INDIAN ASSOCIATION OF PALLIATIVE CARE
FORMATION OF STATE/CITY/UNION TERRITORY CHAPTERS
STANDING OPERATING PROCEDURE: VIl

“If you want to go fast, go alone. If you want to go far, go together.”

INTRODUCTION

1. One of the main objectives of Indian Association of Palliative Care (IAPC) is to spread
awareness about the dire needs of Palliative Care all throughout India. Therefore, IAPC being a
pan-India association; it is important that we establish State/City chapters all over India to
strengthen and expand its activities. This SOP considers the same aspect and gives the process
of forming State/Union Territory Chapter in brief. The word “Association” will mean IAPC in this
SOP.

STATE/UNION TERRITORY CHAPTERS

2. There shall be a State Chapter/Union Territory Chapter (UT) in such States or Union Territory
under the constitution of India provided that there are at least 15 individual life members exist
within the territorial jurisdiction of the state/union territory. For small states and Union
Territories, we may keep a minimum limit of 5 members to facilitate opening a Chapter as early
as possible; that will suffice initially to form a Management Committee.

a. No State/Union Territory will have more than one Chapter. They can have City Chapters,
if required, as given in succeeding Paragraph 3.

b. Life Members forming a part of one State/ Union Territory Chapter will not be allowed
to join another State/ Union Territory Chapter.

CITY CHAPTER
3. City Chapter: Wherever at least 10 life members reside in any particular City area where a

State/Union Territory Chapter exists, a city chapter can be formed for holding scientific and/or
professional meetings for convenience of city members.

a. Such city chapters will be governed by the State/Union Territory Chapter where they are
situated. They are not required to have their separate Bylaws.



b. The State/Union Territory Chapter and not the city chapter will communicate with the
secretariat of the Association.

PROCEDURE FOR FORMATION OF NEW STATE/UNION TERRITORY CHAPTER

4. The procedure for formation of new State/Union Territory Chapter will be as follows:

a. When minimum 15 life members of IAPC from the geographical region of a
State/Union Territory propose to establish a State/Union Territory Chapter; they
shall convene a meeting and adopt a resolution proposing the formation of such a
chapter. Such a resolution shall be signed by at least 15 life members.

b. The meeting shall elect an ad hoc Chapter Committee, consisting of a
Chairman, Hon. Secretary and Treasurer.

¢. The ad hoc Chapter Committee shall petition for the formation of the chapter to the
Executive Committee of the Association.

d. Executive Committee shall consider all the aspects essential to the good governance
of the Association in evaluating the petition and may accord sanction for the
establishment of such a chapter.

e. Thereupon, the ad hoc Chapter Committee shall be replaced by an elected Chapter
Committee consisting of a Chairman, Hon. Secretary and Treasurer as well as two
other Chapter Committee Members. More Chapter Committee Members can be
selected to cover the large area of the State; however, the strength of such
members will not exceed twelve members.

f. The Executive Committee of the Association shall give formal recognition to each
chapter in the form of standard chapter which shall contain the name of the
chapter, location, geographical area and the date on which the chapter was granted
recognition and shall bear the signature of the President and the Hon. Secretary of
the Association.

g. Information of the formation of the chapter shall be given to the General Body
during the subsequent General Body Meeting.

h. The chapter inter-alia shall ensure that the local chapter functions as per the
objectives, rules and regulations of the Association.

NAMES OF STATE/UNION TERRITORY CHAPTERS



5. For naming the such Chapters, the name of the State/Union Territory would appear first
followed by the association name and not the vice versa. For example: “Gujarat State Chapter
of IAPC”.

a. All such chapters will function as Chapter of the Indian Association of Palliative Care and
not as an individual Association. They will not have a separate “Logo”, however, they
will use the Logo of IAPC for their stationary and official/educational functions.

b. A standard format of stationary shall therefore be used by all the State/Union Territory
Chapters.

c. Office of various State/Union Territory Chapters shall be situated at the place or
residence of the respective Secretaries of these chapters.

ENROLMENT OF MEMBERS

6. Life Members of IAPC in a particular State/Union Territory will be the members of such
Chapters. No one can be enrolled as life member to IAPC by such Chapters directly.

