AORN POLICY MANUAL

OF

AORN of CENTRAL OHIO


CHAPTER 3603

TIME AND PLACE OF MEETING

General Meetings

1. General business meetings are usually held the 2nd Tuesday of each month with the exception of December, June, July, and August.  When AORN Congress week falls on the second Tuesday of the month the meeting will be moved to either the first Tuesday or third Tuesday of that month.  The officers and board will decide depending on space available and on speaker schedule. The programs will begin at 7:00 p.m., unless otherwise specified.

2. The order of business will be determined by the President.

3. The program presentation shall be at least one (1) hour and fifteen (15) minutes to receive 1.2 contact hours. The business meeting will not exceed 1 hour.

4. Any change in planned program or meeting place will be communicated via newsletter and/or webmaster.  If time does not permit written communication, the President will notify chapter officers to notify respective hospitals via telephone calls and e-mail.
5. All nurses, advanced practice nurses, and student nurses are cordially invited to attend chapter meetings.

6. The May meeting will be the installation of officers and hereafter will be referred to as the “Annual Meeting”.

Board Meetings

1. A minimum of three (3) Board of Directors meetings shall be held during the year.

2. A special meeting may be called at anytime by the President or by a majority of the Board of Directors.

3. Time and place of Board meetings shall be the discretion of the President and/or Board of Directors.

BOARD OF DIRECTORS

Definition

The Board of Directors is composed of the 6 officers, 3 elected members, 3 Ohio Council Representatives and the immediate past president.  The Board of Directors is chaired with the chapter President directing the business and financial affairs of the association.

Philosophy

The philosophy of the Board of Directors is to act in the best interest of the membership by conforming to the purposes for which the Association was formed as outlined in the bylaws.

Responsibilities

The Board of Directors shall:

1. Secure membership approval for location of chapter and social meetings.

2. Direct the business and financial affairs of the Association.

3. Establish administrative policies.

4. Foster growth and development of the Association.

5. Review committee and officer reports and determine action to be taken.

6. Function as the credentials committee in reviewing and determining membership status and appraise National Headquarters of any change.

7. Fill all vacancies on the Board of Directors with the exception of the office of President.

8. Fill a vacancy in the office of President-elect by a vote of Board of Directors from a slate submitted by the Nominating Committee.

9. Approve budgetary allocations as submitted by Treasurer.

10. Approve fund raising functions as established by the Ways and Means Committee.

11. Approve contracts for services such as printing and mailing of the official communications of the Chapter, meeting notices or other special projects.

12. Deliver all chapter property to their successors within 2 weeks after termination of office.
13. 
14. Verify eligibility of delegate candidates.

BOARD OF DIRECTORS (Continued)

Individual Responsibilities

Each Board of Director member shall:

1. Actively serve as a chair of at least one committee.

2. Keep oneself well informed on the activities of the Chapter and National AORN.

3. Conduct oneself in accordance with the position held. 

4. Arrive promptly for board meetings and come prepared to discuss items of            business.

5. Accept and complete special assignments as made by the President.

6. Notify the President if unable to attend a board meeting.

7. Attend monthly business meetings.
8. Submit annual report to President.

Non-functioning Elected Members
When an elected member fails to perform as required by Bylaws and policy protocols, the President, after consulting with the President-elect and Vice-president shall counsel the member and inform the member of nonperformance.  The member will be placed on probation for 2 months.  After 2 months the member will be reevaluated and if there is no improvement the Board of Directors will vote to remove the member from office.

PRESIDENT

Definition

The President-elect serves one (1) year as President immediately following their term as President-elect.

Responsibilities

Serves as the official representative of the Association of PeriOperative Registered Nurses of Central Ohio and presides at all meetings of the Chapter and Board of Directors.

Duties

The President  shall:

1. Preside at all meetings of the Chapter and Board of Directors.  If unable to 

preside, arrange for Vice-president to conduct the business of the meeting.

2. Be responsible to the Board of Directors and have the approval for the board 

for the activities of the Association.

3. Represent the Association at meetings of other organizations or designate an

an alternate to serve in the President’s place.

4. Appoint unfilled committee chairmanships after consultation with the Board

Of Directors.

5. Appoint special committees and terminate when non-functioning.

6. Be a member, ex-officio, of all committees except Nominating Committee.

7. Direct the preparation of and sign, when applicable, all official communications.

8. Sign checks as necessary in the absence of the Treasurer to maintain the business of the chapter.

9. Speak on behalf of the board on all official matters.

10. Keep the membership informed of all Association activities as received from National AORN.

11. Respond promptly to all communications from National Headquarters and see that officers and appropriate committee chairmen communicate promptly with Headquarters.

