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CHAPTER 1 

INTRODUCTION 

 

This chapter provides an overview of the Student Chapter Handbook and describes the 

Student Chapter of the Human Factors and Ergonomics Society Malaysia (HFEM). 

1.1 Overview of Student Chapter Handbook 

The HFEM Student Chapter Handbook is designed to provide guidance and information to 

colleges and universities students in starting and organizing student chapters. 

The handbook provides guidance and information on the following: 

 How to start a new student chapter? 

 How to manage a student chapter? 

 What are the sample activities for student chapters? 

 What awards and recognitions are available for student chapters? 

The handbook is prepared and revised as necessary by the Student Chapters Committee of 

the HFEM. 

1.2 Student Chapter of HFEM 

A Student Chapter of HFEM is a group of students interested in Human Factors and 

Ergonomics who coordinates events and activities that will benefit students, their higher 

institution, HFEM Committees and SIGs, HFEM, government, industries, and community in 

general. A Student Chapter shall together with the HFEM to promote RAGI (Rakyat, 

Academics, Government, and Industry) – the four focus groups – on sharing and enhancing 

the awareness, knowledge, and development of the Human Factors and Ergonomics in 

Malaysia. This acronym (RAGI) was created by the HFEM Past President, Dr. Halimahtun 

Khalid which also signifies the characteristics of ragi (Malay term for yeast). 

Benefit of having a student chapter is to enhances student participation in the HFEM and 

Student Chapters events and activities by providing opportunities for professional 

development, community services, and networking with Human Factors and Ergonomics 

community and stakeholders in Malaysia. 
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A Student Chapter operates under the auspices of HFEM in general, more particularly, the 

Student Chapters Committee. A Student Chapter and the HFEM/Student Chapters Committee 

shall support and promotes each other events and activities in enhancing the development 

of Human Factors and Ergonomics arena in Malaysia. 
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CHAPTER 2 

STARTING A NEW CHAPTER 

 

This chapter addresses the procedure and flow (step-by-step) in establishing a new Student 

Chapter. The details are described in the following sub-sections, and the flowchart to start a 

new chapter is presented in Appendix A.  

2.1 Member Recruitment 

To start a student chapter, you should recruit at least five (5) students who are interested in 

joining the chapter. It is recommended (not necessary) that the recruitment to cover different 

background of student programs such as Engineering, Safety & Health, Medicine, Psychology, 

Computer Technology, Architectures, Sciences, and etc.  

2.2 Establish the Pro Tem 

The group should establish a Pro Tem line up officers for the Student Chapter. Generally, you 

will need to appoint the following: (i) President; (ii) Vice President; (iii) Secretary; (iv) 

Treasurer; and (v) Communication Exec. Other committee members can be appointed if any. 

A representative of the group must complete an application for the student chapter (this is 

to complete Part A & B of the Student Chapter Application Form). However, once the Student 

Chapter is approved by the Student Chapters Committee, the new officers should be elected 

through the first Annual Grant Meeting (AGM) of the Student Chapter. 

2.3 Getting a Faculty Advisor 

Once the Pro Tem are formed, the group should get a Faculty Advisor (who has to be a 

member of the HFEM) from their institution. Approach a potential Faculty Advisor and obtain 

his or her consent to becomes your chapter’s Faculty Advisor (this is to complete Part C of the 

Student Chapter Application Form). A support letter from the Faculty Advisor also need to be 

submitted with the application for the student chapter. The group may contact the Chair of 

the Student Chapters Committee at student@hfem.org to request the list of HFEM members 

from their institution if needed. 

mailto:student@hfem.org
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2.4 Develop Constitution and Bylaws 

The Constitution for the student chapter shall address the general statement of the purpose 

and affiliation of the student chapter. The Bylaws are the details of following: (i) name of your 

chapter – basically the institution name follows by ‘Student Chapter’ e.g. IIUM Gombak 

Student Chapter; (ii) membership requirements; (iii) officer descriptions and duties; (iv) 

government; and (v) meeting guidelines. The last page of the Constitution and Bylaws must 

include the signatures of the members who approved the Constitution and Bylaws, the 

percentage of the membership they represent, and the date of approval. Sample of the 

Constitution and Bylaws (sample from the Human Factors and Ergonomics Society, 2018) is 

presented in Appendix B.  

