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I.
PURPOSE: The purpose of the Missouri State Council Standard Operating Guidelines (SOP’S) 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 ongoing functionality of Missouri ENA.  The SOP’S are to be used as a guiding tool in the ongoing work of the State Council.

II.
ROLES AND RESPONSIBILITIES: Following are key roles and responsibilities established for the Missouri State Council Emergency Nurses Association.

A.
State Professional Issues: The Council shall monitor and address any professional


issues related to emergency care.

B.
State Resource for Emergency Nursing: The Council shall 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.
Other as identified

D.
State Legislative Issues: The Council shall monitor legislative issues affecting 
emergency care and emergency nursing practice and maintain a State Legislative 
network.

E.
State Continuing Education Programs: The Council shall annually provide at least 
one continuing education sponsored either solely or in conjunctions with Missouri 
ENA Chapters or other professional organizations or agencies.

F.
State Coordination of Chapter Activities: The Council shall coordinate all 
professional 
activities of the Chapters within the State in accordance with the 
Bylaws and SOP’s.

G.
State Membership Drive: The Council shall conduct an annual membership drive 
in 
conjunction with local and national levels within the Emergency Nurse 
Association.           

H.
State Publication: The Council shall publish and distribute quarterly newsletter to 
all 
members within the state containing activities relevant to the state and chapter 
levels. 
I.
State Council Meetings: The Council shall conduct formal business meetings at 
least f
our (4) times a year, in accord with Roberts Rules of Order.

J.
State Financial Records: The Council shall prepare an annual budget, maintain 
financial records and follow all Internal Revenue Service regulations.

K.
Records and Files: The Council shall maintain State Council financial and 
professional 
record and files and provide for the transfer of the same upon 
installation of new 
Officers.

L.
State Elections: The Council shall annually hold elections in the fall of each year 
for 
officers of the State Council.
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III.
STATE COUNCIL COMPOSITION

A.
The Missouri State Council shall be composed of the Executive Board (president, president-elect, secretary, treasurer and immediate past-president), three (3) delegates and Two (2) alternate delegate members from each chartered chapter in the state,  Each member must be active at the Chapter level and attend a minimum of 50% of their local chapter meetings.  Chapter delegates and alternate delegates will be identified in writing and submitted to the president no later than January 30 of each new year.  They will be announced at the first State Council meeting of each new 
year.  
An alternate 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.

B.
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.  At the discretion of the board members, the position of



Secretary and Treasurer may be combined.

IV.
OFFICERS: Officers positions are covered in the Bylaws.  In the event an officer 
or voting delegate fails to fulfill duties they may be removed by a majority vote of 
the State Council.  It is expected all officers will be available to general 
membership 
by phone and email.

A.
President

1.
Responsibilities:



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



b.
Coordinate all Council administrative activities.



c.
Appoint committee chairpersons with council approval, as 





circumstances warrant.

B.
President Elect

1.
Responsibilities:



a.
To perform any duties assigned by the President of the Council.



b.
To 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.
Immediate Past President

1.
Responsibilities:



a.
To perform duties assigned by the President.


D.
Secretary

1.
Responsibilities:



a.
To perform all duties required of Secretary as outlined in Parliamentary 



procedure.
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b.
To produce State Council business meeting minutes.  The State Council 



minutes will be submitted to the Executive Committee and Chapter 



President at least on month prior to the upcoming meeting for review 



input.

E. 
Treasurer
1.
Responsibilities:



a.
To maintain Council financial records in accord with generally 




accepted accounting procedures.



b.
To present a State Council budget proposal annually.



c.
To maintain State Council banking accounts and disbursements 




thereof.



d.
To maintain the Council’s employer ID number to file related 




information to the National Office on or before March 1st of each year.



e.
To complete and file all IRS forms and to file a copy with the National 



Office on or before March 1st of each year.



f.
To submit a Council annual Financial Report (balance sheet and 




statement of Revenue and Expenses) for Council Officers and member 



review, as well as Financial Reports for scheduled Council meetings.  



The Annual State Council Report is to be filed on or before March 1st 



of each year.

VI. Committees: The Council may appoint Committees to research and address issues 
identified by the Council officers, as circumstances warrant.  The Council shall 
maintain the following standing Committees:

A. Course Operations:

a. TNCC
b. ENPC
c. CATN

B. Government Affairs

C. Nursing Practice/Advanced Practice
D. Membership 
E. Injury Prevention

F. Combined Clinical Conference

G. Communications

a. Website

b. Newsletter

H. Finance
I. Marketing/PR

J. Compliance


State Committee Chairs are expected to attend the State Council meetings and to 
 
State Council meeting.  In the event a chair is unable to attend, a written 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 State Council President or State Committee Chairs

will collaborate on appointing members.
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Ad Hoc committees will be appointed as needed.  Committee members shall consist of chairs appointed by the president.
Additional members appointed by the President and Chair Committee.

VI.
GENERAL ASSEMBLY DELEGATES

A.
The President shall have the responsibility of appointing the State Delegation to the 
General Assembly.  The number of delegates to General Assembly is determined by 
National Association membership within the state.
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 both the State and Chapter level and must annually attend a minimum of two State Council meetings and 50% of their local Chapter meetings in order to be eligible.  Delegate selection will be based on the highest number of points accrued from June 1 to May 31 of the preceding year.  It shall be the responsibility of the State Membership Chair to tally points, determine delegates and report same to the Council President who will issue final approval to the delegate selection.

C.
The State Delegation shall be composed of:


1.
The State Council President and President-elect.


2.
Those members identified to have the highest points accrued based on total number of points to represent the delegate positions based on Missouri ENA members.


3.
Two (2) alternates.
D.
The Council shall award an expense scholarship to each delegate and alternate selected for General Assembly.  The amount will be determined by the State Council. All delegates and alternate delegates are required to submit an expense report with receipts detailing how the scholarship money is used within 30 days of the event and expenses will be 
reimbursed.
E.
Delegates are expected to participate in both days of the General Assembly, arriving on time, appropriately seated and remaining to the end of the 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 and alternates are to make every effort to attend the Board Meeting. 
F.
The Point System shall be published on the State Website and personally sent to all members who meet the criteria for application.  Delegate application forms must be validated and signed by the Chapter of State president to be considered.  In the event a Chapter president applies, the Chapter President elect or Immediate Past President or State Council President can co-sign.  Application forms which are incomplete and do not have the required co-signature will be included for consideration.
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VII.
EXPENSE REIMBURSEMENT: Operations expenses paid by the State Council must have a receipt tuned 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 /or a member of the executive board.  Any single expense greater than $50.00 will require prior authorization. Any monthly recurring expense may be submitted quarterly for reimbursement and the 30 day deadline will not apply as long as prior authorization has been received.

VIII.
ANNUAL PRESIDENTS CONFERENCE: 
The State Council will send the President and President-elect to the Annual Leaders Conference.  The Secretary and treasurer will be included in attendance if funds allow.  Expenses will 
include, hotel room for two nights, airfare and conference registration fee.  Just with General Assembly receipts will be required for reimbursement.
IX.
STATE COUNCIL MEETING ATTENDANCE: It is recognized there will be 
times 
when State Council members will be absent due to other 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 the time spent as a State Council meeting 
attendance for 25 points or if preferred as committee work points.
X.
CHAPTER REVIEWS AT STATE COUNCIL MEETING: Each chapter will provide 
minutes and financial for review at the quarterly State Council meetings.  At minimum, 
the books shall provide information which has accrued during the previous three months 
since the last State Council meeting.
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