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FACT  SHEET
Identification:

The Louisiana Industrial Nurses Association was founded in 1952.  The name of the organization was changed in 1977 to 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.

Membership:

L.A.O.H.N. is composed of over one hundred (100) registered 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:

L.A.O.H.N. 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.  An occupational health conference is held annually at which time an all-day workshop, a scientific session and general business meeting are held.  Meetings of the Board of Directors of L.A.O.H.N. are held twice a year.
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LAOHN  STANDING  RULES

1.  Annual dues:

A.  Active Members



$ 5.00 (plus current AAOHN 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:


The Conference will be held on or near the first Saturday in August each year.

4.  Annual Meeting:

The LAOHN Annual Business Meeting shall be held during the LOHC unless another time or place is selected by the Board of Directors.

5.  Motions at Annual or Board of Director Meetings:

Motions shall be written on three-part NCR paper and submitted to the Recording Secretary at the time the motion is presented.

A.  Original copy to be kept with minutes

B.  First copy to be given to LAOHN President

C.  Second copy given to committee chairperson whom it concerns

6.  Only active members may vote

7.  Retired LAOHN members may attend the annual meeting

8.  Smoking is not allowed in workshop or conference room at any time.

9.  Non-Members may attend workshops or sessions of LAOHN made less than 10 (10) days prior to the conference are subject to a $ 10.00 service fee.  

Refunds will not be made during the conference.

10.  Registration cancellations for workshops or sessions of LAOHN 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.

11. Expenses:

A.  The President or Vice President of LAOHN 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.  LAOHN 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 LAOHN forms for reimbursement

D.  Financial support will be given any member running for National Office, the amount not exceed $100 and should be used for campaign expenses, as long as funds are available in the state treasury.
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12. Membership Rosters:

A.  The LAOHN 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).




13 Certificates of Merit:

       Certificates may be issued to a member, upon Board approval, for outstanding 

       achievements related to LAOHN.

14. Honorary Membership

      All new Honorary memberships may be conferred upon an occupational health nurse

      by the LAOHN 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.  May not have voting privileges, hold office or chair a committee.

D.  May serve on committees except standing committees.

E.  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.

F.  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.

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 LAOHN Board, by mail, to have the Honorary Membership rescinded.

H.  The day the Honorary Membership is bestowed, the member will receive:

1.  A plaque

2.  A corsage

3.  Lunch at that day’s conference 

15. Memorials made by LAOHN shall not exceed $25.00.

16. 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.

17. Ex-Officio Board Member

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




        OF THE  LOUISIANA ASSOCIATION OF




      OCCUPATIONAL HEALTH NURSES,  INC.
RULE # 1
-
Only members holding current LAOHN membership cards 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 and the name of the chapter from which (s)he 

comes, 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 two-thirds 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 LAOHN functions.  Certain basic knowledge of leadership and 

      administration is essential.
2.  Composition of Board of Directors:
      As specified in LAOHN Bylaws.

3.  Functions and Responsibilities:

A.  As specified in LAOHN 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 LAOHN Bylaws.

5.  Meetings:
      As specified in LAOHN 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 LAOHN 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 LAOHN.

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 # 10.
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EXHIBIT “A”



     OUTLINE FOR OFFICER/COMMITTEE REPORTS
To:

LAOHN 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 LAOHN 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 LAOHN 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 LAOHN activities (includes minutes).

