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Introduction

This guideline has been prepared for ICOH to feat#i its activities as an international
professional association and a non-governmentanzgtion (NGO). The guideline
aims at facilitating the association activitiesplanning and decision making and in
conduct of activities, such as good meeting prasticin many associations the
operations show a wide variation and sometimes atameet the minimum standards
required by the legislation provided in various mies on associations. The ICOH
regulations, Constitution and Bye-Laws are als@ulsed as a regulatory background
of association activities. The topics covered bis thuideline are determined by
practical experience and needs recognized duriregtdecades in ICOH governance.
The guideline is given for the use of all membeegjous ICOH Governance Bodies,
Officers, Board, Scientific Committees, Working @ps, Task Groups and Committees
with the intention to promote the development anglementation of good association
practice. A special emphasis is given to issuesveglt to individual members as key
actors for ICOH objectives.

This Guideline is divided into two parts:

Part | describes good association practice in generahsteais it is carried out in
associations in general and as it is based on iasisocregulations in many countries,
on regulations and guidance from International @izgtions and NGOs, and from a
number of scientific articles concerning assocratite.

Part 1l focuses on ICOH as an association taking into idengtion the ICOH
regulations and applying international or natiomegulatory principles and good
association practices to ICOH in particular.

It is evident that this kind of a guideline neverllwe complete; it should be
continuously improved, modified and updated aceaydd the needs of the association
and its membership. Thus, all comments, feed-badkpaoposals from users for further
development of this first version are welcome.
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Part | Good Association Practice in general

1. What is an Association?
1.1 Association and law

By definition, an association is a voluntary gatheg of same-minded people for
realising their interests together.

An association consists of people who want to aehgmmething together.

In all democracies people are free to organize #fadves in associations, seek for
membership, or refrain or resign from an assoaatio brief, an association is a
voluntary activity of free people. Similarly, in mh@cratic societies, an association does
not require permission from authorities and an @asion is free to carry out its
activities provided it observes the applicable |afvthe Country.

The UN and several other Inter-Governmental Orgdiins have provided
Conventions and Declarations on basic civil riglisaong the basic human rights,
freedom to association and convention is spelléd The UN Organizations pay much
attention to Non-Governmental Organizations (NG@s) important partners for
implementation of their missions.

Most of the countries have legal provisions on eiséns. The legislation does not
stipulate what an association can or should do,itbstipulates the way in which the
association functions and sets minimum requiremdatsthe governance of the
association so that the applicable law is respedmery association needs to be
registered in the host country. This is importdot,example, in view of several legal
consequences related to taxation and a numberhef aictivities, including financial

transactions, accounting, etc. Hence even an mtierral association shall have a
national home site. Most of the national law redate associations deals with the
governance, registration and financial aspectsh sag accounting and taxation or
exemption from taxation. (In recent years, somenties have prohibited certain types
of associations, which are not considered to foliotgrnational conventions or threaten
the basic rights of people or violate the consbttutor other applicable law of the
country).

* By definition, an association is a voluntary gathang of same-minded
people for realising their interests together.

* Free associations constitute a core activity of medn civil society.

» Associations are regulated by law for registrationgovernance and finances
(taxation or exemptions).

1.2 Voluntarism and collaboration — key principledg Association life

The basic idea of an association is that the fre@ple join together voluntarily to
collaborate for achievement of a common missiorusTlan association serves a social
function bringing people together. Due to this veharacter of an association, the
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voluntary will of a member needs to be respectedviery aspect of the activities. On
the other hand, the principle of voluntarism imgliat each member works for the
collectively agreed objectives and respects ther@st and opinion of other members.
This needs consensus-seeking culture in discussindsin decision making. All the
tasks and assignments delegated by the Board ace@ifof an association need
voluntary commitment of members. In principle, timembers cannot be ordered or
compelled to do anything, but on the basis of thre@mbership, they can be expected to
contribute their best to the objectives of the amgmn. On the other hand, in joining
the association the members accept in general gbecition's rules, guidelines and
objectives. In principle, they have committed thelwss to be available to the tasks and
assignments delegated by the governing bodies ef abksociation. Joining the
association the member accepts in general to h&ablato the tasks and assignments
provided by the election of the association or gafed by the governance bodies or
leadership of the association. Association lifears activity in social life; bringing
people together and providing forum for social iat¢ion.

As the voluntarism is the key principle of assaoiatit is important to take care of the

basic factors that ensure voluntary contributiod participation. Such factors, among
several others, are attractive mission and itsce¥fe implementation, high-quality and

leadership, well-designed strategy, good assoociatianagement, transparency and
accountability, good membership services, highcettstandard, fairness and trust.

The voluntary will of members needs to be respeateevery aspect of association's
activities. On the other hand, the principle ofurdgbarism implies that each member
respects the interest and opinion of other memaedsseeks for consensus in decision
making. There is, however, an interest that goesad@tof the individual members’

interest, the collective decision of the Associatimade in the order stipulated by
regulations. In most instances, however, the cilednterest and individual interest

among same-minded people are identical.

» Voluntarism is the key engine of association actities.

* Voluntarism is dependent on mission, leadership andocial attractiveness of
an association.

* Collective interest formulated in formal decisionsof the Association go
ahead of the individual interest of an individual nember.

2. Good governance, administration and management dssociation

2.1 Governance

The concept of governance is not well defined.his guideline, governance means all
the activities included in the decision making aoperative management of the
association. It includes the generation of visisttategy and plan of action of the

association. It contains leadership, administraiod management of the association.
The key governance bodies of the association ageGhneral Assembly, Board,

President or Chairman, and other Officers.

Leadershipis the role of the elected officers of the asdomia As the governance in an
association does not get support from authoritjoahal position or bureaucracy, the
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governance is critically dependent on high quadityeadership. Leadership has also a
major impact on association culture. Leadershipadicularly the responsibility of the
President or Chairman and their deputies and @fferers.

Administration ensures the lawfulness of the association. Goadirastration is
described as accurate, accountable and transp&eod administration should earn its
reputation as the facilitator and servant of theoamtion and its members, not as a
controller or an obstacle. In ensuring the lawfakéhe administration protects the
association against deviations from laws and réiguis, including association's own
rules, thus minimizing the risks of association.

Managemenis an activity for the implementation of the demis of the governing
bodies and carrying out operative activities ofdlksociation. Management is run by the
Executive Director in larger associations, and Iy Chair and Secretary in smaller
associations. Their roles, tasks and powers aleatkin regulations. In general, they
implement the decisions of the Board, prepare amglement the budget, decide on
daily routines, smaller issues and conduct othactpral operations. They also are at the
service of Members when needed. Good managemempesationally effective,
efficient and focuses on the objectives definethestrategy and mission. Management
also takes good care of the association's econamdynakes necessary proposals for
corrective actions when needed.

Good governance comprises clear and up-to-datdatemns, clear definition of roles of
various governing bodies, high quality and balaotéeadership, administration and
management. Opportunity to active participationnembers is also a sign of good
governance.

» Governance of an association comprises Governing 8ies and leadership,
administration and management functions.

» Good governance is based on clear definition of reé of various governing
powers and high quality of the three key functions: leadership,
administration and management.

2.2 Decision making by the Board or other GoverniBgdies

2.2.1 Making decisions and seeking consensus

As association life is based on voluntarism a lalgoonsequence is the high value of
consensus in decision making, which comprises atgoeal of governance of
association. Consensus decision making is descrédeedinclusive, participatory,
cooperative, egalitarian and solution-orientedhéitgh the practical operations are the
key for the achievement of the strategic and missibjectives, their implementation
requires numerous decisions on issues which mastippelated by regulations (such as
budget and annual report) or are not regulated. ddwsion-making process makes
meetings of various kinds an important instrumemt &ssociation activities. Most
important issues, such as constitutional or otkgulatory changes, budget as well as
activity and accounting reports, results of elewiof officers etc. are decided by the
General Assembly of the association. The Board déscithe issues delegated by
regulations or by the General Assembly and it magidke on any other important issue
it finds appropriate, if the decision power is detegated to somebody else.

