BeMSA Intern Reglement (Bylaws) 
Article 1. General provisions 
Section 1.1. Name 
1.1.1. The name of the association is Belgian Medical Students' Association. 
1.1.2. The only recognized abbreviation is "BeMSA". 
1.1.3. The only recognized translation in French is "Association des Étudiants en Médicine Belges". 
1.1.4. The only recognised translation in Dutch is "Vereniging der Belgische Medische Studenten”

Section 1.2. Language 
1.2.1. All official documents of BeMSA, for internal use or for entering into any contract with an external organization, must be drawn up in one of the following three languages: English, French or Dutch.
1.2.2. The official language for internal communication is English.
1.2.3. The official language for meetings, including the General Assembly, Team of Officials Meetings and the Executive Board Meetings, is English.

Section 1.3. Vision 
1.3.1. Skilled healthcare students making a sustainable change towards social, physical, and psychological well-being for all.

Section 1.4. Mission 
1.4.1. To unite and empower healthcare students by equipping them with the knowledge, skills and values to shape competent, culturally-aware healthcare workers and global health professionals, for equal access and attainment of health for all. 

Section 1.5. Corporate Identity 
1.5.1. All templates and logos are placed in the Google Drive where they are accessible to all Team of Officials members and Local Committee board members. 
1.5.2. All official correspondence is done through the template prepared for this purpose, the letterhead. 
1.5.3. All emails sent from an official BeMSA e-mail address must have a uniform signature. This email address should be used for all BeMSA-related communication. 
1.5.4. A corporate identity manual will be made available to all members, explaining all aspects of the corporate identity, including certain restrictions for the use of BeMSA logos. These should be respected at all times. 

Section 1.6. Publications 
1.6.1. All publications written or drafted in the name of BeMSA, released in physical or digital form, must be approved by the Executive Board. 
1.6.2. In the context of sponsorships, support or agreements with other organizations, advertising and statements can also be published by BeMSA. 
1.6.3. BeMSA logos are used for BeMSA publications or official communication. Deviations from this can be approved by the Executive Board. 
1.6.4. A list of all official documents and publications should be maintained and updated. 

Section 1.7. Term 
1.7.1. The term for the Executive Board and Team of Officials runs from 1st of July to 30th of June of the following year. A term is always 1 year. 
1.7.2. The term for the Supervising Counsel runs from 1st of July to the 30th of June two years later. A term is always 2 years. 

Section 1.8. Standing Committees 
1.8.1. BeMSA is active in the following 6 Standing Committees of IFMSA:
· SCOPH: Standing Committee on Public Health
· SCORA: Standing Committee on Sexual and Reproductive Health and Rights including HIV and AIDS
· SCORP: Standing Committee on Human Rights and Peace
· SCOME: Standing Committee on Medical Education
· SCOPE: Standing Committee on Professional Exchanges
· SCORE: Standing Committee on Research Exchanges

Section 1.9. Changes to the Bylaws (Intern Reglement) or their Annexes 
1.9.1. A proposal to change the Bylaws must be submitted by a member of the BeMSA Team of Officials, the BeMSA Team of Officials as a whole, the BeMSA Executive Board as a whole or a Local Committee in accordance with statute 2.1.1 of the Bylaws (Intern Reglement). 
1.9.2. Changes to the Bylaws require a two-thirds majority. 
1.9.3. Changes to the Bylaws will take effect immediately after the General Assembly unless otherwise specified in the proposal. 
1.9.4. All grammatical and renumbering changes to the Constitutions and Bylaws (Statuten en Intern Reglement) can be done by the BeMSA Executive Board between the General Assemblies. These changes should be sent to the Local Committees immediately. A report listing all the suggested changes will be presented at the General Assembly for adoption by the Executive Board. Upon adoption of the report, the Executive Board can make the changes. 

Section 1.10. External affairs 
1.10.1. Members can represent BeMSA at an external meeting if they are selected by the Executive Board or the relevant Local Executive Board.
1.10.2. Members can apply to attend external meetings by sending a candidature to the Executive Board or the relevant Local Executive Board.  
Section 1.11. Strategic Plan 
1.11.1. BeMSA’s long-term work is based on its three-year strategic plan. It aims to ensure continuity, transparency and accountability in the work of BeMSA’s elected and appointed leaders. 
1.11.2. The strategic plan is adopted by the General Assembly with a two-thirds majority. Amendments to the tabled Strategy require a two-thirds majority to pass. The period of the three-year strategic plan is followed by a term in which the strategic plan is evaluated and the new strategic plan is drafted. 
1.11.3. Amendments to the tabled Strategy require a two-thirds majority to pass.
1.11.4.The period of the three-year strategic plan is followed by a term in which the strategic plan is evaluated and the new strategic plan is drafted.
1.11.5. The Annual Working Plans of each Team of Officials member must reflect the priorities laid out in the strategic plan, to underpin the implementation of the strategic plan.
1.11.6. At every General Assembly, the Executive Board must report on the execution of the strategic plan.
1.11.7 At every Team of Officials Meeting, the Executive Board must report on the progress of the strategic plan.

Article 2. Members
Section 2.1. General 
2.1.1. A Local Committee (LC) consists of a group of students from a Belgian medical faculty who actively support the objectives of BeMSA vzw. A Local Committee is formed by students who are represented by the members as described in statute 3.1 of the Constitution (Statuten). 
2.1.2. A maximum of 1 Local Committee per medical faculty can be represented in BeMSA.
2.1.3. A student can only represent the Local Committee of the faculty where they study. In the case of UHasselt, KULAK and UNamur, representation by an alumnus who studies at another university during the relevant BeMSA working year may be allowed.
2.1.4. Individual students cannot apply for membership at BeMSA. 
2.1.5. All Local Committees, both Full Members and Candidate Members, unless otherwise specified, must abide by the Local Committee Regulations mentioned in Article 13 of the bylaws (Intern Reglement). The Executive Board has the right to suspend LC membership during the period in which the LC regulations are violated. 

Section 2.2. Regulations to become recognized as Candidate Member of Full Member within BeMSA 
2.2.1. All prospective Candidate Members and Full Members must abide by the Local Committee Regulations mentioned in Article 13 of the bylaws (Intern Reglement). 
2.2.2. To obtain the status of Candidate Member, an application form must be submitted no later than 10 days before the start of the plenary the General Assembly that must include: 
· Name of the Local Committee; 
· Number of students being represented, including the number of medical students and non-medical students; 
· Estimated yearly budget; 
· Description of the structure of the Local Committee, including the board members, the Standing Committees and their activities; 
· Any future plans that the Local Committee will pursue to further develop their organization 
2.2.3. For a Candidate Member to obtain the status of Full Member, an application form must be submitted no later than 10 days before the start of the plenary of the General Assembly that must include: 
· Name of the Local Committee; 
· Number of students being represented, including the number of medical students and non-medical students; 
· Estimated yearly budget, including a description of how they will ensure sustainability in paying the membership fee; 
· Description of the structure of the Local Committee, including the board members, the Standing Committees and their activities; 
· A description of their development from when they became a Candidate Member. 
2.2.4. In order to obtain the status of Full Member or Candidate Member, a presentation must be given during the General Assembly. This presentation must contain at least the following information: 
· Name of the Local Committee
· Number of students that are represented in the Local Committee including the number of medical and non-medical students
· Description of the structure of the Local Committee.
2.2.5. The Vice-President, in consultation with the Team of Officials, gives a positive or negative recommendation to the General Assembly in connection with the application for a Full Member or Candidate Member. 
2.2.6. The recognition as a Local Committee is approved by the General Assembly with a simple majority. 

Article 3. Procedures during the General Assembly 
Section 3.1. General 
3.1.1. During formal meetings of BeMSA it is forbidden to smoke or consume alcoholic beverages. 
3.1.2. Breaks during the General Assembly can be requested by the chairperson of the meeting, the President or a member with voting rights in the General Assembly. The break request must be approved with a simple majority. 

Section 3.2. Participants and guests 
3.2.1. Anyone who wishes to take part in the General Assembly, both as a person entitled to vote or as a spectator, must have registered as a participant beforehand. 
3.2.2. All participants of the General Assembly, including the spectators, have speaking rights during the General Assembly. The chairperson decides when a person may use their speaking rights. 
3.2.3. Motions must be submitted by a member of the BeMSA Team of Officials, the BeMSA Team of Officials as a whole, the BeMSA Executive Board as a whole or a Local Committee in accordance with statute 2.1.1 of the Bylaws (Intern Reglement). These motions may concern the following topics, but are not limited to: agenda changes, proposal to resign or adopt a new member, activity proposals, policy documents. 
3.2.4. Spectators may be asked to leave the room when it is thought that a subject is best discussed internally. To this end, a procedural motion must be submitted as described in statute 3.7.6. of the Bylaws (Intern Reglement). 
3.2.5. If elected, there shall be at least one Supervising Council member present at every General Assembly. Supervising Council members have speaking rights, but no voting rights.

Section 3.3. Chairperson 
3.3.1. Until the chairperson is elected, the President has the duty to chair the General Assembly, or to seek a replacement within the Executive Board. 
3.3.2. The chairperson is responsible for the smooth running of the General Assembly. They are also responsible for the correct interpretation of the Constitution and Bylaws (Statuten en Intern Reglement) during the General Assembly. 

Section 3.4. Motions and discussions 
3.4.1. All motions, unless otherwise specified in the Constitution and Bylaws (Statuten en Intern Reglement), must be submitted to the chairperson, unless indicated otherwise by the Executive Board, 5 days before the start of the plenary of  the General Assembly. The Executive Board has the duty to make all submitted motions available to all persons entitled to vote within 48 hours. 
3.4.2. An implicit or explicit series of independent resolutions included in one single motion has to be divided into two or more independent motions upon request of any full member with voting rights (e.g. adoption of several reports at the same time). 
3.4.3. All motions must be supported by a voting member, who is not the proposer, and who is not from the same Local Committee as the proposer. If the proposer submits the proposal on behalf of the Executive Board or Team of Officials, the supporter may come from the same Local Committee as the proposer. If no supporter is found, the motion is not accepted. 
3.4.4. Amendments to motions can be proposed by any member with proposing rights according to statute 3.2.3 of the Bylaws (Intern Reglement). 
3.4.5. During the discussions, anyone who wishes to take the floor will turn to the chairperson. The chairperson will decide when someone can take the floor.
3.4.6. After the discussion has closed, the chairperson will ask if there is a direct negative.
3.4.6.1. If there is none, the motion is accepted nemo contra and there will be no formal vote.
3.4.6.2. If there is a direct negative, the chairperson will ask if an alternative motion is submitted. This motion can be submitted independently of the submission deadline. An alternative motion must be supported by a voting member, who is not the proposer, and who is not from the same Local Committee as the proposer. If the proposer submits the proposal on behalf of the Executive Board or Team of Officials, the supporter may come from the same Local Committee as the proposer. If no supporter is found, the motion is not accepted. 
3.4.7. A motion is adopted in one of the 3 following cases:
· There is no direct negative vote, the motion is accepted nemo contra;
· If a simple majority is achieved after voting;
· If a relative majority is achieved after a vote with several alternative
Section 3.5. Point of order 
3.5.1. A point of order can only be submitted to indicate possible procedural errors of the Belgian legislation or Constitution and Bylaws (Statuten en Intern Reglement) of BeMSA. 
3.5.2. A point of order takes precedence over everything, and the petitioner will immediately have the right to speak. A point of order is the only entity that can interrupt an ongoing vote. 
3.5.3. If a point of order is used for other purposes, the Local Committee of the petitioner will receive a formal warning. After receiving 3 warnings, the local committee loses its right to submit a point of order. 

Section 3.6. Point of information 
3.6.1. A point of information is a brief statement or question that is useful and relevant at the time for the speaker or the General Assembly as a whole. Under no circumstances may this announcement contain a personal opinion or gauge a personal opinion. 
3.6.2. If a point of information is requested, the current speaker has the right to decide whether this point of information is immediately made. If the speaker refuses the point of information, this must take place immediately after the speaker stops speaking. 
3.6.3. If a point of information is used for other purposes than those mentioned in statute 3.6.1. of the Bylaws (Intern Reglement), the Local Committee of the petitioner will receive a formal warning. After receiving 3 warnings, the local committee loses its right to submit point of information. 

Section 3.7. Procedural motion 
3.7.1. A procedural motion has priority over everything, except for a point of order or a point of information. A procedural motion cannot interrupt the current speaker or a voting process. 
3.7.2. A procedural motion can be submitted at any time. The petitioner has the right to briefly explain their motion. 
3.7.3. All procedural motions must be supported by a voting member, who is not the proposer, and who is not from the same Local Committee as the proposer. If the proposer submits the proposal on behalf of the Executive Board or Team of Officials, the supporter may come from the same Local Committee as the proposer. If no supporter is found, the motion is not accepted.
3.7.4. A procedural motion must be approved with a 2/3 majority. 
3.7.5. If a procedural motion is approved by the General Assembly, it immediately goes into effect. 3.7.6. Motions on the following topics must be submitted via a procedural motion:
· Any adjustment to the agenda, as stated in statute 4.4. of the Constitution (Statuten); 
· Immediate closure of the current topic, and transition to the next topic on the agenda; 
· Suspending a Bylaw (Intern Reglement); 
· To not include a certain discussion in the minutes; 
· To force everyone, present at the General Assembly, that are not a member of BeMSA to leave the room. 