You may refer to the Faculty Advisor and/or the Student Chapters Committee for an assistant 

in preparing the Constitutions and Bylaws for your chapter. You may also adopt the sample 

as presented in Appendix B. It is advisable that the Constitution and Bylaws should be solid 

yet brief and flexible. The completed Constitutions and Bylaws of the Student Chapter need 

to be attached with the application for the student chapter. 

2.5 College/University Permission 

To be eligible for consideration as a student chapter, you will have to obtain a permission 

letter from the management of your host-college or university. You also need to complete 

Part D of the Student Chapter Application Form. Please consult your Faculty Advisor in 

determining the responsible department/division of the institution to obtain the permission. 

2.6 Application to HFEM-Student Chapters Committee for Affiliation 

A representative of the group need to complete the Student Chapter Application Form (as 

presented in Appendix C) and submit the application together with the other credentials. The 

checklist for the Student Chapter application is presented in Appendix D. 

Send an electronic file of the application form and credentials to the Chair, Student Chapters 

Committee at student@hfem.org. The Chair of the Student Chapters Committee will review 

your application materials, and work with you to ensure all requirements have been met. 

Once complete, your application will be submitted to the Student Chapters Committee for an 

approval.  

mailto:student@hfem.org


5 
 

2.7 First Annual Grand Meeting Report 

Once the application is approved, the chapter will have to conduct the 1st Annual Grand 

Meeting (AGM). The new officials for the Student Chapter need to be elected during the 1st 

AGM. In addition, the general description of the calendar-year activities need to be addressed 

(this is to complete the 1st AGM Report Form as presented in Appendix E). The secretary of 

the Student Chapter will have to send an electronic file of the 1st AGM Report Form to the 

Chair, Student Chapters Committee at student@hfem.org. The submission need to be done 

within 30 days from the approval date of the student chapter. 

  

mailto:student@hfem.org
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CHAPTER 3 

MANAGING STUDENT CHAPTER 

 

Managing the Student Chapter is crucial in order to keep the chapter alive from one academic 

year to another. Thus, this chapter provides general guidelines and information on how to 

managing the Student Chapter effectively. 

3.1 Election of Officers and AGM 

Election of officers need to be done during the AGM. While the first AGM need to be done 

shortly after the Student Chapter registration, the following AGMs need to be done annually, 

in which in the month of April. The Chair of the Student Chapters Committee will send a 

reminder to each Student Chapter in regards to this matter. 

3.2 Officer Transition 

A smooth officer transition should strategically planned. As mentioned previously, a new 

officers need to be elected during the AGM in the month of April. This is to ensure a smooth 

transition from the old officers to the new officers. Having the AGM in the month of April – 

approximately two months before the end of the Semester 2 – will provide an ample time for 

the old officers to pass their job to the new officers. Be aware that some of the old officers 

might be graduating students, thus, the transition will be smoother while the old officers are 

still residing in the college/university. 

Beside the period of transitioning, another important element of transition is the information 

and documentation that need to be transferred from the old officers to the new officers. The 

most importance information is the Constitution and Bylaws. Old officers (with advices by the 

Faculty Advisor) should ensure the new officers to understand the Student Chapter 

Constitution and Bylaws so that the new officers are aware of the Student Chapter’s vision & 

mission, and rules & regulations. In addition, all documents and filings (e.g. financial 

statement, past activities record, and etc.) in regards to the administration of the chapter 

need to be transferred to the new officers. Furthermore, all the activities that have been 

planned for future also need to be addressed to the new officers to ensure the continuity of 

the plans. 
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3.3 Periodic Officers Meeting 

A Student Chapter is encouraged to have a periodic officers/committee meeting. It is 

suggested that a student chapter to have a monthly meeting to discuss matters that relates 

to the chapter. Meeting minutes should be kept in one file for future references. 

In the circumstances that could not have been reasonable foreseen which require immediate 

attention and possible action of the officers, the officers could call for an emergency meeting. 

3.4 Annual Events & Activities Calendar 

A student chapter should plan the annual events and activities calendar for their chapter. This 

will enable the chapter to foreseen any potential problems in relates to the activities such as 

to avoid the conflicting date of the activities with other events and commitments (e.g. HFEM 

activities, institution activities, exam period, and etc.). 

