Standard Operating Procedures (Procedures)
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2011
I.  PURPOSE:  The purpose of the Missouri State Council Standard Operating Procedures is to provide additional direction in those aspects of the operations of the State Council which are not specifically covered in the Bylaws and to ensure the ongoing operation of the Missouri Emergency Nurses Association (MOENA).  

II.  ROLES AND RESPONSIBILITIES:  Following are key roles and responsibilities established for the Missouri State Council ENA .
A. State Professional Issues:   Monitor and address any professional issues related to emergency care.

B. State Resource for Emergency Nursing:  Serve as a resource for emergency nursing.

C. Liaison with professional organizations and agencies including: 

1. Missouri American College of Emergency Physicians (ACEP)
2. Missouri Emergency Medical Services Association (MEMSA)
3. Missouri State Board of Nursing
4. Missouri State Nurse’s Association (MONA)
5. State Advisory Council on EMS
6. National ENA Institute for Quality, Safety, and Injury Prevention(IQSIPS) Committee
7. Others as identified
D.  State Legislative Issues:  Monitor and communicate legislative issues affecting emergency care and emergency nursing practice. 
E. State Continuing Education Programs:   Provide continuing education program sponsored either solely or in conjunction with Missouri ENA Chapters or other professional organizations or agencies.

F. State Coordination of Chapter Activities: Coordinate all professional activities of the Chapters within the State in accordance with the Bylaws and Procedures.

G. State Membership Drive:   Conduct an annual membership drive in conjunction with local and national levels within the Emergency Nurses Association.

H. State Publication:   Publish and distribute a newsletter to all members within the state.
I. State Financial Records:  Prepare an annual budget, maintain financial records and follow all Internal Revenue Service regulations.
J. Records and Files:  Maintain its financial and professional records and files as outlined by the Records and Retention Policy.
III. STATE COUNCIL COMPOSITION

The Missouri State Council shall be composed of the Executive Board (president, president-elect, secretary, treasurer and immediate past-president), three (3) delegates and up to two (2) alternate delegate members each from a chartered chapter in the state.

Each member must:

1. Be an active National member

2. Attend 50% of the State Council meetings

3. Possess a current, professional nursing license

Chapter delegates and alternate delegates will be identified in writing and submitted to the president and Compliance Chair prior to the 4th quarter meeting of each year.    An alternate delegate may vote in place of a delegate only in the event a delegate is unable to attend a State Council meeting.  All quarterly State Council meetings are open to the general membership.  A State Council meeting may be considered closed when established for an express purpose and identified as such.
      The Executive Board of the Council shall be composed of the following voting members:

1. President

2. President-elect

3. Immediate Past-President

4. Secretary

5. Treasurer

IV. OFFICERS:  It is expected all officers will be available to general membership by phone and/or email.
Responsibilities:
1. President:

a.  Serve as Chief Executive Officer of the State Council.

b. Coordinate all Council administrative activities.

c. Appoint committee chairpersons.
d. Attend the Leadership Orientation, the State and Chapter Leaders Meeting and the General Assembly as funding from the state allows.

e. Prepare the State Council agenda for review three weeks prior to the State Council meeting
f. Speak or Act on behalf of the state council.
2. President-elect:

a.  Perform any duties assigned by the President

b. Succeed to the office of President at the expiration of the President’s term.  In the event the position of President becomes vacant, the President-elect shall serve for the unexpired term and the term for which he or she was elected.
c. Attend the Leadership Orientation the State and Chapter Leaders Meeting, and General Assembly as funding from the state allows.
3. Immediate Past-President:

a. Perform duties assigned by the President.

b. Speak or act on behalf of the state council, when requested by the president or the president is unavailable.

4. Secretary:

a. Perform duties as assigned by the President.
b. Produce State Council business meeting minutes.  The State Council minutes will be submitted to the Executive Board and Chapter Presidents at within one month following the State Council meeting for review and input.

c. Send/post meeting notices one month prior to the State Council meeting.

d. Submit the draft minutes to be posted on the website two weeks prior to the upcoming meeting.

g. Attend the Leadership Orientation and the State and Chapter Leaders meeting as funding from the state allows.

5.  Treasurer:

a.  Maintain Council financial records in accordance with generally accepted accounting procedures.

b. Submit a proposed budget to the State Council and to National annually.

c. Maintain State Council bank accounts, investments and disbursements thereof.

d. Maintain the Council employer ID number on file.

e. Complete and file all IRS forms.

f. Submit an annual Financial Report (balance sheet and statement of Revenue and Expenses) .
g. Submit quarterly Financial Reports at State Council meetings.

h. Maintain State Council records per the Record Retention Addendums (See addendums A and C.)

h. Attend the Leadership Orientation and the State and Chapter Leaders meeting as funding from the state allows.

V. State Council Elections

A. Nomination for officers will be accepted during the 2nd quarterly meeting and the subsequent 30 day period.
B. At the close of nominations, the Compliance Committee will validate each candidate.
C. The slate of candidates will be communicated to the state membership.
D. Elections are to be held during the 3rd quarterly meeting of each year.  The office of Treasurer will be elected bi-annually during the midterm of the current treasurer. 
E. Officers shall be elected by a majority vote of all Missouri State ENA members present for the vote
VI. COMMITTEES:  The Council may appoint committees to research and address issues identified by the Council officers, as circumstances warrant.
1.  The State Council shall maintain the following standing committees:

a.    Course Operations

c. Government Affairs

d. Nursing / Advanced Practice

e. Membership

f. Injury, Quality, Safety, and Injury Prevention (IQSIP) 

g. Combined Clinical Conference

h. Communications

i. Marketing/Public Relations

j. Compliance

a. Archives and Records

k. Finance

l. Disaster Preparedness

State Committee Chairs are expected to attend the state council meetings and to provide an update (verbal and electronic) on the progress of committee work at each State Council meeting.    If they are unable to attend the state council meeting, a report should be prepared and sent for presentation by one of the committee members.  It is expected all committee chairs and co-chairs will be available to the general membership by phone and email. 
The co-chair will succeed to the chair position each new year.  New committee co-chairs will be appointed by the president in collaboration with the current chair.  State Committee Chairs will appoint committee members in collaboration with the President and Committee co-chair.  State committees will meet as needed. Ad hoc committees will be appointed as needed by the president.