Section 3.8. Voting procedures 
3.8.1. At the start of each session, the chairperson must do a roll call. All Local Committees with voting rights will be called to see if they are present. The result of the roll call will be recorded and incorporated in the minutes. 
3.8.2. Decisions will be taken by simple majority in case of a single motion and relative majority in case of several motions, unless otherwise specified by the Constitution and Bylaws (Statuten en Intern Reglement). 
3.8.3. Voting is done by either raising the voting card or by secret ballot. With every vote there must be the possibility to vote in favour, to vote against and to abstain. When voting by secret ballot, all three options must be clearly presented on the voting form. 
3.8.4. Voting during elections will be done by secret ballot, except for the election of the chairperson. In addition, voting by secret ballot shall take place if requested by a full member with voting rights. 
3.8.5. Voting will be done as mentioned in Annex 1. 
3.8.6. The chairperson or two members of different Local Committees have the right to request a recount of the votes in case of suspected fraud or miscount. 

Section 3.9. Proxies 
3.9.1. If a member wishes to cast their vote by proxy, a notification of the use of proxy must be made to the chairperson. This notification is done by submitting a proxy form. This indicates the person entitled to vote who gives a proxy, to which person entitled to vote the proxy is rewarded, and for which General Assembly the proxy is valid. 

Section 3.10. Elections 
3.10.1. All candidatures for positions in the Executive Board, Team of Officials or Supervising Council must be submitted to the President and Secretary, 5 days before the General Assembly or a separate election procedure where the elections will take place.
3.10.2. The Executive Board will make all valid applications available to all members at least 3 days before the General Assembly or a separate election procedure.
3.10.3. A candidacy consists of a Curriculum Vitae, a Motivation Letter and a Plan of Action for the relevant position.
3.10.4. Candidates may only submit one candidacy per election. 
3.10.5. All candidates are expected to present their candidature at the General Assembly or election night to provide an explanation of their candidacy and to answer any questions from the members. The candidate can explain their candidacy in person at the National General Assembly or via an audio-visual connection, made available to the Secretary on the day before the General Assembly.
3.10.6. Candidates have 5 minutes to present their candidacy. Immediately thereafter there is 5 minutes time for questions from the members. When all presentations have finished, members entitled to vote may then discuss the candidatures in the absence of all candidates running for positions at that General Assembly or election night. 
3.10.7. An absolute majority is required in order for a candidate to be elected. 
3.10.8. For positions with more than 1 spot, and the number of candidates being less than or equal to the number spots, they will be voted upon individually one after the other, the candidates that gain an absolute majority will be elected. 
3.10.9. For positions with more than 1 spot, and the number of candidates being greater than the number of positions, candidates are elected sequentially for each open spot, using the system explained in statute 3.10.11. of the Bylaws (Intern Reglement). For the second and third spot, all candidates that were not elected for a previous spot will be voted upon. 
3.10.10. In case there are two candidates for a position, and no candidate gains absolute majority in the first round, the candidate with the higher number of votes will continue to a vote of confidence to gain absolute majority. If the candidate does not reach an absolute majority, the candidate will not be elected. 
3.10.11. In case there are three or more candidates for a position and no candidate gains absolute majority, there will be a second round. Only the two candidates with the highest number of votes in the first round will continue to the second round; 
· If two candidates tie for the second highest number of votes, an intermediate round will be held for them, in which the one with the least number of votes will be eliminated. In case of a tie, a lottery will be performed by the chairperson for a candidate to continue to the second round; 
· The candidate who gains relative majority in the second round, will continue to a vote of confidence to gain absolute majority. If the candidate does not reach an absolute majority, the candidate will not be elected. 

Section 3.11. Minutes and reports 
3.11.1. An official report must be written for each General Assembly. This report must contain the following elements: 
· Date and location of the meeting; 
· Attendees with voting rights; 
· The agenda; 
· All voting results; 
· All motions and the name of the submitter; 
· The main discussion points. 
3.11.2. The Secretary is responsible for making this report. The Executive Board has the right to propose adjustments for the finalization of the report. 
3.11.3. The report must be made available to all Local Committees, Team of Officials members and Supervising Council members, at the latest 1 month after the relevant meeting took place. 

Article 4. National General Assembly 
Section 4.1. General 
4.1.1. A National General Assembly (NGA) is organized by the BeMSA National Board and the Organising Committee and can be hosted by a BeMSA Local Committee. 
4.1.2. It consists of at least a General Assembly in the form of a plenary. There is the possibility to organize Standing Committee sessions (hosted by the respective National Officer), Presidents sessions (hosted by the Vice-President), training sessions and more. 
4.1.3. At least 3 National General Assemblies will be held every year. Outside these 3 meetings it is always possible to set up an Exceptional General Assembly. The election procedure is an Exceptional General Assembly.
4.1.4. Any Exceptional General Assembly can be conducted in person or via audiovisual connection. Voting is done in person, via email or online form.

Section 4.2. Participation fee 
4.2.1. The participation fee is fixed before the start of the National General Assembly. Each participant including the members of the General Assembly and the Executive Board are expected to pay this participation fee. 

Section 4.3. Tasks of the Organizing Committee (OC) 
4.3.1. The Organizing Committee is responsible for: 
· Booking the required rooms, after consultation with the Executive Board; 
· Purchasing the food and drinks with a budget made available by the Executive Board; 
· All office equipment needed for the smooth running of the sessions. A budget is also made available for this by the Executive Board; 
· Clear signposting to the session rooms on the day of the General Assembly;
· The cleaning of the session rooms. 

Article 5. BeMSA Meetings
Section 5.1. General 
5.1.1. The following meetings are considered the official Meetings or Activities of BeMSA
· The National General Assemblies and associated workshops
· The Team of Officials Meetings
· The Team of Officials Preparation Meetings
· The Executive Board Meetings
· Capacity Building events coordinated by the Team of Officials
· Projects coordinated by the Team of Officials
· Team Building events coordinated by the Team of Officials
5.1.2. The official working language of BeMSA Meetings and Activities is English. If everyone present speaks the same language, that language may be used.

Section 5.2. Code of Conduct
5.2.1. The supervising counsel is the Code of Conduct Committee. They are the reporting point for breaches of the Code of Conduct and will oversee the consequences of violations during the term.
5.2.2. If there is no Supervising Counsel a Code of Conduct Committee will be selected during a Team of Officials meeting prior to any official BeMSA Event. This committee exists out of two members for different Local Committees, who are not part of the BeMSA Executive Board. 
5.2.3. Every member of the BeMSA National Board has to sign the Code of Conduct, found in Annex 5, at the beginning of their term. This will be valid for their entire term. The Code of Conduct can be signed in person or online
5.2.4. The Code of Conduct, found in Annex 5, must be signed by every participant before the start of any BeMSA event. This may be done online, or in person. Refusal to sign the Code of Conduct will lead to removal from the event. 
5.2.5. Breaches of the Code of Conduct must be reported to the Code of Conduct Committee. They will decide on the appropriate action in collaboration with the BeMSA Executive Board, the relevant Local Committee and Supervising Council, as described in the code. 


Article 6. Team of Officials and Executive Board 
Section 6.1. General 
6.1.1. The Executive Board consists of one President, one Vice-President, on Head of Public Relations (PR), one Treasurer and one Secretary.
6.1.2. The Team of Officials consists of the Executive Board members, one or two National Exchange Officers (NEO), one or two National Officers on Research Exchange (NORE), one National Public Health Officer (NPO), one National Officer on Human Rights and Peace (NORP), one National Officer on Sexual and Reproductive Health and Rights including HIV and AIDS (NORA), one National Officer on Medical Education (NOME) and one National Officer on Capacity Building (NOCB).
6.1.3. The Team of Officials members that are not part of the Executive Board are appointed as volunteers of BeMSA vzw. 
6.1.4. In case there are multiple people holding the same position, the task division will be elaborated by the team and communicated to the President. One person will always be responsible for communication within the team and to the Executive Board. 
6.1.5. Members of the Team of Officials can appoint assistants to assist them in completing their duties, after approval by the Executive Board. Assistants cannot represent BeMSA in any way without the explicit permission of the Executive Board. Assistants are invited to General Assemblies and Team of Officials meetings but have no voting rights there. Assistants can occupy any other position in BeMSA, both locally or nationally, except for the position of Supervising Council. 
6.1.6. Members of the Team of Officials are expected to be present at the General Assembly to defend the interests that are part of their position. 
6.1.7. Members of the Team of Officials are expected to make an Annual Working Plan (AWP) at the beginning of their term. This AWP should include certain aims and focus areas for the term, the expected outcomes within those focus areas and the main activities used to achieve the expected outcome. For each activity, there should be a rough indication of when the board member will work on the activity and when they expect to complete it. The relevant board member is responsible for marking when they have worked on and completed a certain activity during the term. Follow-up on the AWP will happen during Team of Officials meetings. 
6.1.8. Members of the Team of Officials are expected to be present at all Team of Officials Meetings (TOM). In exceptional cases, a member can be excused if their absence is communicated to the President prior to the meeting. 
6.1.9. Members of the Team of Officials must act in accordance with the BeMSA Constitution and Bylaws (Statuten en Intern reglement), their task description as outlined in section 5.2. of the bylaws (Intern Reglement) and decisions taken by the General Assembly. 