3.5 Monthly Report to the Faculty Advisor 

Working closely with the Faculty Advisor will be the key for a successful student chapter. Thus, 

the chapter should always consult with their Faculty Advisor to have his or her insight in all 

activities and events of the chapter. In addition, a periodic report to the Faculty Advisor is 

crucial so that he or she is aware on the current update of the chapter, and it is recommended 

a monthly report of the chapter activities to be submitted to the Faculty Advisor. 

3.6 Bi-annual Report to the Student Chapters Committee 

A Student Chapter need to send a bi-annual report to the Chair, Student Chapters Committee 

at student@hfem.org (this is to complete the Bi-annual Report Form as presented in Appendix 

F). These reports need to be submitted in May (due on May 5th) and December (due on 

December 12th). The Chair of the Student Chapters Committee will send a reminder to the 

student chapter.  

3.7 Student Chapter E-mail 

A Student Chapter is strongly encouraged to ask their institution to create an e-mail account 

for the chapter with a screen name that can be used from year to year by incoming officers 

e.g. hfem@iium.edu.my. This is to ensure a smooth communication between the chapter with 

other parties e.g. the Student Chapters Committee. 

mailto:student@hfem.org
mailto:hfem@iium.edu.my
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3.8 Recruiting New Members 

Another importance issue in keeping the chapter alive from one academic year to another is 

to always recruiting new members for the chapter. As we are aware that some of the 

members are graduating students and will leaving the institution, it is crucial to recruit new 

members to join the chapter. A Student Chapter should have a strategic plan on the recruiting 

activities with the aim to increase the number of members, especially in the diversities of the 

background of the members. Periodic analysis on the total number of members of the chapter 

would give an input to strategically plan for the recruitment process. 

3.9 Funding for the Student Chapter 

Funding is crucial to smoothly run a chapter. The chapter may come out with their own 

funding such as a modest membership fee (e.g. RM5) and generate funding through the 

chapter’s events and activities (as normally done by other student clubs). In addition, the 

chapter also could identify potential funding that are available from the department and the 

institution (consult with the Faculty Advisor on this matter). Furthermore, it is possible for the 

chapter to propose a collaboration in conducting events and activities with other Student 

Chapters or the HFEM and requesting a funding from the HFEM. Similar approach – the 

collaboration of events and activities – also can be done with other government departmental 

or companies.  

3.10 Resources for Student Chapters 

Whenever there is a question or facing a problem in running the chapter, the Student 

Chapters Committee encourage the chapter to always consult with their Faculty Advisor. In 

addition, Student Chapters Committee and HFEM always welcomes for any discussion if a 

particular student chapter need advises and supports.  

Collaboration between student chapters is strongly encouraged. If there is events and 

activities, a student chapter is suggested to always share and invites other student chapters 

to join. Co-join events and activities is highly recommended. The chapter may also conduct a 

field trip to other student chapter institutions and tour their facilities in general, more 

particularly, facilities that relates to Human Factors and Ergonomics. 
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3.11 Student Chapters Committee Support 

In general, all communication between the Student Chapter and the Student Chapters 

Committee should be addressed to the Chair of the Student Chapters as the following: 

Chair, Student Chapters Committee 
E-mail: student@hfem.org 

3.12 Disaffiliation 

If a particular chapter at any particular time become inviable – for whatever reasons e.g. 

inactive, or not enough member to make the transition – please contact the Chair of the 

Student Chapters Committee for further discussion in which the Student Chapters Committee 

will help in any way to resolve the matters.  

However, if the chapter decided to close down the chapter, the chapter must send a written 

request for the disaffiliation to the Chair of the Student Chapters Committee. This request 

must be signed by majority of the members (>50%) and the Faculty Advisor. In addition, a 

copy of a notification letter – that is used to gazetted to all members about the disaffiliation 

of the chapter – need to be attached with the request. The complete request will be 

forwarded to the Student Chapters Committee for decision. 

In the extreme situation, the Student Chapters Committee may terminate the affiliation of a 

chapter due to the following; 

 Failure to submit Bi-annual Report Form for two or more consecutive years 

 Failure to comply with its own chapter’s Bylaws 

 Disaffiliation by its host-institution 

 Conduct prejudicial to the interest of the Student Chapters and the HFEM 

 

  

mailto:student@hfem.org
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CHAPTER 4 

SAMPLE ACTIVITIES FOR STUDENT CHAPTERS 

 

This chapter gives ideas of some of the activities that can be done by student chapters. While 

the events and activities that will be described below are Human Factors and Ergonomics 

related, events and activities that are non-Human Factors and Ergonomics related are strongly 

encourage. 

