CENTRAL LOUISIANA OCCUPATIONAL HEALTH NURSES
 POLICY AND PROCEDURE MANUAL
Originally Prepared: February 1, 2007
Revisions:


This manual is compiled to be used as a guide for the members of the Board of Directors and Committee Chairpersons of the Central Louisiana Occupational Health Nurses (CLOHN) in conducting the business of the association.  It is not to be used as a working manual, but only for reference.  For specific duties of the officers, refer to the CLOHN and LAOHN Bylaws.  Each Board Member should have her/his own working manual with all the materials of reference and procedure for her/his respective office or committee in more detail.  A careful study of the general policies and procedures outlined in this manual should assist each member in carrying out the purpose and functions of her/his office and/or committee and develop a spirit of cooperation between them.






Table of Contents

Item








       


Page

CLOHN Fact Sheet...................................................................................................
1

CLOHN Standing Rules (includes Honorary membership criteria)
2

Board of Directors  .........................................................................................................
5


Exhibit “A” Outline for Officer & Committee Reports
5A

President

6


Exhibit “A” Duties of Presiding Officer
6A


Exhibit “B” Annual Business Meeting Agenda 
6B


Exhibit “C” Board of Directors Meeting Agenda 
6C

Vice President

7

Secretary 

8


Exhibit “A” Outline of Minutes  
8A

Treasurer

9

Committees (General)
10

Membership Development & Support Committee 
11


Exhibit “A” Letter to Prospective Member
11A


Exhibit “B” Letter to Management or  Employer 
11B


Exhibit “C” Letter to Welcome New Member 
11C

Nominations and Election Committee 
12

Exhibit “A” Suggested Timetable and Ballot Handling 
12A


Exhibit “B” Prospective Candidate Qualifications
12B


Exhibit “C” Biography of Nominee and Consent Form 
12C


Exhibit “D” Sample Ballot Even Year and Odd Year
12D


Exhibit “E” Instructions for Voting 
12E
Public Relations Committee 
13
CLOHN FACT SHEET
Identification:

The Central Louisiana Occupational Health Nurses was founded June 26, 2003 as a chapter of the Louisiana Association of Occupational Health Nurses, Inc.  This association is a constituent member of the American Association of Occupational Health Nurses, Inc., which is the professional organization of Registered Nurses engaged in the specialty field of occupational health nursing.

Occupational Health Nursing is the application of nursing principles in conserving the health of workers in all occupations.  It involves prevention, recognition and treatment of illness and injury.  It required special skills and knowledge in the field of health education and counseling, environmental health, rehabilitation and human relations.

Purpose:

To constitute the professional association of nurses engaged in the practice of occupational nursing; to promote and provide continuing education in occupational health nursing for members; to maintain the honor and character of the nursing profession; to improve community health by bettering nursing service to workers; to develop and promote standards for occupational nurses and occupational nursing services; to stimulate interest in and provide a forum for the discussion of problems in the field of occupational nursing; to stimulate occupational nurse participation in all nursing activities: local, state and national; and to do within the limits of the law all things necessary, proper, foregoing purposes.

Mission:
To promote and enhance the art of Occupational Health Nursing and to foster professional and community relationships through dynamic leadership and the pursuit of excellence

Membership:

CLOHN is composed of about twenty (20) professional nurses who are engaged full or part time in conserving, protecting, and restoring the health and safety of employed workers throughout the state.

Education:

CLOHN sponsors formal training through development of educational lectures, symposia, institutes, conferences and workshops.  It promotes the integration of concepts of occupational health nursing at the diploma, undergraduate and graduate levels in schools of nursing.  A Spring Education Day may be held in the years when the LAOHN Conference is not held in the local area.  Meetings of the Board of Directors of CLOHN are held yearly, usually in conjunction with any conferences.
1
CLOHN  STANDING  RULES
1.  Annual dues:

A.  Active Members

$10.00 (plus  AAOHN and LAOHN dues)

      B.  Honorary Members

Exempt from payment of dues

2.  Reinstatement of Non-payment of Dues:


A former member who forfeited membership by non-payment of dues may be reinstated in the year of forfeiture by payment of current dues and a late payment fee of $ 2.00.