VII.  GENERAL ASSEMBLY DELEGATES:
A.  The President shall have the responsibility of appointing the State Delegation to the General Assembly.  The number of delegates to the general Assembly is determined by National ENA.
B. The State Council will determine delegate selection by the point system established by the State Council.  Delegates to the General Assembly must be active at the National, State and Chapter levels and must annually attend a minimum of two State Council meetings and 50% of their local Chapter meetings in order to eligible.  Delegate selection will be based on the highest number of points accrued from June 1 of the previous year to May 31 of the current year with consideration given for representation from each chapter.  It shall be the responsibility of the State Membership Chair to tally points and determine delegates.  The Compliance chair will validate the eligibility of the candidates. Point selection and delegate selection information shall be made available upon request of any member.
 The State delegation shall be composed of the State Council President, President-elect, delegates, and up to two alternate delegates. The Council shall award an expense scholarship to each delegate and alternate delegate selected for the General Assembly.  The amount will be determined by the state Council based upon budgetary resources during the yearly budget process, but will not exceed $1,000.00 following completion and submission of the expense report with receipts.  All delegates and alternate delegates are required to submit an expense report to the treasurer with original receipts detailing how the scholarship money is used within 30 days of the event or the delegate will not be reimbursed. Those funded will attend the National Board of Directors meeting and participate in both days of the General Assembly, arriving on time, be appropriately seated and remain to the end of each session.  Delegates are expected to be knowledgeable of the General Assembly Handbook and should be prepared to represent their Chapters and State Council at the National level.

All delegates attending the General Assembly will sign and adhere to the Delegate Agreement document.  Documents are to be collected by the membership committee prior to the event.
The Point System shall be distributed to all Missouri ENA members who meet the criteria for application.  Delegate application forms must be validated and signed by the Chapter or State president to be considered.  In the event a Chapter President applies, the Chapter President-elect, Chapter Immediate Past-President or State Council President can co-sign.  Application forms which are incomplete and do not have the required co-signature will not be included for consideration.

VIII. FAILURE TO PERFORM DUTIES
In the event that an officer or delegate fails to fulfill their obligations as outlined in the Bylaws and Procedures:

1. The president will contact the individual and discuss and evaluate the situation.

2.  If the situation remains unresolved, the president will confer with the Executive Board.

3. If further action is deemed necessary, the individual will be invited to a closed, confidential meeting of the Executive Board.

4. The Executive Board will make a resolution which may include removal of the individual from office.  The individual will be notified of the Executive Board’s decision.

5. The Executive Board will determine whether to notify the National ENA of the situation.

In the event that the President is deemed to have failed to fulfill his or her obligations by any member:

1. That member may report his or her concerns to any other member of the Executive Board, who in turn will notify the President Elect.

2. President Elect will then notify the President about the concern and the Executive Board.

3. The Executive Board will meet, either in person or by telephone or other electronic means, to discuss the merits of the case.

4. If the Executive Board feels further action or investigation need be taken, it will invite the president to a closed, confidential Executive Board meeting.  The president will attend the meeting as a Missouri ENA member rather than as an officer and will abstain from all voting. 

5. The Executive Board will make a resolution, which may include presentation of the situation to the state council for its consideration of removal of the President from office.  If the Executive Board determines that the situation requires immediate removal of the president from office, it may do so by a unanimous vote only.

6. The Executive Board will notify the National ENA of the situation.

IX. EXPENSE REIMBURSEMENT:  
A. Operations expenses paid by the state Council must have a receipt turned in within a 30-day period after the expense is incurred or the reimbursement is forfeited.  Receipts must be turned in to the Treasurer and approved for reimbursement by the Treasurer and President.  Any miscellaneous non-budgeted expense greater than $50.00 will require prior authorization from the Executive Board or State Council.    Any checks not cashed within 90 days from the time issued will be forfeited.

X. LEADERSHIP GROWTH AND DEVELOPMENT:  
A. The State council will financially support the President and President-elect to the Annual President’s Conferences.   The Treasurer and Secretary will be included in attendance if funds allow.  Receipts will be required for reimbursement with 30 days with the amount of financial support to be determined annually.

.
XI. STATE COUNCIL MEETING ATTENDANCE:  
A. It is recognized there will be times when State Council members will be absent due to other National or State ENA commitments.  This will be considered an excused absence since the Council member is representing ENA.  As such, the Council member will be able to count points for the time spent as a State Council meeting attendance or if preferred, as committee work. 
XII. CHAPTER REVIEWS:  
A. Each Chapter will submit electronic minutes to the communications committee to be posted on the website on at least a quarterly basis and financials to the treasurer on a monthly basis.

XIII. POLICIES/ADDENDUMS:  
A. Copies of the Record Retention (Addendum A), Political Intervention (Addendum B) and State Council Intervention (Addendum C) policies will be maintained by the compliance committee.  (See attached addendums)  All addendums (A, B and C) are included as official procedures of the Missouri State Council ENA.
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