BYELAWS OF STATE/UNION TERRITORY CHAPTERS
7. Subject to the rules and bye-laws of the Association, each State/Union Territory Chapter shall

make their own Bylaws and will be free to govern itself in such a manner as it shall think fit to
achieve the aims of the Association.

a. The byelaws so made and for the time being in force, shall be binding on the members
constituting the State/Union Territory Chapter.
b. When the Chapter Committee considers it expedient to alter the rules of Bylaws, it can

do so provided that such alterations in byelaws are in conformity with the Byelaws of
the Association.

c. Aformat for such Bylaws is attached as Appendix “A” to this SOP for your guidelines.

REGISTRATION WITH CHARITY COMMISSIONER

8. To give proper legitimacy and permanency to such Chapters, it is important to register them
with relevant Charity Commissioner of the State or Union Territory



FINANCIAL MANAGEMENT

9. The Chapter Committee of State/Union Territory Chapter will keep its own subscription fee
to be taken from their members to raise some seed money. The process of opening a Bank
Account and application for allotment of PAAN to IT Authority should be carried out. The
Treasurer will get the PAN for the Chapter.

10. The Treasurer will be responsible for maintenance of the accounts of the Chapter.

FUNCTIONS OF A CHAPTER

11. Functions of a Chapter are:

a. Each State/Union Territory Chapter shall be managed by the Chapter Committee
constituted by three office bearers and two members or more if need arises. Only
eligible life members of the Association falling within the geographical limits of the
State/Union Territory shall be elected to the State/Union Territory Chapter.

b. Various clauses applicable for the Executive Committee of the Association are
equally applicable to the Chapter Committee, unless specified.

c. The Hon Secretary of each State/Union Territory Chapter shall forward to the Hon.
Secretary of the Association periodic reports of the activities of the chapter from
time to time.

d. Activity Report of the State/Union Territory Chapter is to be submitted to the
Secretary of the Association quarterly.

e. The secretary of each State/Union Territory Chapter shall submit an annual report
and balance sheet of accounts after the end of the financial year to the Hon
Secretary of the Association to be presented to the Executive Committee of IAPC.

REPRESENTATIONS TO STATE GOVERNMENT/ GOVERNMENT OF INDIA

12. State/Union Territory Chapter shall refer all matters concerning the Government of India as
a whole to the Secretary of IAPC for necessary action. However, where a State/Union Territory
Chapter approaches the Association to represent it to its State Government, the Secretary of
IAPC shall take necessary action in the matter. The State/Union Territory Chapter shall keep the
Secretary of IAPC informed about all actions taken by them with State Government or other
organizations.



REVIEW AND AMENDMENTS

13. The SOP will be reviewed by the Executive Committee of the IAPC every 3 years or earlier if
so required, to ensure relevance and effectiveness; proposed changes may be initiated and
amended by the Executive Committee of the IAPC.

CONCLUSION

14. To create awareness and strengthen the reach of IAPC all over India, it is important that
maximum possible State/Union Chapters should be established as early as possible. This is how
the IAPC will be able to fulfill some of its objectives; to alleviate the pain of suffering people and
provide a better Quality of Life when they need it the most!

“None of us is as smart as all of us.”



Appendix

Refer to Paragraph 7 c. of SOP

THE MEMORANDUM OF ASSOCIATION
(State Name)............. CHAPTER OF INDIAN ASSOCIATION OF PALLIATIVE CARE

(Established under the aegis of the Indian Association of Palliative Care)

1. NAME AND JURISDICTION

"

1.1 The name of the Society shall be “......... (State Name) Chapter of Indian Association of
Palliative Care”, hereinafter referred to as “........... (State Name) Chapter IAPC“ or “Chapter”.

1.2 The registered office of the Chapter shall be situated at
v (ADAEESS) i

1.3 The Chapter shall operate within the territorial limits of the State of (State Name)......., in
conformity with the Laws of the Indian Association of Palliative Care (IAPC).

2. AFFILIATION AND LEGAL STATUS

2.1 The Chapter shall function as a State Chapter of the Indian Association of Palliative Care and
shall derive its authority under the Bylaws of IAPC.

