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SECTION 1:		ORGANIZATION

A. Introduction

The SDSNA Operating Guidelines were developed to provide information and procedures regarding the mechanics of the organization.  All changes in the Operating Guidelines must be submitted for review and approval by a majority of the Board of Directors.  An in depth, formal review of the Operating Guidelines shall be done every file years by the Board of Directors.

B. Distribution of Operating Guidelines 

The SDSNA Operating Guidelines will be available to all members for review when requested.  A copy of the Operating Guidelines shall be distributed to all Board of Director members.

C. Organizational Chart:
Membership
	Officers					            Standing Committees:
	President						Program
	President-elect
	Secretary						Legislative
	Treasurer						Nominations
	Past President						Fund Raising
	NASN Director					Membership
								Technology
Ad Hoc Committees
As designated by the President and Board of Directors

Board of Directors
Officers
Standing Committee Chairs
Ad Hoc Committee Chairs
D. Mission, Goals and Objectives

1. Mission:  The mission of the South Dakota School Nurse Association is to promote and advance the need, value, and importance of nursing and health services in the educational environment.  The vision of SDSNA is that every student is healthy, safe and ready to learn.

2. Goals:  The goals of SDSNA are to promote and advance quality school health services and health education throughout the state, and to promote high professional standards for school nurses.  SDSNA supports the strategic plan goals set by NASN (attached).



3. Objectives
a. Motivate school nurses to be active and visible in community settings.
b. Promote positive school nurse leadership.
c. Provide educational opportunities for members and the community at large.

E. Membership

1. Active Members—all registered nurses who have as their primary assignment the administration, education or the provision of school health services in South Dakota.  Must be licensed to practice nursing in the state of South Dakota.

2. Retired Members—any school nurse upon retirement shall be eligible for retired membership. Current state licensure is not required.

3. Student Members—student nurses will be eligible for membership provided:
a. They are enrolled in a professional nursing program to meet requirements to become a registered nurse.
b. They submit proof of enrollment in a professional nursing program with the membership application.
c. Registered nurses may be granted student membership if they are pursuing further education.
d. Student membership will be allowed for a maximum of five years.

4. Corporate/Business/Professional Organizations may be members if they desire to support the goals of SDSNA but are not otherwise eligible for Active or Associate membership.  Their membership will in no way gind SDSNA to support the philosophies or policies of those organizations.

5. Members-at-Large – shall be those persons who hold a special interest in or who are working with the SDSNA and who do not fit into any other membership classification.

F. Dues

Dues for unified membership to NASN/SDSNA will be determined by NASN/SDSNA guidelines.

G. Budget

1. A proposed budget for each year will be presented to the Board of Directors to be adopted at the fall meeting.  The adopted budget will be emailed to the members prior to the meeting.

2. Committee chairs/officers will have input into the budgeting process, and be expected to perform their committee functions within the confines of the approved budget or approach the Board of Directors seeking monetary adjustments.

3. The goal of the organization is to avoid a budget deficit during any given year.  As dues alone are insufficient to cover the expenses of the organization, it is the goal of the Program and Fund Raising Committees to make a profit each year. 

4. It is a sound financial precaution for any organization to have reserve funds available in the event expenses exceed expected/budgeted income.  Therefore, the organization will have reserve funds in a Certificate of Deposit.  These funds may be accessed with Board approval.

5. The fiscal year will be from September 1st – August 31st.
 
H. Meetings

All meetings are open to all members of SDSNA.

1. Annual meeting shall be held during the SDSNA Annual Conference

2. General meetings of the Board of Directors will take place approximately three times a year, in addition to the annual meeting.

3. Board retreats may be held when in-depth work is required on a specific issue or board project.

4. The President as needed may call special meetings of the Board of Directors or the entire membership.

I. Parliamentary Authority

The rules contained in Roberts Rules of Order shall govern in all cases to which they are applicable and in which they are not inconsistent with the by-laws or special rules of this association.

J. Voting

Decisions requiring a vote shall be decided by a simple majority of those members present.  For decisions by the Board of Directors, four of six officers must be present for a vote to take place.