2.2.2 Good meeting practice



Although the core principle of association activityay be in its social function,

collective decision making is in fact the formalcklaone of the association life. For
making decisions the association organizes meetings

The practice for calling upon the meeting of then&al Assembly or the Board, its
preparation and conduct are regulated by the datien and bye-laws. Numerous
guidelines for good meeting practices are availalbleyood association practice every
meeting needs to fulfil certain minimum criteria:

The call to a meeting is made in writing and traittsd through mail or e-mail.
In some instances, if the meeting is very importtre reception of the call may
need to be confirmed by the recipient.
In the call, the regulatory basis, purpose andatives of the meeting, time and
venue are indicated. It is good to indicate whocalked upon.
The invited participants and their representatioa affiliation are indicated.
The agenda of the items to be discussed by thamgéastprovided in advance.
If decisions are made on issues, which are stipdlat regulations they should
be mentioned in the invitation. The same is dorthafproposed decisions have
an impact on the basic regulations (e.g. consititi
If the frequency of the meeting in concern is lomdats degree of formality
(importance) is high, the agenda items should bapbtemented with a short
explanation describing:

a) What is the context and purpose of the meeting

b) Why the issue is on the agenda

¢) What was decided last time, if it is a contimuprocess

d) Which are the aspects to be taken into coreiger in the decision

making.
Sometimes a background paper is produced to exmainimportant and
extensive issue. The proposals for changes in agguok, strategy plans and
programmes, agreements and contracts are regydeslyded as background
documents.
The Meeting venue will be prepared in advance emguhat the necessary
facilities are available and the size of the roanresponds to the number of the
participants (not too crowded, but not too largbesi Reserve some extra seats
for possible additional participants!). Check irvadce that the AV technology
and other technical facilities are in place and:fiom properly.
The Meeting is started punctually. The participatalse care that they are in
place on time. The maximum duration of an uninjgied session is about two
hours. Smaller meetings should be made within tiha limit; the longer ones
should take a 10—15-minute break every two hours.
At the beginning of the Meeting, the Chair, Searetand possible vote counters
and Scrutinizers of the Minutes will be electedh#y are not determined by the
regulations of the association.
Each participant, name, representation or affdatiand the time of entering or
leaving the meeting will be recorded by the Secyetnd indicated in the
Minutes of the Meeting. It belongs to good practice collect the contact
addresses of participants and add them to the esraitthe meeting.
Each agenda item is allocated with time assuméshtbto a decision.
The Chair should briefly open the meeting by rernmgdhe members why they
have gathered, whether there are any major issukew/hat should be the output
of the meeting. The Chair also introduces the persaho don't belong to
membership or secretariat and who may be invitettend the meeting.



Particularly in the international meetings the Chshould take care that
everyone can effectively participate in spite ofigaage barriers. The Chair
introduces each item, sets the question that willécided upon and encourages
participants to active discussion. The Chair mayiténsecretary or another
person, who may have prepared the item, to intredhe issue. It is important
that everyone knows, what the issue discussed isp&imilarly, everyone must
know what are the documents discussed in the ifdra.experience speaks for
the need to invest sufficient time for such claafions and explanations.

It is important to see that everyone who wants ge the floor is given that

opportunity. If there are problems to keep the tgoleedule, it is a good practice

to ask everyone planning to use the floor to anneuhin advance and then
close the list. Thereafter, the Chair may givenatlfor the duration of the floor

(for example, 3 or 5 minutes) so that everyonethaschance to use his or her

share of the collective time. Crystallizing thedido core issue and making a

clear proposal is more effective than complicatedgthy “flow-of-thought"

technique. It is a good practice that no one isigishe second floor before
everyone has been given an opportunity to say dongeton the issue. To

facilitate the decision making, there may be aopa® warn in advance on
cutting too long comments and, if needed, to asksjpeakers to focus on the
very content of the agenda item. No one should auglwor which does not

belong to the agenda issue in concern. The onlgmian is the floor for point

of order.

Language is the key instrument of a meeting. Tditate genuine participation

of everyone, cleapronunciationand slow speech, should be favoured. Complex

expressions, slang words, verbiage which may havg tocal or limited
meanings, acronyms, and other context-dependentegsipns should be
avoided. If anybody has problems with understandasiing questions should
not be hesitated.

After discussion the Chair summarizes the resuft€dmbining the presented

opinions as close to a reasonable consensus a®lpodt consensus is not

possible to reach, the majority opinion will be éakas a decision of the

Meeting. The other views may be recorded. If tiseigsis important, or, if the

regulations that require, the Chair wants so tad#eor some of the participants

insist and get seconding, the meeting may vote.

The voting proceduresire stipulated by the Regulations of the assatiaiihe

Chair may wish to make a pilot vote to demonstridie direction of the

forthcoming decision. After that the voting may & needed. If any member

So insists, voting should, however, still be orgadi The first task of the Chair

iIs to announce who have right to vote. If votingmade, the Chair needs to

choose between various voting procedures. The gopirocedure may be
stipulated by regulations or several optional typésoting practices may be
possible:

- Simple majority voting on two or several optiotise proposal that gets the
highest number of votes will be adopted (simpleant).

- Supermajority voting requiring defined quota (expre than half or 2/3 of
the available votes present). Usually such votieglsl with questions of
highest importance, such as changing constitutemm] procedures are
stipulated in the regulations. The majority requiesmt may even be defined
as absolute majority requiring required quota of aligible members
regardless whether they are present or not.

- If two or several proposals will get the highastl an equal number of votes,
the voting continues between the winner options.



- Dropping-out decision: if several optional decrss are proposed, the options
may first be voted one-against-one as pairs anthaha winners against
each others so that finally one winner is left.

« After the voting is announced, the Chair may pemni¢ round of floor for the

proponents of each option in order to clarify th@ians. After that the Chair
must clearly describe the proposals which will lmeed about. After that the
discussion is closed and no more floors on optarespermitted. It is important
that the Chair explains clearly the voting procedand checks that it has been
understood. Questions concerning clarificationgmposals or clarification of
the voting procedures are permitted before votiligcussion during the voting
process is not allowed.
In an important voting, the vote counters are el@eh advance. Voting may be
secret or open depending on what regulations stigwdr on the nature of the
issue. The elections of persons are always madeaast voting. If the Chair has
a casting vote, it is not used in election of pess@as it discloses the chair's
choice), but the winner candidates with the sammbear of votes are voted
again against each other or lot is used.

* In an open voting, special vote counters countubies and also count the

abstentions. The secret voting will be made orokslThe ballot should contain
nothing else but the voting opinion, otherwise iyrbe declared as invalid.
Therefore, it is advisable the secretariat to dhiste special ballot papers for
voting, often with well identifiable colour so th#te ballot papers cannot be
mixed with other papers. The numbers of voting diallwill be counted,

providing the total number of votes, votes for eaphion, abstentions, possible
disqualified votes, and the winner is announcec fidsult must be announced
by the Chair so clearly that everyone is aware haf tinal decision. After

announcement of the result each participant haglta to record his or her

statement in the records of the Meeting to exphasnor her voting behaviour or
to comment the result. The voting procedure shddddiscussed before the
voting, not afterwards.

The voting results are declared and confirmed. toted number of votes will be
announced as well as the numbers of votes for eatgd option or candidate
person. All these data will be recorded in the rtesuof the meeting. The
meeting may also decide to what extent the votesglts are published.

There is a special reason to emphasize the follpaspects in the voting procedure:

Voting is a procedure for finding the maximum sugpgdor a decision proposal
or person chosen or elected (i.e. the collectivg.wi

The space for modification or interpretation of thes concerning voting is
purposely narrow to ensure many regulatory, justiceé good decision making
principles.

A correct voting procedure produces official demsi(collective will) of the
association.

If the voting procedure is claimed incorrect, andhsa claim is supported by
evidence and seconded, the issue should be examimkdf needed, corrected
according to the regulations.

The Chair, the meeting and the winner should tteatioser or minority gently
and with respect.

No one should question the result which is maderight order.
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e The procedural tricks should not be used for attemp change the genuine
result that corresponds to the majority opiniomhaf meeting.

* The rules for voting are stipulated in the regolasi. They should be made clear
to participants before voting and they cannot benged during the process of
voting or after the voting.

e The voting result should be respected by every neenrtkespectively of his or
her personal opinion.

* Meetings constitute an important instrument for Gowrnance of an
association.

* Several meeting practices are stipulated by legigian or regulations of
association and such provisions shall be faithfullgomplied with.

* Well-prepared meetings and good meeting practicesre prerequisites for
good decisions.

e Good meeting practices support consensus-seeking danvoluntary
participation.