3.  Louisiana Occupational Health Conference (LOHC):

A.  The LOHC may be held on or near the first Saturday in August and as rotated to the CENLA area by the LAOHN Board.

B.  A Spring Education Day may be held as a state wide conference if approved by the CLOHN Board.

4.  Annual Meeting: The CLOHN Annual Business Meeting shall be held during the Spring Education Day or as selected yearly by the Board of Directors.

5.   Only active members may vote.
1.  Retired CLOHN members may attend the annual meeting.
2.  Smoking is not allowed in workshop or conference room at any time.

3.  Registration cancellations for workshops or sessions of CLOHN made less than 

      ten (10) days prior to the conference are subject to a $ 10.00 service fee.

      Refunds will not be made during the conference.

9.   Expenses:


A.  The President or Vice President of CLOHN is to be given reasonable financial assistance to attend annual Conference of Leaders meeting and the AAOHN annual business meeting when this assistance is not provided by other sources, as long as funds are available in state treasury. (See clarification under President’s functions).

B.  CLOHN Board members and committee members are to be given reasonable financial assistance (basic expenses: hotel, meals, mileage) to attend Board & Committee meetings if not paid by other sources and funds are available.

C.  Authorized expenses are to be submitted on CLOHN forms for reimbursement.
D.  Financial support will be given any member running for National Office, the amount not to exceed $100 and should be used for campaign expenses, as long as funds are available in the Chapter Treasury.
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CLOHN  STANDING  RULES  

(Continued)
10.  Membership Rosters:

A.  The CLOHN Membership Roster shall not be released to anyone outside the association without Board approval.

B. Members shall notify the LAOHN Secretary of any change in name and/or address               (home or work).

11.  Honorary Membership: All new Honorary memberships may be conferred upon an occupational health nurse by the CLOHN Board of Directors for service to the association and profession

A.  Member retiring from or leaving occupational health nursing.

B.  History of active membership at state level for at least 5 years.
C.  Written letters of nomination to the Board of Directors 

1) written by three (3) active members 

2) submitted at least thirty (30) days prior to a meeting of the Board of Directors

D.  May not have voting privileges, hold office or chair a committee.
E.  May serve on committees except standing committees.

F.  May attend annual and constituent meetings and educational offerings. If  CEU’s


are needed, the Honorary member pays registration fees for conference, otherwise, is responsible for meals and hotel room only.

G.  Reinstatement of active membership: If a former Honorary Member elects to be reinstated as an active member, with the rights and privileges of an active member, he/she should request the CLOHN Board, by mail, to have the Honorary Membership rescinded.

12.  Memorials made by CLOHN shall not exceed $50.00.

13.  Association Property:  The Policy and Procedure Manual and all other materials pertaining to a specific office or committee shall be turned over to the successor within thirty (30) days following their election or appointment.

14.  Ex-Officio Board Member: Any CLOHN member who is an LAOHN Officer or Director may be an Ex-officio member of the CLOHN Board of Directors.
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RULES FOR THE ANNUAL BUSINESS MEETING

OF THE  CENTRAL LOUISIANA
 OCCUPATIONAL HEALTH NURSES,  INC.
RULE # 1
-
Only members holding current CLOHN membership are allowed to 

attend the annual business meeting.
RULE # 2
-
The annual business meeting shall be a closed session and no tape 

recordings other than the official secretary’s report shall be made.

RULE # 3
-
A member desiring to speak shall address the chair, Madam President, 

and give her/his name before speaking.

RULE # 4

A member shall not speak more than three (3) minutes at one time nor

 


more than twice on the same question.  Total time of debate shall be 

limited to twenty (20) minutes.
RULE # 5
-
No member who leaves the room temporarily is to re-enter while a vote

is being taken.
RULE # 6
-
No member entering the room for the first time is to be admitted while a

vote is being taken.
RULE # 7
-
All main motions and such other as shall be requested by the Chair shall

be in writing and presented to the Secretary immediately.
RULE # 8
-
All annual reports of committees to the general assembly shall be limited

to a maximum of five (5) minutes.
RULE # 9
-
These rules may be changed by a half (50%) vote by a motion from the 

floor as the need arises.
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BOARD OF DIRECTORS

1.  General Responsibilities and Qualifications:
Board members should be qualified to give meaningful, authoritative decisions and recommendations.  Each member should be prepared for active and intelligent       participation in all CLOHN functions.  Certain basic knowledge of leadership and       administration is essential.
2.  Composition of Board of Directors: As specified in CLOHN Bylaws.