2.2 These Bylaws are framed in conformity with the Bylaws of IAPC.

2.3 The Chapter shall be registered under the Societies Registration Act, 1860 (as applicable to
Odisha).

2.4 The Chapter shall have a distinct legal identity within (......... Name of the State) but shall not
act contrary to the objectives, policies, or directions of IAPC.

3. AIMS AND OBJECTIVES

3.1 To promote the philosophy and practice of palliative care throughout .......... ( Name of the
State)

3.2 To organize scientific meetings, conferences, workshops, and training programs for
professionals, volunteers, and institutions.



3.3 To promote public awareness and education on palliative care among communities, health
institutions, government & non-government agencies, and health policymakers.

3.4To facilitate collaboration among governmental, non-governmental, and academic
institutions for the advancement of palliative care.

3.5 To support IAPC Central initiatives and represent (State Name) in national and international
forums.

3.6 To encourage ethical standards, research, and community engagement consistent with
IAPC’s principles.

The Executive Committee of Indian Association of Palliative Care, Odisha Chapter

SER NO | NAME & ADDRESS PROFESSION DESIGNATION
1. President
2. Hon Secretary
3. Treasurer

The above Executive Committee shall remain in office till the date of the next election.

We, the several undersigned persons whose names and addresses are hereunder subscribed
and are desirous of being formed in to an Association in pursuance of this Memorandum of
Association. (Write the names of other Life Members from the state)

Name & Address Profession Designation




THE RULES AND REGULATIONS
........................ CHAPTER OF INDIAN ASSOCIATION OF PALLIATIVE CARE
1. NAME AND JURISDICTION

1.1. The name of the Society shall be “.......... Chapter of Indian Association of Palliative Care”,
hereinafter referred to as “........... Chapter IAPC” or “Chapter”.

2. PURPOSE

2.1 The ........... Chapter IAPC is established solely for the purposes stated in the Memorandum
of the Association.

3. Interpretation of Rules

3.1 The ruling of the President will be final and binding in the interpretation of all the rules and
regulations of the Chapter.

4. MANAGEMENT

4.1 The management of the affairs of the Chapter is entrusted in accordance with bylaws of the
Chapter to the Executive Committee of which the elected members with voting powers are:

4.1.1. The President of the Chapter: 3 Years Term

4.1.2. The Hon Secretary: 3 Years Term

4.1.3. The Treasurer: 3 Years Term

4.1.4. Executive Members: Maximum 15 members can be elected.

4.2. All the above mentioned members of the Executive Committee can have maximum two
terms.

5. MEMBERSHIP

5.1 The Life Members of the IAPC who hails from the geographical region of the state will be
the members of the Chapter. The Chapter shall not directly admit individual members.

5.2 The Chapter may collect a Chapter Development Fee from such members to support state-
level initiatives.

5.3 Institutional affiliation may be granted to recognized organizations working in palliative care
within Odisha, subject to the approval of the Executive Council.



6. CESSATION OF MEMBERSHIP

6.1. Membership of the Chapter will cease:

6.1.1 By voluntary resignation as from a specified date.

6.1.2 If the Executive Committee decides by a two- thirds majority to delete the name
of the member from the membership for any proved unprofessional behaviour
or conduct, and is confirmed by the General Body at its next meeting.

6.1.3 Membership shall cease if the said member has ceased to be a member of the
IAPC for any reason after due process.

7. GENERAL BODY

7.1 The General Body (GB) shall consist of all Life Members and Institutional Members as
defined in Clause 5.
7.2 The General Body shall be the supreme authority of the Chapter and shall:

7.2.1 Elect the Executive Council;

7.2.2 Approve annual reports, audited accounts, and budgets;

7.2.3 Consider and approve amendments to the By-Laws;

7.2.4 Consider any other matter placed before it by the Executive Council.

8. ELECTIONS

8.1 The President shall be elected at an Annual Meeting of the General Body. She/he shall
remain in office for 3 years until the end of the succeeding annual General Body Meeting at
which he/she will install his/her successors.