2.3 Good Association Culture

A key issue in association life is social interaoti The voluntary interest to serve
common ideals or objectives is the very core of dhsociation life. Such life is best
supported by the spirit and culture of collabonaticespect of each member's integrity
and seeking of consensus in the decision makingetikle the assignments and tasks
according to decisions or agreements which hava besde in a correct order belongs
to good association culture. Everyone is expeaemdark for such principles.

Often there may be different aspirations and opision the objectives, directions,
decisions or choices by the association. Such sityeof views is the most important
asset of an association and the basic factor bedewativity and renewal, generation of
new ideas and innovations. Good association cufaweurs and encourages discussion
and presentation of diverse views, particularlytlas strategies and decisions are
prepared. All kind of discussion should be encoedag order to ensure full and active
participation of all members. Open organizationdtwre and effective and maximal
information are prerequisites for such discussidre meeting practices should be made
in good atmosphere, labelled with respect of ea@mber's opinion, encouraging
discussion and in search of best solutions forafsociation. Good association culture
Is inclusive, not exclusive in view of diversity opinions.

When decisions on the basis of discussion are madejmportant that "legal" order
and regulations of the association are respectedrder to facilitate effective opinion
building, generosity is expected in not wasting etivith too limited details in
discussion. It is, however, important that each mmembuilds his or her opinion on best
information available at the. Such information dddoe equally available to everyone.
Voting should be a rare rather than frequent pracin issues not stipulated to be
voted).

Unity and consistency give power to the associat@ohesion is an important factor
behind the association unity. Cohesion supportsintatism and gives security to
members. Cohesion is not for standardization ofiops, but respect and tolerance of
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diversity. Cohesion encourages diverse views andi@ys to interact in a productive
manner.

Good association culture is like that of the famltyis fair to present criticism inside
the association but respect unity and cohesiondmt&ach Member should represent
the association outside by presenting the decisizede in the "legal” order regardless
of his or her personal opinion. The majority showdow respect, fairness and
generosity to the minority in order to support tivation to continue voluntary
activity in the association. The principlmaximal freedom of opinion before decision—
no word after collective decision or voting residtgood and fair association behaviour.

* Good association culture supports social interactio and participation in
association.

 Good association consists of respect between memberrespect and
tolerance of diversity, consensus-seeking in de@si making.

» Active participation in discussion and patrticipation in decision making, as
well as voluntary participation in association's t&ks and activities speak for
good association culture.

2.4 When changes are needed

The Members may find a reason to call for correctactions concerning either
regulations, strategies, decision making or otle#iviies of the association. For some
important actions the regulations of the assoaiatitay stipulate the procedures and
often also sanctions for cases of deviations magetieed.

It should be understood that claiming the decisioprocedure is a serious movement,
which should not be made without sound justificataond evidence. If, however, such
justification and evidence can be presented ang upported by seconding, the
corrective action should be made. The claim shdddmade for the benefit of the

association, not as a tool, for example, in contipetibetween persons. For example,
losing an election is not a justification for aiolaif evidence and seconded opinion on
procedural errors cannot be presented. Simildnky disqualification of votes according

to rules (e.g. the votes which arrive after theddiea of reception date) cannot be taken
as a sound justification of the claim. (If suchestvould be accepted, it would violate
the rights of the voters who have provided theitesan time). Equally important is to

undertake corrective actions, if they are justified

If, however, any doubt on the procedure and itsdoch according to the rules is
presented and seconded, the Chair may decide #alspetependent scrutiny of the
process. For that purpose, it is advisable to ajpoi advance an independent
committee of scrutinizers.

Every association may periodically need renewal aed visions, eventually a new

organization. Most of the associations manage #emssary changes through normal
democratic practices, i.e. elections and formal isi@e-making procedures. In

situations, where the "normal” procedures do natlléo renewal, the members or
groups of members may initiate an action for anwetigorocess. In making such actions
a mature balance between continuity and changé ppastice and experience and new
options should be considered. Change just for tiee ©f change is not a mature
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association practice and may be as dangerous deotten Association without ability
to justified change.

The initiatives for a change can be done eithedistussion of the strategies and
programmes for future activities or as a speciglesin the Meetings. The most
democratic way to work for renewal is to declare pinogrammes of candidates of key
persons in elections of the Board members and @#iand work for election of the

ones who represent the desired change.

2.5 Accountability of the Association

The association shall be accountable in legal arahgial terms and such accountability
is regulated by the national legislation. Therealiso principal accountability as an

association which is not regulated, but which haseat impact on association's image
and reputation and through them on the possilslibeimplement the mission.

The Council on Foundations and European Founda@ientre (EFC) lists seven

principles as key factors guiding the accountgbibt the philanthropic organizations.

Those principles can with certain modificationsaogusted to associations in general:

a) Lawfulness.Complying with the association's own regulatioms! dhe laws and
regulations of the relevant jurisdiction under whibe association lives. Especially
important is the financial and administrative actability required by the
applicable law of the country of registration, aslivas the applicable law of the
country where the association may operate.

b) Integrity. Truthfulness to the mission, values and compegsndihe competence in
the special field of association is particularly pontant for professional
international associations.

c) UnderstandingMaking efforts for understanding the actual situabf members in
different countries and political, economic, sociaultural, and technological
contexts of clients, target groups and partnergrially understanding works for
cohesion of association and externally it supptirésachievement of association's
objectives in the outside world.

d) Respecting cultural differencesand human diversity among the membership,
partners and clients including national and locgbegiences and practices and
legislative structures, knowledge, experience acmbmplishments of the various
countries and communities. Respecting differences cultures of various
professions is important for multidisciplinary assdions.

e) Responsivenessistening carefully to members, national and in&ional allies
and partners in order to understand and responduatiy to their needs and
realities.

f) Fairness.Exercising justice in all association's activiteasd in inter-personal and
inter-organizational relations. Being reasonabld #exible in what is required
from members, fellow members and partners, ensutivad expectations are
proportionate to their realistic possibilities,sasces and needs.

g) Cooperation and CollaborationRecognizing that international work calls for a
high level of cooperation and collaboration withaiety of actors, including inter-
governmental organizations, governmental and no@gonental organizations
(NGOs), professional associations, businessesmaittilateral organizations.

h) Effectiveness.Assessing whether association's activities arecgie in the
achievement of the mission of the association angknerating the positive impact
on members', clients' and partners' real situation.
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Part Il. Good Association Practice within ICOH

1. ICOH as an Association

1.1 History of ICOH

ICOH is an old organization with more than a 10@+y&adition as a professional
association. The ICOH Centennial Congress was ineMilan in June 2006 and the
history of the organization was on that occasioghhon the agenda. The history
document is available as a CICOH Centennial Heritageind also accessible at the
ICOH website:http://www.icohweb.org/heritageEvery member is recommended to
visit that document as it gives much valuable imfation on ICOH and on its
achievements. In the Centennial Congress alsoGHI Centennial Declaration was
launched and it is available at the ICOH website:
http://www.icohweb.org/news/centennial.a$he centennial year also demonstrated the
importance of compiling, storing and organizing tecumentation and other material
on the association life. ICOH was found to be ohthe best documented professional
associations during the first century of its at¢yivand that tradition deserves careful
continuation.

» [COH is an international professional Associationm occupational health.
 ICOH is a 100-year old association with well docun#ed mission and
history.

1.2 Mission of ICOH
ICOH mission has been stipulated by the ConstiuBiection 1 and 2:

Section 1

The International Commission on Occupational Hedl@OH) is an international non-
profitmaking, non-political, multidisciplinary saiéfic organisation whose sole
purpose is to foster the scientific progress, krealgk and development of occupational
health and related subjects on an internationali®as

Section 2

ICOH provides a forum for scientific and professibnommunication. To achieve this

purpose, the ICOH:

(a) sponsors international congresses and meetingsccupational health;

(b) establishes scientific committees in variowsds of occupational health and
related subjects;

(c) disseminates information on occupational heatttivities;

(d) issues guidelines and reports on occupatiorallth and related subjects;

(e) collaborates with appropriate international andational bodies on matters
concerning occupational and environmental health;

(f) takes any other appropriate action relatedhe field of occupational health;

(g) solicits and administers such funds as may éguired in furtherance of its
objectives.
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Put in brief, ICOH mission comprises 5 main elersgniromotion of research,
information and training in occupational health anttoducing good occupational
health practices. An overarching principle in &QH activities, both within ICOH and
outside is ethics. ICOH sets certain ethics catdno its membership and provides
practical guidance through a guideline (see below).