3.  Functions and Responsibilities:

A.  As specified in CLOHN Bylaws.

B.  Bond the position of Treasurer.

C.  Review and approve membership application of persons not in a constituency

D.  Remove an officer, director or committee member from position for just cause

E.  Transact the general business and affairs of this association not otherwise provided for the Bylaws.

F.  Set up an advisory council if and when deemed necessary.

4.  Tenure in Office: As specified in CLOHN Bylaws.

5.  Meetings: As specified in CLOHN Bylaws.

6.  Reports and Correspondence:
A.  Purpose:

1.  To summarize and record what has been accomplished by either an individual, during the term of office, committee chairmanship or by CLOHN as a whole.

2.  To assure smooth flow of continuous activity from one administration to the next and from one year of activity to the next.

3.  To give future officers a concise introduction of the activities entailed in that particular office.

B.  Reports:

1.  Should be brief, giving facts without flowery details.

2.  Include only material related to CLOHN.

3.  Presented by topic (organized); may be short sentence or outline form.

4.  Written in third person.

5.  Recommendations should be made at the conclusion of the report. (May be in resolution form.)

6.  Signed with given name of officer or chairperson.

Note: See sample form on next page for compiling a report.

C.   Expenses:  See Standing Rule # 9.
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EXHIBIT “A”



     OUTLINE FOR OFFICER/COMMITTEE REPORTS
To:

CLOHN Board of Directors/Members

From:

Chairman’s signature and name of Office/Committee

Date:

Subject:
Type of report—Annual, Progress, Board, Investigative, Final, etc.

1.  State the period covered by the report.

2.  State any special or regular assignment covered by the report.

3.  Date, time and place of committee meetings and names of committee members in attendance.

4.  Summary of work done.

5.  Summary of findings.

6.  Expenses.

7.  Recommendations.

At the conclusion of the report, the chairman may state that she/he wishes to move the adoption of recommendations, if any.

Reports to be submitted as specified in the Bylaws and in this manual with copies for each member in attendance at the Board meeting.
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PRESIDENT

1.  Qualifications:
A.  Must be an active member engaged full time in occupational health nursing.

B.  Shall have served at least one (1) term on the CLOHN Board of Directors to be eligible for election to this office.

C.  Have practicable understanding of the objectives, policies, traditions and goals of the association.

D.  Be familiar with the CLOHN Bylaws and Standing Rules of the association and be satisfied to work within the limitations set by them.

E.  Be familiar with the “Job Description” under which fellow officers and chairpersons work and be prepared to supervise and assist them.

2.
Functions and Responsibilities:

A.  As specified in the Bylaws.

B.  Maintain a complete file of CLOHN activities (includes minutes).

C.  Meetings:

       1.   Represent CLOHN at all state meetings:


LAOHN:
Annual Business Meeting




Board of Directors Meeting




Committee Meetings-except Nominations Meetings


2.  Represent CLOHN at meetings of other professional and allied groups, when necessary, required or invited.

D.  Prepare an agenda for the Annual Business Meeting and Board meetings with copies to all Board members.
3.        Reports:
      
A.   As specified under “Reports and Correspondence” of Board of Directors.

      
B.   Reports of meetings attended as CLOHN Representative.

     
C.   As specified in Bylaws (CLOHN report).

4.        Expenses:      See Standing Rule # 9.
5.       Miscellaneous Duties:
A.  Appoint a Parliamentarian for the Annual Business Meeting.

B.  Write letters of appreciation and/or recognition when required or upon request of the Board of Directors or General Assembly.

C.  May appoint a corresponding secretary if needed.
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EXHIBIT “A”



     DUTIES OF PRESIDING OFFICER AT MEETINGS
1.  Have agenda of meeting to present to all Board members present.

2.  Open the meeting at the scheduled time provided a quorum is present.

3.  Announce the business before the assembly in order in which it is to be acted upon.

4.  Recognize members eligible to speak.

5.  State clearly all questions properly brought before the meeting or necessarily arising in the course of the proceeding.