C.  Meetings:

       1.   Represent LAOHN at all state and national meetings:


LAOHN:
Annual Business Meeting




Board of Directors Meeting




Committee Meetings-except Nominations Meetings


AAOHN:
Annual Business Meeting




Annual Conference of Leaders Meeting

2.  Represent LAOHN 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.

 
E.   Cosign LAOHN checks with Treasurer.

3.  Reports:
      A.   As specified under “Reports and Correspondence” of Board of Directors.

      B.   Reports of meetings attended as LAOHN Representative.

      C.   As specified in Bylaws (AAOHN report).

4.  Expenses:

 See Standing Rule # 10.  Clarification:


AAOHN Conference of Presidents:

Transportation-air fare, ground transport, personal car mileage

3 nights lodging or as necessary to attend the meeting  

Meals, registration fee, 


AAOHN Annual Business Meeting:

Transportation-air fare, ground transport, personal car mileage

      3 night lodging or as necessary to attend annual meeting

Meals, registration Fee

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
     “



LOHC Conference



     “



Membership Support & Development
     “



Nominations




     “



Policy & Procedure



     “



Public Relations & Communications

     “



Finance Committee



     “

Annual Reports of Special Committee Chairmen


Medique Unique &/or LAOHN Leader Award   “

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



    “



LOHC Conference



    “



Membership Support & Development
    “



Nominations




    “



Policy & Procedure



    “



Public Relations & Communications

    “



Finance Committee



    “


Reports of Special Committee Chairmen:



Medique OHN Award


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

the LAOHN Newsletter  The Challenger.   



1.  should be published and distributed twice (2) a year, more frequently if



     needed and if funds are available



2.  One issue should contain the current roster of state officers, directors

     
     and committee chairmen

3.  One issue should be published at least sixty (60) days prior to the 

      LOHC and when possible contain complete information regarding the

      conference, including:

a.  schedule of events

      b.  detailed description of workshops

      c.  registration forms for all workshops, meals, special events

      d.  lodging information

4.  Copies of “The Challenger”  should be mailed to each active, 

      inactive, associate, student and honorary members of LAOHN 

5.  “The Challenger”  shall be published at the expense of LAOHN 

unless other means are available.

C.  Act as Historian during term in office.  LAOHN Histories are to be done yearly and should include Membership Roster and the Board of Directors Roster.

D.  Shall submit Association records to Archives.

E.  Maintain the association scrapbook and display it at the Annual Meeting.

3.
Meetings:

As specified in Bylaws.

4.
Reports:

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

5.  Next page indicates use of  Archives . . . .
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EXHIBIT “A”






  ARCHIVES
Location:

The archives records for LAOHN are located in the Department of Archives and Manuscripts, Louisiana State University Library.


Address:






        Hours:


State Archives & Records Commission

8:00 am – 4:30 pm



LSU Campus





Monday - Friday

To make deposits to Archives, it is necessary to telephone or write ahead for an appointment.  Proper Identification of active membership in LAOHN is necessary.

Responsibility:

The Vice President is responsible for initial screening of all data to be deposited with the Archives.  The Archives Commission has the prerogative to destroy duplicate records.  There are scheduled screening dates for disposal of old records by the commission.  It is requested that the Vice President, with the approval of the Board of Directors, agree materials for disposal.  It is recommended that data be kept for six (6) years; however, manuscripts, letters, account books (ledgers) be retained indefinitely pending their vital importance.

Materials for Deposit:

1.  Minutes (excluding Treasurer’s Reports) of Board and General Meetings.

2.  Reports of Officers, Chairmen and Constituent Presidents.

3.  Correspondence (Universities, Colleges, Allied Organizations, National Headquarters and constituents).

4.  Newsletters.

5.  Manuscripts and Legal Documents.

6.  News media release clippings.

7.  Periodical articles (influential to LAOHN).
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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 the association’s tape recorder.

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

D.  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.

E.  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.

F.  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.

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

H.  Upon notification of change in Name, Address &/or Employer, the secretary shall notify the following:

1.  AAOHN Headquarters

2.  LAOHN Treasurer

3.  LAOHN Membership Chairman

4.  LAOHN Public Relations Chairman.

3.  Meetings:

As specified in the Bylaws.
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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.  Advance to LOHC Chairman financial assistance prior to conference, not to exceed   $500.00.