Most of ICOH mission is implemented through itsiaties in Scientific Committees,
Special Committees, Task Groups and Working Groampd, if needed, in ad hoc-
groups. The ICOH Newsletter and website, as wela®us publications serve the
information mission. ICOH organizes triennial woflbngresses, which are the main
international inventory of research in occupatidmedlth in the world, attracting usually
2000-3000 participants and presenting some 150@-28€earch communications of
different types. The ICOH mission can be illustdades in Figure 1.

ICOH works for fair globalization

United
Uruguay - -
Zambia USA Ukraine Klngdom Turkey Tunisia

Argentina Thailand
Australia -

Switzerland

Austria Sweden
Belgium Sri Lanka
Brazil Spain
Canada South Africa

C!1I|e Slovenia
Ch".!a Singapore
Colombia Sorenl
Croatia ones
Czech
Republic - Arabia
Denmark —= : Portugal
Ecuador . oot 2 F Poland
Finland : "GOOD PRACTICES : Philippines
France T Practical impact ! ——
Greece (G
II: : ;:esia for OCCUPATIONAL HEALTH ew Zealand
Ireland ) Netherlands
Israel o tloracea
Ital .
¥ Japan Keriya Korea :d‘glzedonia Mauritius Mexico

Figurel. Five main elements in the ICOH mission.

« ICOH mission in international occupational health ®nsists of research
information, training and introduction of good practices.

» Ethics is an over-arching principle in all ICOH aciivities within ICOH and
outside the Association, including its relationship with the external
partners.

1.3 ICOH and law
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The ICOH is registered iMilan, Italy, the place of foundation of ICOH for over 100
years ago. Although the Presidency and Secretanef@k positions of ICOH may
rotate from country to country, due to complex leyaangements, it is highly advisable
to keep the home site constant. According to GAB,itome site also should keep the
master archives of all key documentation of theo&igion (see below). It is the duty
of each actual leadership to take care that sudurdentation is archivedBeing
founded in Italy and being registered in Milan, Itg, the ICOH in a legal sense is an
Italian Association with an international missionThis has a lot of implications to the
ICOH practices, including accounting, book-keepitagation and several other legally
stipulated dutiesIn principle, the applicable law is the Italianegislation.In several
situations, ICOH, however, needs to consider als®o legislation applicable in the
country where ICOH operates, e.g. organizes theH@Dngress. For example, in the
financial transactions the legislation in both cimi@s may be different and both need to
be complied with.

In spite of its remarkable age, ICOH as an Assmmat not heavily institutionalized.
The activities are mainly carried out on a volupthasis by persons running several
other activities in their principal jobs. Thus, untarism is a most important fuel of
ICOH activity. The Secretariat is small and mostigrt-time. This makes ICOH
critically dependent on voluntary activities of itsembers and particularly elected
officers, such as ICOH Officers, Chairpersons aretr&aries of the Scientific
Committees. The members and various officers artdrsaccome from different
countries with differences in legal structuregsltmportant that in ICOH activities the
applicable law is complied irrespectively of theas own legal traditions.

* ICOH is officially registered, non-profitmaking professional Association
registered in the its birthplace, Milan, Italy.

» The official address of the ICOH is: Instituto Medicina del Lavoro, Via San
Barbara 8, 1-20122, Milan, Italy.

* The applicable law ruling ICOH is the Italian Law.

» While under the jurisdiction of Italian law, ICOH i s responsible to consider
also the applicable law in the countries in whichtimay operate.

1.3 ICOH regulations

The Constitution of ICOH stipulates the mission and purpose, membershgs, fe
general assembly, management, international cosigsentific committees, bye-laws,
amendments and emergency powers of the Associammohcontains provisions on
governance, activities, conditions of operationjrhership, their rights and obligations
and relations of the association with other parties

TheBye-Lawsstipulate more in detail the membership, feesegdrassembly, officers,
voting procedures for officers, voting procedures the venue of the international
congress, scrutineers, budget, scientific comnsfteational and regional secretaries,
emergencies and amendments, i.e. how the provisminghe constitution are
implemented in practice.

A good governance principle of association is that constitution is stable, it will be
amended seldom and only with the power of the laghdecision-making body of the
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Association (General Assembly of ICOH), while thgeB_.aws are more flexible and
can be amended by the Board. Even the proposaarfending the Constitution is
regulated so that the movement to amendment neeoi®a support (usually an
initiative and proposal by the Board). Experiencassociation leaders warrant
carefulness and prudency in changing the Congiitudis even a minor change may
have several implications on other parts of the dfiation, which are difficult to
recognize when discussing a detailed point of dgeilation.

In addition to regulations, good conduct of an aggmn is supported and guided by a
number of Guidelines. Guidelines are official IC@blcuments approved by the Board
of ICOH.

The most important Guidelines are the following:

Guideline for Scientific Committees

* Guideline for National Secretaries

e Guideline for Organizing ICOH Congresses

e International Code of Ethics for Occupational Hedtofessionals

* The core regulations of ICOH are the Constitution ad the Bye-Laws.

« ICOH Board has approved several guidelines for guidnce of good conduci
of association activities.

* International Code of Ethics for Occupational Healh Professionals is
intended to guide the ethical conduct of activitieef ICOH members and all
other occupational health professionals.

1.4 Organization of ICOH
The Organization of ICOH is broken down into foliogy main entities:

General Assembly (GA)

The GA is the highest decision-making body of ICQtHlecides on appointment of the
elected Officers, on the elected venue of the 100d#hgress and accepts the budget,
triennial report and accounts report of the Asdoma

The ICOH Boardis elected in a general election by the membegood standing. It is
the highest operational and policy-making body @OH, responsible to the General
Assembly. The Board supervises and advises the whtke Officers and decides on
the presentation of proposals for the decisiorth®fGeneral Assembly.

The Officers

The Presidentis in charge of strategic and operational acasitiof ICOH,
implementation of GA's and Board's decisions ankgaad of policy implementation, as
well as on representation of ICOH. President is #t& Chair of the General Assembly
and the Board.

The Vice Presidentare high ICOH Officers, responsible for special actest as
delegated by the regulations and the President. \oe President coordinates the
activities of Scientific Committees and the other &ctivities of National Secretaries.
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The Secretary Generak the head of the ICOH office, chief manager o OK;
responsible for economy, daily routine activitipsgparation of the Board's meetings,
and other operational activities of ICOH.

Committees, Task Groups, Working Groups and Netwsork

These are advisory and preparatory bodies for tedd The Finance Committee is the
only one stipulated by the regulations, all theeathare based on Board's decision and
do prepare important issues for Board or give agticthe Board and Officers on key
iIssues of ICOH activities.

The Scientific Committees (33) are special regotathased bodies of scientists and
experts active in Occupational Health. The memlrengrinciple are ICOH members
(with a few exceptions).

The National Secretaries

The National Secretaries are ICOH contact persam$ representatives in their
countries. The National Secretaries may be elebyedhe ICOH members of the
Country (if the number of ICOH members in the coyng 15 or more) or appointed
directly by the President of ICOH.

The Newsletter

The Newsletter is an "Official Organ" of ICOH leg the Editor who is stipulated by
Regulations. The Newsletter is distributed as a leapy for each ICOH member in
good standing 3 times a year and through the IC@bisite.

The terms of reference, tasks, duties, powers mydsrof the Governing Bodies and

Officers are stipulated in the Constitution and Byesvs. Every officer and Member of

the Governing Bodies is expected to examine cdyethe regulations and consult

them, if needed, in the course of their activiti#bie Secretary General keeps the
regulations available in every Meeting of the Gonmeg Bodies and in the meetings of
the Officers. The Regulations will be made avagdbk every Member of the ICOH.

The organizational Chart of ICOH is given in Fig@re
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Figure 2. ICOH organization as of triennium 2006320

* The Governing Bodies of ICOH are the General Assenipand the Board.

» The Officers are President, two Vice Presidents an8ecretary General.

* ICOH has Scientific Committees with elected Chairpeson and Secretary
nominated by the Chair. The Scientific Committees my have an Executive
Committee or a respective body.

* [ICOH National Secretaries are elected by the membesrof the country or
appointed by the President of ICOH.

* The ICOH Newsletter is the official organ of ICOH wth Editor in Chief
appointed by the President.