12. Serves as a member of the Board of Directors for a period of one year immediately following their term as President.

13. The President, President-Elect and Treasurer will au
PRESIDENT-ELECT
Definition

The President-Elect is elected every year to serve with the Board of Directors in conducting the affairs of the chapter.  The President-Elect is being prepared specifically to serve as President.  He/she will be expected to represent the President and the Chapter, at every opportunity, in a deliberately planned method.  He/she

does not assume the Presidency in the event of the resignation of the President but serves out the term as President-Elect.

Responsibilities

1. Observes and assists the President in preparation for assuming the duties of that office.  

2. Serves as the chairman of the Bylaws and Policy Committee.

Duties

The President-Elect shall:

1. Assist the President at his/her request throughout the year.

2. Represent the Association at meetings of other organizations as delegated by the President.

3. Serve as chairman of the delegates at National AORN Congress.

4. Generate a sign-up sheet for committee activity and individual involvement for next term of office.  Begin distribution of this sign-up sheet at the January meeting.

5. Prepare an annual written report citing achievements and recommendations and give to the President at least two (2) weeks before the May meeting.

6. Maintain Communication Board.

7. Prepare a ballot for election of delegates and alternates to National Convention as submitted by Board of Directors.

8. The President, President-Elect and Treasurer will audit the Treasurer’s record prior to the May meeting.
VICE PRESIDENT

Definition

The Vice President is elected for a two (2) year term to serve with the Board of Directors in conducting the affairs of the chapter.

Responsibilities

Perform the duties of the President in case of the President’s absence or inability to act.  The Vice President is an aide and alternate to the President.  The Vice President is required to assume the office of the President in the event that the President resigns or is permanently absent.  The Vice President is chairman of the Program Committee.

Duties

The Vice President shall:

1. Perform other duties as may be delegated by the President.

2. As chairman for the Program Committee obtain contact hours for monthly educational meetings.

3. Arrange for the restaurant for the May dinner meeting and collect any and all monies in advance so that the chapter will not  incur any expense from this meeting.

4. Preside as chair of the chapter meeting under the following circumstances:

a. The President is unable to attend a scheduled meeting.

b. The President relinquishes the chair to speak to an issue.

c. A personal motion is being made about the President.

d. The official time for the meeting to begin has come, a quorum is present and the President has not arrived.  After a lapse of ten minutes, the Vice President opens and conducts the meeting, relinquishing the chair to the arriving President when the pending item of business has  been taken care of.

e. Prepare an annual written report citing achievements and giving recommendations that will be turned into the President at least two (2) weeks before the May meeting.

RECORDING SECRETARY

Definition

The Recording Secretary is elected to a two (2) year term to serve with the Board of Directors.  An efficient and impartial secretary is essential to the smooth functioning of every meeting.  This officer should be knowledgeable of the National and local Bylaws and Policies

Responsibilities
The Recording Secretary shall:

1. Send a copy of board and chapter minutes to the President within seven (7) days following each meeting.

2. Send a copy of chapter business minutes to the Newsletter Secretary within (7) days following the meetings.

3. Distribute copies of board minutes to the board members prior to each meeting.

4. Write correspondence for the chapter at the direction of the President.

5. Submit board highlights to the Newsletter Secretary to be entered in the newsletter.

6. Prepare a list of unfinished business and give to the President in advance of the meeting.

7. Obtain an agenda from the President prior to the meeting.

8. Keep accurate minutes.  Keep a record of what was done and said.  Minutes are the permanent record of the organization’s business and should be safeguarded against loss or change.  Associations are required by law to maintain a record of the business meetings.

9. Include specific information as follows in the minutes:

a. State the type of meeting that was held: regular, board, special.

b. State the name of the organization.

c. Note the date, time, and place of the meeting.

d. Note the presentation of a quorum.

e. State who was presiding, and the presence of the secretary or temporary secretary.

f. State whether the minutes of the previous meeting were dispensed with, read, corrected or approved.

g. State all main motions.

h. State whether the motion was approved, adopted, or  defeated, but do not include discussion.

i. State all points of order and/or appeals, whether sustained or defeated, and indicate the reasons given for the ruling by the presiding officer.

j. Include the balance of the treasury and the total bill approved.

RECORDING SECRETARY (Continued)

k. State the time of adjournment.

l. If unable to attend a meeting, delegate another member to perform the 

        duties of the Recording Secretary.

m.  Prepare an annual written report citing achievements and recommendation  

and give to the President at least two (2) weeks before the May meeting.