Section 6.2. Task descriptions 
6.2.1. Task description of the position of President: 
· Representation of BeMSA on the national level;
· Representation of BeMSA on the international level, towards the IFMSA;
· Commits to attending international meetings (GAs and EuRegMe) as Head of Delegation (as far as possible);
· Active participation on the IFMSA NMO-server, interaction with other NMOs and involvement in the pertinent discussions;
· Execution and delegating obligations from IFMSA onwards;
· Facilitation of the communication between the international too the national as well as the local level, such as providing international opportunities;
· Coordination of the BeMSA Executive Board;
· Call for Meetings of the BeMSA Executive Board;
· Coordinate and monitor the execution of the annually set goals;
· Coordination of the Team of Officials;
· Provide support to the NEOs and NOREs in case of problems;
· Monitoring the implementation of the ongoing BeMSA Strategic Plan;
· Follow-up on the outcomes of the TOMs as well as NGAs;
· Provide support in ad-hoc tasks in the Executive Board, acting reactively and proactively within the team;
6.2.2. Task Description of the position of Vice-President 
· Facilitate communication among the LCs and organise (online) meetings with the Local Presidents;
· Guide LCs in streamlining activities, e.g. organising a single activity on the same day in all LCs; 
· Provide support to the National Officers, except for the NEOs and NOREs, in case of problems
· Evaluate, together with the National Officers and City Representatives of each LC, the impact that BeMSA made through its activities
· Provide support in establishing new LCs and the further development of existing LCs (setting up and expanding the Standing Committee structure for example); 
· Make sure Local (Vice) Presidents feel supported by the TO at all times; 
· Assess the needs of the LC’s and provide them with the right resources/answers at the right moment; 
· Solve urgent problems in LC’s or redirect problems to the right TO member;
· Facilitate communication towards the TO about the current situation in LC’s; 
·  Provide support in ad-hoc tasks in the Executive Board, acts reactively and proactively within the team;
6.2.3. Task description of the position of Secretary
· Call for the National General Assembly (NGA);
· Practical organisation of BeMSA NGAs; 
· Guide the local Organising Committee in the logistics
· Set the agenda and facilitate the meeting and session
· Taking minutes and writing the report
· Share the (updated) BeMSA Constitution and Bylaws (Statuten en Intern Reglement) with the members; 
· Call for and organise Team of Officials Meetings (TOMs);
· Provide support in ad-hoc tasks in the Executive Board, acts reactively and proactively within the team. 
6.2.4. Task description of the position of Treasurer: 
· Managing the BeMSA Financial administration;
· Overseeing the bookkeeping of all our bank accounts, both at local and national level;
· Ensuring that financial operations are aligned with the budget
· Managing the bank accounts
· Updating the Team of Officials on the financial situation of BeMSA, at each of its meetings; 
· Reporting on the financial situation of BeMSA at the National General Assembly meetings; 
· Collecting membership fees from the Local Committees; 
· Producing the annual financial report; 
· Shall produce and present the budget proposal for BeMSA for the following financial year; 
· Management of payments for (international) meetings, NGAs etc; 
· Legal management of the organization, in collaboration with the President. 
· Make sure there is liability insurance for Executive Board members at all times, in accordance with statute 8.8.1. of the bylaws (Intern Reglement). 
· Provide support in ad-hoc tasks in the Executive Board, acts reactively and proactively within the team;
6.2.5. Task description of the position of Head of Public Relations (PR)
· Responsible for searching and contacting potential sponsors;
· Maintaining contact with partners;
· Promoting BeMSA through different social media platforms;
· Responsible for BeMSA’s visual identity on the national as well as the local level;
· Representation of BeMSA towards external organizations, in collaboration with the President
· Is responsible for the creation and overview of policy documents; 
· Provide support in ad-hoc tasks in the Executive Board, acts reactively and proactively within the team. 
6.2.6. Task description of the position of National Officer on Capacity Building (NOCB):
· Helps local members and the national team to acquire new skills and competencies in order to make their activities better and improve interpersonal collaboration on all levels to insure the sustainable future of BeMSA and its activities; 
· Keeps close communication with all members of the national board to deliver the needed capacity building activities for all the various fields (nationally as well as locally); 
· Keeps track of all trainers within BeMSA and takes care of the trainers and trainings database; 
· Sets up regular capacity building opportunities for all BeMSA members and interested medical students; 
· Responsible for training sessions at NGA; 
· Encourages members to get involved in capacity building internationally (SRTs, preGAs, etc) in collaboration with the VPIA; 
· Keeping close contact with the IFMSA CB IT; 
· Highly encouraged to attend the NMO management sessions at IFMSA General Assemblies. 
6.2.7. Task description of the position of National Officer on Sexual and Reproductive Health and Rights including HIV and AIDS (NORA): 
· Maintain contact with the LORAs of each Local Committee;
· Aim to align the dates for nationwide activities within SCORA
· Provide support in organising new activities or when problems are encountered
· Seek out opportunities for collaborations between different LCs for activities within SCORA;
· Stay up to date with each SCORA activity in every Local Committee, as well as gathering feedback from these events;
· Maintain contact with the EB, as well as the rest of the TO;
· Report to the TO and discuss problems or obstacles that occur during the term;
· Organise SCORA Sessions at the NGAs
· Provide the Head of PR with materials from SCORA projects to promote SCORA on a national level;
· Maintain contact at the international level;
· Attend the SCORA sessions at international meetings such as the GAs and EuRegMe
· Keep in touch with the IFMSA Regional Assistant(s) for Europe, and the SCORA Director
6.2.8. Task description of the position of National Public Health Officer (NPO):
· Maintain contact with the LPOs of each Local Committee;
· Aim to align the dates for nationwide activities within SCOPH
· Provide support in organising new activities or when problems are encountered
· Seek out opportunities for collaborations between different LCs for activities within SCOPH;
· Stay up to date with each SCOPH activity in every Local Commitee, as well as gathering feedback from these events;
· Maintain contact with the EB, as well as the rest of the TO;
· Report to the TO and discuss problems or obstacles that occur during the term;
· Organise SCOPH Sessions at the NGAs
· Provide the Head of PR with materials from SCOPH projects to promote SCOPH on a national level;
· Maintain contact at the international level;
· Attend the SCOPH sessions at international meetings such as the GAs and EuRegMe
· Keep in touch with the IFMSA Regional Assistant(s) for Europe, and the SCOPH Director
6.2.9. Task description of the position of National Officer on Human Rights and Peace (NORP): 
· Maintain contact with the LORPs of each Local Committee;
· Aim to align the dates for nationwide activities within SCORP
· Provide support in organising new activities or when problems are encountered
· Seek out opportunities for collaborations between different LCs for activities within SCORP;
· Stay up to date with each SCORP activity in every Local Committee, as well as gathering feedback from these events;
· Maintain contact with the EB, as well as the rest of the TO;
· Report to the TO and discuss problems or obstacles that occur during the term;
· Organize SCORP Sessions at the NGAs
· Provide the Head of PR with materials from SCORP projects to promote SCORP on a national level;
· Maintain contact at the international level;
· Attend the SCORP sessions at international meetings such as the GAs and EuRegMe
· Keep in touch with the IFMSA Regional Assistant(s) for Europe, and the SCORP Director
6.2.10. Task description of the position of National Officer on Research Exchange (NORE): 
· Maintaining communication with the international as well as the local level, facilitating contact between both;
· Abiding to IFMSA SCORE Regulations, as well as the requirements;
· Coordination of and providing trainings for the LOREs:
· Providing Exchanges Sessions during NGAs, in collaboration with the NEOs;
· Attending international (SCORE) events, if possible;
· Signing contracts for the next exchange session at the IFMSA August Meeting;
· Establishing SCORE in new LCs;
· Representing SCORE in the Team of Officials;
· Keeping the President up to date about SCORE;
· Supervised the finances of the Exchanges bank account, in collaboration with NEOs and Treasurer;
· Communicating with the IFMSA SCORE International Team;
· Specific tasks of the NORE-IN;
· Communication with other NOREs regarding incoming students;
· Aiding LOREs in finding projects for the incoming students and adding them too the Projects Database after acceptance from the SCORE Supervising Board, as well as updating all projects at least once a year;
· Incoming distribution of incoming students over the LCs and projects;
· Making a booklet for incoming students;
· Organizing an Upon Arrival Training for all incomings;
· Organizing the National Social Program, in collaboration with the NEO-in, and if possible an International Social Program;
· Ensuring that incomings fill in their Evaluation Form and receive their Certificate upon fulfilling all requirements;
· Specific tasks of the NORE-OUT;
· Communication with other NOREs regarding outgoing students;
· Responsible for outgoing selection and communicating this procedure to the LOREs;
· Checking if all documents from all outgoing are filled in correctly before admission of said documents;
· Organizing a Pre-Exchange Training, in collaboration with the NEOs;
6.2.11. Task description of the position of National Exchange Officer (NEO): 
· Maintaining communication with the international as well as the local level, facilitating contact between both;
· Abiding to IFMSA SCOPE Regulations, as well as the requirements;
· Coordination of and providing trainings for the LEOs:
· Providing Exchanges Sessions during NGAs, in collaboration with the NOREs;
· Attending international (SCOPE) events, if possible;
· Signing contracts for the next exchange session at the IFMSA August Meeting;
· Establishing SCOPE in new LCs;
· Representing SCOPE in the Team of Officials;
· Keeping the President up to date about SCORE;
· Supervised the finances of the Exchanges bank account, in collaboration with NOREs and Treasurer;
· Communicating with the IFMSA SCOPE International Team;
· Specific tasks of the NEO-IN;
· Communication with other NEOs regarding incoming students;
· Aiding LEOs in finding projects for the incoming students and adding them too the Projects Database after acceptance from the SCOPE Supervising Board, as well as updating all projects at least once a year;
· Incoming distribution of incoming students over the LCs and projects;
· Making a booklet for incoming students;
· Organizing an Upon Arrival Training for all incomings;
· Organizing the National Social Program, in collaboration with the NORE-in, and if possible an International Social Program;
· Ensuring that incomings fill in their Evaluation Form and receive their Certificate upon fulfilling all requirements;
· Specific tasks of the NEO-OUT;
· Communication with other NEOs regarding outgoing students;
· Responsible for outgoing selection and communicating this procedure to the LEOs;
· Checking if all documents from all outgoing are filled in correctly before admission of said documents;
· Organizing a Pre-Exchange Training, in collaboration with the NOREs;
6.2.12. Task description of the position of National Officer for Medical Education (NOME):
· Maintain contact with the LOMEs of each Local Committee;
· Aim to align the dates for nationwide activities within SCOME
· Provide support in organizing new activities or when problems are encountered
· Seek out opportunities for collaborations between different LCs for activities within SCOME;
· Stay up to date with each SCOME activity in every Local Committee, as well as gathering feedback from these events;
· Maintain contact with the EB, as well as the rest of the TO;
· Report to the TO and discuss problems or obstacles that occur during the term;
· Organize SCOME Sessions at the NGAs
· Provide the Head of PR with materials from SCOME projects to promote SCOME on a national level;
· Maintain contact at the international level;
· Attend the SCOME sessions at international meetings such as the GAs and EuRegMe
· Keep in touch with the IFMSA Regional Assistant(s) for Europe, and the SCOME Director

Section 6.3. Team of Officials Meetings (TOM) 
6.3.1. A Team of Officials Meeting is held at least twice a year.
6.3.2. During these meetings, an evaluation of each Team of Official and Executive Board members is made, and the Annual Working Plan is reviewed and adjusted if necessary. Additionally, any matters that should be discussed within the Team of Officials can be tabled at these meetings.
6.3.3. Team of Officials Meetings may be held online.

Section 6.4. Executive Board Meetings (EBM) 
6.4.1. Executive Board meetings are closed for everyone except Executive Board members, unless otherwise specified by the Executive Board. 
6.4.2. Executive Board meetings may be held online. 

Section 6.5. Minutes and reports 
6.5.1. An official report must be written for each Team of Officials meeting and Executive Board meeting. This report must contain the following elements: 
· Date and location of the meeting; 
· Attendees; 
· The agenda; 
· The main discussion points and conclusions; 
· Any action points, who is responsible for completing them and the deadline to complete them. 
6.5.2. The Secretary  is responsible for making this report. The Executive Board has the right to propose adjustments for the finalization of the report. 
6.5.3. The report must be made available to all Local Committees, Team of Officials members and Supervising Council members, at the latest two weeks after the relevant meeting took place. 

Section 6.6. Replacement of vacant Team of Officials positions 
6.6.1. In the absence, suspension, removal, resignation, or death of an elected BeMSA board member, the Executive Board must come to a decision regarding the replacement of that board member (except in the instance of a resignation of a Supervising Council member). The Executive Board may decide either to redistribute tasks amongst themselves, or to have a special election for that position at the next General Assembly meeting. This decision can only be made during an Executive Board Meeting. 
6.6.2. In the event that the Executive Board takes the decision to have a special election for a vacant position at the next General Assembly, candidates for vacant positions must fulfill all criteria for becoming an BeMSA board member. The elected candidate will assume office immediately upon election and will fulfill only the remainder of the current term. 
6.6.3. During the interim period between when the vacancy is created, and the new official is elected, the Executive Board may choose to appoint an interim official to fulfill relevant responsibilities for the interim period. 
6.6.4. In the case of a vacancy of any of the Supervising Council positions during the year, a special election for that position must be conducted at the next General Assembly Meeting. The elected person will fulfill this position for the remainder of the term. 

Section 6.7. Handover 
6.7.1. The handover period is defined as the period between the election of a Team of Officials member (hereafter 'the successor') and the start of their term. During the handover period all successors will be involved as much as possible in the organization of BeMSA"
6.7.2. It is the responsibility of the current Team of Officials member with the same or a similar position (hereafter 'the predecessor') to give adequate handover to the successor. 
6.7.3. The predecessor is expected to make or update a manual specific for their position and deliver it to the successor, preferably before the start of the successor's term. 
6.7.4. At least one meeting should take place between the predecessor and successor to go over the position manual and to answer any questions that might come up, preferably before the start of the successor's term. 

Article 7. Supervising Council 
Section 7.1. Members 
7.1.1. The Supervising Council shall consist of maximum three members. 
7.1.2. There should be no more than one Supervising Council member coming from the same Local Committee. If after the first call no three different Local Committees can be represented, two representatives from the same Local Committee will be allowed at the second call. 
7.1.3. Supervising Council members shall not hold any other position within the organization.

Section 7.2. Election of members 
7.2.1. All members of the Supervising Council are elected for a period of two years. 
7.2.2. The Supervising Council members are elected by the General Assembly. Elections of the Supervising Council members will be preferably held at the first General Assembly of a term. 
7.2.3. Candidatures have to be submitted in accordance with section 3.10. of the Bylaws (Intern Reglement). If no candidatures are received for a certain position in the Supervising Council, the procedure shall follow that of other Team of Officials positions as mentioned in section 5.6. of the Bylaws (Intern Reglement). 

Section 7.3. Duties 
7.3.1. The Supervising Council shall be responsible for overseeing the actions and decisions made by the Executive Board and Team of Officials. It shall be an active resource body to assist and advise the EB and TO members in case necessary. Advice from the Supervising Council is not binding. 
7.3.2. The Supervising Council shall be responsible for checking the validity of candidatures submitted for positions in the Executive Board and the Team of Officials. The Executive Board will be responsible for checking the validity of Supervising Council candidatures. In the case that an Executive Board member is a candidate for the Supervising council, he/she/they shall be excluded from the validity checking. 
7.3.3. Supervising Council will: 
· Follow along with the TO and EB throughout the year and offer advice where necessary;
· Be impartial and objective in all their advice. 
7.3.4. Supervising Council members will be provided with Executive Board Meeting (EBM) and Team of Officials Meeting (TOM) minutes at the latest two weeks after the meeting and provide comments to the Executive Board within two weeks after that. 
7.3.5. The Supervising Council is responsible for sharing a written report about their findings and advice before each National General Assembly. 
7.3.6. The Finances team is responsible for providing the Supervising Council with all bank statements since the previous National General Assembly one week before a National General Assembly. 
7.3.7. The Supervising Council shall be advised for any outgoing transaction that exceeds 2.500 Euros to determine if action is needed.
7.3.8. All decisions made by the Supervising Council shall require a quorum of two thirds of all its members and a two-third majority. 
7.3.9. The Supervising Council has the power to overrule decisions of the Executive Board for the following important reasons: 
· When the decision will result in an illegal or criminal offense; 
· When the decision violates the Constitution or Bylaws (Statuten of Intern Reglement); 
· When the decision violates decisions of the General Assembly; 
· When the decision is beyond their mandate as specified in the Constitution or Bylaws (Statuten of Intern Reglement). 