2. Election procedures

ICOH hasseveral positions to which the holders are elecié@. Regulations stipulate
the election procedures for President, Vice Presgdand Board Members. In addition
to the election of persons, the Venue of the famhing ICOH Congress will be elected
6 years in advance in connection of the ICOH Cosgyre
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The announcement of elections has been regulatethebyBye-Laws and the critical
dates are defined in the regulations. Every canelideeds to provide a short 150 words
CV and a written support letter from five Membensgood standing to be sent by a
stipulated date to the Secretary General. A newtigrais that each candidate also will
make a short programmatic announcement, how héemsuld act and work in the
position and which objectives he or she would sestnmportant in the forthcoming
tenure. An absolute pre-requisite for candidacydiy election is thenembership in
good standing.

Before deciding to run for election the potentiaindidate is expected to give the
declaration of freedom from conflict of interesthich is an absolute requirement for
becoming a candidate.

It is also advisable that the potential candidatguees his or her ability to work actively
in the position in concern, have time to make dbations and participate in the
meetings, necessary resources and facilities, fangeded, permission from superiors,
host institution or employer to participate. In m@ssitions, the institutional support
(office facilities, e-mail and computer servicegsgible secretarial support in major
tasks) for making concrete contributions is neededvill very much facilitate the
contribution by the elected person.

Elections are also made for the Officers of Scien€ommittees so that the members
will elect the Chairperson and the Chair will prepao the President the Committee
Secretary for approval after discussion with thenGottee members.

For Scientific Committees the procedure is theofsihg: The member willing to serve
as the Chair of the Scientific Committee will deel&is or her interest in good time in
advance to the Chair of the Committee. In the mgatif the Scientific Committee, the
Chair will announce the names of the candidategyThay be given opportunity to
give a programmatic announcement before the vattags. As it is the question of
personal election, secret ballot voting will beamged. For other formalities, see point
2.2 in Part | and the ICOH Guidelines for Scient@ommittees. In some cases election
may be run also through correspondence. In suah tas documentation of the voters
and voting procedure shall be as reliable as irc#se of on-site voting.

The National Secretaries will be elected, if thenber of members in the Country is 15
or more. The election of the national secretarlpfes the same principles and is guided
in the ICOH Guideline for National Secretaries.

While elections of Officers, Board Members and Yenue of the forthcoming ICOH
Congress are well stipulated by ICOH regulationse important principles deserve to
be repeated on election:

a) Only members in good standing are eligible anly enembers in good standing
can provide support letters for the candidate.

b) The candidates shall submit their freedom framflect of interest form before
elections.

c) The rotation principle limits the number of tees of President, Vice Presidents,
Board Members, Chairs and Secretaries of Scien@Gficnmittees and National
Secretaries to two (for continuity reasons the &acy General may be elected for
several tenures).

d) The procedures stipulated by ICOH regulationallshlways be followed. If
uncertainty prevails on election procedures in specases, which are not
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mentioned in the regulations, the election proceslwf the regulations will be
applied.

e) The election procedure, participants in thetelegcnames of candidates and results
of voting must be documented and submitted to #@e$ary General of ICOH to
be stored in the official ICOH files.

f)  Only ICOH member in good standing has a righvtte in any ICOH voting or
election procedure.

After election has been made and results have beecluded, it is expected that the
result is respected according to good associatiactipe. If procedural errors are found
or suspected, the claim should be made as eaggsssble and evidence on the possible
deviation from the rules should be given. The claeeds to be seconded. If the claim
meets the above criteria it must be scrutinized thg Scrutinizers' Committee.
Dissatisfaction on election results, which has baehieved according to regulated
procedures, does not justify a claim on proceduvésout evidence on procedural
failure.

ICOH organizes elections for Board Members, Offices and Venue of the

forthcoming International Congress.

« Chairs of Scientific Committees and National Secraries will be elected by
the members of the Committee.

* National Secretaries will be elected by the ICOH Mebers in the Country
in concern or appointed by the President of ICOH.

* Absolute requirement for eligibility to any ICOH position is the filling of
the Freedom from Conflict of Interest Form.

» Absolute requirement for eligibility is the Membership in good standing.

* The application for the Venue of the International Congress shall be

supported by five ICOH Members in good standing.

3. ICOH Membership
3.1 Joining ICOH as a Member

The mission of ICOH is to promote research in oatignal health and related areas,
transmit information, organize training for Membarsd others, and to distribute good
practices in occupational health. As the implem@maof such a mission needs
professional competence and skills, the member®xgerts in some relevant area of
occupational health. In addition ICOH invites youmgmbers and has several other
categories of membership including members formelibgimg countries, who have

certain special benefits.

In joining ICOH the forthcoming member is expectedaccept the ICOH mission and
ICOH regulations, Constitution and Bye-Laws. Asfpssional ethics is a fundamental
interest and asset for ICOH, the members are esgeict behave according to the
principles spelled by the ICOmhternational Code of Ethics to Occupational Health
Practitioners irrespectively of their professional backgroun@xpertise.
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Before joining it is recommended that the forthcoghimember consults the Code of
Ethics in order to ascertain that compliance wihi [KCOH regulations and guidelines is
acceptable to him or her.

ICOH is in a sense selective with its membershipchEincoming member needs
recommendation by three ICOH members in good stgndihe recommendation of a
non-member or a member who has not paid the mefabds not valid. Every ICOH
member is expected to help the incoming member db tge application form
(www.icohweb.ory and the recommendations, if the applicant mdetctiteria set by
the ICOH regulations.

As joining ICOH is totally voluntary, so is alsosrgning. A member can always cancel
the membership by notifying to the Secretary Gdnera

A member can also be excluded from the membershipases where the violation
either of ICOH regulations or Code of Ethics happgemed. There is a special
mechanism in the ICOH Bye-Laws for deciding on agin of a member.

* The joining member is expected to accept the ICOH ission and
regulations.

* The joining member is expected to subscribe the ICB International Code
of Ethics for Occupational Health Professionals.

* Each joining member shall send a membership appli¢ceon supported by
three ICOH Members in good standing.

» Joining ICOH is voluntary as is also the resignation. Violation of ICOH
rules or Code of Ethics may lead to exclusion frorthe membership.

3.2 Members' rights and duties

The ICOH member has both rights and duties, mosttoth are stipulated by ICOH
Regulations. Here only a few important aspects @giseussed and otherwise the
Regulations are referred to.

By applying membership, being accepted and aftgmpat of the member fee the

person enjoys all the rights of the ICOH membercéled"member in good standing”

The most important member's rights are the follgwin

a) Right to participate in the democratic decisiweking of ICOH.

b) Right to vote in elections of Officers, Board iMieers, Congress venue and
Scientific Committee Officers (and National Secrgt@r own country)

c) Rightto join ICOH Scientific Committees

d) Rightto get the ICOH Newsletter and other ICidférmation

e) Eligibility as a candidate for elections (wiimitations concerning the number of
tenures)

f) Right to participate in the ICOH Congresses wigh ICOH member status,
including stipulated lower fee

g) Rightto ICOH membership benefits, such as mfaton products and services.

The member of ICOH has also a number of duties

1. Payment of member fee on time

2. For certain positions filling the declaration fofedom from conflict of interest
form
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3. Following ICOH ethical principles, the ICOH Imational Code of Ethics for
Occupational Health Professionals and good assacibehaviour

Participating actively in relevant ICOH actiesi

Representing and promoting ICOH in a decent way

Being available for specific assignments anidas request and within the limits
of available personal time, competence, resouncéwvaluntary interest.

o0k

Special benefits for the ICOH member

Individual members enjoy a substantial reductionhef registration fee of the triennial
ICOH International Congresses and some other ICQothsored conferences. They
also enjoy 20-30% reductions of the subscriptiotesreof international scientific
journals, such as Applied Ergonomics, Archives ddaladies Professionelles,
Dermatoses in Beruf und Umwelt, La Medicina del dimy and the Scandinavian
Journal of Work, Environment and Health. More restusubscription fees will be
continuously negotiated. ICOH members will alscogrg 50% reduction in the price of
all ILO publications, including the Encyclopaedia ©ccupational Health and CIS
abstractsClick here to go to ILO Publications websit€OH members will also be
granted a 40% reduction on all WHO information prcid. It is required to send a copy
of the ICOH member card with the orders to WHO ah@® publications.
Epidemiology, a monthly journal, is making a disetad subscription offer to ICOH
members. Irregularly the ICOH members are offered &cientific publications mainly
from the WHO, the UNEP and the CEC.

* Each ICOH member has duties related to both assodian activities and
personal professional conduct.

* The member in good standing is entitled to certairmembership rights in
decision making and participation in association dtvities.