6.  Direct an impartial discussion of a question, giving both sides opportunity to speak.

7.  Put the question to a fair vote.

8.  Announce the result of the vote.

9.  Protect the association from annoyance by refusing to recognize obviously frivolous or dilatory motions.

10.  Assist in expediting business.

11.  Restrain members within the rules of order. (Following Robert’s Revised Rules)

12.  Decide all questions of order (subject to appeal).

13.  Inform the assembly.
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EXHIBIT “B”

           ANNUAL  BUSINESS  MEETING
Date:

Time:

Place:

Agenda


Call to Order





(Name)
President


Roll Call of Constituents



     “

      “


Introduction of Parliamentarian

 
     “

      “


Adoption of Program & Meeting Rules 

     “

      “


Minutes of Previous Annual Business Meeting
     “

      “


Correspondence & Announcements


     “

      “


Annual Reports of Officers:



President




     “



Vice President




     “



Secretary




     “



Treasurer




     “



Directors




     “


Annual Reports of Standing Committee Chairmen



Bylaws





     “



Governmental Affairs



     “



Educational & Professional Standards
     “



LAOHN Conference (LOHC)

                 “


CLOHN Spring Education Day                          “



Membership Development and Support
     “



Nominations and Election Committee

     “



Policy & Procedure



     “



Public Relations Committee
            
     “



Finance Committee



     “

Annual Reports of Special Committee Chairmen


Unfinished Business:

New Business:


Election Report



      “
   Chairman of Tellers


Introduction of New Officers


      “
    President

Adjournment





       “        President
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EXHIBIT “C”

  BOARD OF DIRECTORS MEETING
Date:

Time:

Place:

Agenda:


Call to Order





(name)

President


Minutes





    “

Secretary

1.  Previous Board of Directors Meeting

2.  Previous Annual Business Meeting


Correspondence




    “

      “


Reports of Officers:



President




    “



Vice President




    “



Secretary




    “



Treasurer




    “



Directors




    “


Reports of Standing Committee Chairmen:



Bylaws





    “



Governmental Affairs



    “



LAOHN Conference (LOHC)


    “



CLOHN Spring Education Day

    “

Membership Development and Support
    “



Nominations and Election Committee

    “



Policy & Procedure



    “



Public Relations Committee     

    “



Finance Committee



    “


Reports of Special Committee Chairmen:


Unfinished Business:


New Business:


Announcements:


Adjournment:
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VICE  PRESIDENT

1.  Qualifications:
A.  Must be an active member engaged full time in occupational health nursing.

B.  Have practicable understanding of the objectives, policies, traditions and goals of the association.

C.  Be familiar with the Bylaws and Standing Rules of the association and be satisfied to work within the limitations set by them.

2.  Functions and Responsibilities:
A.  As specified in the Bylaws.

B.  Be the Communication Chairman with the responsibility to edit and publish.
C.  Act as Historian during term in office.  CLOHN Histories are to be done yearly and   should include Membership Roster and the Board of Directors Roster.

D.  Shall submit Association records to LAOHN.

3.     Meetings:

As specified in Bylaws.

4.     Reports:

As specified under “Reports and Correspondence’’ of Board of Directors.

5.    Use of Archives:      See LAOHN Policy and Procedure Manual for Vice President.  
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SECRETARY

1.  Qualifications:

A.  Have an understanding of the objectives, policies, traditions and goals of the association.

B.  Be familiar with the Bylaws and Standing Rules of the association and be satisfied to work within the limitations set by them.

2.  Functions and Responsibilities:
A.  As specified in the Bylaws.

B.  Maintain custody of all records and papers of the association not otherwise provided for.

C.  Submit to the President and all board members a copy of the minutes of all Board of Directors meetings not later than sixty (60) days following a meeting.

D.  Official minutes:

1.  Filed in an official binder with numbered pages.

2.  Typed or written legibly in permanent ink and signed by the secretary.

3.  Photostat ballots and mark results (showing # of votes each candidate received) and place on file.

4.  Should indicate reason for absence of a board member – whether excused or unexcused absence.


E.
Upon appointment of a special committee the secretary shall:

1.  Notify all persons appointed.

2.  Furnish list of committee members to chairman of that committee.

3.  Provide chairman with copies of motions, papers or other materials relating to that matter, and any specific instructions the Board of Directors or the Association has given.


