESTIONS ON HOW TO START A
SESHA CHAPTER
	Activity
	“How To”
	SESHA BOD Support

	Make sure you can do this
	Get your manager’s buy in to support your time and efforts. 

Use the “Benefits to your Company” Link on the Toolbox page for assistance
Use the SESHA and Chapter Mission Statements (on Tool Box page) for benefits or setting up a local SESHA Chapter and how it can help you and your company.
	Each SESHA Chapter is allocated funds each calendar year

Contact your SESHA BOD liaison person and your Region Director for assistance and ideas 

SEHSA BOD can provide a standard letter of support to your company management, if needed

	Start to get organized
	Identify people in your organization and other companies to help start up the Chapter. 
Identify your major officers:  President, Vice President and Treasurer. 


	SESHA can provide a membership list, if available for your area. Contact your SESHA BOD liaison or Region Director.
SESHA can assist in sending out an announcement of a new Chapter forming to current members in the area

	Roles and responsibilities for chapter leadership
Chapter Meetings


	1. Set up Chapter meetings

2. Decide meeting topics. Can also poll members and BOD contacts for suggestions

3. Handle finances of Chapter

4. Publish at least a bimonthly Chapter newsletter for members and other interested parties. 
5. Set up at least 1 Mini Conference annually
6. Participate in monthly conference calls and handle correspondence with BOD liaison and Region Leaders

7. Submit a Chapter Activity report to BOD liaison, when requested
8. Have meetings and events with other local EHS organizations 

· Decide upon frequency of chapter meetings. Suggestion is to usually meet at least bimonthly. Keep location and time of month consistent from meeting to meeting, such as 1st Thursday of month at 11:30 AM. 
· Officers, with assistance of Region Director and BOD liaison decide upon monthly meeting topics. Try to plan your meetings and topics at least for the next 6 months.

· Publish a Chapter newsletter to announce meetings
· Locations of meetings could be at member companies or one regular location.

· Usually best to have meetings during normal lunch hours. Options for food is (1) Bring your own. Beverages supplied by host company (2) Member companies offers to provide lunch or (3) Charge members for attending meetings, which can include a small lunch. 

· Suggested meeting agenda:

1. Have members introduce themselves, if meeting is not too large

2. Cover local and national SESHA announcements 

3. Promote annual symposium at each meeting

4. Ask members if they have anything to report such as job openings, conferences, etc.

5. Introduce speaker

6. Presentation time, including questions is usually 45 min to 1 hr. 
	BOD liaison and Region Directors can offer topics for Chapter meetings 
Work with SESHA BOD contact people in organizing mini conferences 



	Publish a Chapter Newsletter
	Suggested areas to include as a minimum in the newsletter:
· Date, time and location of meeting. Provide link for directions, if you can.

· Speaker’s topic, name, title and company

· Short abstract of talk and bio of speaker

· Thank you to previous month’s speaker 

· Upcoming SESHA conferences and activities 

· Other EHS conferences and trainings in the area
· Job openings only if listed at SESHA Career Center web listing. 
Send newsletter out at least 2 weeks prior to meeting date 

Send newsletter to Burk and Assoc. (see SESHA Headquarters link in Tool Box). 
	SESHA Headquarters will send out all Chapter newsletters to local membership and other interested parties. This is to ensure uniformity of all Chapter newsletters. 

	Mini Conferences 
	Prepare for mini conference at least 6 months prior to desired time.
Organize a conference planning committee. This should include some Chapter officers and also members. A good number of people would be about 5 or 6. 

Have a face to face meeting initially to determine title of conference and possible topics/speakers

Survey local membership for possible topics of interest also.

Have a least bimonthly meetings with mini conference committee members, usually conference calls.
Determine costs of registration with your BOD liaison and Region Director. 

Determine location and length of time of conference. Usually 1 to 2 days, max. 

See if you can get SEMI, SIA or other organizations to help co- sponsor conference 

Avoid setting up mini conference during other EHS conferences and SESHA national symposium. 

Usually good to have at least the following for food:

· Continental breakfast or similar

· Lunch – buffet or box lunches keep costs lower

· Afternoon Break  
· Try to get local vendor to sponsor lunch or breaks
Send out flyer at least 3 - 6 months prior to conference. 

Request other local EHS associations, such as AIHA, ASSE and others to help publicize the event. Try to get EHS associations to list in their newsletters and trade journals. Local newspapers and Business Journals usually offer free listings. 
	SESHA BOD liaison and Region Directors can offer suggestions
Review registration costs with BOD liaison and Region Directors to ensure reasonable. 

SESHA HQ can assist in sending out announcements to all of SESHA membership. Sometimes members from other Chapters may like to attend. 


