Chapter Officer & Committee Positions; Qualifications & Responsibilities (7/10)
OFFICERS:  Officer positions are covered in the State Bylaws (www.missouriena.org) with a few revisions for our local chapter.  In the event an officer or voting delegate fails to fulfill duties there are guidelines established in the state SOPs that can be followed.  It is expected all officers, committee chair & co-chairs will be available to general membership by phone and email. You are expected to respond to e-mails/ phone calls in a timely fashion (Weekly by Friday’s has been suggested by state council.) Officers are expected to be familiar with the Bylaws & SOP’s of the Chapter, State & National Emergency Nurses Association.
The Executive Board for The Greater Kansas City Chapter # 160 shall be composed of the following voting members:

· President

· President-elect

· Immediate Past-President

· Secretary/Treasurer

Job Qualifications for officers, chair & co-chair of ENA committees: 

· Maintain a Current ENA membership.

· Maintain a Current Professional Nurse License.

· Must attend 50% of the State Council meetings (state council meets 4 times /year at Lake Regional in the Ozarks) and a minimum of 50% of the local Chapter meetings (Local Chapter meets every other month at a local KC area hospital).
Terms of Office:
· The term of office for each officer shall commence January 1st of the elected term year. 

· The President-Elect shall succeed to the office of President at the conclusion of the term of the outgoing President. 

· The office of Immediate Past President shall be filled by the outgoing President at the conclusion of term of office. 

· The President and Secretary/Treasure will be limited to two (2) consecutive years in each office. 

State & National Delegate Information:
State Delegates: Our chapter has 3 voting delegates to the Missouri State ENA Council and 2 alternate voting delegates.  Our local ENA president, president elect, and past president will be voting delegates (unless they are holding a state office giving them voting privileges at the state level – in which case we will need to vote someone else in as voting delegate for state meetings.  We have 2 alternate delegates who attend state meetings without voting so they are informed and able to participate and vote if a regular delegate is unable to attend.  Anyone may attend state meetings – only delegates have voting privileges.

National Delegates: The National ENA General Assembly meets once/year in the fall immediately preceding the Scientific Assembly.  To be eligible to attend as a national delegate you must attend at least 2 of the 4 state ENA meetings and 3 of the 6 local ENA meetings.  Once you meet those qualifications there is a form on the state web site which must be filled out and sent in by the registration deadline.  (Point system based on ENA activity)  Our # of delegates to the national general assembly is based on a percentage of our Missouri ENA membership as of mid June of that year.  The State 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, but will not exceed $1,000.00 following completion and submission of the expense report with receipts.  There are expectations to be a delegate and it is recommended that you attend as a non-voting delegate for the experience….. (See SOP’s for further information)

	Job Position & Term of Office
	Job Responsibilities – Expectations 

	The President is an elected officer who is the chief officer of the Chapter.  She/he is responsible for the overall welfare of the Chapter and its various activities.  The duties are largely managerial; 

	· Serve as Chief Executive Officer of the Local Chapter – Must be familiar with the Bylaws & SOP’s of the Chapter, State & National Emergency Nurses Association.
· Preside over all chapter meetings, oversee chapter activities & chapter courses, and assure the officers and committees are fulfilling their duties for the chapter. 
· Appoint committee chairpersons & co-chairs for chapter committees 
· Coordinate all State Council or Chapter administrative activities.

· Attend State Council meetings as a voting delegate, represent the chapter, provide a quarterly report to state secretary 1-2 weeks prior to state ENA meeting and present the report at the state meeting. 

· Prepare the yearly national report for the chapter and turn it into national by Oct. 31st yearly.
· Prepare a bimonthly local newsletter “message from the president” & quarterly state newsletter “message from KC Chapter.” 

· Read the State Council Monthly Updates (from www.ena.org website –ENA’s STATE/CHAPTER LEADER MANAGEMENT AREA) Update the national website for local officer & committee chair information as needed.
Attend the December Leadership Orientation, the State and Chapter Leaders Meetings at National Conventions and the Combined Clinical Conference on Emergency Care as able and as funding from the chapter allows

	The President-Elect is an elected officer whose primary responsibility is to assist the President and learn the role of President.  Candidates should be fully cognizant of the President's responsibilities before accepting nomination to the office of President elect as they will become the next president.
	· Candidates should be fully cognizant of the President's responsibilities before accepting nomination to the office of President elect. 
· Become familiar with the Bylaws & SOP’s of the Chapter, State & National Emergency Nurses Association.

· Attend State Council meetings as a voting delegate & represent the chapter,

· Perform any duties assigned by the President

· Read the State Council Monthly Updates (from www.ena.org website –ENA’s STATE/CHAPTER LEADER MANAGEMENT AREA)
· 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.

Attend the December Leadership Orientation, the State and Chapter Leaders Meetings at National Conventions and the Combined Clinical Conference on Emergency Care as able and as funding from the chapter allows.

	Immediate Past-President:


	· Attend State Council meetings as a voting delegate & represent the chapter,

· Perform any duties assigned by the President

· Serve as a mentor as needed.
Attend the State and Chapter Leaders Meetings at National Conventions and the Combined Clinical Conference on Emergency Care as able

	Secretary / Treasurer:
· Pay bills & prepare reports (Quickbooks)
· Prepare bank reconciliations

· Prepare financial reports

· Prepare investment reports

· Prepare an annual budget

· Ensure filing deadlines are met

· Ensure all signature cares are current

· Ensure access to financial records are available for the state CPA (due 3/15)
· Take time to train the incoming secretary/treasure 

· *More information on ENA national website www.ena.org 
	· Produce Chapter meeting minutes & treasure reports for the bi-monthly chapter meetings.

· Within 1-2 weeks of the local meeting post the ENA chapter minutes to the state chapters website “pending approval” so that members have a chance to review prior to the next meeting

· Send out notices for the next meeting to the chapter ED contact list at least 1 month prior to the next meeting 

· Prepare the minutes and treasure report for the bi-monthly chapter meetings for approval at the meeting.

· Maintain the chapter financial records according to state ENA bylaws & SOP’s

· Work with the President and President-Elect to present a budget proposal annually.  Submit a proposed budget for the chapter at the December meeting. 

· Each Chapter must submit electronic minutes to the state communications committee on a quarterly basis and financial reports to the State Treasurer on a monthly basis. (From state SOP’s 2010)


· Attend State Council meetings as an alternate or voting delegate & represent the chapter.

Attend the State and Chapter Leaders Meetings at National Conventions and the Combined Clinical Conference on Emergency Care as able

	Committee Chairs & Co-chairs:  Chapter agreed to have one Chairperson for each committee and one co-chair to be mentored by the chair for future chairperson appointment.

	· Chapter Committee Chairmen and Co-chairs are expected to attend the local ENA meetings and to provide an update on the progress of committee work at each meeting.  
· It is expected all committee chairs and co-chairs will be available to the general membership by phone and email. 

2010 KC Chapter Committee’s

Injury Prevention (IQSIPS - Institute for Quality, Safety and Injury Prevention)

ENA Annual Awards Banquet & Emergency Nurse’s Week 

Education 

      A.   Spring Training 

      B.   Combined Clinical    Conference (CCC) 

      C.   CEN Review 

Course Operations (TNCC/ENPC)

Communications Committee

A. Newsletter 

B. Web-site liaison 

C. Marketing/PR 

Membership 

Governmental Affairs 

Manager’s SIG  

Emergency preparedness