Article 8. Finances 
Section 8.1. General 
8.1.1. The official BeMSA currency is the Euro (€). 
8.1.2. The Finances team shall consist of a maximum of 3 members from which one is part of the Executive Board and the whole Finances team of the Team of Officials. 
8.1.3. At the start of the term, the Finances team shall appoint one member to represent the team during EB meetings. This member needs to meet the criteria as stated in article 20, paragraph 6 of the constitution. The appointment shall be communicated to the whole Team of Officials and the Local Committees. 
Section 8.2. Regulations for the central BeMSA budget 
8.2.1. The Treasurer team will submit a budget every year to the General Assembly for approval at the first General Assembly of the term. 
8.2.2. Travel expenses that exceed the budget will not be refunded. 
8.2.3. Expenses not related to travel expenses can exceed the budget by a maximum of 25%. 
8.2.4. Only in very exceptional cases can the budget be exceeded by more than 25%, after approval by the General Assembly. In urgent cases the Executive Board can take this decision, but the Local Committees must be informed as soon as possible, and this decision must be confirmed at the next General Assembly. 
8.2.5. A surplus of money at the end of a term will be transferred to the next term. At least 30% of this surplus will be used to lower the participation fees of international IFMSA meetings. The money will be divided equally over all spots. 
Section 8.3. Financial management 
8.3.1. All expenses of BeMSA that are not included in the budget can be approved by: a) the Treasurer b) the Treasurer and at least another member of the Executive Board c) the Treasurer, all other members of the Executive Board and the Supervising Council d) the General Assembly and the Supervising Council and this for the following amounts : a) up to €250 b) up to €750 c) up to €2500 d) full budget. In urgent cases, the whole Finances team or President can make decisions up to €2500. These must be approved as soon as possible by the complete Executive Board and Supervising Council. When the continuation of BeMSA is threatened, the Treasurer and at least another member of the Executive Board can take decisions to level D. The Local Committees must be notified as soon as possible, and this decision must be confirmed in the following General Assembly. 
8.3.2. Bank transfers are preferred for all payments to BeMSA. 
8.3.3. BeMSA will always have a reserve fund that amounts to 10% of the total budget, in order to be able to cope with unexpected expenses.
8.3.4. Each expense must be explained on the basis of the original receipt or invoice. Each income must be explained on the basis of an invoice drawn up by the Treasurer: 
· Every original receipt or invoice will be collected by the Treasurer; 
· The National Board is in the possession of an invoice booklet allowing the Treasurer to write invoices manually. This invoice booklet can be used when fees or other amounts will immediately be received; 
· For incomes that can be received afterwards, a template of an invoices will be filled in by the Treasurer and will be sent to the relevant person 
8.3.5. The financial aspect of Exchanges is managed together by the Treasurer and the NEOs and NOREs. 
Section 8.4. Regulations for refunds 
8.4.1. All expenses done in the name of BeMSA must be submitted with the Treasurer within three weeks after the expense, including the original receipt or invoice. A proof of payment is not sufficient. When it is not possible to submit the original within the 3-week period, a copy will be sent to the Treasurer. The original is then submitted at the first following meeting. 
8.4.2. All refunds will be made by bank transfer. 
8.4.3. Up to 100 euros can be refunded to a participant of a Training New Trainers event or equivalent, in- or outside IFMSA. Only once per term will this be granted. The participant must be a student in the field of healthcare in Belgian higher education institutions, recognized by the Belgian Dutch-speaking and French-speaking communities, but the TNT does not have to be a BeMSA event. Applicants must write a motivation letter showing their willingness to become an active trainer as well as a good understanding of what a TNT is. There will not be a fixed deadline, the grant application is open continuously. The NOCB is responsible for this procedure, whilst the entire EB in collaboration with the NOCB will choose the grantee. Upon acceptance of the grant the applicant pledges to deliver a minimum of 20 hours of training for BeMSA, not including international events. 
Section 8.5. Supervision and monitoring 
8.5.1. Every year, the bookkeeping will be checked by an accountant before being submitted to the General Assembly. 
8.5.2. No later than 30 days after the end of the financial year, the accounting of that financial year is ready to be checked by an accountant. 
8.5.3. The bookkeeping is submitted annually to the General Assembly for approval, after which it will be filed with the Chamber of Commerce (Rechtbank van Koophandel) no later than the 31st of March. Also, the tax return will be submitted no later than the 31st of March. 
8.5.4. Every member can request an overview of the financial situation. This overview must be provided within two weeks after the request. 
Section 8.6. Indexing 
8.6.1. All amounts mentioned in the Bylaws (Intern Reglement) are indexed on the 1st of October.
Section 8.7. Sponsorships 
8.7.1. A sponsorship is considered an agreement between the organization and one or more parties, for whom the organization offers advertising opportunities in return for liquid financial resources. Grants from non-profit making and governmental organizations are not considered sponsorships.
8.7.2. The BeMSA Executive Board may only negotiate and sign sponsorship agreements on behalf of BeMSA which are in line with the BeMSA Ethical Framework on Fundraising, as described in Annex 3. 
8.7.3. Sponsorship agreements must honor the autonomy of the Local Committees.
Section 8.8. Legal management 
8.8.1. The Executive Board is tasked with the duty of making sure there is a liability insurance for Executive Board members (directors) to protect them from personal liability as defined in Article 31 of the Constitution (Artikel 31 van de Statuten) 

Article 9. SCOPE and SCORE regulations 
Section 9.1. General 
9.1.1 Vision and mission of the BeMSA Exchanges programs: 
Health care students experiencing clinical/medical or research practice and diversity in countries all over the world, developing professional, interpersonal and intercultural skills along the way that will aid them in making a sustainable change towards social, physical, and psychological well-being for all.
Through the Standing Committees on Professional and Research Exchange, BeMSA aims to offer as many medical students and students in biomedical fields as possible an opportunity to experience a clinical/medical or research internship abroad in an accessible way. 
9.1.2. The requirements for maintaining SCOPE and/or SCORE active status in BeMSA and thus participating in IFMSA Professional and Research Exchanges are:
· The Local Committee must be a Candidate or Full member of BeMSA; 
· The Local Committee must organize at least one incoming and outgoing clinical/medical exchange to participate in SCOPE and/or at least one incoming and outgoing research exchange to participate in SCORE.
· For SCORE, the Local Committee must have at least one active research project in the Projects Database per exchange season.
· The Local Committee must comply with BeMSA’s Exchange Conditions and the respective SCOPE/SCORE Regulations, including but not limited to providing:
· Basic IFMSA standards during the clerkship (SCOPE) or research project (SCORE), 
· Lodging for incoming exchange students during their exchange period, 
· A contact person for each incoming student 
9.1.3 It is the responsibility of the LEOs and LOREs to oversee the exchanges in their Local Committee. Consequently, at least one LEO or LORE or a deputy LEO/LORE (trained in SCORE/SCOPE) must be active in the LC at any time during the exchange period to coordinate the exchange program.
 
9.1.4 An outgoing can only participate in one SCOPE or one SCORE exchange within the same exchange season, taking place in the year between two March Meetings. Two exchanges within the same exchange program, two exchanges within different exchange programs or two postponements in the same term are not possible. A combination of a postponement from a previous season and a new exchange in the current season is also not possible. Any other combinations of two BeMSA exchanges that are not listed are also not allowed. 
9.1.5 An outgoing can apply for both a SCOPE and SCORE exchange within the same exchange season but may only be invited for the second-round selection interview as described in respectively 9.3.4 and 9.4.3 of one exchange program, SCOPE or SCORE.
 
Section 9.2. Contracts
9.2.1. A provisional list of NMOs to sign contracts with, including the number of contracts per NMO, is to be drafted by the NEOs and the NOREs before the start of the August Meeting. At the President’s request, the NEOs and NOREs must be able to demonstrate that active contact has been established with all NMOs on the list and that the Exchange Conditions of the two NMOs.
9.2.2. The NEOs and the NOREs must ask each Local Committee about the amount of SCOPE and/or SCORE incomings they want to host the next exchange season before the start of the August Meeting (ideally during NGA3) and must adapt the number of contracts accordingly.
9.2.3. Unilateral contracts can only be signed upon request and with approval by the NEO (for SCOPE) or NORE (for SCORE) and the Local President.
9.2.4. The distribution of the unilateral and bilateral contracts must be a point of discussion during the first NGA of the term. The final decision will be made by the NEOs (for SCOPE) and the NOREs (for SCORE).
 
Section 9.3 Outgoing selection procedure for SCOPE
9.3.1 The selection of the outgoing students takes place in two rounds. In the first round, the students are assessed based on their Curriculum Vitae, motivation letter and an addendum with a specific explanation about their Social Engagement and Extracurricular Activities. In the second round, a selection of these students, determined by the NEO-out, is invited for an online or face-to-face interview;
· These online interviews take place in the form of a closed meeting, in which only NEOs, LEOs and their assistants may be present. There must be at least one LEO of each Local Committee present. If this is not possible, the LEO of the concerned Local Committee should send relevant questions about the applicants from their LC to the NEO;
· The distribution of points amounts to 40% on the first round and 60% on the second round.
9.3.2 In the first round, every application submitted before the deadline set by the NEOs is assessed by the LEO of the applicant’s Local Committee and by one randomly assigned LEO from a different Local Committee. For the LC of Leuven, applications will also be assessed by a member of the organization “Medica”. To this cause, this person gets equally all the information provided to the LEOs. The NEOs assess all submitted applications. Applications that do not meet the criteria set in statute 9.4.1. of the Bylaws (Intern Reglement) and who cannot submit proof of enrolment for at least 45 ECTS of the 3rd Bachelor of Medicine model track upon request of the NEO, will be considered as invalid and will not be further considered;
· The assessment of the applications will be carried out independently of each other, based on the criteria stated in statute 9.3.3 of the Bylaws (Intern Reglement).
9.3.3. In the first round, a score of up to 40 points is given by 3 evaluators (2 LEOs + 1 NEO) based on the following criteria:
· Social engagement and extracurricular activities: maximum 5 points
· Motivation for the exchange: maximum 10 points
· Motivation chosen departments: maximum 10 points
· Interest in Clinical field: maximum 10 points
· Professional impression: maximum 5 points;
· The average score of the 3 evaluators can be increased by the LEO of the applicant’s Local
· Committee with a maximum of 7 points based on the following criteria:
· Previous Contact Person: maximum 5 points;
· The student applied for a SCOPE exchange the previous year that passed the first round, but was not selected in the first round: maximum 2 points;
 
If the applicant has already been on a SCOPE exchange, the final score will be reduced by 10 points; Exceptions to this rule are hidden SCORE exchanges, urgent replacement of another outgoing after the Card of Acceptance was received; in situations like these, only 5 points will be deducted from the final score;
 
· BeMSA does not favor its own organizations to external organizations when it comes to assess social engagement and extracurricular activities. BeMSA does not favor
· volunteer work abroad to volunteer work in Belgium;
· Each Local Committee can choose to add criteria to the selection at the local level. For this, approval from the NEO before the first NGA of the term is required.
 
9.3.4. Based on the total score from statute 9.3.3. of the Bylaws (Intern Reglement), a certain number of students, determined by the NEO-out, is selected for an interview with the NEOs and LEOs. The assessment of the skype interview is based on the following criteria:
· Mastering the English language;
· Mastering other languages if necessary;
· Motivation;
· Any other criteria deemed relevant by the NEOs and LEOs;
This assessment is expressed in a global score with a maximum of 60 points.
9.3.5. The final selection of the students per Local Committee is based on the sum of the scores as described in statute 9.3.3. of the Bylaws (Intern Reglement) and statute 9.3.4. Of the Bylaws (Intern Reglement). For the distribution of the countries, only the average of the 3 evaluators in statute 9.3.3. of the Bylaws (Intern Reglement) and not the additional points awarded by the LEO of the applicants Local Committee will be considered;
· In case of a tie, a lottery will be performed by the NEO;
 
Section 9.4. Outgoing selection procedure for SCORE
9.4.1. The selection of the outgoing students takes place in two rounds. In the first round, the students are assessed based on their curriculum vitae, a motivation letter and an addendum with a specific explanation about their social engagement and extracurricular activities. In the second round, a selection of these students, determined by the NORE-out, is invited for an online or face-to-face interview.
9.4.2. First round details: In the first round, every application is assessed by the LORE of the applicant Local Committee and by one randomly assigned LORE from a different Local Committee. The NOREs assess all submitted applications. Applications that do not meet the criteria set in statute 9.5.1. of the Bylaws (Intern Reglement) will be considered as invalid and will not be further assessed.
9.4.2.1. In the first round, a score of up to 40 points is given by 3 evaluators (2 LOREs + 1 NORE). The assessment of the applications will be carried out independently of each other, based on the following criteria:
· Motivation: maximum 10 points;
· Social engagement and extracurricular activities: maximum 5 points;
· Professional impression of the application maximum 5 points;
· Interest in research: maximum 8 points;
· Previous research experience (excluding a previous research exchange): maximum 2 points;
· Motivation for chosen projects: maximum 10 points;
· The average score of the 3 evaluators can be increased by the LORE of the applicant’s
· Local Committee with a maximum of 7 points based on the following criteria:
· Previous Contact Person: maximum 5 points;
· The student applied for a SCORE exchange the previous year that passed the first round, but was not selected in the first round: maximum 2 points
 
9.4.2.2 BeMSA does not favor its own organizations to external organizations when it comes to assessing social engagement and extracurricular activities. BeMSA does not favor volunteer work abroad to volunteer work in Belgium;
9.4.2.3 Each Local Committee can choose to add criteria to the selection at the local level. For this, approval from the NOREs before the first NGA of the term is required.
9.4.3 Second round details: Based on the total score from statute 9.4.2 of the Bylaws (Intern Reglement), the highest ranked students are selected for an interview with the NOREs and LOREs. 
9.4.3.1 The assessment of the interview is based on the following criteria:
· Mastering the English language
· Mastering other languages if necessary
· Motivation
· Any other criteria deemed relevant by the NOREs and LOREs
This assessment is expressed in a global score with a maximum of 60 points.
9.4.3.2 These interviews take place in the form of a closed meeting, in which only NOREs, LOREs and their assistants may be present. There must be at least one LORE of each Local Committee present during the day of the interviews. If this is not possible, the LORE of the concerned Local Committee should send relevant questions about the applicants from their LC to the NORE;
9.4.4. Final results details: The final selection of the students per Local Committee is based on the sum of the scores as described in statutes 9.4.2 and 9.4.3 of the Bylaws (Intern Reglement). In case of a tie, a lottery will be performed by the NORE;
9.4.4.1 For the distribution of the countries, only the average of the 3 evaluators in statute 9.4.2of the Bylaws (Intern Reglement) and not the additional points awarded by the LORE of the applicant’s Local Committee will be considered.
9.4.4.2 If the applicant has already been on a SCORE exchange, the final score will be reduced by 10 points. In case the previous SCORE exchange was a hidden SCOPE exchange (meaning any Research Exchange in which the exchange student is not exposed to scientific research or any scenario in which research skills can be gained, but instead is placed in a purely clinical setting; this does not include clinical projects) or an urgent replacement of another outgoing after the Card of Acceptance was received, only 5 points will be deducted from the final score.