4.1 Guest Speaker 

 Invite academics (from your institution or from other colleges/universities) to give talk 

on a particular topic in Human Factors and Ergonomics especially on the current issue 

topic, overview of the Human Factors and Ergonomics education and programme 

available in Malaysia, facilities available at their institution, their research activities, or 

about postgraduate opportunities 

 Invite speaker from industry to give talk on the Human Factors and Ergonomics 

practice at their workplaces, current issue of Human Factors and Ergonomics at 

workplaces, or job prospect & opportunities that relates to Human Factors and 

Ergonomics 

 Invite speaker from Government (e.g. DOSH) to give talk on the laws, regulations, and 

guidelines as well as the concern issue on a particular diseases or disorders in Malaysia 

that is associated to Human Factors and Ergonomics 

 Invite people form HFEM, or the SIGs of the HFEM to give exposures of the society and 

their events and activities 

 Invite alumni of the Chapter to give their insight on the ‘before & after college 

experiences’ that are relates to Human Factors and Ergonomics 

 Conduct a forum session among the academics, industry, and government on a 

particular issue especially on the current issue of Human Factors and Ergonomics 

 Conduct a seminar on a particular issue or a current issue of Human Factors and 

Ergonomics 
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4.2 Educational Trip 

 Conduct an educational trip to a particular industry (companies) that are relates to 

Human Factors and Ergonomics 

 Conduct an educational trip to NIOSH Ergonomics Laboratory 

 Conduct an educational trip to other institution Human Factors and Ergonomics 

research laboratories 

 Conduct an educational trip to other departmental in your own institution  

4.3 Collaboration 

 Inter-department events and activities 

 Inter-Student Chapter events and activities 

 Inter-university/college events and activities 

 Collaboration with government departmental 

 Collaboration with industry (companies) 

 Collaboration with the Student Chapter Committee & HFEM 

4.4 Activities with HFEM and SIGs of HFEM 

 Participate or contribute services for HFEM/SIGs events and activities e.g. 

conferences, ErgoCup Design Competition, Ergonomics Awareness Video 

Competition, Final Year Project Poster Day, and etc. 

 Participate or contribute services for HFEM/SIGs seminar and training 

 Submit manuscript to Human Factors and Ergonomics Journal that is own by the HFEM 

 Contribute services during the HFEM’s Annual Grant Meeting which in normally take 

place in September 

 Contribute services during the Student Chapters Annual Grant Meeting which is 

normally take place in June 

4.5 Outreach/Volunteerism 

 Participate in or contribute services to the institution events and activities 

 Go to primary or secondary school to promote Human Factors and Ergonomics 

 Receive a visit from local primary or secondary school and arrange a programmes and 

activities that relates to Human Factors and Ergonomics 
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 Participate in or conduct activities for special day festivities (on or off campus) to 

promote Human Factors and Ergonomics 

 Participate in or conduct activities during the month of the Global Human Factors and 

Ergonomics which is October 

 Participate in volunteering & humanitarian events and activities 

 Contribute to the community and solving their problems especially those that are 

relates to Human Factors and Ergonomics 

 Conduct a Human Factors and Ergonomics related awareness programmes (on or off 

campus) 

4.6 Exploration/Creativity 

 Create a Human Factors and Ergonomics awareness day or week 

 Create a competition and contest at the host-institution that relates to Human Factors 

and Ergonomics  

 Create a real world activity on the application of Human Factors and Ergonomics 

(problem solving activities) 

 Create a student awards in regards to Human Factors and Ergonomics 

 Submit writing on the Human Factors and Ergonomics topic to the newspapers 

4.7 Socials/Activities among Chapter Members 

 Monthly social gathering e.g. BBQ, picnic, sporting events, game night, and etc.  