« Each member in good standing enjoys certain benefit and services
organized by ICOH.

3.3 Working on special assignments

A Member may be elected, appointed or asked tqdoial tasks or to serve in a special
function, such as chairperson or secretary of a&rffific Committee, special Task
Group, Working Group or other body. In acceptinghstiask again the principle of
voluntarism is followed.

Assignments are not only "honorary positions”, thet Member is expected to produce
an output for the implementation of the ICOH missiti one is not convinced that he
or she has realistic possibilities for achieving #xpected results (in collaboration with
other assigned), one should not take the taskjrmitvays to contribute in other forms.
While accepted, the tasks start to bind the MemibBiest in all activities the principles,
general regulations, rules and guidelines of ICOid walid. Usually the task is
delegated with terms of reference, defining theediyes, expected outputs and
outcomes and deadlines. After assignment the repipproval of the assignment is
expected. As the assignment is usually bound tdithe schedules of ICOH triennial
cycle, the observation of deadlines is importanis Ithe practice of ICOH that each
formal assignment will be given in the form of affiaal letter by using ICOH
letterhead so that the document can be used asdanee for the personal CV.
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It is important to report on the progress of theplementation of the assignment
periodically. Natural reporting stages dates aesfofiowing:

* That the activity has been started.

* In good time before the Mid-Term meeting of the KEBoard.

« A final report in good time before the end of thierinium to the forthcoming
ICOH Board and the General Assembly.

* Typically the Report contains information on théfiflonent of the task, outputs
and outcomes and, if appropriate, comments on clestar success factor to be
used as a lesson for future activities. The pergsor@ved and their roles in the
activity shall be mentioned.

* The documentation of the Final Report should beenadhe form that permits
archiving in the ICOH official files.

* ICOH Secretariat provides model formats for repaoyti

It is strongly recommended to report more activaiyg frequently than less actively.
The reports in general are addressed to the OfficeBody who gave the task. If
meeting of the assignment turns out to be impassibshould be reported back as early
as possible.

Publishing in the names of ICOH is regulated bypacsl guideline. The general
principle of ICOH is that nothing can be publishedthe official names of ICOH
without the acceptance of the ICOH President antte®ary General. This shall not
limit ICOH members' rights to publish in their pansl account their professional or
scientific materials or present publicly their pmral opinions.

» The ICOH member is expected to accept assignmentsrfspecific tasks or
activities within the limits of competence, capacyt and practical
possibilities.

» Assignments will be reported according to a schenm@ovided by ICOH.

* The member is entitled to refrain or resign from asignment, if he or she
finds it inappropriate or impossible to complete.

« All official publications in the names of ICOH shal be approved by the
President and Secretary General. This shall not limh members' personal
publication of scientific or professional materials or presenting public
opinion according to their interest.

3.4 Good ICOH membership

ICOH carries out a multitude of functions and attg. Some of them are regulated
activities, such as most of the administrative saskually carried out by the elected
Governance Bodies or Officers. Some others aretaoidge activities or implemented
on an ad-hoc basis. The basic idea of Associasothat as many different types of
competence, skills and capacities of the memberahgputilized as possible. Each
member gives his or her best capacity for the implagtation of the mission of the
Association. The member is not expected only tpaed positively, if asked, but also
to make initiatives, present new ideas, proposadsadfer his/her voluntary capacity to
the use of the Association. The best way to ast@eealization of the initiative is to
send it in a written form to some of the Officelfsthe initiative concerns a regulated
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item, the deadlines for submission of the documémtdormal meetings need to be
observed.

In joining ICOH the Member is expected to accep tROH mission and ICOH
regulations, Constitution and Bye-Laws. As profesal ethics is a fundamental interest
and asset for ICOH, the Members are expected taveehccording to the principles
spelled by the ICOHNternational Code of Ethics to Occupational HedRfactitioners.

In joining ICOH the member also accepts to respieetother rules of the Association,
guidelines and decisions made by the elected GamemBodies of ICOH. It is also
important to realizse that joining the Associatiomplies behaviour by the Member
within and outside the Association activities, whidoes not violate or undermine the
principles, mission, regulations, image or repotatf the Association.

ICOH Constitution, Section 1 stipulates ICOH as iaternational non-profitmaking
organization. So ICOH does not get involved to ipnolaking business activities
directly or indirectly through advertisement. Atstipoint, it is necessary to emphasize
that the direct or indirect use of ICOH name or KL@embership for commercial
purposes, e.g. for advertisement of a commerciadymt, is strictly prohibited.
Similarly, representing interests of other parbgaising ICOH name for commercial or
other related purposes is prohibited as is alsoaatipn which can be interpreted as a
violation of ICOH mission, ethical principles angputation.

ICOH membership has historically shown high mentprstandard (with extremely
rare exceptions) and conduct of good associatiactige. It is an ICOH objective to
promote and facilitate further such good membershipure through active discussion
and among others through this guideline.

e Good membership means subscription of ICOH missioand regulations
and being available for assignments within the lims of personal
possibilities.

* Compliance with the ICOH International Code of Ethics belongs to good
membership.

» Use of ICOH name for advertisement or for other cormercial purposes is
strictly prohibited and violates the ICOH Constitution Section 1 and
damages ICOH as an independent non-profitmaking Orgnization.

4. ICOH and ethics

The ICOH mission consists of four activities, resba information, training, and
introduction of good occupational health practicBse fifth important principle in the
ICOH mission is the introduction, guidance, prormotand guarding professional ethics
in occupational health within the ICOH frameworldasutside in all relevant contexts
of individual, association-wide, national, interioagal and global contexts. The close
relations of ICOH with the Intergovernmental Orgaations, WHO and ILO, also
require high ethical standard and independent psadeal association role. To
implement such an ambitious role ICOH needs firstalb assure its own ethical
standard as an independent professional associatidnat the level of individual
members, scientific committees, various groups hnodies, governing bodies and
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officers. ICOH has achieved an important interrmedloguiding role in professional
ethics through iténternational Code of Ethics for Occupational HeditProfessionals

The ICOH Code of Ethics remains to be the most mamd guiding document for the
international occupational health community. It Iwle periodically reviewed for
possible needs of updating according to the nekexgally changing work life.

The basic principles of the Code remain unchanged:

1. The purpose of occupational health is to seheshealth and well-being of the
workers individually and collectively. Occupationdlealth practice must be
performed according to the highest professionatdsteds and ethical principles.
Occupational health professionals must contriboitentvironmental and community
health.

2. The duties of occupational health professionatdude protecting the life and
health of the worker, respecting human dignity @naimoting the highest ethical
principles in occupational health policies and pamgmes. Integrity in professional
conduct, impartiality and the protection of the fidentiality of health data and the
privacy of workers are part of these duties.

3. Occupational health professionals are experte wist enjoy full professional
independence in the execution of their functiorfseyf must acquire and maintain
the competence necessary to their duties and eeqairditions which allow them
to carry out their tasks according to good practice professional ethics.

ICOH as the provider of the Code and as the kepajlassociation in occupational
health must first of all implement the Code in @&l own activities. Therefore, the
sensitivity of ICOH to the deviations from good doist must be high. This implies that
each member and each Body should examine the CloBéhizs carefully and think

how it should be implemented in everyone's daibcpce.

Similarly the ICOH Officers and Governing Bodiesoshl specifically be vigilant with
their own conduct and practices. If deviations dwus, necessary actions are the
obligation of the ICOH leadership as describedamp5. The high ethical sensitivity is
also critical besides for ICOH role as an independarofessional body officially
recognized by the Inter-Governmental OrganizatioWtHO and ILO, also as
international professional partner to anybody a&cfiv the field of ICOH mission. As
WHO and ILO have made special provisions concernasfpestos and tobacco
industries, ICOH as a NGO in official relations vthem has committed to follow their
principles in relation to those industries. Thigpmactice implies that an ICOH officer or
member cannot receive funding or be in any collatiee relation with such industries.

* High ethical standard is vitally important for ICOH as an Association ang
for ICOH members in their professional activities.

* The ICOH as an Organization and the members as indidual professionals
are effectively guided by the ICOH Code of Ethics.