NEWSLETTER SECRETARY

Definition

The Newsletter Secretary is elected for a one (1) year term to serve with the Board of Directors in conducting the affairs of the chapter.  A well-organized Newsletter Secretary is essential to the smooth functioning of the chapter correspondence.

Responsibilities

The Newsletter Secretary shall:

1. Serves as the chair of the Newsletter Committee.

2. Colaborate and distributes the monthly newsletter.

3. Works in conjunction with the webmaster.

Duties

The Newsletter Secretary shall:

1. Be chair of the Newsletter Committee.

2. Collaborate to compose, edit, print, and mail the monthly newsletter.

3. Provide a written, emailed, and/or verbal report to the chapter membership as needed.

4. Prepare an annual report and submit it to the President at least two (2) weeks prior to the May dinner meeting, citing achievements, and recommendations for the next year.

DUTIES OF THE TREASURER

1.  Assume responsibility for financial affairs of the association by:

a. Issuing and endorsing all checks.

b. Presenting financial statement at each board meeting , business meeting, and a written annual report at the final business meeting.

c. Notifying headquarters immediately if dues are changed.

d. Depositing rebate checks promptly.

e. Serve as chair of the Ways and Means Committee.

f. Keeping a record of all receipts and disbursements.

g. Delegates another member to give report if unable to attend the monthly business meeting.

h. President, President-Elect and Treasurer will audit the Treasurer’s record prior to the May meeting.
COMMITTEE CHAIRMAN OVERALL POLICY

Definition

Committee chairmanship shall be voluntary.  If this position is unfilled, a chairman shall be appointed by the Presiden.


Method of functioning

1.    If you are unable to get committee cooperation, please report immediately to the 

        Board of Directors for advice.

2. If you, as Chairman, feel unable to function after  accepting to serve, submit 

your resignation to the President in order that the President can replace you immediately.

3. If you, as Chairman, are unable to attend a meeting, you are to arrange for 

someone from the committee to give the monthly report.

4. You are to present a written report to the President at least two (2) weeks prior

to the annual meeting.  Include in your report your committee’s recommendation for future function.

5. Current Chairman will forward a written report to the incoming chairman 

regarding the past year’s accomplishments and suggestions for the coming year.

6. When applicable, the Chairman is to submit information for inclusion in the

monthly newsletter to the Newsletter Secretary and/or Newsletter Editor within five (5) days following the business meeting.

7. The outgoing committee chairman will sit on the committee they chaired the following year as a resource person.

COMMITTEE MEMBERS

Definition

The committees of the organization are the cornerstone of the Chapter.  They are the keystone of the year’s work.  Committee membership is a voluntary privilege, utilizes special talents and training, and offers all members the opportunity to develop one’s capabilities to the utmost.

Responsibilities

Committee responsibilities vary.  Please review the individual information covered in each section of the various committees.

Duties

1.    Committee members will attend committee meetings and Chapter functions   

        involving that committee.

2. Committee members will perform those activities required of them related to the functioning of the committee.

3. Any member wishing to leave a committee must apprise the Chairman who will then be able to replace the member if necessary.

4. Only the names of the committee members who have met their committee obligations will be submitted to the President for posting in the membership activity file.

Committee Work

Committees perform the continuous work of the organization as established by the Bylaws and Policies.  Special committees are appointed by the President to carry out a specific purpose.  The committee reports to the President and membership when its work is completed.

Each committee has its own area of work and activities should be restricted to that area.

For any committee to reach its goal, each member must accept responsibility.  You must be willing to distinguish between discussion and argument and be willing to compromise unless a matter of principle is involved.  You must listen with an open mind and seek some union of opinion by which the committee’s objectives can be furthered.  You must remember that no committee is stronger that its membership.  Repeatedly absent members must be replaced.

NOMINATING COMMITTEE
Definition

The Committee on Nominations is an elected committee of the chapter and shall be elected in the manner provided in the Bylaws.  The committee shall consist of three (3) active members elected for a term of two (2) years. The chairman of this committee shall be elected by the committee members.

Responsibilities

1. Present a ballot to the membership for officers, board members, Committee

on Nominations, and Ohio Council representatives as specified in Bylaws

(Article VI, section 3-5).

2. Select qualified conditions for each office, considering the individual’s active participation in attendance at meetings and contribution to the organization.  The committee shall take into consideration the various practice settings so that equal and geographic representation may be assured if feasible.

