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Mission Statement of the NSCC Biomed Club
The mission of the NSCC Biomed Club is to improve employment opportunities for students in the Biomedical Equipment Technology program, and to help improve the Biomed program itself.
· One of the ways to accomplish this is by giving our members exposure to the various facets of the biomedical industry and encouraging them to make professional contacts, through arranging field trips to biomedical manufacturers’ facilities and to biomed departments at hospitals in our area.

· We welcome ideas to improve our Biomed program here at NSCC and will strive to make this the best biomed program in the nation.  This can involve actions, from advocating that extra class sessions be opened when not normally offered in order to alleviate crowding, to making proposals for additional room for a dedicated Biomed Equipment Lab, and even curriculum changes as requirements in the industry change.
· We will also endeavor to keep our members informed of quarters in which class offerings pertinent to the Biomedical Equipment Technology program are offered. 

General Responsibilities of Club Officers

1. Completion of club renewal form each fall quarter.  Clubs are responsible for notifying the ASB Vice President when there is a change in club name, officers, advisor, club purpose or club meeting times.  The Office of Student Programs and the ASB Student Government will recognize only the officers and advisor designated on the renewal form.
2. Attendance at the Club Caucus meetings held twice per quarter.  At least one club officer must attend.  If no officers are available, a club member may attend.

3. Writing and/or reviewing the Club Constitution in order to organize and lead each club meeting: Elect/Select club officers.
4. Record keeping (minutes) of club meetings.

5. Advertising and publicity of club meetings and events.

6. Maintenance and review of club meetings and events.

7. Act as a liaison between your club and the Student Programs staff in making sure that they are aware of events you are planning, expenditures you plan to make etc.

8. Develop and supervise a recruiting program for new club members.

( The above is taken from the NSCC Club Handbook  2003-2004 )

Duties of the President

· The President is primarily responsible to see that the Biomed Club’s functions and activities are successfully implemented.
Other Duties
· Supply text for a President’s Column, displayed on the Biomed Club’s website ( http://northonline.sccd.ctc.edu/stuact/bmet/ ), to be given at least, but not limited to, once per quarter.
· File appropriate paperwork with the ASB Vice President, such as: Renewal Packets, Activity Reports, and Contact & Meeting info, as outlined in the NSCC Club Handbook for 2003-2004.
· File any other paperwork with the appropriate parties.
· Keep records of the Biomed Club’s funds and expenditures.
· Oversee advertising and publicity of club meetings and events.

· See that Student Programs staff is aware of events and expenditures the Biomed Club plans to make.

Record Keeping

The President will keep copies of all necessary forms and correspondence pertinent to the Biomed Club.  The President should also have copies of all Meeting Minutes and current copies of the Biomed Club’s “By-laws and Operations Manual” and the NSCC “Club Handbook”.
Transferring Office

· Provide the Incoming President with copies of all records listed under the Record Keeping section.  If this is not possible, then the records should be temporarily transferred to the Secretary, who will the give them to the Incoming President.

Duties of the Vice President

· Assists the President in his/her duties.
Other Duties

· Plans, coordinates and makes arrangements for Biomed Club meetings.
· Coordinates field trips proposed and organized by the Club’s members so that there will be minimum scheduling conflicts between various field trips.

· Notifies other officers of any significant changes or concerns with upcoming meetings, events or field trips.
Record Keeping

The Vice President will keep a record of all upcoming events, field trips and meeting dates, times and locations.  He/she will also keep records of contact people for events and field trips.  The Vice President should also have copies of all Meeting Minutes and current copies of the Biomed Club’s “By-laws and Operations Manual” and the NSCC “Club Handbook”.

Transferring Office

· Provide the Incoming Vice President with copies of all records listed under the Record Keeping section.  If this is not possible, then the records should be temporarily transferred to the Secretary, who will the give them to the Incoming Vice President.

Duties of the Secretary

The Secretary is responsible for maintaining copies of all records pertaining to the Biomed Club. These records include:

· A current database of all members and their email address.

· An accurate attendance record for all club meetings and field trips, via a sign-in sheet when possible.
· Minutes of all club meetings.

· Minutes of all officers meetings, including the results of all votes.
· Summaries of all field trips and club events.

· Copies of all necessary forms and correspondence pertinent to the Biomed Club. 

· Current copies of the Biomed Club’s “By-laws and Operations Manual” and the NSCC “Club Handbook”.

· A list of the Club’s officers.

Other Duties

Provide the Information Manager with copies of meeting minutes and field trip summaries for posting on the club’s website.
Transferring Office

· Provide the Incoming Secretary with copies of all records listed above.  If this is not possible, then the records should be temporarily transferred to the President, who will the give them to the Incoming Secretary.

Duties of the Information Manager

· The Information Manager’s primary duty is to see that the Biomed Club website is properly maintained and up-to-date.  Since the website relies on up-to-date information, all announcements, updates, etc. should be e-mailed to the Information Manager as soon as possible.  (Note: The Information Manager may also be the Webmaster or the Webmaster may be appointed by the elected officers of the club)

· Posts Meeting Minutes and Field Trip Summaries on the website in a timely manner.

· Posts the President’s Column on the website.
· Answers or routes E-mail Questions to the appropriate Club Officer.

Other Duties

May help as able with other duties as requested by the other officers.

Record Keeping

· Keeps backups of website files.

· Current copies of the Biomed Club’s “By-laws and Operations Manual” and the NSCC “Club Handbook”.
Transferring Office
· Make appropriate transition of site maintenance to Incoming Information Manager, trying to minimize downtime as much as possible.  If this is not possible, then arrangements should be made with the President to have this done.
Appendix A               NSCC Biomed Club By-laws
1. Membership – Membership shall include any interested student enrolled in the Biomedical Equipment Technology at NSCC who maintains at least 3 credit hours per quarter.  These are the members who will be permitted to vote in the election of Club Officers.

Honorary members shall consist of anyone interested in joining that has been approved by a Club Officer, but will not have voting rights.
2. Dues – There are NO dues required or accepted for joining the NSCC Biomed Club.
3. Election of Officers – All officers shall be elected annually during Spring Quarter and will take office at the start of the following Fall Quarter.  Election shall be by e-mail ballot during fourth week of May.  Votes will be emailed to: bmetclub@yahoo.com .  
4. Term of Office – All officers are elected for a term of one year.

5. Resignations – Any officer may, at any time, for any reason (such as graduating), resign by submitting their resignation to the other officers.  This resignation shall be written, signed and will be effective on the date indicated.

6. Vacancies – Vacancies shall be filled at the discretion of the President.  The person appointed to fill a vacancy shall hold office until the next regular election.  If it is the President’s office that is vacant, then the Vice President will become President and appoint someone to fill the now vacant Vice President position.
7. Meetings – Meetings will be held at least biweekly.  The meeting time and place will be posted on the Biomed Club’s website during the week prior to the meeting.  Other meetings as required will also be posted in the same manner.
8. Code of Conduct – Members of the NSCC Biomed Club are required to present themselves and conduct themselves in a professional manner when attending club functions, such as field trips.
Note --- Rules and procedures listed in this manual are subject to change by a majority vote of the officers of the NSCC Biomed Club.
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