* As an important partner for UN Inter-governmental Organizations WHO
and ILO, ICOH must own high sensitivity to ethical conduct in all activities
and also zero tolerance to misconduct.
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5. Violation of ICOH principles, Regulations and IGOH Code of Ethics

ICOH members are active in various tasks and rmmssio their own constituents and in
numerous international activities. The vast majyoaof such activities are conducted
according to good professional practice and apglypninciples of ICOH Code of
Ethics. But in very rare cases it has happenedthigatibove principles or ICOH rules
have been seriously violated or scientific miscanichas been exercised, which have
caused ICOH severe problems in accountability amdatjed the ICOH reputation as an
independent non-profit professional NGO. If an wdiial exercises unethical conduct
or violates Associations' rules and ethical prifesp uses ICOH name for individual
commercial interests or otherwise affects ICOH&fgmsional independence he or she
makes it on the cost of the collective good of Asstton and its members. If ICOH
reputation is high, the membership in ICOH providasmportant professional asset to
the members. Independence and credibility as arocksson is one of the most
valuable assets and a collective good of ICOH. atioh or misconduct by an
individual is not only his or her personal issuadividual's violation of ICOH
reputation threatens that collective asset of Adation and values of other members.

Conflict of interest, COI

A conflict of interest is a situation in which soome in a position of trust, such as a
lawyer, insurance adjuster, a politician, executoredirector of a corporation or a
medical research scientist or physician, has camgpeprofessional or personal
interests. Such competing interests can make ficudlif to fulfil his or her duties
impartially. A conflict of interest exists evennb unethical or improper act results from
it. A conflict of interest can create an appearaotémpropriety that can undermine
confidence in the person, profession, or courtesgstor association). A conflict can be
mitigated by third party verification or third pgrevaluation noted below—nbut it still
exists.

Methods for dealing with conflict of interest ahet

a) Removal, i.e. avoiding COI totally by refrainifrgm activities and situations, which
may imply dual loyalties,

b) Disclosure through declaration of conflict ofdrest, i.e. declare openly the
connections and relations, which may generate COI,

c) Recusal, refraining from decisions, which mayply conflict of interest

d) Third party evaluator, let an independent anglarhal person or body to examine the
case and give statement on possible existence bf CO

e) Code of ethics, which spells out the princiggsavoidance of COI. The Code has a
preventive and guiding role for behaviour of thenmbers.

Declaration of potential conflict of interest hascbme a policy for transparency in
virtually all associations with important socialswcieatal mission. It is also a well-
established policy in all high-quality medical asttier scientific and professional
journals. The International Committee of Medicaldal Editors, ICMJE, spells out in
their Uniform Requirements for Manuscripts Subnditte Biomedical Journals: Writing
and Editing for Biomedical Publication (2007), fledowing:

When authors submit a manuscript, whether an &tcla letter, they are responsible
for disclosing all financial and personal relatidnips that might bias their work. To
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prevent ambiguity, authors must state explicithethler potential conflicts do or do not
exist. Authors should do so in the manuscript @orlict of interest notification page
that follows the title page, providing additionadtdil, if necessary, in a cover letter that
accompanies the manuscript. Authors should idehtdividuals who provide writing

or other assistance and disclose the funding sofacthis assistance. Investigators
must disclose potential conflicts to study parteifs and should state in the manuscript
whether they have done so. Editors also need tole&ten to publish information
disclosed by authors about potential conflictgidtibt exists, it is best to err on the side
of publication.

Scientists have an ethical obligation to submitideble research results for
publication. Moreover, as the persons directly msqble for their work, researchers
should not enter into agreements that interferdheir access to the data and their
ability to analyze it independently, to prepare msaripts, and to publish them.
Authors should describe the role of the study spdgj if any, in study design; in the
collection, analysis, and interpretation of data;the writing of the report; and in the
decision to submit the report for publication.hétsupporting source had no such
involvement, the authors should so state. Biastanfally introduced when sponsors
are directly involved in research are analogousrethodological biases of other sorts.
Some journals, therefore, choose to include infaioneabout the sponsor’'s
involvement in the methods section.

Editors may request that authors of a study funmedn agency with a proprietary or
financial interest in the outcome sign a statenserwh as, “I had full access to all of the
data in this study and | take complete respongybitr the integrity of the data and the
accuracy of the data analysis.” Editors should Ine@iraged to review copies of the
protocol and/or contracts associated with projepesific studies before accepting such
studies for publication. Editors may choose natdasider an article if a sponsor has
asserted control over the authors’ right to publish

Transparency

Transparency implies openness, communication, ecolatability.

Transparency is introduced as a means of holdibjgafficials and association
officials and members accountable and fightingwugatron, misconduct and fraud.

When laws, rules and decisions are open to dismusgiey are seen as transparent and
there is less opportunity for the individual persém abuse the system in their own
interest. In the association life transparency raehsclosure of potential conflict of
interest. ICOH uses for that the special form cHDeclaration of Interest FormFor

an association like ICOH in formal collaboratiotat®nships with the Inter-
Governmental UN organizations, transparency (aedwatability) are critical assets.

Most common "exposures”

The most common "exposures"” for ICOH members mighthe pressures from the
company management, other economic powers or otterest groups to deviate from
an independent professional role. Another riskoishe members is the misuse ICOH
name for commercial purposes. The third risk maythee scientific misconduct or
plagiarism, violation of intellectual property righ to data, research results or
presentations of the real owner. A general prigcipi transparency spells that in the
case of uncertainty whether or not one should dsgcthe potential conflict of interest,
the disclosure is preferred. Attempts to take IC@dtine for commercial purposes or
distort the results of ICOH elections have alsondeeed.

From Association's collective interest point ofwieither unintentional or intentional
hiding of conflict of interest or injuring ICOH regmtion and image as an independent,
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non-political, non profit-making Association is @efour, which in the interest of the
ethical principles of ICOH and in view of defendif@OH's and its members high
professional standard and independence, cannotdrated and need to be sanctioned.
The principles presented below are based on gemeratiples for guiding ethical
conduct in professional activities and in reseaackl for preventing and managing
possible cases of violations or misconduct. Moghefformal content is taken from the
National Advisory Board on Research Ethics (FinJagdideline: Good scientific
practice and procedures for handling misconduct afrdud in sciencewhich is very
much in line with several respective national glins in other countries.

5.1 Different types of possible violations

Two main categories of misconduct in associati@atiice are separated:

a) Misconduct and violation as a member of associair (association misconduct)

b) Violation and misconduct of good research orfgesional practice (professional
misconduct)

a. Misconduct and violation as a member of assmniat

The member who intentionally causes harm to ICOputation as an independent
professional organization or otherwise acts in & that injures position, reputation or
relationships of ICOH, should be subjected to gigtary measures defined by the
ICOH regulations and more in detail described belSuch violation may comprise for
example:

« Direct violation of ICOH Regulations and the obtigas by the ICOH Code of
Ethics

* False or untrue information on ICOH's mission, rolgjectives, or operations

* Using ICOH name in personal interests for commeémisposes is a violation of
ICOH Constitution Section 1 and damages ICOH remrtas an independent non-
profit professional association.

e Similarly, acting in name of ICOH without authorian by the appropriate ICOH
decision-making body or officer violates the fornalthority of the respective
bodies.

* Serving in the name of ICOH any interest or padgnehich counteract the ICOH
mission or violate regulations or principles of ti®H Code of Ethics

* Failure to present the Declaration of Interest ming false information in the
Declaration

The above should not prevent the member from daaigntific or professional

initiatives and planning other scientific or prafesal activities either with other
members or with other partners. It should alsopmevent the Member from informing
on ICOH as an association or on its activitiedhiadtparties or transmitting information
from other parties to ICOH. The decisive criterignthe genuine service for ICOH
mission. ICOH also incorporates in its internatioregreements and contracts,
agreements on sponsoring and on sustaining mempengsions regarding compliance
with principles of ICOH Code of Ethics.

ICOH encourages the members to introduce theifiai@in with ICOH in their
professional activities, including presentationsanentific congresses and other events
and their publications. Such activity is in all eassubject to provisions by ICOH



30

regulations and ICOH Code of Ethics. If any undatiaprevails, the Officers are
always available for consultation.

b. Violations of good scientific or professionaaptice

As a member of an independent scientific and psidesl organization ICOH
membership implies in all activities high profesmband ethical standard. It is in the
interest of ICOH that all allegations regarding moger conduct in research or
professional practice are investigated. This pé&rthe guideline concerns only the
violations of good scientific or professional preetin situations where the suspect is an
ICOH member and carries out research or other gpsadeal activities either within the
framework of ICOH or in other contexts.

Violations of good scientific practice are classifiinto two categories:
e Misconduct in science and
e Fraud in science.