8.2 The Honorary Secretary, the Honorary Treasurer and other members of the Executive
Committee shall be elected at an annual meeting of the General Body. They shall hold
office for three years at the end of which period they will be eligible for reelection.

8.3 Hon. Secretary shall notify in the newsletter or otherwise the number of vacancies in the
Executive Committee to be filled to the forthcoming election to be held at the time of
annual general body meeting.

8.4 Every nomination together with the written consent of the candidates to contest the
election, duly proposed and seconded by two members, shall be sent to the Hon. Secretary
under registered cover so as to reach him not later than 30 days before the date fixed for
annual general body meeting each year. The Hon. Secretary shall place the nomination
received by him before the Executive Committee at their annual meeting for scrutiny.



8.5 All nominations found in order by the Executive Committee shall be placed before the
general body for election.

8.6 In the absence of any valid nominations as stated above, the general body shall proceed to
hold the election of the office bearers from amongst those members present and eligible.

8.7 The nominations can be withdrawn by the candidate before the commencement of election
by a written request.

8.8 The election shall be by secret ballot with single non-transferable vote per vacancy. The
Hon. Secretary shall distribute to each eligible voter a ballot paper showing names of all
valid nomination. All the ballot papers will be collected and scrutinized by the scrutiny
officers nominated by the President. Signing or initialing the ballot paper by the voter will
make the paper invalid. The result of the elections shall be announced by the Hon. Secretary
before the conclusion of annual general body meeting.

8.9 No person can hold an office unless he is a life member of IAPC for not less than ten years
for the post of President, and has attended not less than three annual conferences of the
IAPC in preceding five years.

8.10. In the event of the vacancy occurring amongst the office bearers, viz., the President, Hon.
Secretary and Hon. Treasurer and other Executive Committee members during the course
of any year, the existing member of Executive Committee shall elect the office bearer or
office bearers in the vacancy or vacancies and persons so elected shall hold office for the
remaining period for which his predecessor would have held the office. Vacancies so filled
shall not exceed three during the year.

8.11. Office bearers shall cease to hold office:

8.11.1. When the period of their election tenure is over.
8.11.2. If by a resolution the general body decides by a two third majority of the
members present that such office bearer or bearers be removed from office.

8.12. Elections can be held “online” in certain situations that can be determined by the
Executive Committee of IAPC.

9. MEETINGS



9.1. The Executive Committee shall meet at least once a year, preferably before the
commencement of annual conference. 1/3" of the total number of members of Executive
Council shall from a quorum.

9.2. The Hon. Secretary shall circulate the agenda for the meeting at least three weeks before
the holding of the meeting.

9.3. If it is found inconvenient or impracticable to hold a meeting of the Executive Council and if
the Hon. Secretary and or the President deem it desirable that the opinion of the Executive
Committee be obtained, they shall do so by post and act in accordance with the view of the
majority.

9.4. The Hon. Secretary shall arrange to hold an annual meeting of the General body every
year at the time of annual conference of the Association. The quorum for the general body shall
be 10 or 1/4™ of the members of the society whichever is smaller.

9.5. Any member desiring to move a resolution at the annual general meeting shall give notice
of the same in writing to the Hon Secretary at least forty-five days before the date fixed for the
meeting.

9.6. The Hon Secretary shall circulate the agenda along with proposed resolutions at least three
weeks before the holding of the meeting of the general body. Amendments to the resolutions
will be received until 48 hours before the general body meeting.

9.7. The President when present shall preside at the meetings of Executive Council, general
body and at the Annual conference.

9.8. In the absence of the President, the senior most past president shall preside over the
meeting. If necessary, the meeting may elect its own Chairman and for the purpose of the
meeting he shall have all the powers of the President.

9.9. The President or Chairman in the event of a tie will have a casting vote.

9.10. The voting may be by show of hands or by ballot whichever is thought desirable by the
President except for elections to the elective posts.

9.11. The ruling of the President or Chairman shall be final, provided it is within the rules and
regulations of the Chapter.

9.12. The President may whenever he thinks necessary and shall upon a requisition signed by at
least fifteen life members of the Chapter convene a “Special General Body Meeting” at such
place he may decide. Such requisition must clearly state the objects of the special meeting



proposed to be called and shall be addressed to the Hon. Secretary. Such special general body
meeting shall be held within sixty days from the date of receipt of such requisition.