F.
Send a copy of all correspondence to the President.

A.  Upon notification of change in Name, Address &/or Employer, the CLOHN Secretary shall notify the LAOHN Secretary.
3.  Meetings: As specified in the Bylaws.

8
EXHIBIT “A”

OUTLINE OF MINUTES
1.  Kind of meeting – Annual, Board of Directors, Special, etc.

2.  Name of the Association.

3.  Date, place and time of meeting.

4.  Names of those present, the President, Secretary or in the absence of the regular Officers or Committee Chairpersons, the name of their representative.

5.  Whether the minutes of the previous meeting were read and approved or whether the motion was passed to dispense with the reading of the minutes.

6.  Action taken:  (Examples)

A. Hearing of the Treasurer’s report and filing for audit.

B. Hearing of miscellaneous reports and action taken.

C. Exact wording of all motions, except those which were withdrawn.

D. Action taken on the motion, number of votes on each side, if counted.

E. Points of order or appeals, whether sustained or lost.

7.  When Bylaws or standing rules are amended, should record for ready reference on the margin of these documents, the date and page number of the minutes of the meeting in which each change was approved.

8.  The hour of adjournment.

9.  When the minutes are approved, the word “Approved” or “Approved as Corrected”, with the Secretary’s initials and the date, should be written below them.
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TREASURER
1.  Qualifications:
A.  Shall be familiar with the Bylaws and Standing Rules of the association and satisfied to work within the limitations set by them.

B.  Shall have a basic knowledge of fundamental mathematics, honesty, integrity, punctuality and thoroughness.

2.  Functions and Responsibilities:
A.  As specified in Bylaws.

B.  Deposit all moneys received within thirty (30) days.

C.  Pay all authorized expenses within thirty (30) days of approval.

D.  Maintain current balance of books.

E.  Keep itemized records of receipts and disbursements.

F.  Keep individual expense sheet for filing of expenses and receipts incurred for each workshop and/or scientific session.

G.  At least sixty (60) days prior to the Annual Meeting, mail to the Chairman of the Nominations Committee an accurate list of eligible voting members.

H.  Maintain all financial records for a minimum of four (4) years for IRS purposes. Each successive year, unnecessary records may be destroyed.

I.  Submit Treasurer’s ledgers for audit as specified by Board of Directors.

3.  Reports:

As specified in Bylaws and “Reports & Correspondence” of Board of Directors.

A.  Report to general assembly at the Annual Meeting shall be for the interim between annual meetings (approx. 1 year).

B.  Report given to the Board of Directors shall cover the interim between Board Meetings (approx. 6 months).

C.  Reports shall be detailed as to Credits and Debits.

4.  Authorized Expense Form:    See Exhibit “9A” in LAOHN Bylaws as of 4/96.
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COMMITTEES
1.  Purpose:
     A.  To carry out the specific projects for which the committee was formed.

     B.  To facilitate work of the association by bringing together ideas, experiences and skills of 

individual members on a particular subject.

     C.  To investigate a subject or to gather information on the possibilities, problems, feelings of  the

           members, cost involved, etc.

     D.  To prepare proposals and/or recommendations in a form on which action can be readily taken

            to help avoid long/needless discussion in general meetings.

     E.   To provide for a division of the work among the members.

     F.   To provide a basic training ground for future leaders and a means of introducing members to the

            true spirit of the association.

2.  Types of Committees:
      A.   Standing:

1.  Appointed by President, with Board approval, serving throughout that administration.

             2. Prepare plans of work which must be approved by the Board before any action is taken by

                  the committee.

      B.   Special:

1. Appointed as authorized by general membership or Board whenever needed to  

      perform a specific purpose.

2.  Automatically dissolved when work is done & final report is submitted.

3.  Functions, Responsibilities and Rules:
A. Conduct their activities in accordance with the CLOHN Bylaws under the general direction of

      and subject to, the approval of the Board.

      B.   All members & CLOHN President must be notified of every committee’s meeting.

      C.   An investigating committee should include members against a proposal as well as members for

      a proposal so all members are represented on the committee.