Section 9.5. Participation fee 
9.5.1. The participation fee is determined per faculty in consultation with the NEO and/or NORE and amounts to a maximum of € 550. This includes the cost of the Pre-Exchange Training. 
9.5.2. The participation fee per faculty should be a point of discussion at the first NGA of the term 
9.5.3. An exception to the participation fee can be submitted to the NEOs and/or NOREs by the LEO and/or LORE up to 1 day before announcing the results of the final selection. The NEO and/or NORE decides which exceptions are acceptable after consulting the Executive Board. 
9.5.4. If the student cancels after payment of the participation fee, BeMSA vzw is not responsible for compensating any financial loss suffered by the participating student. 
9.5.5. The participation fee must be deposited in the bank account of BeMSA vzw or a bank account made available by BeMSA vzw within three weeks after announcement of the final selection. If the participant does not respect this deadline, BeMSA vzw reserves its right to cancel the participation of the student. 
9.5.6. If BeMSA vzw must cancel the exchange due to unforeseen circumstances, no fee will be charged to the participating student. 
Section 9.6. National Exchange Team 
9.6.1. The National Exchange Team will consist of the following members: NEOs, NOREs and National Exchange Team Members. 
9.6.2. National Exchange Team Members will work under supervision of the NEOs and NOREs. 
9.6.3. National Exchange Team Members are not members of the Team of Officials. They are invited to General Assemblies and Team of Officials meetings but have no voting rights there. 
9.6.4. National Exchange Team Members can occupy any other position in BeMSA, both locally or nationally, except for the position of Supervising Council. 
9.6.5. The number of National Exchange Team Members is to be determined by the NEOs and NOREs with approval by the EB. 
9.6.6. Every National Exchange Team Member will have a specific task, to be determined by the NEOs and NOREs and explained in the call for National Exchange Team Members; 
· The call for National Exchange Team Members will take place in the two weeks before or after the first NGA of the term; 
· Additional calls for National Exchange Team Members can be made during the term after approval by the EB. 
9.6.7. National Exchange Team Members are selected by the NEOs and NOREs after input and final approval by the EB. 
9.6.8. National Exchange Team Members have to report their work to the NEOs and NOREs at least once a month. 
9.6.9. The NEOs and NOREs have to reach out to National Exchange Team Members at least once a month for support and follow up of their tasks. 
9.6.10. The NEOs and NOREs are responsible for the actions undertaken by National Exchange Team Members.

Article 10. SCOPH Exchanges Regulations
10.1. A provisional list of NMOs, including the number of contracts per NMO, is to be drafted by the NEOs and NOREs, in collaboration with the NPO before the start of the August Meeting. The NPO must ask each Local Committee the amount of SCOPH incomings they’re able to host, in accordance with the number of projects they have, before the start of the August Meeting and must adapt the number of contracts accordingly.
10.2. A list of PHEx-active Local Committees is drawn up by the NPO and sent for approval by the Executive Board before October 15th. The requirements for maintaining PHEx active status in BeMSA are:
· Each Local Committee wishing to participate in IFMSA Public Health Exchanger or Global Action Project must be a Full Member of BeMSA.
· For PHEx, each Local Committee must elect one or two LPOs and one or two LEOs, who will act as the official representative in SCOPH/SCOPE.
· For GAP, each Local Committee must elect one or two LPOs and one or two LOREs, who will act as the official representative in SCOPH/SCORE.
· Each Local Committee must have at least one active SCOPH Exchange project in the PHEx/GAP database.
· Each Local Committee must provide basic IFMSA standards including clerkship with a tutor, boarding (one meal per workday or the equivalent pocket money) and lodging for incoming exchange students during their exchange period, a contact person for each incoming student and all other conditions described in BeMSA's Exchange Conditions;
· Each Local Committee should provide a social program.

10.3. It is the responsibility of the LEOs and LOREs to oversee the exchanges in their Local Committee. Consequently, at least one LEO or LORE or a deputy LEO/LORE (trained in SCORE/SCOPE) must be present at any time during the exchange period to coordinate the exchange program.

10.4. In Local Committees receiving incomings, LEOs and LOREs must arrange accommodation through an official housing contract that is signed by the NEO or NORE, or by another TO member after permission from the NEO or NORE.

Article 11. Activities 
Section 11.1. BeMSA Activities 
11.1.1. The term 'activities' refers to activities within all areas of interest of medical students that are in line with the principles, goals and policy documents of BeMSA. These are, but not limited to: projects, events, workshops, surveys, networks, publications and campaigns. 
11.1.2. BeMSA has two categories of activities: local activities and national activities. These categories are defined as follows: A local activity is an activity organized by a Local Committee. A national activity is an activity that meets one of the following two conditions: 
· The activity is organized by or in cooperation with the national board for interested parties from two or more Local Committees, with promotion for the activity in each of the Local Committees concerned; 
· The activity is organized by two or more Local Committees, with at least one person from each of the relevant Local Committees in contact with the other Local Committees. 
11.1.3. Activities in both categories must comply with the Constitutions and Bylaws (Statuten en Intern Reglement) of BeMSA. Activities that do not comply with the Constitution and Bylaws (Statuten en Intern Reglement) of BeMSA may not use the BeMSA logo and corporate identity. BeMSA takes no responsibility and is not liable for activities organized by local committees. 
11.1.4. The official language or languages of a national activity must be attuned to the participating members. 
11.1.5. An activity that has ended stops existence in every category of BeMSA activities. 
11.1.6. Every activity should be classified under at least one standing committee (SCOPH, SCORP, SCORA, SCOPE, SCORE or SCOME) and is the responsibility of the respective Local and National Officers for that Standing Committee. 
11.1.7. National Officers for a certain Standing Committee can appoint National Activity Coordinators for national activities that fall under that respective Standing Committee, after approval by the Executive Board. National Activity Coordinators are considered assistants in accordance with statute 5.1.5. of the Bylaws (Intern Reglement). 
Section 11.2. Reporting 
11.2.1. The National Officer must prepare an activity form for every BeMSA activity. This form must contain the name, a short summary and date of the activity together with the name and email address of the coordinator in the BeMSA activity online database before the activity takes place. 
11.2.2. If the content of the local or national activity, the date of the activity or the activity coordinator changes, this must be adjusted in the BeMSA activity online database by the National Officer. 
11.2.3. Whenever a (part of a) local or national activity has ended, the National Officer must acquire the impact assessment form of the activity in the BeMSA activity online database within 1 month after the event. This impact assessment form has been prepared in advance by National Officer. 
11.2.4. Once a national activity has come to an end, because the goal has been reached, the activity duration has expired or for any other reason, the National Officer must submit a final report to the respective National Officer within 6 months after the end of the activity. This report contains at least the following information: 
· The name of the activity; 
· The name and e-mail address of the last activity coordinator responsible for the activity;
· Discussing the goals and objectives achieved; 
· A comparison of the actual results with the expected results;
· Evidence may be added to the report for supporting the above data; 
· To what extent the annual budget is sufficient including a reason why it might not be; 
· The duration of the activity; 
· The reason for the termination of the activity.

Article 12. Policy documents 
Section 12.1. General 
12.1.1. A BeMSA Policy Document describes the position of BeMSA on a global health issue that the association wants to take a stance on, which is in line with the BeMSA’s Vision and Mission and is bound to by its Constitution and Bylaws (Statuten en Intern Reglement). It is to be used by any authorized representative of BeMSA within the external and internal activities of BeMSA. 
12.1.2. A BeMSA Policy Document is written in English. Policy documents may be translated to French or Dutch without being voted again at a General Assembly, as long as the content remains the same, which will be checked by the Executive Board before publishing the translation. 
12.1.3. A list of valid national policy documents should be maintained and updated by the BeMSA Executive Board. 
Section 12.2. Definitions 
12.2.1. Policy statement: Short and concise document highlighting the position of BeMSA for specific field(s). A policy statement includes neither background information, discussion related to the policy, a bibliography nor does it quote facts and figures developed by outside sources. The maximum length of a policy statement is 2 pages, including introduction, BeMSA position and call to action. 
12.2.2. Position paper: A detailed document supporting the related policy statement that contains background information and discussion. This way, position papers provide a more complete understanding of the issues involved and the rationale behind the position(s) set forth. A position paper must cite outside sources and include a bibliography. 
12.2.3. Policy Review Recommendation Report: A short report of maximum 1 page in English including a summary of the policy document, comments on the structure, contents and use of language and finally, a recommendation to adopt or reject the policy document. 
Section 12.3. Submission and adoption 
12.3.1. Policy documents should be submitted by at least one Local Committee, Team of Officials member and/or Executive Board member. 
12.3.2. A first draft of the policy document is to be shared by the proposers with the Team of Officials and Local Committees at least 6 weeks before the General Assembly where the policy document will be voted upon. After submission, the Team of Officials and Local Committees should get at least 2 weeks to provide their input on the contents of the document. The proposer then finalizes the policy document within 2 weeks, taking into account the input and submits it at least 7 days before the plenary. 
12.3.3. The Head of Public Relations, or one of their assistants, shall submit the Policy Review Recommendation Report to the Executive Board and the Local Committees at least 2 days before the start of the General Assembly. 
12.3.4. A motion to adopt the policy document must be submitted 7 days before the relevant plenary by a Local Committee, a BeMSA Team of Officials member or the BeMSA Executive Board in accordance with statute 3.4.1. of the Bylaws (Intern Reglement). Adoption requires ⅔ majority. 
12.3.5. Policy documents must be presented to Local Committees during the National General Assembly before voting.
12.3.6. Amendments made during a General Assembly or after the deadline shall be submitted to the Chair at the latest 23:59 on the day before the scheduled start of the session in which the policy documents will be voted on. These amendments require ⅔ majority to pass. 
12.3.7. Adopted policy documents must be made available to the Local Committees and Team of Officials no longer than 7 days after the end of the relevant General Assembly. It should also be published on the website of BeMSA. 
12.3.8. Policy documents will expire after 5 years and will be reviewed again by the Executive Board or the relevant Executive Board assistant. 
12.3.9. Re-proposal of expired policy documents should be done by the Executive Board in accordance with statutes 10.3.2. and 10.3.3. of the Bylaws (Intern Reglement). It has to be accompanied by a report containing the rationale for re-proposing or not re-proposing the respective policy documents. 
Section 12.4. International policy documents 
12.4.1. An international policy document is a policy document that is submitted by BeMSA for voting at an IFMSA General Assembly for adoption as an IFMSA policy document. 
12.4.2. International policy documents must first be submitted to the Executive Board for a favorable opinion before it is submitted to the IFMSA General Secretariat for approval at an IFMSA General Assembly. 
12.4.3. All policy statements submitted to IFMSA are read by the Executive Board, commented on and provided with advice that is shared with the Local Committees and Team of Officials. 
12.4.4. If the Executive Board is of the opinion that during the IFMSA General Assembly, crucial information that was not known beforehand has been communicated concerning a certain international policy document, it reserves the right to still oppose the vote of the General Assembly. 
12.4.5. If for any reason the Executive Board casts a different vote than the vote of the General Assembly on an IFMSA General Assembly, this change in voting behavior must be explained at the next General Assembly. 

Article 13. IFMSA Regulations 
Section 13.1. IFMSA Meetings - General 
13.1.1. IFMSA meetings are defined as the two yearly General Assemblies (GA) (the March Meeting (MM) and the August Meeting (AM)), as well as the yearly European Regional Meeting (EuRegMe) organized by the International Federation of Medical Students' Associations (IFMSA). 
13.1.2. Before every IFMSA meeting, it is the responsibility of the President to determine the deadlines for the selection process and the fees for the meetings, based on the invitation package sent out by the Organizing Committee of the meeting. The deadlines and fees will be approved by the Executive Board. 
13.1.3. The President is responsible for sharing the call for the meetings and its reminders with the Team of Officials, Local Committees and alumni. The call should include at least: 
· Dates of the meeting; 
· Location of the meeting; 
· Information on the pre-GA / pre-EuRegMe and the post-GA / post-EuRegMe; ● Financial details and selection criteria; 
· Cancellation policy and deadlines; 
· Documents that should be provided by the applicant and will be used for the selection.
13.1.4. Multiple consecutive calls can be opened in case there are still spots left after the previous call. 
13.1.5. A head of delegation will be appointed for every IFMSA meeting by the Executive Board. Preferably, the President shall be appointed as head of delegation. The head of delegation is responsible for preparing the delegation (informing them about practicalities, sharing updates from the organizing committee, sharing the submissions, ...), leading the delegation during the meeting (leading the NMO hours, sharing updates, ...), attending the Presidents' Sessions, representing BeMSA during the plenaries and following up on the meeting after its termination. 
13.1.6. For IFMSA General Assemblies, there are three preferential spots. People eligible for a preferential spot are automatically selected for the meeting and will have to pay a lower fee. Exceptions can be made upon decision by the Executive Board. There is a preferential spot for one head of delegation (preferably the President), one National Exchange Officer (NEO) and one National Officer on Research Exchange (NORE). In case there are multiple people holding one position, an agreement should be reached between them on who receives the preferential spot. In case such an agreement cannot be made, the decision shall be up to the Executive Board. If the NEO and/or NORE cannot attend, the preferential spot is passed on to the Local Exchange Officers and/or Local Officers on Research Exchange. 
Section 13.2. IFMSA Meetings - Selection process 
13.2.1. Applicants are required to provide a motivation letter, plan of action and curriculum vitae with their application. Positions eligible for a preferential spot, as defined in statute 11.1.6. of the Bylaws (Intern Reglement), are required to provide only a plan of action. 
13.2.2. The selection of the delegation to the meeting will be made by the Executive Board. Selection criteria include experience and current work, previous meetings, abilities to contribute to the delegation, plans for the meeting, plans for the future, motivation, Local Committee distribution and Standing Committee distribution. Every delegate selected for an IFMSA General Assembly or EuRegMe, will need to sign a contract of commitment, found in Annex 4, in order to participate as a delegate of BeMSA. 
Section 13.3. IFMSA Meetings - Fees 
13.3.1. For IFMSA General Assemblies, there will be two different fees, one for the preferential spots, as defined in statute 11.1.6. of the Bylaws (Intern Reglement), and one for the remaining regular spots. The fee for the preferential spots is the early fee determined by the Organising Committee of the meeting. For all other attendees, there is one fee that will be applied equally. This fee will be calculated by taking the sum of all minus three early fees and all late fees, and dividing the result by the number of spots left. Any transaction costs will be determined beforehand and will be divided among all spots. The Executive Board remains the right to apply any supplements if deemed necessary. 
13.3.2. For IFMSA European Regional Meetings (EuRegMe), the fee for the Head of Delegation is the early fee determined by the Organizing Committee of the meeting. For all other attendees, there is one fee that will be applied equally. This fee will be calculated by taking the sum of all minus one early fees and all late fees, and dividing the result by the number of spots left. Any transaction costs will be determined beforehand and will be divided among all spots. The Executive Board retains the right to apply any supplements if deemed necessary. 
13.3.3. Any funds from sponsorships, grants or other sources can be used to lower the fees for IFMSA meetings. This will be determined by the Executive Board. 
Section 13.4. Candidatures for IFMSA positions 
13.4.1. Members who wish to candidate for IFMSA positions shall inform the President  at least 1 week prior to the official IFMSA application deadline. This does not apply for calls which have been shared less than two weeks before the IFMSA application deadline. 
13.4.2. Candidatures will be discussed by the BeMSA Executive Board. After consultation with the Executive Board and the respective Local Committee, the President  has the right to refrain from signing the candidate’s Candidature Form, due to reasons of previous misconduct or malpractice within BeMSA, or overdue debts to BeMSA. Should this be the case, the President has to provide a written explanation to the candidate and their Local Committee as to why their application is not supported by the Executive Board. 
13.4.3. The President can only sign and/or stamp Candidature Forms from students that are a member of one of BeMSA’s Local Committees, and shall refrain from signing Candidature Forms from members of other NMO’s 