Method of Functioning

1. Advise candidates of the demands of the office they seek prior to their 

commitment to serve and to obtain signed “willingness to serve” forms.

2. Shall meet immediately following the election meeting to elect a chairman.

3. Present a written report to membership at annual meeting with recommendation to the Board of Directors for future function.

a. Present each candidate with responsibilities pertaining to respective office as defined by the Policy manual and Bylaws.

4.    Prepare a ballot for election of officers with instructions for voting, printed on   

       ballot.

VOTING POLICY

Definition

It is the right of all active members of AORN of Central Ohio to vote for their elected officers, Ohio Council members, and Congress delegates.

Procedure

1. Prepared ballot of officers, Board members and Ohio Council members will be 

presented at the April Meeting.

2. Prepared delegate and alternate ballot will be presented at the November

meeting.

3. The president will appoint a Teller’s Committee for the November delegate election and April general election meeting.

4. Voting is by ballot.  Plurality elects and, in the case of a tie, choice is by 

a second ballot.  If, after second ballot, a tie still exists, choice is by lot.


Method of Functioning

1. Ballots are distributed by the tellers after presentation of the list of nominees by 

the chairman of the Nominating Committee and closing of the nominations by

the membership.

2. The teller’s committee collects and tally’s the ballots.

3. Results are presented to the President for announcement at the April meeting.

4. Ballots are destroyed after a vote by the membership 24 hours after the election by a desginee of the President.

BYLAWS AND POLICY COMMITTEE

Definition

The President-E lect shall serve as chairman of the Bylaws  and Policy Committee.  The committee shall be composed of the chairman and at least 2 members.

Responsibilities

The Bylaws and Policy Committee is responsible for reviewing bylaws and policies annually and submitting new policies and bylaws to the Board of Directors and membership for approval as necessary.

1. Formulate and maintain current policies according to the following format:

a. Definition, responsibility, and method of functioning of all committees 

standing and special.

b. Define responsibilities and duties of delegates.

2. Shall prepare an annual report to the President on or prior to the annual 

meeting.

3. The chairman shall present proposed recommended changes in bylaws to the

membership, 30 days prior to voting.  This may be done either by mail, e-mail or at regular meetings.  Policy changes will be presented to the board for their approval.

4. The chairman shall submit 2 copies of the approved chapter bylaws changes for 

national approval.

MEMBERSHIP COMMITTEE

Definition

The Membership Committee is a standing committee of the Chapter.  There will be a minimum of three (3) members.  The chairman may select other committee members as necessary.

Responsibilities

The Membership Committee will promote and maintain growth of the Chapter.  It will act to welcome new members to the organization, greet and encourage potential members to join the Chapter, as well as follow-up with members that allow their membership to lapse.

Method of functioning

1. Contact new members by form letter, phone, or other means.

2. Introduce new members in attendance at the meetings.

3. Provide name tags at each meeting.

4. Greet visitors and new members at the meetings and alert the President of their presence.

5. Make contact with visitors for membership recruitment purposes.

6. Have adequate supply of membership forms at each meeting.

7. Act as credentials surveyor of membership status for individual chapter members:

a. When information has been received by the membership chairman that a member of the Chapter no longer meets the requirements for active status of membership, the chairman will notify the member by letter of the status of membership change.  A designated date will be stated for response from the member.

b. If there is no response to the letter by the designated date, then the membership chairman will notify the National Membership Department of the member’s change in status.

8. Establish a quorum prior to the business meeting and inform the President.

9. Maintain current and complete membership roster.


MEMBERSHIP COMMITTEE (Continued)

10. Membership chairman is required to attend all board meetings and needs to be prepared to verify eligibility of delegate candidates or membership status. He/she is a non-voting member.

11. Membership chairman qualifies for the office of President-elect or Vice-President.

12. Prepare an annual written report and submit to the President at least two (2) weeks prior to the May dinner meeting, citing achievements, listing members of the committee, and listing recommendations.

PROGRAM COMMITTEE

Definition

The Program Committee is a standing committee of the Chapter.  The Vice President is the chairman of this committee and will select committee members as necessary.  
Responsibilities

The Program Committee will plan and present all educational programs for the regular chapter meetings. 

Method of Functioning

1. Insure that all programs planned reflect the philosophy and objectives of 

AORN.

2. Seek to qualify each offering for contact hours.  Utilize the Guidelines for AORN. Chapter Sponsored Education Activities as a working guide for developing offerings and earning approval for contact hours.