D.  The Chairman or representative of each committee may at the discretion of the Board, at which

             time they shall submit a written report of committee findings &/or action taken. They may make    

            recommendations pertinent to that committee’s function, but are not eligible to vote on the issue.

      E.  The committee should cooperate with and lend guidance or assistance to corresponding 

            committees of constituent associations and LAOHN following guidelines of AAOHN Bylaws

            and Policy & Procedure.

      F.   A committee may be discharged by the CLOHN Board if it has failed to function or report

      within a reasonable time or if CLOHN wishes for reasons of urgency (time limit) to take action 

      on a referred matter without further assistance from the committee.

4.  Reports:
A. Written reports of all committees shall be submitted by the chairperson or representative to the

      Board at each meeting or whenever requested.

B. A final report shall be submitted by all Special Committees upon completion of the project for

      which the committee was appointed.

C. A copy of all inter/intra-committee correspondence relating to affairs of the association shall be

      sent to the President.

5.  Expenses:


Operational expenses of committees shall be paid from chapter funds if other sources are not 

available and funds are available in the Treasury. Expenses shall be properly submitted on an 

authorized LAOHN expense form.
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MEMBERSHIP DEVELOPMENT and

SUPPORT COMMITTEE
1.  Purpose:

To promote the growth of the CLOHN through increased membership.

2.  Functions and Responsibilities:
A.  Be charged with enlisting the interest of eligible applicants and with promotion of the growth of the association.

B.  Maintain an updated file of all known Occupational Health Nurses in the area who are not members of this association.

C.  Keep a complete file of all members in good standing with their current home address and employer address.

D.  Maintain and distribute to all members an accurate roster of all members of the association by May 1st of each year.

E.  Send new members informative CLOHN materials when available, including a copy of CLOHN Bylaws.

F.  Keep the CLOHN, LAOHN, and AAOHN Fact Sheets current and available for reference when data is requested about the association.

3.  Correspondence:
A.  Letter to prospective applicant – Exhibit “A”

B.  Letter to employer of prospective applicant – Exhibit “B”

C.  Letter of welcome to accepted applicant for membership – Exhibit “C”

4.  Meetings:
A.  See “Committees – Functions, Responsibilities, Rules”.

B.  Meetings of the committee may be held at the discretion of the chairman.

5.  Reports:

See “Committees – Functions, Responsibilities, Rules”.

6.  Expenses:

See Standing Rule # 9.
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EXHIBIT  “A”




LETTER  TO  PROSPECTIVE  MEMBER




       (CLOHN Letterhead)

President—
Vice-President—


Membership—
Secretary—



Public Affairs—
Treasurer—



Nominations—

Date

Address

Salutation:

We are pleased to learn that you are a professional registered nurse, currently employed in industry in Louisiana.  Because you are vitally concerned with the specialty field of occupational health nursing, we felt you would like to know about the Central Louisiana Occupational
Health Nurses (CLOHN), a chapter of the Louisiana Association of Occupational Health
Nurses (LAOHN), which is a constituent of the American Association of Occupational Health Nurses (AAOHN).

CLOHN is an association for professional registered nurses whose job is the specialty of Occupational Health Nursing.  We have enclosed a copy of the FACT Sheet which will give you a brief insight as to what the functions and mission of our association are.

The association dues, paid annually, covers dues for the local chapter, state association of LAOHN, and our national association AAOHN.  One of the benefits covered by the national dues is a subscription to the AAOHN Journal.  The Journal, which has won many awards for excellence in its field, regularly carries educational and technical articles, features and news of the work of other occupational health nurses, and of current professional matters which are of importance to us.

It is a pleasure to offer an application for membership to you.  We believe that, as our association grows, our ability to improve occupational health nursing service will be enhanced.

Sincerely,

Membership Chairman, CLOHN

Initials 

Enclosures                                                  
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EXHIBIT “B”




       LETTER  TO  MANAGEMENT




      (CLOHN Letterhead)

President—
Vice-President—

Membership—

Secretary—


Public Relations--
Treasurer—


Nominations—

Date

Address

Salutation:

We have been made aware that you have a professional registered nurse now affiliated with your company. We plan on contacting her personally to invite her to become a member of our state and national association, but we would also like to acquaint you, -------------------------her employer, with us.