Article 14. Privacy 
Section 14.1. General 
14.1.1. A privacy policy will be put into effect and can be found in Annex 2. It can be adapted and modified by the Executive Board without having to be voted at a General Assembly, however modifications will be announced to all impacted people. 
14.1.2. The privacy policy should be accessible for all members and should be referred to whenever a member collects personal data in the name of BeMSA. 
14.1.3. Personal data is defined as any information relating to an identified or identifiable natural person, hereafter called the 'data subject'. 
Section 14.2. Regulations for members regarding data collection 
14.2.1. Whenever any personal data is collected through forms, email, social media or any other means, there should be an explicit approval of the individual from the data subject. Additionally, the data subject can request removal of the data at all times. 
14.2.2. The data collection should be limited to data that are strictly necessary for our purpose. Based on the GDPR, there are six lawful bases on data collection, as outlined in Article 6 of EU law, of which at least one must apply whenever processing personal data. 
14.2.3. It should be clear for the data subject why their personal data is being collected and what it will be used for. 
14.2.4. Personal information will only be retained as long as it is necessary for the purpose of the data collection. This purpose will be detailed during the data collection process. 
14.2.5. Access to personal data should be restricted as much as possible. Only relevant members that need to have access to the data should be granted this access. 
Section 14.3. Rights of data subjects 
14.3.1. Data subjects have the right to request the personal information stored. 
14.3.2. Data subjects have the right to request a rectification to incomplete, inaccurate, or false information. 
14.3.3. Data subjects have the right to request the deletion of parts or the entirety of their personal data within the possession of BeMSA. 
14.3.4. Data subjects have the right to object to the use of their data at any time for marketing, newsletter, or mailing list purposes. Unless there are overriding legitimate grounds, BeMSA will cease the usage of these personal data immediately 
14.3.5. Data subjects have the right to restrict the use of their data in any way. 
14.3.6. Data subjects are free to withdraw their consent for data that was collected, and BeMSA will cease their use of the information immediately for the purpose(s) that the data subject has consented to in the first place. 

Article 15. Local Committee Regulations 
Section 15.1. General
15.1.1. Each local Committee is defined as a local division of the umbrella organization BeMSA. Therefore, they are part of a non-profit organization. 
15.1.2. The students of a Local Committee represented by the members as described in statute 3.1. of the Constitution (Statuten) must consist of at least 60% medical students. Medical students are considered the students in training to become medical doctors in Belgian higher education institutions, recognized by the Belgian Dutch-speaking and French-speaking communities. 
15.1.3. Every student in a recognized training in healthcare should be able to become a member of the Local Committee. 
15.1.4. The Local Committee must be represented in at least two of the three National General Assemblies of each term by at least one representative.
15.1.5. Local Committees may choose their own name, logo and visual identity. If they choose to follow the visual identity of BeMSA, they must comply with the regulations outlined in section 1.5. of the bylaws (Intern Reglement). 
15.1.6. All Local Committees must work towards the vision and mission of BeMSA at all times, as defined in statutes 1.3.1. and 1.4.1. of the bylaws (Intern Reglement). 
15.1.7. All Local Committees are obliged to comply with the regulations surrounding privacy outlined in Article 12. of the bylaws (Intern Reglement). 
15.1.8. Local Committees are free to have additional regulations, as long as they do not go against the regulations mentioned in Article 13 or any other statutes involving Local Committees of the bylaws (Intern Reglement). 
Section 15.2. Candidate member regulations 
15.2.1. Each local student organization, whose members or students they represent are enrolled in a tertiary education in the field of healthcare recognized by the Dutch-speaking or French-speaking Communities, can apply to obtain the status of Candidate Member. 
15.2.2. A Local Committee has the status of Candidate Member for a period of one calendar year or three consecutive General Assemblies, whichever is longer, starting after the General Assembly of recognition. 
15.2.3. If a Local Committee with the status of Candidate Member fails to acquire the status of Full Member within the period described in statute 13.2.2. of the bylaws (Intern Reglement), the membership of the respective Local Committee, as described in statute 3.1. of the Constitution (Statuten), will be terminated without notice. 
15.2.4. The representatives of the relevant Local Committee can again apply for membership as a Candidate Member at a General Assembly of their choice or an Exceptional General Assembly (as convened according to statute 4.5 of the Constitution (Statuten)). This is approved by a simple majority as stated in statute 2.2.6. of the Bylaws (Intern Reglement). 
Section 15.3. Activities 
15.3.1. Local Committees can choose in which Standing Committees, defined in statute 1.8.1. of the bylaws (Intern Reglement), they are active. 
15.3.2. A Local Committee is active in a Standing Committee when they have at least one Project Manager or Local Officer that leads the committee and is ultimately responsible for the activities happening under that committee. 
15.3.3. Local Officers should be in regular communication with the respective National Officer of that Standing Committee. 
15.3.4. After completion of each activity, an impact assessment should be performed to make an estimation of the impact of the activity on all involved parties. This impact assessment will result in a report that will be used to make changes to the activity in future terms. 
15.3.5. After completion of each activity, a manual should be made up, explaining all aspects of the organization of the activity, in order to provide future organizers with a clear set of guidelines,
improving the sustainability of the activity. This manual will be shared on the sharing folder so that it is accessible to other Local Committees. 
Section 13.4. Board and elections 
15.4.1. Local Committees are free to choose the positions that are part of their board, but should at least include: 
· A president leading the Local Committee; 
· Someone that is responsible for the finances of the Local Committee, as mentioned in statute 13.6.1. of the bylaws (Intern Reglement); 
· One or more Local Officers or Project Manager for every Standing Committee that the Local Committee is active in; 
· Two national representatives that are responsible for representing the Local Committee in the national level of BeMSA. 
15.4.2. One person can hold multiple positions within a Local Committee. 
15.4.3. A Local Committee must organize elections to elect new board members at least once a year for every position they have within their board. 
15.4.4. Elections at Local Committees must happen in a democratic, fair and organized way. 
15.4.5. A clear task description of every position within the Local Committee must be made available before elections. 
Section 15.5. Meetings 
15.5.1. The board of a Local Committee must organize board meetings regularly, at least 4 times per term. 
15.5.2. A report of every board meeting must be produced. 
Section 15.6. Finances - general 
15.6.1. In every Local Committee, at least one person is responsible for the daily financial management. Preferably a Local Treasurer is appointed. The daily financial management is supervised by the Treasurer. 
15.6.2. Every Local Committee has to open a personal bank account with BeMSA VZW. The Local Treasurer, the Local President (or local TO member), the President and the Treasurer have power of attorney on this account. Excluding EMSA Antwerpen.  
15.6.3. All Full Members must pay their contribution to the IFMSA membership fee at the latest on the 1st of July annually. Candidate members do not need to pay any fees. The fee is calculated as follows: 
· Of the SCORE / SCOPE registration fee, €15 is used for the payment of the IFMSA membership fee. Of the remaining amount, 50% will be divided equally between all Local Committees and 50% calculated on the basis of the number of SCORE / SCOPE outgoings per Local Committee. 
· The numbers from the previous term are used for the calculation of the membership fee. 
15.6.4. Debts towards BeMSA can only be made in very exceptional cases. To this end, the Executive Board must first give its approval and a reimbursement plan must be agreed upon beforehand. The Treasurer is responsible for following up with this reimbursement plan. If it proves to be impossible to repay debts, the debts can be canceled by the General Assembly. 
Section 15.7. Financial management 
15.7.1. Bank transfers are preferred for all payments to the bank account. 
15.7.2. Each expense must be explained on the basis of the original receipt or invoice. Each income must be explained by the Local Committee.
· Every original receipt or invoice, or a copy of both sides if not possible, will be collected by the Local Treasurer. 
· For events that have many incomes, it is sufficient to keep an overview of the incomes by making an overview table with all the incomes of the event. It is not needed to make an invoice for every single bank transfer. An invoice needs to be made when asked by the customer or when the amount of an income is €250 or more. The local treasurer must be able to explain every income. 
· For incomes that can be received afterwards, a template of an invoice will be filled in by the Local Committee and will be sent to the relevant person. These invoices will be written and sent by the Local Treasurer. 
Section 15.8. Regulations for refunds 
15.8.1. All expenses done in the name of BeMSA must be submitted with the Local Treasurer within three weeks after the expense, including the original receipt or invoice, or a copy of both sides if not possible. When it is not possible to submit the original within the 3-week period, a copy will be sent to the Local Treasurer. The original is then submitted at the first following meeting. 
15.8.2. All refunds will be made by bank transfer. 
Section 13.9. Financial supervision and monitoring 
15.9.1. At the latest 15 days after the end of every month, a copy of all receipts and invoices is sent to the Treasurer. Only at every NGA, the originals, or a copy of both sides if not possible, will be submitted to the Treasurer by the Local Treasurer or another appointed responsible. 
15.9.2. At the latest 30 days after the end of every month, the Treasurer will share an updated accounting file with the corresponding Local Committee. 
15.9.3. If not every expense or income can be explained on the basis of the original receipt or invoice and this is fined by the Chamber of Commerce, then this amount will be charged to the relevant Local Committee. 
Section 15.10. Sponsorships, grants and gifts 
15.10.1. A sponsorship is considered an agreement between the organization and one or more parties, for whom the organization offers advertising opportunities in return for liquid financial resources. Grants from non-profit making and governmental organizations are not considered sponsorships. 
15.10.2. A Local Committee may only negotiate and sign sponsorship agreements which are in line with the BeMSA Ethical Framework on Fundraising, as described in Annex 3. 
15.10.3. During the first National General Assembly of every term, the Local Treasurer of each Local Committee or another appointed responsible will sit together with the Finances team, to discuss the options about requesting grants from the relevant city, municipality, province and university. 
15.10.4. No tax certificates can be written for received gifts. 
15.10.5. Any amount that is received by a specific Local Committee through sponsorship, grants or gifts is only available to that Local Committee.
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Annex 2. Privacy policy 
This Privacy Policy pertains to our website (BeMSA.be), mailing lists and surveys/data collection done through our BeMSA.be domain. 
1. Who we are 
The Belgian Medical Students’ Association (BeMSA) is a Belgian student-run organization. As of the 2023-2024 academic year, it represents medical students from 11 of the faculties across the country, while also establishing international connections through the existing network of national member organizations of the International Federation of Medical Students’ Associations (IFMSA).
Each year we organize a series of events on a local, national and international level. Additionally, our clinical and research exchange programs send over 100 Belgian students abroad every year, while accommodating the same number of foreign students. This allows them to explore innovations in medicine, healthcare systems and healthcare delivery in various settings across the globe. 
BeMSA brings people together to exchange, discuss and initiate projects with the goal of creating a healthier world. It provides medical students with the skills and resources needed to be health leaders. With the help of the IFMSA, it also advocates for the pressing issues that matter to us to shape the world we want to live in. And it does deliver: our projects, our campaigns and our activities positively impact the physicians-to be alongside the communities they serve. 
2. Purpose 
This privacy policy is made to explain to you when, why, and how we collect personal information about our members, within and outside this site and our mailing lists. This explanation includes how we use, store, and the conditions under which we may disclose it to others, and how we keep it secure. 
Under the General Data Protection Regulation (GDPR), BeMSA qualifies as a “data controller”. This means that we are fully or partly responsible for determining the purpose and means for the processing of personal data. We are required under this law to inform you of the information contained within this privacy policy. 
3. Our commitment 
In line with the core principles of the GDPR, we are committed to the following, in regard to our use of your personal data: 
1. Lawful, fair, and transparent data collection: we are committed to ensuring that your data is collected and stored in such a manner. 
2. Purpose limitation: we are committed to ensuring the data we collect serves a purpose that is clearly informed to you. 
3. Data minimization: in line with the previous item, we are also committed to limiting our collection to data that are strictly necessary for our purpose. 
4. Truth and accuracy: we commit to ensuring that your data is kept as accurately and as up-to-date as possible. 
5. Storage limitation: we will not be keeping your data longer than we need it for a specific purpose. 
6. Integrity and confidentiality: we commit to ensuring or enacting measures that will ensure your data is accorded an appropriate level of security. 
Whether it is through this privacy policy or otherwise, in the spirit of ensuring a higher level of transparency, we will strive our best to ensure that you understand the purpose of each data collection that we do, how we process it, and how you can correct or remove it, should you wish.