3. Provide certificates at monthly meetings for contact hours with objectives listed on certificate.

4. Arrange two (2) weeks in advance for the necessary audiovisual and printed material.

5. Submit information regarding the next month’s topic and speaker to the newsletter.

6. Complete and submit necessary post-offering material as instructed in Guideline for AORN Chapter Sponsored Education Activities to secure continuing education credit for all that attended the meeting.

7. Write appropriate thank you notes.

8. Prepare an annual written report and submit to the President at least two (2) weeks prior to the May dinner meeting citing achievements and listing committee members and recommendation.

WAYS AND MEANS

Definition

The Ways and Means Committee is a standing committee of the chapter.  It consists of the Treasurer and the current deligates and alternates.

Responsibilities

This committee shall be responsible for planning fundraising activities to meet the need of the chapter.

Method of Functioning

1. Review needs of the chapter and make recommendations to the Board of

Directors regarding fundraising projects.

2. Submit fund raising projects to the Board of Directors for discussion

prior to recommending same to the membership.

3. Implement the fund raising project(s).

4. Collect all monies from fund raising projects, turning same over to the treasurer as soon as possible after collection.

5. Prepare an annual written report and submit to the President at least two (2) weeks prior to the May dinner meeting, citing achievements, listing member of the committee, and listing recommendations.

WORKSHOP COMMITTEE
Definition

The Workshop Committee is a special committee of the organization.  The chairman is appointed by the President .  The opportunity is given to the membership for volunteers for this position.  The workshop chairman will select members for this committee as necessary.

Responsibilities

The workshop chairman will plan and develop workshops to provide continuing education for the chapter members.

Method of Functioning

1. Ensure that all offerings planned reflect the philosophy and objectives of

AORN.

2. Submit tentative schedules of the offering for board approval.

3. Qualify each offering for contact hours.  Utilize the Guidelines for AORN

Chapter Sponsored Education Activities as the working guide for developing offerings and earning approval for contact hours.  Approval for offering may be obtained from other accrediting agencies also, i.e. ONA, ANA, etc.

4. Work with the Newsletter chair and webmaster in planning publicity.

5. Give a monthly report at the chapter meetings giving an update on the workshop as needed.

6. Submit necessary information to National Headquarters to secure continuing education credit for all members attending the offering.  This is outlined in the Guidelines for AORN Chapter Sponsored Education Activities.

7. Write appropriate thank you notes.

8. Submit a written report to the President at least two (2) weeks prior to the May dinner meeting stating the progress of the committee for the year and any recommendations for the next year’s success of the workshop.

9. The outgoing workshop chairman will sit on the following year’s committee as a resource person.

POLICY FOR REFUNDING REGISTRATION FEES

Definition

The purpose of refunding fees for educational offerings provided by the Ways and Means or Workshop Committee.

Responsibilities

To provide guidelines for the Ways and Means or Workshop Committee to decide when registration fees for educational offerings will be refunded.

Method of Functioning

1. Registration chairman will refund full fee if person calls at least one week

prior to the educational offering that they will be unable to attend.

2. Less than one week notification will result in only half of fee being refunded.

3. No shows for educational offerings will not have any of registration fee refunded.

4. If a person requests refund after educational offering, the committee offering the workshop should receive the request within five days after date of educational offering.  The committee will decide if half of fee will be given back.  Examples:  Death or Accident in family.

LEGISLATIVE COMMITTEE

Definition

The Legislative Committee is a standing committee of the Chapter.  The committee shall consist of a minimum of three (3) members, one of whom is an Ohio Council Representative.  The chairman may select additional members as necessary.

Responsibilities

Solicit information regarding the current health trends in the legislative and regulatory arenas and follow the issue or trends.  Keep the chapter informed of pertinent local, state, and national legislative activity and direct local involvement in the legislative process when necessary.

Method of Functioning

1. Maintain current knowledge of pending legislation on the local and state level 

affecting the registered nurse and the operating room nurse in particular.

2. Inform AORN National Legislative Committee of pertinent happenings relative 

to nursing legislation in the Chapter’s state.

3. Seek out all possible information relative to nursing in relation to legislation on 

the  state and federal level.

4. Keep the Chapter informed of pertinent health care legislation and suggest 

appropriate action to be taken by the members.

5. Act as a liaison with state government nursing organizations in regard to

legislation.

6. Act as a resource to the next year’s committee chairman.

7. Prepare an annual written report and submit to the President at least two (2)

weeks prior to the May dinner meeting, citing achievements and listing committee members and recommendations.