The Central Louisiana Occupational Health Nurses (CLOHN) is an organization of registered professional nurses and is a Chapter of the Louisiana Association of Occupational Health Nurses (LAOHN), which is a constituent of the American Association of Occupational Health Nurses, Inc. (AAOHN).  The association is devoted exclusively to the promotion of good nursing practices in industry and is dedicated to the health and safety of the employee, as well as to the interest of the nurse and her employer. 

We feel that membership in CLOHN will extend the occupational health nurse’s capabilities to a point where your firm will benefit through improved employee relations and effectiveness and will also help to reduce costs of accidents and absenteeism.  This chapter will provide your nurse with opportunities for learning new techniques and gaining new knowledge in his/her specialty and thereby increasing his/her abilities.

We have enclosed a “FACT SHEET” giving a brief description of our chapter and its purposes and functions.  We hope that you will speak with your nurse and encourage him/her to accept membership in our association.  If you wish additional information, please feel free to contact me.

Sincerely,

Membership Chairman, CLOHN

Initials

Enclosure

11B
EXHIBIT “C”



        LETTER  TO  WELCOME  NEW  MEMBERS
President—
Vice-President—

Membership—

Secretary—


Public Relations—
Treasurer—


Nominations—

Date

Ms. Jane Doe, R. N.

Smithfield Chemical Company

P. O. Box ABC

Townsville, LA.
70000

Dear Ms. Smith:

It is a pleasure to welcome you as a new member of the Central Louisiana Occupational Health Nurses (CLOHN) local chapter of the Louisiana Association of Occupational Health Nurses (LAOHN), a constituent of the American Association of Occupational Health Nurses (AAOHN).  We are looking forward to a mutual cooperative and congenial relationship with you.  We shall extend every effort to help you become acquainted with all the members, as we want you to feel that you are truly an integral part of this association.

We hope that you will be able to participate in the activities that are sponsored or co-sponsored by CLOHN.  Our general membership meeting is held annually in conjunction with the LOHC Fall Conference or a local Spring Education Day.  We urge you to make an all-out effort to attend these events so as to help you keep abreast of what the chapter is doing.  You will receive information prior to the conference and general meeting through the state newsletter, The Challenger.  Other workshops are sponsored periodically; again, you will receive notification of these.

If we can be of any assistance to you at any time, please feel free to contact any member, a member of the Board of Directors, or me personally.

Sincerely,

Membership Chairman, CLOHN

cc:  President, CLOHN

11C
NOMINATIONS AND ELECTION COMMITTEE
1.  Qualifications:
A.  Shall have been a member of the organization for a minimum of two (2) years and well acquainted with the membership.

B.  Shall be aware of duties of offices to be filled and plan for the association’s future progress by seeking the best possible nominee for each office.

C.  Shall have a practicable understanding of the objectives, policies, traditions and goals of the organization.

2.  Functions and Responsibilities:
A.  Requests names of qualified candidates for elective positions from past and present members of the Board of Directors as well as from local constituent Presidents and general membership. (Exhibit “A” - candidate qualifications.)

B.   Secure the consent of each candidate having her/his management approval to serve in the designated office before placing her/his name on the ballot (see Exhibit “B”).

C.  Notify the candidates that their names have been placed in nomination and obtain a biography of the nominee (see Exhibit “B”).

D.  Prepare and mail ballot, together with biographies of each candidate and instructions for voting, no later than thirty (30) days before the Annual Meeting (see Exhibits “B”, “C”, “D” & “E”).

E.  Maintain updated file of prospective candidates and be prepared to make recommendations of nominees to the Board of Directors should vacancies in an office occur.

F.  The Chairman of the Committee will be the Chairman of Tellers, unless on the ballot, and will furnish a report of the vote tally (exact number received by each candidate) to the Secretary for filing.

G.  Secure qualified candidates to be nominated for national office by the Board of Directors.

3.  Meetings:

Meetings of the committee shall be held at the discretion of the Chairman.

4.  Reports:

As specified in Committee General Reports.

5.  Expenses:

As specified in Standing Rules # 9.
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EXHIBIT  “A”

Suggested Timetable for Nominations Chairperson Activities:

120 days before Meeting

Obtain current membership roster from CLOHN
Membership Chair or LAOHN or AAOHN.