K. Amending By-laws

A three-fourths (75%) vote of those in attendance at the annual meeting with written notice having been made available at least one (1) hour before the vote.

L. Purging Records

All records of the organization may be purged after seven years with the exception of official minutes and financial records.  Financial records to be kept include:  end of FY budget report for each year (to include projected and actual budget), checkbook register and the end of the year report from bank regarding in CD.

SECTION 2:		OFFICERS

A. Officers

The officers of the South Dakota School Nurses Association shall be:
--President		--President-elect
--Secretary		--Treasurer
--Past President	--National Association of School Nurses (NASN) Director

B. Term of Office

The term of office shall be for a two-year period with the exception of the NASN Director who will serve a single four year term.  The President-elect shall succeed the President in office.  Officers shall serve until their successors have been elected.  Officers may serve two consecutive terms.

C. Vacancy in the Office

The President-elect shall assume the duties of the President if a vacancy occurs.  If any other office becomes vacant, it shall be filled by appointment of the President.

D. Duties of Officers

1. The President shall:
a. Attend Board of Director meetings
b. Be the chief elected officer, representative and spokesperson of SDSNA
c. Promote the mission and strategic goals of SDSNA/NASN
d. Preside at all meetings of the organization and the Board of Directors meetings
e. Appoint standing committees subject to approval of the Board of Directors
f. Appoint ad hoc committees as needed
g. Be ex-officio member of all committees except the Nominations Committee
h. Serve a two year term

2. The President-elect shall:
a. Attend all Board of Director meetings
b. Assume the duties of the president in the absence of the president
c. Liaison with the Conference Committee
d. Perform other duties as may be requested or assigned by the president
e. Serve a two-year term
f. Succeed the president in office


3. The Secretary shall:
a. Attend all Board of Director meetings
b. Keep minutes of the proceedings of all Board of Director and general meetings
c. Write and keep Correspondence, papers and transactions that are pertinent to the association
d. Maintain the association by-laws and operating guidelines, making changes as approved by the Board of Directors and membership
e. Serve a two-year term

4. The Treasurer shall:
a. Attend all Board of Director meetings
b. Have general supervision of the financial affairs of the organization and will schedule an annual internal audit of the organization’s financial records
c. Keep record of all monies and disbursements pertaining to the association
d. Prepare financial reports for all meetings of the Board, for the general membership and annual meeting and a year-end financial report
e. Work with other board members to establish and review an annual budget of revenue and expenses
f. At the end of their term of office, provide new Treasurer with all records including status of current budget and records pertaining to all bank account.  The outgoing and incoming Treasurer will coordinate a change of bank authorization for all accounts.
g. Submit annual nonprofit report to the State of South Dakota and will submit Form 990-N to the IRS at the end of each fiscal year no later than December 31.  In the event that the Treasurer is newly elected, this report will be submitted by the outgoing Treasurer.
h. Serves as a liaison to fund-raising committee
i. Serve a two-year term

5. The Past President shall:
a. Attend the board of Director meetings
b. Serve as an advisor to the Board of Directors
c. Perform other duties as directed by the President/Board of Directors
d. Chair he Nominating Committee
e. Serve a two-year term

6. The NASN Director shall:
a. Represent the SDSNA at all NASN Board meetings
b. Inform SDSNA of national issues impacting school nursing
c. Serve a single four-year term





SECTION 3:		BOARD OF DIRECTORS

A. Composition

The Board of Directors shall be composed of:
1. President
2. President-elect
3. NASN Director
4. Secretary
5. Treasurer
6. Past President
7. Standing Committee Chairs
8. Ad Hoc Committee Chairs

B. Roles and Responsibilities

The Board of Directors shall:
1. Report their actions to the SDSNA members at the annual meeting.

2. Meet three times per year, at the annual meeting and as needed.

3. Arrange for an annual internal audit.  The audit is to be done by two SDSNA members or an outside auditing agent.  The results will be submitted to the Board of Directors at their fall meeting.

4. Prepare and adopt an annual budget consistent with the goals of the association.

5. Review and update Operating Guidelines and By-laws a minimum of once every five years.

C. Travel and Expense Guidelines

1. NASN Conference – the following expenses will be covered for the NASN Director and President or President-elect of SDSNA if they attend the NASN conference:  registration, transportation, hotel and meals (at current state/out of state rate).