How do we collect personal information? 
BeMSA collects personal information through several means: 
· Email and written correspondence 
· Application forms / Enrolment forms 
· Direct contact 
· Surveys and research forms 
In all instances, it will be apparent and clear to you when we are collecting your data. 
What personal information do we collect? 
We collect information about you when you engage with us through one of the several activities detailed in the list below: 
1. BeMSA Professional and Research Exchanges 
2. BeMSA National General Assemblies (NGA) and Training Events 
3. Participation in BeMSA activities and projects 
4. Small Working Groups (SWGs) within BeMSA 
5. External Representation Opportunities 
6. Surveys and/or research activities through the BeMSA network 

In these cases, we may collect the information detailed below: 
1. Name, date of birth, place of birth, and country of origin 
2. Contact information: email address, Passport or ID-card data, phone numbers, postal or other physical addresses 
3. Physical data: gender, health requirements (for provision of suitable services) 
4. Curriculum Vitae, including current employment, past employment, education, and experience within a specific field related to the purpose of the data collection 
5. Additional information that may be necessary based on a case-by-case basis. 
Any additional need for information in any particular cases will be communicated clearly to you, including the reasons for its collection and duration of its retention. 

How is your information used? 
As we have mentioned, the personal data we actively collect from you is always related to one of the seven activities listed under section five “What personal information do we collect”. At this moment, BeMSA does not engage in targeted advertising, and thus we do not share any data with external parties for marketing or advertising purposes. The personal, identifiable data that we collect from you may be used for the following purposes: 
· Selection of participants to a BeMSA activity, project or exchange 
· Selection of participants to represent BeMSA at an event 
· Provision of service or information about our activities 
· Impact assessment of BeMSA activities and projects 
· Conveyance of information about opportunities and call for inputs to improve our service 
· Archived for a specific duration of time to ensure legal liability of related parties based on a specific, previously agreed upon terms that are amicable to both BeMSA and the related parties
We will regularly review the necessity of these personal data for our activities and adhere to any storage period that we have detailed when requesting these data or until such time when the data is no longer necessary for the originally stated purpose, whichever comes first. Please note that in some cases, specific information items are indispensable to the related activity, and BeMSA may not be able to select, provide, or convey the application for consideration without them. We would also like to stress that we do not currently engage in automated decision-making, including profiling, based on the personal data we obtain from you. 

What is the lawful basis of BeMSA data collection? 
Based on the GDPR, there are six lawful bases on data collection, as outlined in article 6 of EU law. At least one of these must apply whenever a party is processing personal data: 
1. Consent: The individual has given an organization clear consent for processing personal data for a specific purpose. 
2. Contract: The data processing is necessary for a contract that exists with the individual, or because they have asked to take specific steps before entering into a contract. 
3. Legal obligation: The data processing is necessary for the organization to comply with the law, not including contractual obligations. 
4. Vital interests: The data processing is necessary for the organization to protect an individual’s life. 
5. Public task: The data processing is necessary in order to perform a task in the public’s interest or for the organization’s official functions, and the task or function has a clear basis in law. 
6. Legitimate interests: The data processing is necessary for the legitimate interests or the legitimate interests of a third party unless there is a good reason to protect the individual’s personal data that overrides those legitimate interests. 
BeMSA will ensure that at all times the lawful bases are respected, and at least one of the conditions stated above is fulfilled. All personal data collection activities by BeMSA and its officers will be supervised by the BeMSA Executive Board to ensure its compliance with the aforementioned basis. 
Instances of data sharing with a third party 
BeMSA will not sell, rent, or otherwise share your personal data for marketing and targeted advertising purposes. We also would like to assure you that any instance of active data-sharing will happen only with your consent through a clearly distinguished explanation of the purpose of said sharing either before, during, or after the data collection process. The following are the entities with whom we may share data with and for what reason: 
· Organizers of our National General Assemblies (NGA): at some points, we will need to share specific personal data with organizers of our National General Assemblies to ensure that they will be able to provide adequate and suitable services to the applicants. 
· Agencies, institutions, or academics for research purposes: we may allow third party organizations to engage with our network for data collection or research purposes. In all cases, we will ensure that the process is compliant with our research policies and that the data collection contains as little identifiable data as possible. 
· Software or technical providers: third-party agents that allow us to operate efficient digital processes and render satisfactory service to our members. 
· BeMSA Local Committees, Officials, Executive Board: in such cases where data are indispensable to application and selection processes, or the conveyance of the relevant information to all parties involved. 
· Law enforcement or regulatory bodies: we may have to transfer specific data if we are under the duty to disclose or share your personal data in order to comply with any legal obligations or to protect the rights, property, or safety of our members and users.
This is an indicative and not an exhaustive list. Please note that whenever we share personal data, we take all reasonable steps to ensure that it will be handled appropriately and securely by the third party. In all instances, we will share only information that is absolutely relevant and clearly necessary to deliver the service or fulfill the purpose of the data sharing. Especially with partners that are not directly related to our organization, we will have a contract in place in place to ensure secure handling of these pieces of information and clearly limit the way they will be able to use the shared data. In the case of Law Enforcement and Regulatory Bodies, where contracts are not applicable, we will continue to make all reasonable efforts to ensure that your privacy remains protected. 
How long do we retain personal information? 
We retain personal information only as long as it is necessary for the purpose of the data collection. This purpose will be detailed during the data collection process. In general terms: we will retain personal data for so long as required by law, or as may be required for record keeping and legal claims purposes. 
Where do we store personal information? 
We store most of the data we collect in our Google Suites connected domain and our web hosting service. In all cases, we strive or will continue to strive to ensure that the organizations we work with have adequate data-protection and confidentiality clauses on data collection that are compliant with the regulations set out within the GDPR. 
Security precautions in place to protect the loss, misuse or alteration of your information 
We will be putting in place a robust internal guideline on personal data management within BeMSA. This will allow us to keep track, limit, and in specific cases: remove access to your personal data from administrators within BeMSA. In all cases, personal data are only shared to officers who require it to complete a specific purpose, in line with what will be detailed during the data collection process. 
Additionally, to reduce uncontrollable data dissemination and improve our ability to control access to the personal data we collect, we regularly request and strive to ensure that our officers work in a cloud-based environment fully within the BeMSA.be domain. We will continuously strive to ensure the storage of these personally identifiable pieces of information is done as securely as possible. 
Other websites 
Parts of this website may contain links to other sites, such as related agencies with source material that supports our content, or partner organizations that we work with. We would like to clarify that we are not responsible for the content or privacy practices of these other sites and we encourage you to be aware of the privacy policies of these sites before engaging in any actions. 
Your rights where we are processing your information 
The European Union General Data Protection Regulation highlights certain rights to citizens of states within the EU and the EEA whose information is being collected by an organization (as data subjects). The following is a quick summary of your rights pertaining to data collected by BeMSA: 
1. Access: you have the right to request the personal information that we have about you. If you would like a copy of this activity, please contact us at the email address specified below. 
2. Correction: you have the right to request a rectification to incomplete, inaccurate, or false information on your personage within our possession. 
3. Deletion: you have the right to request the deletion of parts or the entirety of your personal data within our possession without undue delay on these grounds: 
1. Where you feel the data is no longer necessary in relation to the purposes for which they were collected or processed 
2. Where you are withdrawing consent for the use of your data 
3. Where you have objected to the use of the data 
4. Where you feel the use of the data is contrary to the law
4. Objecting: you are free to object to our use of your data at any time for marketing, newsletter, or mailing list purposes. Unless there are overriding legitimate grounds, we will cease the usage of these personal data immediately. 
5. Restricting our use of your data: this may happen when you do not believe you want your data removed from our storage, but you no longer give consent to the usage of the data for the purposes detailed during the collection process or that which are dictated within this privacy policy. 
6. Withdrawing Consent of Use: the regulations dictate that withdrawing consent should be as simple as providing it. As such, you are free to withdraw your consent for data that we have collected, and we will cease our use of the information immediately for the purpose(s) that you have consented to in the first place. 
Contact information 
Should you find some infringements that you would like to be rectified or would like to find more information on our privacy policies, please contact us at president@bemsa.be with the subject [GDPR INQ] in the subject line.


Annex 3. Ethical Framework on Fundraising 
For the purpose of this document, sponsorship is defined as income to the Belgian Medical Students’ Association vzw (BeMSA vzw), generated through agreement with commercial entity, non-profit making organization, institution, charitable trust, or other organization and individuals, where that agreement provides for acknowledgment and publicizing of such sponsorship through specific BeMSA’s activities and outputs. Income can be in the form of all kinds of favours, including money, resources, people, materials and more. 
This document applies to sponsorships directly maintained by BeMSA vzw (the national board) and by its members (Local Committees) as defined in the Constitution and Bylaws (Statuten en Intern Reglement). 
Key Principles 
General 
· Any relationship between BeMSA and a prospective sponsor (regardless of their composition or structure) will be evaluated in terms of assessing if their intentions are in concordance with those of BeMSA, as opposed to what the consequences of a sponsorship would be. 
· Any relationship with an external corporation, institution, or individual needs to concur with BeMSA’s mission, vision, and values. 
· All dealings with external parties should be undertaken with transparency and professionalism. 
· It is acknowledged that BeMSA needs, and actively seeks, sponsorship as a method of funding its activities. BeMSA also recognizes that any potential commercial sponsor will have their own commercial and other business interests which they seek to develop through their sponsorship. 
Specific 
· All sponsorship activity will be subject to formal contract. 
· In all sponsorship relationships, BeMSA will retain control of title, educational and/or specific content of any BeMSA activity and the level and form of advertising or acknowledgment. 
· Acceptance of sponsorship from any commercial or not-for-profit organization, statutory institution, or individual, must never imply, or be represented as implying, an endorsement by BeMSA of their products, services, policies, or beliefs. 
· Any use of BeMSA’s Corporate Identity elements in any context is in the control of, and subject to authorization by, the Executive Board. 
Sponsor categories 
There are three categories of sponsorships. 
“No-Go” or blacklist 
Any company, institution or individual that is directly or indirectly tied to support (financial or otherwise) of parties mentioned in the “No-Go”-list, are not acceptable as sponsors of BeMSA. 
· Any corporation that manufactures tobacco 
· Any corporation that manufactures arms 
· Any corporation that extracts or refines fossil fuels 
· Any corporation that engages in any overtly non-environmentally sustainable practices
· Any corporation that engages in exploitative labor practices, as defined by the International Labour Organization 
· Any corporation that engages in activities determined to be against human rights
· Any political or overtly political campaigning organization

Conditional 
Areas of commerce that are not listed above but still identified as potentially problematic to have as sponsor are subjected to extra careful evaluation. No monetary funding can be accepted from the parties mentioned below. Additionally, no active promotion of these corporations is allowed. 
· Any corporation that manufactures pharmaceuticals, or their representatives
· Any corporation that manufactures medical equipment 
· Any corporation that manufactures alcoholic drinks 
· Any corporation that manufactures sugar sweetened beverages 
· Any corporation part of the fast food industry 

Acceptable 
· Any corporation active in an area not listed above 
· Any corporation whose aims and objectives support BeMSA’s vision, mission, and values, and does not seek to gain business advantage by direct association with BeMSA nor specific influence over BeMSA’s policies or outputs 
· Any corporation whose support is wholly philanthropic 