STATE COUNCIL  REPRESENTATIVE

Definition

The State Council is a unified group of Ohio PeriOperative nurses who are members of AORN.  There shall be 2  representatives from each chapter unless the chairman of the Ohio Council is a representative from the chapter.   In this case, there shall be 3 representatives as stated by the guidelines of the Ohio Council.  Representatives to the council are elected by the membership for a 2 year term of office.  One representative shall be a member of the Legislative Committee.

Responsibilities

1. To seek out and act upon all possible information relative to nursing in

relation to legislation in the State and Federal government.

2. To keep local chapter informed of pertinent Health Care Legislation.

        Method of Functioning

1. To act as liaison between local chapter and state council.

2.  To make chapter members aware of Health Care Legislation and

suggest action to be taken by members.

NEWSLETTER COMMITTEE

Definition

The Newsletter Committee is a standing committee of the organization.  The chairman of this committee is the Newsletter Secretary.  The chairman will select members as necessary for this committee.

Responsibilities

The Newsletter Committee will prepare the monthly newsletter for publication.

Method of Functioning

1. Solicit articles, educational offerings from other sources, and other information

of interest for publication in the monthly newsletter.

2. Obtain information from the board meetings to prepare articles for the 

newsletter.

3. Encourage committee chairman to prepare articles to publish in the newsletter

to let readers know how the committee is progressing.

4. Collaborate to compose, edit, print, and mail the monthly newsletter.  The

newsletter is to be mailed a minimum of fourteen (14) days prior to the monthly 

chapter meeting.

5. The Recording Secretary’s minutes of the preceding month will be printed in

the newsletter.

6. The President’s message will be printed in the monthly newsletter.

7. A calendar of events of activities of the chapter will be printed in the monthly

newsletter.

8. Prepare an annual report citing achievements, listing committee member, and

making recommendations for improvements to the President at least two (2) weeks prior to the May dinner meeting.

9. Act as resource person for the new person coming into the position as

newsletter chairman.

EVIDENCE-BASED PRACTICECOMMITTEE

Definition

The Evidence-Based Practice Committee is a special committee of the chapter.  The chairman is appointed by the President.  The chairman may select committee members as necessary.

Responsibilities
The Evidence-Based Practice Committee will develop research activities relevant to the chapter and apprise the chapter of other pertinent research.

Method of Functioning

1. Identify areas of PeriOperative nursing practice which are conducive to research.

Communicate these to the National Research Committee.

2. Read and critique nursing research, particularly nursing research which

relates to aspects of perioperative nursing.

3. Compile a list of individuals willing to assist in the data collection for

both National or local AORN research projects.

4. Gather and report research being done in the community which relates

directly or indirectly to perioperative nursing.

5. Report to the National Research Committee at least three (3) times per 

Year as applicable.
a. Chapter research projects, proposed or in progress.

b. Special research projects, proposed or in progress.

c. Non-AORN projects related to perioperative nursing.

6. Disseminate information from the National Research Committee by 

reporting at the chapter meetings and writing for the newsletter of the chapter.

7. Prepare an annual written report and submit to the President at least

two (2) weeks prior to the May dinner meeting.  In this report list all committee members, achievements, and recommendations for the next year.

       8.    Act as a resource person for the next  committee chairman.

DELEGATE POLICY

Definition

Delegates shall represent the local chapter at the annual National Congress meetings.  Alternate delegates shall be seated in the delegate session only in the absence of the delegate.  Once an alternate has been moved to delegate status, that status is maintained for the duration of Congress.  Delegates and  up to an equal number of alternate delegates are determined yearly by National AORN and communicated to the chapter President.

Election of Delegates-Eligibility

1. Delegates(s) and alternate delegate(s) must have active status in AORN

as defined by the bylaws.  

2. Delegate(s) and alternate delegate(s) must have attended at least five (5)

general meetings the previous year based on eight (8) meetings a year, from September through May.

A. Any candidate who misses a local meeting due to activities with another 

AORN chapter or other perioperative group will still meet eligibility

requirements for meeting attendance.

3. Delegate(s) and alternate delegate(s) must have active participation on a 

local AORN committee the previous year.

4. President and President-elect shall automatically serve as delegates.

5. The President-elect shall serve as chairman of delegates.

6. Members wishing to serve as delegates shall submit their delegate form 

to the President-elect no later than the October business meeting. Delegate forms submitted after the deadline may be accepted upon approval of the Board of Directors.

7. Delegate elections will take place at the November business meeting unless 

the meeting is canceled due to a legitimate reason as determined by the President.  Elections would then take place at the next business meeting.

8. The eligible persons receiving the next highest number of votes will be

Alternate delegates in order of number of votes.