Expenses that will be covered:
a. Every year for the NASN Director
b. President elect in their second year
c. President in their first year

2. NASN winter Board of Directors meeting – transportation, hotel, meals (at current state/out of state rate) will be covered for the NASN Director attending the board meeting.
Expenses for the Director will be covered each year they attend.

3. South Dakota Nurses Association Annual Meeting – retired SDSNA members will be entitled to free registration.

4. Nurses Day at the Legislature – expenses for the President or Designee to include registration, hotel, mileage and meals (at current state rate). 

5. Christmas tree decorating at the Capitol – expenses for all members attending to include mileage and meals.

6. Other guidelines:
a. Copies of all bills must be submitted to the Treasurer when requesting payment for travel expenses
b. Requests for payment of other expenses may be submitted to the Board of Directors for their consideration
c. Members are responsible for making their own travel and lodging arrangements
d. Members are expected to travel and share accommodations whenever possible
e. The SDSNA credit card may be used by the President, President-elect and Director for NASN Annual Conference or NASN Board of Directors meetings for registration, hotel and transportation.

SECTION 4:		GUIDELINES FOR COMMITTEE CHAIRS

The following guidelines apply to all committee chairs.  Committee chairs should become familiar with these guidelines.
a. As members of the Board of Directors, attend all Board of Director meetings.  Be prepared to report on committee activities.
b. Unless otherwise stated in these Operating Guidelines, committee members will select committee chairs.
c. Meet with all current and prospective committee members during the annual meeting.  Prepare a list of committee members and objectives of the committee for the next year and submit to the president by the end of the annual conference. 
d. Maintain the committee binder or notebook detailing committee activities.  This serves as a resource of information for subsequent committee chairs.
e. Maintain records of meetings and other committee activities.  
f. Communicate needs and concerns with President and/or Board of Directors as needed.
g. Communicate with committee members in a timely manner.
h. Submit requests for reimbursement of expenses to the Treasurer.  Request must be accompanied by a bill, invoice or other proof of purchase/expenditure.
SECTION 5:		NOMINATION COMMITTEE

A. Objective
Provide SDSNA membership with information on offices available and prepare a slate of officers.

B. Composition

1. Committee chair – immediate past president

2. Selected SDSNA members

C. Roles and Responsibilities

1. Make roles/responsibilities of offices available to members.

2. Review roles/responsibilities with candidates for office.

3. Solicit members interested in running for available office(s).

4. If more than one person running for a single position, prepare a printed ballot for use during elections at the annual meeting.

5. If written ballots are needed, at least two members must meet to count ballots.

6. Announce names of newly elected officers at the annual meeting.

D. Travel and Expense Guidelines

May submit request for reimbursement to Board of Directors for their consideration.

SECTION 6:		PROGRAM COMMITTEE

A. Objectives

1. Coordinate and host an annual conference that will provide networking opportunities and educational experiences for school nurses.

2. Host a profitable conference.

B. Composition
President elect services as liaison to committee chair.  Committee members consist of SDSNA members in or near the community hosting the conference.


C. Roles and Responsibilities

1. Prepare a program brochure and registration form to be posted on the SDSNA website.

2. Prepare an agenda of speakers for the program.  Agenda to include sufficient time for annual SDSNA business meeting and time for participants to view vendor displays.  Start planning conference at least one year in advance.

3. Chairperson serves as liaison to the next year’s program committee.

4. Consider planning evening dining and activities for conference attendees.  Meet with local Chamber of Commerce to gather community information for attendees.

5. Liaison with members of the fund raising committee.

6. Arrange for facility for conference and lodging for those attending.

7. Publicize conference events.

8. Seek vendors to be present during the conference.  Fee is $100 for vendors with for-profit organizations.  There will be no charge for nonprofit organizations.

9. Seek donations from vendors and others business organizations to help offset cost of the conference.

10. Prepare an evaluation tool that assesses success of the conference and solicits input on programming desired for future conferences.