BeMSA’s activities 
BeMSA’s activities can broadly be grouped into five areas: 
· Meetings, Workshops, and Events 
· Internal and external 
· Potentially outward-facing and drawing on external resources and personnel 
· Broad range of topic and subject matter 
· Often incorporating educational or training activities 
· Projects, Exchanges, and Core activities 
· Internal and external 
· Potentially outward-facing and drawing on external resources and personnel
· Often incorporating educational or training activities 
· Broad range of topic and subject matter 
· Subject matter of interest to certain areas of commerce 
· Education and training sessions 
· Activities which are central to the education and development of healthcare students in Belgium or around the world 
· Almost exclusively internal, member led 
· Subject matter sometimes of interest to certain areas of commerce 
· External representation of healthcare students 
· Outward-facing and sometimes drawing on external resources and personnel
· Subject matter of interest to certain areas of commerce 
· IFMSA meetings 
· General Assemblies and European Regional Meetings 
· Delegations of BeMSA representing Belgian healthcare students on an international level 
Criteria for sponsorship of BeMSA’s activities 
Sponsorships by corporations mentioned in “2. Sponsor categories” as ‘acceptable’ or ‘conditional’ (after review) are possible for BeMSA’s activities mentioned in “3. BeMSA’s activities” for the following purposes. 
· Meetings, Workshops, and Events 
· Any sponsorship credits and advertising specifications will be agreed and authorised by BeMSA 
· All uses of BeMSA logo, design work for publication, and accompanying marketing output will be authorised by BeMSA
· Any sponsors’ products, display materials, promotional items will be confined to stands or exhibition spaces which will be clearly delineated from any educational or “core” activity
· The meeting programme will contain standard wording which clarifies that BeMSA does not endorse any product or service provided by sponsor(s) 
· Speakers at meetings, events, etc. must declare any personal or professional relationship with any sponsor involved 
· Projects, Exchanges, and Core activities 
· Sponsorship of projects, exchanges, and core activities is acceptable under the following conditions: 
· The sponsorship is relevant to the content of the activity 
· The sponsor may support in development material if they carry knowledge relevant to the field, final decision on material presented is taken by BeMSA Executive Board 
· Other criteria as above 
· Education and training sessions 
· Sponsorship of education and training sessions is acceptable under the following conditions: 
· The sponsorship is relevant to the content of the activity 
· The sponsor plays no part in the content or construction of the activity 
· It is passive - i.e. there is a static presence only 
· The sponsorship is of benefit to the members attending the course and BeMSA as a whole 
· Other criteria as above 
· External representation of healthcare students 
· Sponsorship purely of our external representation is not accepted 
· Coverage of travel and registration costs is acceptable as long as the sponsorship doesn’t request to advocate for a certain topic requested by the sponsor 
· IFMSA Meetings 
· Coverage of travel and registration costs is acceptable as long as the sponsorship doesn’t require the delegation to advocate for a certain topic requested by the sponsor 
Sponsor evaluation 
Before a sponsorship relationship is established and an agreement is signed, BeMSA should undertake an evaluation in due diligence of the prospective sponsor’s credentials with respect to ethical positioning, trading policies, and other relevant qualifying characteristics in relation to BeMSA’s vision, mission, and values. BeMSA should be satisfied that any relationship with given funding organizations should ideally enhance BeMSA’s standing, or at least not be damaging to its reputation or undermine its values. 
This is particularly important with respect to multinational companies with complex organizational structures where subsidiaries and first line connected companies need to be included in the evaluation. 
This process may be delegated and undertaken in appropriate cases by a small group on an as-needs basis. It is recognised that some evaluations will be very straightforward and will not require significant evaluation. For sponsorships concerning BeMSA vzw as a whole, the responsibility of the given task being carried out stays with BeMSA Executive Board. For sponsorships concerning one of BeMSA’s members (Local Committees, LCs), it will be up to the leadership of the LC to carry out this evaluation. 
The Executive Board and LCs will remain vigilant for any complaints or changes related to ethical positioning, trading policies, and other relevant qualifying characteristics of the sponsor in relation to BeMSA’s vision, mission, and values. BeMSA retains the right to cancel the sponsorship at any time if such an event occurs. 
When a previously approved sponsorship is to be renewed, a shorter evaluation of the previous sponsorship period should be carried out and include if the sponsor is still aligned with the criteria of this document, if any transgression of the previous agreement were made, and if any negative feedback has been received from any parties. 
When BeMSA identifies or is approached by a prospective sponsor, the following steps will be taken: 
· For sponsorships concerning BeMSA vzw as a whole: 
1. Email sent to the Local Committees (LCs) that negotiations are being considered or have begun. 
2. The evaluation of the prospective sponsor is carried out by the BeMSA Executive Board. 
3. The result of the evaluation is presented to the LCs. 
4. Final decision on signing an agreement or terminating negotiations is taken by the BeMSA Executive Board, guided by the evaluation and LC’s input. 
· For sponsorships concerning one of BeMSA’s members (Local Committees) and falling under the “Conditional” category as defined in 2.2: 
1. Email sent to BeMSA Executive Board that negotiations are being considered or have begun. 
2. The evaluation of the prospective sponsor is carried out by the LC leadership
3. The result of the evaluation is presented to the BeMSA Executive board. 
4. Final decision on signing an agreement or terminating negotiations is taken by the LC leadership, guided by the evaluation and input from BeMSA Executive Board. 
· For sponsorships concerning one of BeMSA’s members (Local Committees) and falling under the “Acceptable” category, as defined in 2.3: 
1. The BeMSA Executive Board must be informed of the sponsors. 
Management 
The responsibility for sponsorship and the generation of income as a whole rests with the BeMSA Treasurer. 
· The day to day management of sponsorship of an event or activity will rest with the lead manager of that event or activity, or a delegated event manager. 
· Regardless of the source of original sponsorship contact, all discussions and negotiations with sponsors should be overseen by the TreasurerIn case it concerns a specific activity or event it should be done in conjunction with the relevant manager. 
· In the case of a controversial issue or when a sponsor falls into the conditional category, BeMSA Executive Board should consider referring authorisation to the General Assembly. Particular attention and time should be given to negotiating and considering relationships with organizations falling within the controversial areas.



Annex 4. Contract of Commitment 
Delegation Contract for [NAME OF THE GA/EUREGME] 
Concerning the [NAME OF THE GA] from [INSERT DATE] to [INSERT DATE]; Pre[International Meeting] from [INSERT DATE] to [INSERT DATE] and Post[International Meeting] from [INSERT DATE] to [INSERT DATE], named further as the International Meeting; The Belgian Medical Students’ Association (BeMSA) vzw, located in Brusselsestraat 246, Leuven represented by the President: [INSERT NAME PRESIDENT], named further as ‘President’; The Vice-President for International Affairs [INSERT NAME VPIA] and [INSERT NAME DELEGATE], named further as ‘the delegate’ declare to have read and agreed on: 
Clause 1: Concerning Preparation and Report 
The delegate commits to: 
I. Proactively read the submissions assigned to them before the International Meeting. II. Attend the preparatory meeting(s). 
III. Contribute to the writing of a report about the attendance of the International meeting. 
Clause 2: Concerning Attendance. 
The delegate commits to: 
I. Attend all the National Member Organization (NMO) Hours. 
II. Attend all the Standing Committee Sessions assigned to them beforehand. III. Attend at least two plenaries that take place in the [NAME OF THE GA/EUREGME]. IV. Attend at least one theme event. 
V. Delegates can be excused from attending these events in the case of sickness, personal problems or if otherwise excused by the Head of Delegation. 
Clause 3: Concerning Behaviour. 
The delegate commits to: 
I. Consume alcoholic drinks (spirits, beverages…) in a responsible way, if they choose to do so. In the case that the delegates damages, destroys or harms their 
environment in any way, the delegate will take all responsibilities and endure possible consequences. BeMSA will not be held responsible nor liable for any reckless, dangerous or illegal behaviour. 
II. Respect the IFMSA Code Of Conduct at any time, which is signed upon arrival and will follow the rules laid out by the Code of Conduct Committee (CCC).
III. Show respect towards other parties and within the delegation during the International Meeting. BeMSA, nor IFMSA, will not tolerate any discrimination of a certain gender identity, skin colour, origin, sexual orientation or social status from the delegates’ part. 
IV. Not perform any actions that could be potentially harmful for the External image of BeMSA. 
The delegate declares to have agreed upon all the clauses mentioned in the contract and commits to follow them at any moment; from the time it is signed until the report has been published. The original contract will be kept by BeMSA for 2 years. 
Signed on [INSERT DATE]; 
Signature of the Delegate BeMSA Stamp Signature of the (president)



Annex 5. Code of Conduct 

[bookmark: _gjdgxs]Preamble
This code of conduct has been created for the BeMSA and its members. It aims to formulate the parameters of behaviour:
· To be in accordance with the principles and values of BeMSA.
· To create a comfortable and safe environment and atmosphere for all participants of every background.
· To achieve the best outcomes for the meetings and other activities.
[bookmark: _17dljwqphyam]Principles and Values of the Organisation
Each participant is expected to take responsibility for themselves, and to act in accordance with the constitutional principles and values of BeMSA at all times. All participants are expected to treat each other with respect and consideration, and foster tolerance, dignity and equality. In order to ensure productive and inclusive meetings, all participants should foster cooperation and show appreciation of each other's contributions. Taking part in BeMSA meetings should be a meaningful, fun, and safe experience.
Any form of discrimination, including but not limited to political, religious, social, racial, national, sexual or disability-based discrimination, will not be tolerated from any participant of the meeting.
[bookmark: _oruskumy5j7u]General Rules and Behaviour
All participants should feel comfortable and safe within BeMSA, and during meetings and other events. Therefore, we expect all officials, participants and other attendees to follow and embody these guidelines:
· Be respectful. Ensure that all fellow participants are able to, and feel safe to express themselves; be professional in speech, actions and appearance during the conference and display respect for the opinions and ideas of fellow participants.
· Care. Be aware of the physical and mental health, safety and welfare of all other participants and yourself.
· Speak no evil. Do not post, share or disseminate any form of media (including pictures, videos and/or messages) on any forum (including online) that could damage the image of a participant, the Organizing Committee or BeMSA. All posts that contain threatening, abusive, harassing, defamatory, vulgar, obscene, libelous, hateful, racist and sexist or otherwise objectionable content shall be removed and may lead to disciplinary action.
· Clean up. Promote recycling and avoid the unnecessary waste of resources, throw rubbish away and clean areas where you have met or held a session or meeting.
· Be eco-friendly. Act in an environment-friendly way within the capacities of the host (e.g. recycling materials). If possible, participants can bring their own water bottles and coffee mugs.
· Participate. Take an active role in the National General Assembly program or other BeMSA activity in which you participate, and contribute. You are responsible for getting the most out of the NGA for yourself. You are a representative of your LC within the spaces of the BeMSA and therefore it is important that you consider how to act and behave accordingly. Being here is a great honour. Be considerate of others and ensure that they are able to do the same.
· Take care of yourself to care for others. In order to gain the most from the sessions, it is important that each participant has sufficient energy. Be mindful of your needs (food, sleep,...) so you can benefit and contribute the most from and to the whole meeting. 
In order for the event to run smoothly, it is also necessary to:
· Follow the instructions of the Organizing Committee, Team of Officials, hotel staff or other authorities.
· Adhere to the terms and conditions of the designated accommodation venue.
· Be mindful and considerate of other guests, Organizing Committee and staff, during daily and nighttime events.
· Do not act in any way that may harm the reputation of the BeMSA, the hosting LC, other participating organizations or medical students.
· Do not act in any way that may cause damage to the venue (breakages etc.). Tell the Organizing Committee or staff if anything happens. 
· Be on time and avoid causing distraction when entering a session that has already
started.
· Be aware and respectful of the cultural differences between participants.
[bookmark: _jp9bkkssb0w2]Substance Abuse
Every participant should promote safe behaviour for the sake of health and wellbeing of themselves and others.
· Smoking or consumption of alcoholic beverages is prohibited in the formal meeting rooms of BeMSA. Smoking shall be prohibited indoors within all public areas of the facilities hosting the National General Assembly Meetings regardless of the facilities’ smoking policy. Smoking is only allowed in the designated areas.
· Consumption of alcohol should be done in moderation.
· Consumption of alcohol and other substances should not affect the participant’s involvement in events and meetings.
· Social program attendance should not affect the participant’s involvement in events and meetings.
· All participants must remember and respect that there are participants who do not drink alcohol, particularly at social events.
· The use of illicit substances (subject to domestic laws) are prohibited. In case of violation of the code; it will lead to removal from the event and may require the involvement of the authorities.
[bookmark: _qi7qjkzf74zw]Laws and Other Restrictions
Every participant must respect and comply with all applicable National, Federal, State, and local laws. Any illegal activity will be reported to the proper authorities and subject to the applicable jurisdictional actions.

The following actions or behaviours are forbidden at all BeMSA events:
· Damage of property
· Underaged drinking (defined by local legislation)
· Consuming alcohol during formal meetings.
· Smoking inside any formal or informal meeting room (including during all social
programs)
· Use of illegal drugs
· Violence or threat of violence
· Intimidation or harassment to any party
· Discrimination towards any other person or racist slurs.
· Sexual harassment
· Forcing someone to consume alcohol or smoke against their will. 
The last six will lead to immediate removal from the event. 
[bookmark: _ldegyhl9epnq]Financial Liability 
Delegates or participants will be financially liable for any damage to equipment, facilities, constructions and environment at the venue that should result from their actions. 
[bookmark: _1iea59q7ttmj]Raising Concerns
If you have any concerns about the behaviour of other participants at the meeting or violations to the code of conduct, please approach any member of the code of conduct committee, which is composed of first name last name and first name last name.

You can contact the Code of Conduct Committee through:
Email: codeofconduct@bemsa.be
Whatsapp, SMS or Call the following number: XXXXXXXXXXXX
[bookmark: _pzgkz3prpwn0]Code Violations
Violation of this code of conduct will be met by sanctions, which will be proportional to the severity of the violation. 
The following sanctions can be placed by the Code of Conduct Committee.
Warning by the Code of Conduct Committee 
After 3 warnings an immediate sanction will follow. 
The following sanctions can be placed by the BeMSA Executive Board, in consultation with the Code of Conduct Committee and Supervising Council. 
· Warning by the BeMSA Executive Board.
· Removal from the event.
· Ban on attending all BeMSA and BeMSA-associated event(s) in the future. 
· Report to local authorities and police if there are violations to the law. This decision can be made by  the Code of Conduct Committee in case it prevents timely action. 
· In case of rape or sexual abuse, the participant will be excluded from the meeting immediately and reported to local authorities.
The Local Executive Board will be notified in case a sanction is put in place. Repeated violations will result in escalation of sanctions.
We wish all participants the best possible experience. We kindly ask you to bear the content of this Code of Conduct in mind at all times to help achieve this goal.
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