	
[image: image1.emf]

	“Advocating for Safety in Healthcare”


Board Member’s Handbook
2015-2019
[image: image2]
PURPOSE

The purpose of the Michigan Health Care Safety Association is to support healthcare safety professionals in strengthening their culture of safety and achieving regulatory compliance, by providing educational forums for networking, problem solving, sharing and exchanging ideas.

CONTENTS 

The Board of Directors consists of the following elected officers and appointed committees:
President (PR) 

Vice President (VP) 

Secretary (SEC) 

Treasurer (TR) 

Past-President (PP)
Education Committee/Chairperson (ECC)
Standing Committee(s) and task forces as appointed by President

PRESIDENT (PR) 
1. 
The PR presides at all Board of Director meetings and quarterly membership meetings. 

2. 
The PR is responsible for appointing the Education Committee members and their chairperson. The PR may also appoint chairpersons and members to special task forces. 

3. 
The PR establishes an agenda for all board meetings and quarterly membership meetings. The PR will send the agenda to the SEC at least 30 days prior to quarterly membership meetings. 

5. 
The PR at the first board meeting typically presents, to the board the goals and committee assignments for approval. 

6. 
The PR is responsible to ensure all officers, other board members, and committee chairpersons meet their responsibilities. 

7. 
Typically, the meeting schedule and arrangements are completed at the direction of the PR.   Membership meetings are typically held four times a year.  
9. 
If any office, with the exception of president- becomes vacant, it may:

a.   Remain vacant until the next election.

b.   Be filled by appointment by the PR or the remainder of the term.

10.
If the office of president becomes vacant, it shall be filled by the VP.

11.  The PR has the authority to authorize up to $200 in expenditures for unbudgeted MHCSA business. 
12.
This Board Member’s Handbook is required reading for new board members.

13. The PR is the authorized signer on the organization checking account. 
14. The PR is authorized to sign any documents on behalf of the organization. 

15. The PR and board shall review and revise (as necessary) the Board Member’s Handbook every 4 years. 
VICE PRESIDENT (VP)
1. 
The main duty of the VP is to act on behalf of the president in the absence of the President. 
2. 
The VP looks for opportunities to support the direction of the organization.  The VP will also assume the office of president should the PR position become vacant, prior to the completion of the PR's term of office. 

3. 
Should the office of TR become vacant during the year, the VP shall assume the office until it is filled. 
4.    The VP provides direction and support to ensure the MHCSA web site is maintained, either by the VP, other members, or by contracted help. 

5. 
The VP has automatic approval to authorize up to $200.00 of expenditures for MHCSA business.
6.
This Board Member’s Handbook is required reading for new board members.
SECRETARY (SEC) 
1. 
The main duty of the SEC is to take accurate minutes of board and quarterly membership meetings. 
2. 
The completed minutes should be sent to the President and Board members at least 45 days prior to the next Board and quarterly Meetings. 

3. 
The SEC solicits and compiles material for the newsletter. 

4.    Quarterly Newsletter and meeting notices should be sent, via email, 30 days prior to the meetings.  Meeting notices should include information about the guest speaker for the educational segment. 

5.   Typically, the agenda/invitations, newsletter and completed minutes are sent out together via the MHCSA listserv.

6. 
Potential Board Member Handbook amendments need to be communicated and approved by majority vote from the MHCSA membership. 
7. 
The incoming and outgoing SEC is responsible to make sure the SEC records are transferred at the first newly elected Board Meeting. This includes: 

a.    Records of past minutes, or other correspondence.
8. 
This Board Member’s Handbook is required reading for new board members.
9. 
During SEC term of office the SEC is the trustee of MHCSA’s history and records make sure all documentation is recorded, copied, and maintained. 

10. 
The SEC is responsible to provide board members with copies of this handbook. New board members should receive copies prior to their first board meeting. 

11.
The SEC has automatic approval to authorize up to $200.00 of expenditures for MHCSA business.
 
TREASURER (TR)
1. The TR shall pay all approved invoices. Approval of invoices may come in the form of a motion which has been passed (non-budget items), or a standing invoice from the approved budget (such as the lunch invoice). 
2.
The TR has automatic approval to authorize up to $200.00 of expenditures for MHCSA business. 

3.
The TR will provide a Treasurer's Report at each board and quarterly membership meeting. 

4. 
The TR ensures that MHCSA maintains its annual tax-exempt status and arranges for an annual audit. 
5.   The PR, VP and TR should sign any forms and are listed as authorized signers on the organization checking account. 
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This Board Member’s Handbook is required reading for new board members.
7. 
The incoming and outgoing TR is responsible to make sure the TR records are transferred at the first newly elected board or quarterly membership meeting. This includes: 

a. 
Both outgoing and incoming PR, VP and TR must go to the bank and complete the transaction. 
b.
All records and checkbook with register.
c.   Forms, audit results and all service agreements.

8.   Invoices, for the following year's membership, should be prepared and sent via email to current members during the first week of November.  Invoices should be designed      for members to return their membership dues to the TR. 
9.
The TR maintains the membership roster and updates the roster information on an as needed basis.  Revised rosters should be submitted electronically to the Board members prior to the quarterly meetings
10.
Based upon the membership roster, membership confirmations should be emailed to members upon renewing membership, or becoming new members.

PAST PRESIDENT (PP)
1.   Acts as the advisor to the Board and PR

2.   Typically serves on committees, as appointed by the PR. 
3.   The PP is responsible for managing elections.  
4.
 Assist with the review and revisions of the Board Member Handbook.
 
EDUCATION COMMITTEE CHAIRPERSON (ECC)
1. The ECC and committee members will be responsible for arranging speakers for the educational segment of each quarterly membership meeting. This also includes arrangements for:

a. The collection and distribution of power point presentations
b. Logistical arrangements 

c. Communications, including call in and web ex 

d. Presentation evaluations
2.
The ECC and committee will seek assistance of other members, to develop themes and programs, arrange for speakers, choose location and undertake other responsibilities for educational seminars or conferences.
3.
This Board Member’s Handbook is required reading for new Board Members and the ECC.
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The ECC and Education Committee will provide a one day seminar to members every two years.
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