ALASKA EMERGENCY NURSES ASSOCIATION

OPERATING GUIDELINES


The following are the operating guidelines adopted by the Alaska Emergency Nurses 
Association Board of Directors.  Operating Guidelines will be reviewed by the Board of Directors 
at the first teleconference of each year and as needed.  

I.
  Expense Reimbursement
II.
  Project Worksheets

III.
  General Assembly Delegation
IV.
  State Council Representation to the Board of Directors  

V.
  Annual Leadership Conference

VI.
  Election & Verification of State Council Board of Directors

VII.
  Special Interest Groups
VIII.       General Assembly Delegate Selection
IX.         Alaska ENA Scholarship Program
I. Expense Reimbursement

Expenses to be 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.  The receipts must be turned in with a State Council Reimbursement Form.  These receipts must be turned in to the state treasurer and approved for reimbursement by the Secretary/Treasurer or the State President. Any monthly recurring expense may be submitted quarterly for reimbursement & the 30-day deadline will not apply as long as a Prior Authorization Form has been filed for that Quarter.

II. Project Worksheets

Projects for the Alaska Emergency Nurses Association will be initiated by the filing of the project worksheet.  The purpose of this worksheet is to keep the Board of Directors informed on the progress of projects for budgetary concerns.  Ongoing projects should have an update for each Board of Directors meeting.  Project expenses will need to be addressed in the Budget as well as follow the Expense Reimbursement operating guideline.

III. Expenses for General Assembly Delegation

The exact amount to be paid will be determined by the budget established in January of the fiscal year. The Alaska State Council, using the following guidelines will cover expenses incurred by the delegates to the National General Assembly if the budget permits. Reimbursable expenses:
1. General Assembly Conference Fee (there is currently no fee for this conference)
2. Airfare
3. Lodging
4. Transportation fees

5. Food (not to include alcohol).

Reimbursement will be forfeited if the delegate does not fulfill responsibilities as outlined below:

1.  Contact members to talk about the resolutions proposed and bring resolutions to the Alaska State Council Board for discussion. Participate in the teleconference prior to the assembly. 
2.  Attend all business sessions & special delegate activities at the General Assembly.

3.  Attend the General Assembly sessions and participate in the voting process. Must attend the entire assembly.
4.  Represent the entire State of Alaska.

IV. State Council Representation to the Board of Directors

It is up to each individual state council to decide who will be members of the Board of Directors.  The National Office requires that each state council should maintain a size that ensures appropriate representation but not so large as to become unwieldy.  The Alaska Board of Directors will be comprised of the President, President – Elect, Secretary, Treasurer, Immediate Past President & 4 Council Representatives from around the state.  The council members will include:
· One Council member to be TNCC state chair

· One Council member to be ENCP state chair

· One Council member to be Education chair

· One council member to be social media chair
.V.   Annual State and Chapter Leaders Orientation Conference
The Alaska State Council will send the State Board Members to this conference.  It will be used as an initial board meeting for the year with agenda’s set for the year and a chance for the board to meet and get to know one another.
Reimbursable expenses include:
1. Hotel room 

2. Leadership Symposium Fee if applicable.
3. Airfare 

4. Local transportation fees

5. Meals (no alcohol) 

V. Election & Verification of State Council Members

1. The newsletter will announce the call for nominations for the Alaska State Council
Representatives and for the offices of Secretary, Treasurer & President – Elect.  Ballots 
along with the qualifications of the nominees will be mailed and/or emailed for election 
in September/October of each year - (ENA National wants the election results by the
 end of October). Ballots need to have member numbers and/or names on the ballot to 
be counted in the election. State Council Officers are elected by ballot.  Requests for 
nominations are sent to all Alaska State Council members. There will be a 30-day 
response time to obtain nominations. From these nominations a ballot is generated and
 mailed or emailed to the entire membership. Each ballot must contain either the name 
and/or ENA number of the voting member. Officers are selected by majority vote of all 
ballots received either electronically, by fax or by mail. Ballots will be totaled by 2(two) 
Alaska State Council members or 1(one) Alaska State Council member and 1 (one) AK 
ENA member appointed by the president. Results of the election will be announced no 
later than December 1st to the membership. Ballots will be open for review upon 
request.

2. Elections will be held in September/October of each year. Results must be submitted to 
National ENA by October 31 of that election year.
VI. Special Interest Groups 
Any SIG in the state of Alaska while having their own focus shall be supportive of the mission and goals of the Alaska State Council.  The SIG will submit a year-end financial report due May 1st and an annual report on the workings of the SIG, which will be due December 1st of each year.  Each SIG will maintain a treasury and have a group liaison that will be tasked with the job of ensuring the sharing of information with the Alaska State council.  The group liaison will share information at each State Council Board of Directors meeting.  Fundraising for the SIG should not compete with the fundraising of the State Council.  A list of proposed fundraising topics for each SIG will need to be submitted to the Alaska State Council each year to avoid duplication with the State.  If there are duplicate items an equal division of profit and expenses will be worked out between the Board and the SIG.

VII. General Assembly Delegate Selection

The number of delegates will be determined by the budget. If there are more applicants than delegate openings, the delegates shall be selected according to the following point system: President or their designee will act as team chair.
1. Current active ENA membership (1 point)
2. 50% or more of your work position is working with patients at the bedside in an Emergency Department (3 points)
2.  CEN (2 points) 
3.  CPEN (2 points)
4.  CFRN (2 points)

5. TCRN (Trauma Certified Nurse) (2 points)

6.  Service in an elected or appointed position at a state or national level within the past       
      2 years (1 point)

7. Instructor status for TNCC, ENPC (1 point for each course) 
8. Projects (legislative involvement, public education, fund raising) (1 point)

10.   Research in Emergency Nursing (1 point per topic)

11.  Publishing on topics related to emergency care (1 point per article)
12. In the event of a tie for points, the first person in the tie who submitted their application will be chosen.

All applications will be verified and The Alaska State Council will review and choose the delegates based on points and budgeted slots.  The delegates will be notified by the President and published in the newsletter. If for any reason a delegate is unable to fulfill the duties of a delegate, the alternate delegate will be offered the delegate position.  The original delegate shall forfeit their reimbursement and the alternate delegate will be reimbursed.

IX.  
 ENA Scientific Assembly Scholarship Program 
1. Award amount will be determined by the budget to include the registration fee.
2. To apply for the scholarship you must be an Alaska ENA member and submit a written response to the following criteria: Describe your contribution / activities in your community or institution for each of the following area: clinical practice, education, research / quality improvement & leadership / management.
A.) Describe your involvement in ENA

B.) Explain how your attendance at this meeting will enhance your professional growth

C.) Explain your plans for sharing the information acquired from the Assembly (who, where, how)

3. All applications must be postmarked by a specific date announced in the newsletter and will be evaluated by the AK ENA State Council.

4. Recipients will be notified by the President or their designee.
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