        9.    Should a delegate withdraw:

A. The 1st  alternate will be given delegate status.

B. If withdrawls excede number of available alternates, replacement candidates, meeting eligibility requirements, may be given delegate/alternate status based on approval by the Board of Directors.

         Provision for  Delegates
1. Funding of chapter delegates and alternates will be determined by the 

Board of  Directors based on balance of chapter treasury.

DELEGATE POLICY (Continued)

Credentials

The President-Elect shall submit to National Headquarters all required data pertinent to each delegate and alternate delegate.  Mailing will be posted no later than November.
Responsibilities

1. Become familiar with and adhere to directions forwarded from National

Headquarters prior to attending the National Congress.

2. Attend all House of Delegates sessions, forums, and Ohio Delegation meetings 

prior to and at Congress.

3. Seek information on all issues under discussion and act in the best interest

of the chapter.

4. Vote on all issues and for National Officers, Board Members and Nominating

Committee members.

5. Relate to members from other areas and evaluate them in light of their 

leadership potential so that the chapter may submit names of prospective candidates for an elected national office.

6. Attend educational and scientific meetings and exhibits at the National 

Congress.

7. Give a written report to the President following attendance at the National 

Congress.  These will be placed in the President’s notebook.

8. Continue in their office as delegates for the purpose of any special meeting of 

the local and/or National Association that may be called until the delegates are duly designated for the next annual Congress.
9.    Serve on the Ways & Means Committee.
POLICY FOR HISTORIAN

Definition

The position of Historian shall be a voluntary commitment.  If unfilled, the position will be appointed by the President on an annual basis.

Responsibilities

Shall keep a record of the history of the chapter.

Method of Functioning

1. In co-operation with various committees, the historian shall obtain all

press clippings, chapter pictures and other items of interest regarding chapter activities.

2. Collected items shall be placed neatly in a permanent record book.

3. Material will be returned to the President upon completion of appointed term.

4. Material will be presented on or prior to the annual meeting for review by the membership.

5. An annual written report will be submitted to the President at least two (2) weeks prior to the May dinner meeting, citing achievements and listing recommendations.

EDUCATION AND SCHOLARSHIP COMMITTEE

Definition

The Education and Scholarship Committee is a standing committee of the chapter.  The chairman may select additional committee members as necessary.

Responsibilities

The Education and Scholarship Committee collects and disseminates to the membership continuing education and scholarship information.

Method of Functioning

1. Encourage the membership to use the scholarship funds.

2. Publish information regarding availabilities of scholarship (i.e., CNOR)

funds along with scholarship chairman’s name and phone number for contact purposes in the chapter newsletter.

3. Review general criteria for awarding scholarships to members to ensure that 

applicants meet all criteria.

4. Review each application and letter of recommendation and present them to the

board for evaluation.

5. Contact each applicant and follow up with a letter of acceptance or 

rejection for scholarship as soon as possible after the board meets.

6. Present scholarship awards to the recipients at the next possible chapter 

meeting.

7. Membership will be presented with a monthly report on C.E. Offerings in the

area which are relevant to the interest of the membership.

8. An annual written report will be submitted to the President at least two

(2) weeks prior to the May dinner meeting, citing achievements and listing recommendations.

EDUCATION SCHOLARSHIP COMMITTEE

CNOR Scholarship Award – Central Ohio

The CNOR Scholarship Award was established by the Central Ohio Chapter to promote continuing education and to encourage certification of the membership.  This scholarship offers $100 to 2 members with the following criteria:  active membership status, maintained active membership one year prior to January of submission, must pass the CNOR exam or be awarded re-certification, is chosen by a point system, and may be received only once.  The point system is granted by the following:

Meeting attendance                     


1 point/meeting

Office/Board/Council member   


4 points/per each office

AORN Member Ambassador     


1 point/year

       Committee Chairperson              


4 points/year per committee

       Committee Co-chair                    


2 points/year per committee

       Committee membership              


1 point/year per committee

       Special projects                            


3 points/year

       Journal publication                     


2 points/year

       Attend congress                        



1 point/year

        Membership in another professional organization
1 point/year

        Points are accumulated from January to December.  Points are reviewed for a period of 2 years prior to submission.  If points are equal, the awarding committee will decide the scholarship recipient.  Application forms must be submitted by  the March meeting, the second Tuesday of March, each year.