11. Prepare handouts for speakers if requested.

12. Consider soliciting door prizes from vendors, community sources, etc.

13. Consider seeking application to provide continuing education credits.

14. Will keep all receipts/proof of expenses to submit to the Treasurer for reimbursement.

15. Submit an end of conference financial report to the Board of Directors which addresses all income and expenses.  This can be generated by the Program Committee or by providing this information to the Treasurer who will generate the report.

16. Take pictures to give to Technology committee and keep historical information about the program and conference, especially concerning Excellence in School Nursing and other awards and recognitions.

D. Travel and Expense Guidelines

Reimbursement for phone calls, postage and printing of brochures or handouts.  Other expenses may be submitted to the Board of Directors for their consideration.

E. Conference Reimbursement Guidelines for Speakers/Presenters

1. If possible, obtain speakers who do not require a fee.

2. If a speaker requires reimbursement, offer up to $300 without Board approval, for an individual speaker, $100 for participation on a panel discussion.  Higher speaker fees may be underwritten by sponsors.

3. One lunch during the day of the speech will be provided at no cost to the speaker.

4. Mileage will be reimbursed at the state rate.

5. When a SDSNA member presents, their conference registration fee will be waived.

SECTION 7:		LEGISLATIVE COMMITTEE

A. Objectives

1. Review pending legislation (state and/or national) relative to school health services, school nursing or welfare of children.  Inform SDSNA board and membership about any action needed.

2. Strengthen legislative process at state level.


3. Initiate legislation if necessary on pertinent issues relating to school health services, school nursing or the welfare of children.

B. Composition

Members of SDSNA who are interested in legislative issues.

C. Roles and Responsibilities

1. Initiate contact with SDSNA members regarding pending legislation.  Contact may be made individually or via email as need dictates.

2. Send representatives to SDNA Nurses Day at the Legislature.

3. Communicate with state NASN Director about any national legislative issues that need to be addressed at a state level.

4. Liaison with SDNA regarding legislative issues.


D. Travel and Expense Guidelines

Reimburse 1 – 2 nurses representing SDSNA and SDNA’s Nurses Day at the Legislature.  Pay for registration, meals and lodging.  Mileage for travel to SDNA’s Nurses Day at the Legislature will be reimbursed at the state rate.

SECTION 8:		FUND RAISING COMMITTEE

A. Objective

To raise funds for the South Dakota School Nurse Association to support a budget that meet goals and objectives of the association.

B. Composition

1. Members of the SDSNA who have a creative interest in fund raising.

2. Treasurer serves as liaison to the Committee but is not necessarily an active member.

C. Roles and Responsibilities

1. Identify and coordinate fun raising projects.

2. Goals should include at least one fund raising event each year.

3. Encourage membership to buy and sell fund raising projects.

4. Coordinate fund raising activities with the Program Committee chairperson(s).

D. Travel and Expense Guidelines

1. Projects must be preapproved at the annual meeting or at the Board of Director meetings.

2. Initial funds will then be provided if approved by the Board of Directors.

SECTION 9:		MEMBERSHIP COMMITTEE

A. Objective

To monitor SDSNA membership trends.

B. Composition

Members of SDSNA who have an interest in promoting the membership of the organization.

C. Roles and Responsibilities

1. Monitor monthly membership reports from NASN and follow up with those whose membership has lapsed.

2. Send a letter of welcome to all new members.

D. Travel and Expense Guidelines

May submit requests for reimbursement to the Board of Directors for approval.

SECTION 10:		TECHNOLOGY COMMITTEE

A. Objective

To oversee the maintenance of the SDSNA website.

B. Composition

Members of SDSNA who have the technological interest and expertise to maintain the SDSNA website.

C. Roles and Responsibilities

1. Oversee the SDSNA website.

2. Update the website as needed.

D. Travel and Expense Guidelines

May submit requests for reimbursement to the Board of Directors for approval.

SECTION 11:		EXCELLENCE IN SCHOOL NURSING AWARD

A. Objective

To select a SDSNA member to represent South Dakota as the recipient of the Excellence in School Nursing Award.