Misconduct in science and fraud in science shallrmerstood as follows:

“Misconduct and fraud in science may be perpetratedhe research process and in
the presentation of results and conclusions. Midagh and fraud in science not only
violate the integrity of science, but those pergitig them may also be guilty of an
unlawful act. Honest differences in interpretatimmgudgments of data, meanwhile, are
part of the scientific debate and do not violatedascientific practicé

Misconductin science is manifested as:

» Gross negligence and irresponsibility especiallshinconduct of research

* Understatement of other researchers’ contributioa publication

* Negligence in referring to earlier findings

e Careless and hence misleading reporting of resdiaaings and the methods used

* Negligence in recording and preserving results

* Publication of the same results several times &as aed/or

* Misleading the research community about one’s cegearch

» Failure to disclose ones conflict of interest aritations of scientific independence

* Any financial or other dependency relationship, ahhmay affect the objectivity
and independence of the researcher.

Fraud in sciencemeans deceiving the research community and oftem @decision

makers.

It is to give false information or present falssuks to the research community or to

disseminate them, for instance, in a publicationaipaper presented at a scientific

conference, in a manuscript submitted for publarabr in a grant application. Different
manifestations of fraud are illustrated below inurfocategories: fabrication,
misrepresentation, plagiarism and misappropriation.

» Fabrication is to present fabricated data to tkeasch community. Fabricated data
have not been obtained in the manner or by the adstldescribed in the report.
Presenting fabricated results in a research répaito fabrication.

* Misrepresentation (falsification) means intentidyalltering or presenting original
findings in a way which distorts the result. Misregentation means scientifically
unjustified alteration or selection of results.idtalso misrepresentation to omit
results or data pertinent to conclusions.
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* Plagiarism is to present someone else’s reseaath planuscript, article or text, or
parts thereof, as one’s own.

* Misappropriation means that a researcher illigitgsents or uses in his/her own
name an original research idea, plan or findingldsged to him/her in confidence,
hiding or not disclosing the sources of funding ethimay affect the independence
of the researcher in his scientific activity, higlior not disclosing the conflict of
interest which may affect his independence as ansist or professional in
occupational health.

 Two main types of violations are described:
a) association misconduct and
b) professional misconduct
* The former violates ICOH Regulations or good assoation practice, the
latter deals with scientific and professional miscaduct in research or
other professional activities.
* ICOH members have several "exposures" but the viol@aons or cases of
misconduct have been extremely rare.

5.21COH actions in the cases of misconduct or violatio

The sanctions on misconduct are stipulated by ttielé& 2 Section 7 of the

Constitution and Bye-law 17. If a member has gamdmahission to ICOH by fraud, false

statement or imposition and allegations with evadeare presented, the case shall be

examined by ICOH. Similarly, if the member has baeoused to have acted in any

respect in a dishonourable or unprofessional mafoieexample, violated ICOH

Constitution or Bye-laws, or behaved in an unpreifesal and dishonourable way,

broken against the principles of ICOH Code of E2hand allegations with evidence are

presented, the case must be examined by IEXEmination of allegations on cases

shall be initiated by the President immediately hember in good standing it insists,

presents evidence and is seconded. The Presidgrdlatainitiate examination if

information and evidence supporting allegationsravided from other well-identified

and reliable sources. The President shall ask ¢timen@ttee on Ethics and Transparency

to investigate the case. The alleged person hightafor hearing by the Committee.

Depending on the result of examination the membay be subjected to disciplinary

actions, which may include obligation to resigmfrthe ICOH membership. The

procedure for examination of allegation and thesps disciplinary actions taken are

stipulated by the Bye-Laws.

President shall apply following principles in thgians on misconduct or violation:

» Careful examination of the case

* Fairness, and impartiality and justice

 The hearing of all parties concerned

A speedy process

e Action for implementation of the possible sanction®ther consequences

 Any member can apply the procedures set out inetigesdelines when there are
grounds for suspecting of misconduct or when vicéeis suspected.
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e As there is a question of a very serious allegattbe strength of grounds and
evidence on the case should be as good as possible.

On the basis of statement by the Committee on &#mcl Transparency the President in

consultation with the Board may decide on followdigciplinary actions:

a) Written remark on improper behaviour

b) Exclusion from the position of ICOH officer

c¢) Exclusion from ICOH membership for a limited &m

d) Exclusion from the ICOH membership permanently.

The type of disciplinary action depends on the ggvef the case in view of nature,

duration and harm caused by the improper behaviour.

Every phase of the process is carefully documeirtethterest to protect right to
information of the parties concerned.

During the investigation the President shall sadéeduhe appropriate protection of both
the complainant and the suspected perpetrator raggneral ensure that the matter is
handled appropriatelyif the Member is suspected of misconduct or viotatj the
presumption of innocence — being innocent until men guilty — is a legitimate right
of the accused.

1. The allegation shall be provided to the Predidemriting providing description of
the suspected misconduct or violation and presgm@vidence on it.

2. The President will send the relevant documenmtthé Committee on Ethics and
Transparency and asks for examination of the case.

3. The suspected person shall be informed on ttenamade by the President and on
the grounds on which the examination has been dsked

4. The suspected person has a right and the Coeeott Ethics and Transparency
has an obligation on hearing the suspected penstineocase. The suspected person
shall give his or her explanation in writing.

5. The Committee may hear also other persons ¢itutigsns relevant for the case.
Also their statements shall be given in writing.

6. On the basis of its examination the Committess@nts written conclusions on the
case. The Conclusions include the following points:

a) Whether violation has taken place, i.e. whetl®H regulations, ICOH Code
of Ethics or International Codes of Research ardelBsional Ethics have been
violated

b) How serious was the violation in terms of inaronal ethical principles and
principles of ICOH Code

c) Whether ICOH reputation as an independent psajaal organization has been
affected?

d) Recommendation for action which may take thenfa@f. no action, remark,
temporary or permanent exclusion from Officer posit or from the
membership and, if needed, information to other idmd authorities or
institutions.

7. On the basis of the statement by the Committe&thbics and Transparency, the
President, after consultation with the Officers|l \wresent the case to the Board
and proposes necessary actions.

8. The Board may decide on the proposed actionrdicgpto the rules stipulated by
the Constitution Article 2 Section 7 and Bye-Law(bis).

e If misconduct is suspected or accused, and evidence presented, careful
examination of the case will be initiated by the Rsident of ICOH.
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* Presumption of innocence is followed as in all legjgprocesses in the
democratic countries.

* The procedure for examination and action for suspded cases is presente
by using the competence of the ICOH Committee on Bics and
Transparency.

» The suspected or accused has a right to be heard kige Committee of
Ethics and Transparency, and in the cases of requesf resignation from
ICOH, by the Board

 The Board decides on necessary disciplinary actionas regulated in the
Constitution and the Bye-Laws.

|®X

6. Summary: Ten principles of Good Association Prae

For a voluntary, independent professional orgartnalike ICOH the reputation and
image as a body with a high professional and dtksiteadard is a critical sustainability
factor and the best asset for the membership. Toee maredible ICOH is in these
respects, the more added value and professiongbduip can offer for the members.
High reputation and high ethical standard are alswitical prerequisite for recruiting
new members, both young and more advanced ones.

The independence, reputation and ethical standardlao important factors for ICOH
collaboration with international and other alliegdgartners. The high ethical standard
and credible reputation are also prerequisitesefgoying the officially recognized
NGO status in the WHO and ILO.

The purpose of these guidelines is to guide ICO#iiemngoverning bodies, officers and
individual members in the appropriate conduct obdyassociation practice in all

activities which the association may undertakeldb describes the method for dealing
with the possible deviations from good practiceza@ses of misconduct and guides in
implementation of sanctions and other consequentasich practices.

The key principles of good association practiceliated as the following:

1. Promoting ICOH mission and occupational health & a discipline and
profession

2. Exercising openness, democracy, transparency arghrticipation in decision
making

3. Respecting justice, equity, fairness, respect d€llow-members and seeking

consensus

Respecting the ICOH Regulations and majority ddsions.

Complying faithfully with the Regulations and fdlowing the ICOH Code of

Ethics. Filling the Transparency Form, when requirel.

Committing to assignments and keeping the comnmitents

Paying the member fees in time

Contributing to the ICOH associational and professional activities

Protecting ICOH reputation as an independent ing¢rnational professional,

non-political and non-profit NGO

10. Representing ICOH in ICOH-specific and other ativities and environments in
a professional and decent manner.

gl =
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