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STATE LEADERS ORIENTATION
Pointer Sheet

Congratulations on being elected as an officer to your state council. Serving as an officer will help foster your growth as a leader in emergency nursing and provide you with many opportunities for networking. This pointer sheet will hopefully assist you in meeting your responsibilities as an officer of your state council and provide you with the basic essentials that you need to know in order to meet your professional and legal obligations.

For more detailed information please refer to the Emergency Nurses Association State Association and Chapter Operating Procedures under Tab 7 of the Orientation Manual. A copy of these procedures may also be obtained at the ENA website at http://www.ena.org/statecouncils/reports/default.asp or by contacting Kari Zick at (847) 460-4092.
Basic Responsibilities

1. Locate and READ the important documents that dictate your legal responsibilities and guide the activities of the state council
· Articles of Incorporation if you are incorporated within your state

Note: You can contact the secretary of state’s office to find out if you are incorporated

· State Bylaws

Note: Your state bylaws are the basic rules that should guide your activities and outline what essential duties you must perform.

· State Operating Procedures, if applicable

Note: State operating procedures provide detailed information about how you operationalize the bylaw requirements. If your state council has not developed operating procedures, it is advisable to consider do so in order to facilitate consistency from year to year.
2. Make sure that a completed Annual Report and Officer Report has been submitted to the national office

Note: These documents are essential in ensuring that you are getting information and correspondence from the national office. It is advisable for three tiered states to ask that local chapters provide a copy of these reports to the state as well as national. This will provide you with the chapter officers information.

3. Update signature cards for any new officers that will have access to the finances

4. Ensure that all committee appointments and board liaisons are made and ratified as outlined in your state council bylaws

5. Meet with your state council to develop or update your strategic plan

6. Make certain that a budget is developed and approved by the state council

7. Provide the necessary support, both from a personnel and financial aspect, to ensure that a newsletter is developed and distributed as outlined in the bylaws.

Note: Please remember that many members do not have email or internet access on a routine basis. If you are using an electronic forum to disseminate information, it is advisable to also provide some form of alternative notification to members that directs them to the website (e.g. postcards, newsletters, flyers for healthcare facilities)

8. Develop a proposed slate of meeting dates that can be presented to the state council for their consideration
Meeting Tips
1. Develop your agenda early and distribute to members ahead of time if possible.

Hint: Try to avoid placing last minute items on an agenda. Time is scheduled based on the amount of business that needs to be covered. If you have a full agenda and you are short on time, identify which items can be postponed until the next scheduled minute. It is advisable to place items that require action towards the top of the agenda and informational items towards the bottom. In the event that you lose your quorum due to time constraints, you will have already addressed many of the action items.

2. Establish standing rules for the business meeting and vote on them when approving the agenda. 

Hint: This may include allowing individuals to speak more than once only after everyone has had the opportunity to speak and/or limiting the time individuals are allowed to speak.

3. Print the designated time for each agenda item on the agenda and stick to your time lines

Hint: If members wish to extend time on an agenda item, it should require a vote. This helps make sure that prolonging discussion on items occur based on the desires of the state council instead of the desires of one or two individuals. Make sure that you appoint a time keeper.
4. STAY ON TIME! Remember a member’s time is valuable. 

Finally, recognize the accomplishments of your members whenever possible and remember that governance is a group effort. The membership has elected you to represent them and their interests. 
