Central Ohio APIC

Chapter 053

Policy and Procedure


Title: Board Officers

Manual: Central Ohio APIC Chapter 053

Number: 3

Effective Date:
December 13, 2016
Revision Date:   July 18, 2018

Purpose: Provide guidance for elected board officers and their respective responsibilities
Scope: Central Ohio APIC Chapter 053 Vendors
Definitions:

APIC: 
Association for Professionals in Infection Control and Epidemiology
Overview: 
These officers shall perform the duties prescribed by their respective offices and perform those duties prescribed by the Board
Policy: 

Board Officers are elected annual by the Central Ohio APIC Chapter 53 membership with oversight by the Central Ohio APIC Chapter Board  
Procedure:
A. President-one year term
1. Shall be directly responsible to the Chapter Board for the administration of the Chapter.
2. Shall delegate committee activities and appoint members to committees as necessary, with Board approval.
3. Shall preside at all Board meetings of the Chapter.
4. Shall preside at all business meetings of the Chapter.
5. Shall perform other duties as usually pertain to the office of the President or as directed by the Chapter Board.
6. Shall be an ex-officio member of all committees except the Nominating Committee.
B. President-Elect-one year term
1. Shall prepare to assume the office of President.
2. Shall fill the office of President should that office become vacant for the remainder of the term.
3. Shall serve as Parliamentarian.
4. Shall serve as chairperson of the Bylaws Committee.

5. Shall serve as chairperson of the CO-APIC Scholarship Awards Committee.

6. Shall perform the duties of the President in the absence of or incapacity of the President.

C. Treasurer-two year term

1. Shall oversee and be responsible for the management of the financial affairs of the Chapter.

2. Shall oversee the preparation of periodic financial reports for the Board.

3. Shall review financial affairs of the Chapter as necessary with legal counsel and/or accountant.

4. Shall oversee the preparation of the annual budget and present to the Board of Directors.

5. Shall be a member or consultant to any committee having to do with the Association’s monies.

6. Shall be bonded through the National Association.

D. Secretary-two year term
1. Shall be responsible for the accurate recording, and transcribing, of the minutes of all Chapter and Board of Directors meetings.

2. Shall submit all minutes to the Board of Directors in accord with established procedure.

E. Membership Chairperson-one year term
1. Shall maintain accurate records of membership.

2. Shall be responsible for all correspondence relating to the membership.

3. Shall be responsible as liaison with the National Membership Director.

4. Shall be chairperson of the Membership Committee.

F. Education Chairperson-one year term
1. Shall be chairperson of the Education Committee

2. Shall coordinate all educational activities offered by the Chapter.

3. Shall establish education subcommittees, appoint committee chairpersons as needed and delegate responsibility to the committee through their respective chairperson.

4. Shall work with the Treasurer to prepare an education budget
G. Education Vice-Chairperson-one year term
1. Shall serve on the Education Committee 

2. Shall assist the chairperson in coordinating all educational activities offered by the Chapter. 

3. Shall prepare to assume the office of Education Chairperson after one year term.
4. Shall fill the office of Education Chairperson should that office become vacant, with the title of Education Chairperson designee, and subsequently fill the office of Education Chairperson for the regular term as is entitled the Education Vice-Chairperson. 
H. Government Affairs Representative –two year term
1. Shall maintain current knowledge of standards, regulations, and laws pertaining to the practice of infection control and report significant changes to the Board and membership. 

2. Shall prepare responses, as appropriate, for the Chapter to groups promulgating rules and seek approval from a minimum of three (3) Board members prior to submitting the response. 
I.  Nominating Committee Chairperson-one year term
1. Qualifications: To be eligible to serve on the Nominating Committee an individual must meet those .qualifications stated in the Eligibility of Candidates Section per APIC.

2. Members shall not be eligible to run for any office while serving as Chair.

3. Shall count ballots in accord with established procedure approved by the Chapter Board.

J.  Nominating Committee Vice-Chairperson-one year term


1.  Shall serve on the Nominating Committee



2.  Shall prepare to assume the office of Nominating Chairperson following term.

K. Board member at Large-one year term


1.  Two board members at large shall sit on Chapter Board (one experienced, one novice).



2.  Oversee committee activity


3. Shall be the governing body of the Chapter and shall establish Chapter policy for conducting business   

       and management functions of the Chapter
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