B. Selection Committee Composition

1. Current Excellence in School Nursing recipient (chairperson)
            2.  President
            3.  1-2 volunteer SDSNA members
            NOTE:  In the event that a member of the committee is either nominated for the award or 
            nominates someone for the award, they will remove themselves from the committee for         
            that year.  The President will appoint a replacement to the committee.

C. Roles and Responsibilities

1. Solicit applicants beginning November 1.

2. Review all applications individually, using the review guidelines to score

3. Meet as a group with final selection being made by February 1.  Notify the Board of Directors.

4. Notify the school nurse who has been selected by February 15. 

D. Travel and Expenses

Reimburse committee for postage or printing as needed.  Other expenses may be submitted to the Board of Directors for consideration of payment.

If selected nurse chooses to attend the NASN annual conference when he/she is recognized, SDSNA will pay the conference registration fee.  If the selected nurse does not attend the NASN conference that year, the SDSNA will waive the registration fee for the next SDSNA conference.  

E. Guidelines/Criteria for Excellence in School Nurse Award

1. Nominee must be:
a. A registered professional nurse
b. A member of SDSNA/NASN for the current and preceding year
c. Nominee must have five years experience as a school nurse and is currently practicing as a school nurse

2. Nominee must provide direct services to students 50% of the time to be eligible for the national award.

3. Nominee may not be on the NASN Board of Directors or be an officer of NASN at the time of nomination.

F. Procedure for Submission of Application

1. Submit SDSNA Nomination form to the chairperson of the Selection Committee.
2. Include with the Nomination form:
a. Supporting letters of recommendation.  Letters may be from school nurse, colleagues, administrators, supervisors, teachers, parents, students or others.
b. A brief narrative describing the nominee’s contributions in each of the categories named in the CRITERIA FOR SELECTION listed below.
c. Submit the original and one (1) copy of the completed nomination form to the chairperson of the selection committee.

G. Selection Criteria

1. Creative school programs/ideas

2. Professional involvement/professional development

3. Political/legislative contributions

4. Community involvement

5. Research


H. Selection Procedure

1. Nomination form must be postmarked no later than January 15.

2. NASN Director confirms membership of candidate and that the candidate meets the other eligibility requirements using the information provided on the nomination form.  (Refer to Attachment #1.)

3. The Selection Committee reviews the information.

4. Selection of the recipient is made by February 1.

5. Committee Chair notifies the president of SDSNA/NASN and the Board of Directors.

6. The SDSNA president will notify the selected candidate.

7. Presentation of the award will be made at the SDSNA annual conference.


I. Affiliate Requirements

1. The NASN Director will submit a summary of the honoree’s accomplishments.  The summary may not exceed 300 words.  

2. A digital photograph (at least 300 dpi/inch) will also be submitted.  The photograph must be formatted as a JPG and should be no larger than 1 MB in size.

3. Affiliate application must be submitted using NASN’s web-based submission system.  Submission will be done by March 1.
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SOUTH DAKOTA SCHOOL NURSES ASSOCIATION

EXCELLENCE IN SCHOOL NURSING NOMINATION FORM

Instruction:  Complete this form, attach supporting documents and mail to the Selection Committee Chairperson __________________________________.

Must be postmarked no later than January 15 of _________________.
____________________________________________________________

Name of Candidate: _____________________________________________________________

Candidate’s Home Address: ______________________________________________________

Phone Number (Home): __________________________ (Work): ________________________

Employer’s Name: ______________________________________________________________

Employer’s Address: ____________________________________________________________
___________________________________________________________
Present position: ________________________________________________________________
Number of years in present position: ________________________________________________
Number of years in school nursing: _________________________________________________
Grade levels covered in present position: ____________________________________________
Number of students served: _______________________________________________________
Position full-time (by guideline standards):			_____ Yes		_____No                 
Registered Nurse:  						_____ Yes		_____ No
Member of State School Nurse Association:			_____ Yes		_____ No
Member of NASN current and previous year:		_____ Yes		_____ No

Nomination submitted by: ________________________________________________________

State School Nurse Association: ___________________________________________________

Address: ______________________________________________________________________

_____________________________________________________________

Date nomination submitted: _______________________________________________________

Submit original and one (1) copy of the nomination documents, including supporting documents.
