STANDARD OPERATIONAL PROCEDURE FOR THE IUTOX EXECUTIVE COMMITTEE

The Executive Committee carries out its functions in accordance with the stipulations of Section D of the IUTOX Constitution. The following procedural guideline, namely, the Standard Operational Procedure for the IUTOX Executive Committee has been prepared in accordance with the principles delineated in the IUTOX Constitution.

Following its election by the General Assembly, the Executive Committee (EC) holds its first meeting before the end of the International Congress of Toxicology (ICT). The IUTOX Past President participates in this meeting ex officio.  The chairpersons and members of the various IUTOX Committees, Commissions and Task forces are elected in this meeting. New members may be elected to the committees, commissions and task forces on the recommendation of the chairperson of these subgroups.  These recommendations are voted on and approved by the IUTOX EC following  submission to the EC by the president. This process must be completed within 45 days from the time of the initial meeting of the new EC.

The EC may establish new commissions and task forces it deems necessary. 

The IUTOX Strategic Plan for the new term is drafted by the President and the Secretary General in accordance with the committees, commissions and task forces strategic plans and is sent to all EC members.  The IUTOX Strategic Plan is finalized after the comments of suggestions of the EC members have been taken into consideration. This process must be completed within 60 days from the time of the initial meeting of the new EC.

The EC normally meets twice a year to conduct its business. These meetings are preferably held during IUTOX Congresses (International Congress of Toxicology, Congress of Toxicology in Developing Countries) or at the Society of Toxicology (USA), EUROTOX (Association of European Toxicologists and European Societies of Toxicology) or other IUTOX national societies’ scientific meetings 

The agenda of the EC, citing the place and time of the meeting, is drafted by the President and the Secretary General and is sent to all EC members for their comments and suggestions, at least 45 days prior to the proposed meeting.  The agenda is finalized after the comments and suggestions of the EC members have been taken into consideration.  This agenda is send (e-mailed) to EC members at least 10 days prior to the meeting.   

Committees, commissions and task forces prepare a written report regarding their activities before each EC meeting and the chair of each committee, commission or task force is charged with sending these reports to all EC members at least seven days prior to the meeting.  +

All documents that have a bearing on an agenda item must be sent by the relevant EC member to all EC members (via e-mail) at least seven days prior to the meeting. 

The executive director of IUTOX attends, ex offico, any and all EC meetings.

The President may invite relevant people to participate in the discussion of an agenda item at an EC meeting. 

The Secretary General is charged with sending draft minutes and action items of the EC meeting to all EC members within 30 days of the meeting.  The minutes, which take their final form following suggestions (if any) by EC members, are presented to the members for discussion and final approval at the following EC meeting.   

Communication between EC members is preferably by e-mail.    

In case an issue that requires EC approval occurs between two consecutive EC meetings, the subject is first discussed among the President, the President-Elect, the Vice President, the Secretary General and the Treasurer  (and, if the issue involves a particular commission, committee or task force, by the relevant EC member). The President, then, presents the outcome of the discussion for approval of all EC members.  E-mail balloting is valid in such a cases. 
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