 Establish a Human Factors and Ergonomics Journal Club – e.g. critics on a particular 

literature, in which can be done on weekly basis 

 Establish the Chapter’s Newsletter/Bulletin 

 Monthly seminar or events on Human Factors and Ergonomics 

 Mentorship programme to the new members 

 Recruitment activities to increase the number of members and diversity of the 

members’ background e.g. during the orientation week, or promote the chapter to 

the departments that are no representative in the chapter 

 Create a website for the chapter and maintaining the information and updates 

 Create an information database for the members and alumni of the chapter 

 Create a WhatsApp group for the members 



13 
 

 Create a Facebook, Instagram, twitter, and etc. for the chapter 

 Establish the Chapter Coffee Hours e.g. weekly basis where members can socially 

hangout 

 Establish the Thesis Café e.g. weekly basis where member can discuss on their project 

or research 

 Alumni meeting and dinner 
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CHAPTER 5 

AWARDS AND RECOGNITIONS 

 

Currently, the Student Chapters Committee have identified two kinds of awards and 

recognition for Student Chapters. There are ‘Student Chapter Recognition’ and Creativity 

Award’. The details of these awards and recognition is described in the following sub-sections. 

5.1. Student Chapter Recognition 

In order to appreciate the involvement of a Student Chapter in the development of Human 

Factors and Ergonomics in Malaysia (especially involving the higher institution community), 

the Student Chapters Committee would like to recognize these outstanding student chapters 

for their efforts and contributions. However, instead of making it as a competition among the 

student chapters, currently, the committee prefer to opt for the recognition awards. A 

student chapter will be requested to submit its list of events and activities to the Chair of the 

Student Chapters by using the Student Chapter Recognition Form (as presented in Appendix 

G). This form is due on May 5th of each year. 

Basically, the events and activities are categorized into five categories – Rakyat, Academic, 

Government, Industry, and Chapter. The first four categories are to support the focus groups 

of HFEM, while the last category – Chapter – is the student chapter events and activities to 

foster interaction among the student chapter members. For example, if a particular event or 

activity involves the industry, it should be categorized as the events and activities for 

‘Industry’. However, the Student Chapter has to notify which events and activities belong to 

which category by completing the Student Chapter Recognition Form. 

The recognition of a student chapter will be based on the number of events and activities that 

was done by the student chapter in one year (the form is due on May 5th). There are three 

classifications of recognition – GOLD, SILVER, and BRONZE. The number of events/activities 

need to be done to obtain a particular recognition (Gold, Silver, or Bronze) is listed in the 

Table 1. For example, in order to obtain a GOLD Recognition level, a chapter need to show 

documentation that they have completed at least three (3) events and activities for each 
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category of events and activities – Rakyat, Academic, Government, Industry, and Chapter. The 

same explanation applies for the SILVER and BRONZE recognition levels. 

Table 1: Minimum number of events and activities need to be done to obtain a particular 
medal of recognition award. 

Recognition Level Rakyat Academic Government Industry Chapter 

GOLD 3 3 3 3 3 

SILVER 2 2 2 2 2 

BRONZE 1 1 1 1 1 

 

5.2 Creativity Awards 

Sometimes, the number of events or activities cannot justify the creativity and outcomes of a 

particular events or activities. Thus, the Student Chapters Committee would like to introduces 

the ‘Creativity Award’ in order to appreciate the events or activities that has a unique 

approach (e.g. something novel) as well as resulting a big impact in the development of the 

Human Factors and Ergonomics in Malaysia. This initiative is to promote a creative and 

innovative cultural among the members of the Student Chapters. Each Student Chapter can 

submit up to five (5) applications for this award. Among all applications from all Student 

Chapters, the Student Chapters Committee will choose the Top 10 creative events or activities 

and all these ten (10) events and activities will be awarded the ‘Creativity Award of the Year”.  

Application for this award should be submitted to the Chair of the Student Chapters 

Committee by using Creativity Award Form as presented in Appendix G. The application is due 

on May 5th of every year. 

5.3 Other Awards and Recognitions 

Besides the two awards & recognitions above, the Student Chapters Committee may have an 

additional recognitions and awards to be offer to the student chapters. If any, all Student 

Chapters will be updated in advance. 
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APPENDICES 

 

A: Flowchart to Start a New Chapter 
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B: Sample of the Constitution and Bylaws (HFES, 2018) 
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C: Student Chapter Application Form 
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D: Checklist for Student Chapter Application 
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E: 1st AGM Report Form 
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F: Bi-annual Report Form 
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G: Student Chapter Recognition Form 
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H: Creativity Award Form 

 