9.13. The meetings can be conducted online if the Executive Committee so decides because of
special circumstances when in person meetings is not advisable or possible.

9.14. For any type of meetings, if the quorum is not complete; after 30 minutes of break, the
subject meeting will be conducted with whatever numbers of members are present.

10. POWERS AND FUNCTIONS OF THE OFFICE BEARERS

10.1. President shall preside at and conduct meetings of the Chapter and its Executive
Committee and shall have a casting role.

10.2 President: Shall supervise the general activities of the Chapter

10.2.1. President shall exert himself to improve the finances of the Chapter.

10.2.2. President may appoint sub committees if and when necessary with terms
of references as decided by the Executive Committee.

10.2.3. He shall have the right to call Executive Committee and general body
meeting in the times of emergency.

10. 3. Hon. Secretary: Shall call meeting of the Executive Committee and General Body on the
advice of the President.

10.3.1. Shall prepare agenda for and keep a record of the minutes of the
meetings of Executive Committees and the general body.

10.3.2. Shall see that decisions carried out by the Executive Committee and
carried out by the persons concerned.

10.3.3. Shall carry on all correspondence on behalf of the Chapter

10.3.4. Shall prepare and present an annual report to the ChapterShall organize
activities for the fulfilment of the aims and objectives of the Chapter

10.3.5. May call for from any office bearer, any paper pertaining to the work of
the Chapter, for inspection and necessary action.

10.3.6. Will take steps to improve the funds of the Chapter

10.3.7.Shall issue notices for the meeting through telephone/ postal
information/email.

10.4. Treasurer: Will arrange collection of funds necessary for maintenance of the Chapter and
its activities and keep them in deposit with a bank approved by the Chapter.

10.4.1 Shall issue receipts for all value received for the Chapter



10.4.2. Shall accept donation and issue receipts for the Chapter

10.4.3. Shall keep bills or vouchers and also payees’ receipt whenever possible
for the payments made by him and maintain a regular record of Chapter’s
accounts.

10.4.4. Shall operate accounts of the Chapter jointly with the Hon Secretary of
the Chapter.

10.4.5. Shall prepare and make available to the Hon Secretary the annual
statements of income and expenditure for the annual report.

10.4.6. Will be authorized to make expenses available to members for scientific,
academic and administrative activities of the Chapter.

10.5 Executive Committee Members: To regularly attend meetings of the Executive Committee
and take active interest in its various activities.

10.5.1. To render and cause to be rendered financial and other help to the
Chapter to the best of their capacity.

10.5.2. Shall cease to be a member of the Executive Committee if he or she
does not attend three consecutive meeting of the Executive Committee.

11. FINANCE, ACCOUNTS, AND AUDIT

11.1. All funds shall be deposited in a nationalized or scheduled bank in the name of “........
Chapter IAPC”.

11.2. The account shall be operated jointly by any two of the three office bearers — President,
Secretary, and Treasurer.

11.3. The financial year shall be from 1st April to 31st March.

11.4. Accounts shall be audited annually by a qualified auditor appointed by the General Body.
11.5. Audited accounts and annual reports shall be submitted to IAPC each year.

12. AMENDMENTS TO BYLAWS

12.1. Amendments of the rules and regulations can be proposed by the Executive Committee or
the general body. The proposed alteration will be circulated by the Hon. Secretary by post to all
the life members of the society for the approval. If at the end of one month period from the
date of circulation, objection to it as received by the hon. Secretary are less than 50% of the
registered members of the Chapter, the amendments will be deemed to be effective till final



approval by the next annual general body meeting of the Chapter. The amendments will need
to be approved by the competent legal authority.

13. INDEMNITY

13.1. All the office bearers are indemnified from all acts taken in good faith for the smooth
functioning of the Chapter.

14. DISSOLUTION

14.1. In case of unavoidable circumstances if there be a need to dissolve the Chapter for
whatever reasons then all the proceeds of the organization shall be donated to some other
organization which subscribes to the objectives of the Chapter or Govt. of India.