90 days before Meeting

Send letters to Chapter members asking for






nominations.

60 days before Meeting

Send biography and consent form to nominees with 






a deadline for its return.

30 days before Meeting

Mail out ballots with instructions and nominees’

biographies.  Specify deadline for returning ballots.

Ballot handling:
As the completed ballots arrive in the mail, do not open the outer envelopes.  Just collect and secure the ballots in safe place.

Bring the envelopes with a current membership roster to the annual meeting.
Ask CLOHN President if two (2) tellers have been appointed to assist in opening the envelopes and counting votes at the annual meeting.

Report the winners and vote count to the board.

Ballots must be kept for 6 months, in accordance to Bylaws
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EXHIBIT  “B”



PROSPECTIVE  CANDIDATE  QUALIFICATIONS
1.  Does she/he have the ability and the commitment to promote the interest of the Association?

2.  What is her/his past experience?

3.  What is her/his past performance?

4.  What is her/his record of attendance at meetings?

5.  Has she/he had any special preparation for leadership?

6.  Does she/he have knowledge of the Association’s purposes and programs?

7.  Can she/he work well with others?

8.  Can she/he work in harmony with other prospective officers?

9.  Is she/he dependable and available?

10.  Does she/he have special talents or skills which would especially qualify her/him for a certain office?

11.  Does she/he have the personal qualities which will present and represent the association well in the community?
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EXHIBIT “C”





  BIOGRAPHY OF NOMINEE





(CLOHN Letterhead)
Name:

Nominee for:

School of Nursing & Educational Background:

Present Position:

Previous Job Experience:

Professional Affiliations:

Organizational Experience:






CONSENT  FORM
If elected, _______________________________________, R. N. has my approval to serve as 

________________________________________ of the Louisiana Association of Occupational Health Nurses, Inc.

__________________________________________
________________________


(signature)





(title)

__________________________________________
________________________



(employer)




________________________










(address)
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EXHIBIT  “D”

(CLOHN Letterhead)

SAMPLE  BALLOT
EVEN  NUMBERED  CALENDAR  YEARS



ONE (1) DIRECTOR



TWO (2) MEMBERS OF THE NOMINATING COMMITTEE




       SAMPLE  BALLOT
ODD  NUMBERED  CALENDAR  YEARS



PRESIDENT




VICE PRESIDENT

SECRETARY




TREASURER




MEMBERSHIP CHAIRMAN




PUBLIC RELATIONS CHAIRMAN




TWO (2) DIRECTORS



ONE (1) MEMBER OF THE NOMINATING COMMITTEE
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EXHIBIT  “E”

(CLOHN Letterhead)

INSTRUCTIONS  for  VOTING
1.  You received with this ballot an inner official ballot envelope marked “BALLOT”

2.  To vote for a candidate whose name is printed on this ballot, 

       make a single “X” adjacent to the candidate’s name.

3.  When you have completed marking this ballot, seal it in the official inner envelope.  DO NOT write on this official envelope.
4.  Place the sealed official ballot envelope (containing your marked ballot)    

      in an outer mailing envelope.

5.  FILL IN your name and address in the UPPER LEFT hand corner of the OUTER envelope.    (This identification is used to certify your eligibility to cast a vote.)  If your name and address IS NOT on the outer envelope, the ballot will be declared invalid.

6.  Mail the outer envelope, with sealed official ballot envelope enclosed to:

7.  DO NOT enclose checks, money orders or communications with this ballot.
8.  Ballots must be mailed prior to the deadline date in order to be received by the tellers prior to the Annual Meeting.
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PUBLIC  RELATIONS  COMMITTEE
1.  Purpose:
A.  To promote better understanding of Occupational Health Nursing by the general public through informative and timely news articles.

B.  To stimulate and attract membership to the association through appropriate professional and community publications.

2.  Functions and Responsibilities:
A.  Prepare news and publicity releases of all association activities.

B.  Submit at least one news release as warranted to the LAOHN Newsletter.

C.  Copies of all publicity releases should be sent to CLOHN President for review before publication.

3.  Reports:

As specified in Committee General Reports.

4.  Meetings:

As specified in Committee General Reports.

5.  Expenses:

See General Expense Rules.
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