CNOR SCHOLARSHIP APPLICATION

         Initial certification_______

Re-certification_________

NAME:_______________________________________

MEMBERSHIP NO.____________________________

ADDRESS:____________________________________

                   _____________________________________

       WORK #:_________________HOME #_____________

        EMPLOYER:__________________________________

        POSITION: ___________________________________

1) How long have you been a member of  A.O.R.N. _______

2) How many meeting did you attend in the last A.O.R.N. calendar year?____________

3) List local committee activity (s):_________________________________________

4) List local elected office activity (s):_______________________________________

5) List national activity (s):_______________________________________________

6) State reason you believe you are the most qualified recipient of this scholarship:







5. 

6. 
7. 
8. 
OR NURSE WEEK COMMITTEE

Definition

The PeriOperative Nurse Week Committee is a special committee of the chapter.  O.R. Nurse Week is observed the week of November 14th each year.

Responsibilities

Provide information to educate the health care consumer about the role of the registered nurse in the operating room.

Method of Functioning

1. Determine type of event to be held (ex. Open house-OR, shopping mall display,

signing a proclamation by a public official, etc.) 

2. Determine chapter members who can furnish equipment, supplies, poster, etc.                                           

      and make appropriate assignments.

3. Develop work  schedule for day (s) of event.   

4. Obtain authorization from the appropriate management for use of space,

equipment, etc.

5. Contact AORN Headquarters for promotional materials.

6. Develop media contact list for distribution of press releases.

7. Select spokesperson for any public appearance.

8. Submit press clippings to chapter historian.

9. Gather materials (after the event to submit for OR Nurse Day display at Congress, if committee decides.

10. Prepare an annual written report citing achievements, listing committee member, and making recommendations.  The report and one copy will be submitted by the chairman to the President two weeks before the annual May meeting.

INTERNATIONAL COMMITTEE

Definition

The International Committee is a special committee of the chapter.  The chairman is selected by the chapter President.  Members will volunteer to serve on the committee.

Purpose

The International Committee’s purpose is to monitor international activities, explore international opportunities, and initiate international projects to enhance participation in and an understanding of global perioperative nursing issues.

Responsibilities

1. Increase chapter member’s awareness of perioperative nursing practice in

other countries.

2. Explore international projects for possible chapter member participation.

3. Provide a liaison linkage with the national AORN Special Committee on International Issues.

4. Assist in coordination of developing “hosts” for study tours or educational experiences for international perioperative nursing colleagues.

5. Promote international educational experiences, such as World Conference.

6. Encourage chapter members to complete international “talent bank forms” for 

National AORN to maintain.

7. Assist chapter program planning committee in offering a session on 

international perioperative nursing.

PROJECT ALPHA COMMITTEE

Definition

The Project Alpha Committee is a special committee of the Chapter.   The chairman is appointed by the President.  The chairman will select committee members as necessary.

Responsibilities

The Project Alpha Committee will support Project alpha, promoting and encouraging the incorporation of the perioperative role into the curricula of the schools of nursing on the local level.

Method of Functioning

1. Contact and/or visit local schools of nursing to promote perioperative nursing.

2. Assist local schools of nursing by providing concepts of the perioperative role that may be integrated into the curriculum.

3. Enhance dialogue between nursing faculty members and operating room nurses regarding the perioperative role.

4. Collaborate with other committees to invite nursing educators and students to attend workshops and monthly meetings.

5. Maintain communication with the National Committee on Education (NEC) representative.

6. Promote the Positive image of perioperative nursing to the public.

7. Present a brief written report at the chapter meetings as necessary.

8. Prepare an annual written report to be presented to the President at least two (2) weeks prior to the May dinner meeting, citing achievements, listing committee members, and making recommendations for the next year.

CNOR PIN POLICY

Definition

CNOR pins recognize perioperative nurses who have passed the certification exam for operating room nursing.

Responsibilities

To provide guidelines for awarding the pins as a gift to chapter members.

Method of Functioning

1. The pin will be awarded for first time certification only.  Members who 

recertify are not eligible.

2.  The pin will be awarded at the banquet  in 
3. May.  The award is not retroactive.

4. Members must attend three (3) chapter meetings starting in September of

the year they are taking the exam through April of the next year in order to receive their pin at the May banquet.

5. Members must be present at the banquet so that they can be recognized and 

receive their pin.

6. Pins may be picked up at the banquet by another chapter member under

extenuating circumstances, as deemed appropriate by the chapter President.

Pins will not be mailed to recipients.

7. The newly certified members who wish to receive a pin at the May banquet,

must contact the chapter President no later than the March chapter meeting.  Members will not automatically receive a pin because they passed the exam.  They must state their interest to the chapter President. 
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