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INTRODUCTION

Members of the Hispanic Dental Association can form local chapters. The Association encourages local chapters as a means of advancing its mission, increasing membership and preparing individuals for leadership roles on the national level. The following guide provides information on the process of forming chapters

WHY GO LOCAL?

The Hispanic Dental Association is an effective national organization which delivers a whole range of benefits to its members.  However, there are certain things a national organization cannot accomplish on a local level.  Other than its annual meetings, it cannot serve as a venue for members to get together, exchange views, advance their education or socialize.  A national association cannot regularly intervene in a community to provide programs or activities that directly impact the oral health.  And, most importantly, a national organization is not aware of or sensitive to the needs and situations that are unique to every community.  
For these reason, forming a local chapter makes a lot of sense. 

WHAT YOU NEED TO GET STARTED

Starting a chapter does not need to be a difficult process, but it is a process which requires time and commitment.   It requires a minimum of 10 professionals who agree with the Association’s mission and wish to take a proactive role in helping the association accomplish its mission.   Without this commitment an effective chapter cannot exist. 

The steps in getting started include:  
1. Provide a Letter of Intent to the Executive Director indicating that you are interested in forming a local chapter of the HDA.   If you are a member in good standing, the HDA will endorse your activities and provide you with a list of members in your community or metropolitan area. 
2. Get two or three people who share your enthusiasm and goals to help you. 

3. Contact local HDA members.   This can be done by telephone or by mail, however, the Association recommends that you first examine the list and identify members you already know.   Call these members and explain your desire to begin a chapter.  Attempt to engage them in the process.   
4. Decide upon a structure.  The sooner this is done, the better.  Decide upon:

a. The Officers.  What officers you will have and who they will be. 

b. Define membership categories.

c. Dues.  A chapter is not designed to make money, but you will need funds for organizing, events, meeting expenses and so forth.  

d. Bylaws.  Review the national chapter’s by-laws.  A sample set of local chapter by-laws and that of the National can be obtain from the National office. After creating the chapter’s Constitution/Bylaws, submit for National approval.
e. The initial goals of the chapter.  What do you want to accomplish for your first year.   Develop your MISSION statement. 
f. Set-up a system for record keeping and accounting.   At a minimum you will need to track

i. Member Addresses and anniversary dates

ii. Dues received and owed

iii. Expenses
WHAT TO DO ONCE YOU’RE STARTED

1. Hold an organizing and recruiting meeting.  Hold this in the evening at someone’s house or office.  Serve refreshments.  Invite everyone who may be interested.  Include current members of the HDA and potential members.  Include auxiliaries, assistants and non-Hispanics who are involved in the Hispanic community or who see Hispanic patients.  Include members or officers of similar organization, such as a local Hispanic medical association or a Hispanic business organization.  Include any local politicians who are interested in Hispanic voters.  At the meeting be prepared to:
a. Sign up new members to both the local chapter and the national association 

b. Discuss the organization’s purpose and goals

c. Disseminate a schedule of events, or to at least receive suggestions

d. Recruit members for committees and specific activities 

e. Most importantly: Generate enthusiasm for the new organization
2. Get your tax identification number from the IRS. You'll need this number to file informational returns with the IRS and to open a bank account. You can obtain a Taxpayer Identification Number (also called an Employer Identification Number [EIN]) by filling out an SS-4 form. Contact the IRS at 1-800-829-FORM or www.irs.ustreas.gov for an SS-4 form or more information.   
3. Open your bank account. 
4. Designate a venue(s) for your meetings.  The venue depends upon the type of meetings you will be holding.  Generally venues are easy to arrange.  For example, most hotels have meeting rooms and are eager to host and cater professional meetings.  Venues can include:
a. Officer’s meetings.  Restaurant, dental office, officer’s house, library

b. Educational meetings.  Hotel, library.  
5. Publish a schedule of events. 
6. Make use of the chapter’s webpage on the National website. Provide list of officers, schedule of activities, and other pertinent information for this site.

ACTIVITIES

The chapter exists to do things.  It is important the chapter has a mix of activities and a structure to its activities.  This will grow membership as people may join for different reasons and it will bestow the professional creditability appropriate to a chapter of the Hispanic Dental Association.  Members can become involved by joining committees that organize events.  Current chapters engage in the following activities: 
1. Continuing Education.  Chapter may provide CE classes using the National Association’s CE number.  Contact the Executive Director for requirements and restrictions.   Generally it is not difficult finding speakers and programs for a professional group.  Dental specialists, financial experts and vendors are all willing to provide free speakers.  Depending upon the venue, it is appropriate to charge a fee above and beyond membership dues for a continuing education session, especially if dinner is provided.  
2. Community Events.  HDA local chapters provide

a. Health Fairs

b. Free Clinics

c. Mentoring 

3. Social Events can encourage professional networking and provide organizational cohesiveness.   At least two such events a year, like a picnic, a Cinco de Mayo or 16 de Septiembre fiesta, or a Christmas posada are appropriate. 
4. Advocacy.  Chapters can become involved in political issues which impact Hispanic oral health.  They can sponsor scholarships.  They can organize job referral services.  They can promote cultural literacy programs for non-Hispanic healthcare providers.  
PAPER
Any organization requires paper to function.  Be prepared to develop or acquire the following forms. The HDA office will be happy to help.

1. Membership application

2. Certification of Membership

3. Certificate of Appreciation

4. Receipts

5. Flyers for events

6. Letterhead

7. Newsletters or informational mailings
8. Schedules of events

9. CE forms

10. Renewal notices

It is useful to recruit members with computer skills.  Office managers can make good directors and bookkeepers good treasurers. 

CONCLUSION

Don’t worry about doing everything right away.   Organizations grow and develop.  The important thing is to start.  The National Organization stands ready to assist any members in beginning a local chapter.  The HDA can connect members and facilitate the many tasks required.  
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