H.  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.

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

J.  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.
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EXHIBIT “A”




       AUTHORIZED  EXPENSE  FORM



SEE NEW EXPENSE REPORT 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 LAOHN Bylaws under the general direction of

      and subject to, the approval of the Board.

      B.   All members & LAOHN 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 AAOHN following guidelines of LAOHN Bylaws

            and Policy & Procedure.

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

      within a reasonable time or if LAOHN 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 association 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.

10






EXHIBIT “A”



OUTLINE  FOR  OFFICER  AND  COMMITTEE  REPORTS
To:

LAOHN Board of Directors/Members

From:

Member’s name and office held/committee name

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 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.







10A





MEMBERSHIP  COMMITTEE
1.  Purpose:

To promote the growth of the LAOHN 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 LAOHN materials when available, including a copy of LAOHN Bylaws.

F.  Have new members complete a form to be sent for validation of nursing license to the appropriate State Board of Nursing.

G.  Keep the 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 Stand Rule # 10.
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EXHIBIT  “A”




LETTER  TO  PROSPECTIVE  MEMBER




       (LAOHN Letterhead)

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 Louisiana Association of Occupational Health Nurses, a constituent of the American Association of Occupational Health Nurses.

LAOHN 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 purpose of our association are.

The association dues, paid annually, covers dues for the state association 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 the occupational health nursing service will be enhanced.

Sincerely,

Membership Chairman, LAOHN

Initials 

Enclosures
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EXHIBIT “B”




       LETTER  TO  MANAGEMENT




      (LAOHN Letterhead)

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 Louisiana Association of Occupational Health Nurses (LAOHN) is an organization

of registered professional nurses and 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 the LAOHN 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.  The association will provide your nurse with opportunities for learning new techniques and gaining new knowledge in her specialty and thereby increasing her abilities.

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

Sincerely,

Membership Chairman, LAOHN

Initials

Enclosure
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EXHIBIT “C”



        LETTER  TO  WELCOME  NEW  MEMBERS
Date

Ms. Jane Doe, R. N.

Smithfield Chemical Company

P. O. Box ABC

Townsville,  LA.
700000

Dear Ms. Smith:

It is a pleasure to welcome you as a new member 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 LAOHN.  Our general membership meeting is held annually and in conjunction with the Louisiana Occupational Health Conference.  We urge you to make an all-out effort to attend this event so as to help you keep abreast of what the association is doing.  You will receive information prior to the conference and general meeting through our newsletter, The Challenger.  LAOHN does sponsor other workshops periodically and again you will receive notification of these.

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

Sincerely,

Membership Chairman, LAOHN

cc:  President, LAOHN
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LOUISIANA  OCCUPATIONAL  HEALTH  CONFERENCE  COMMITTEE

1.  Purpose:
A. To provide continuing education for LAOHN members and promote networking between members of  LAOHN and other allied professionals.

B. Rotated through state chapters on an annual basis.

2.  LAOHC Planning Committee:
A.  Composition of Committee from hosting chapter:

 1. Conference Chairman (see Guideline page 13)

      2. Education Committee Chairman 

3. Registration Committee Chairman 

4. Special Events Committee Chairman (may or may not use)

5. Hospitality Committee Chairman 

6. Exhibitors Chairman 

7. Others may be invited at the Committee’s discretion (LAOHN President, Treasurer,etc.)

B.   Meetings shall be scheduled at the discretion of the Conference Committee Chairman in   

       agreement with the Planning Committee members.

C. Prepare written proposal for presentation to LAOHN Board in Spring for final approval

1. Proposed Agenda to be presented to LAOHN Board

a. CE Offerings (Topics) and Speakers if available

b. Registration with dates and times

c. Hospitality room

d. Exhibitors

e. Special event

2. Preliminary Fee schedule (for Board approval)

a. copy of proposed contract with Hotel for LAOHN Treasurer

b. attached worksheet

3. Schedule date – on or near the first Saturday in August

a. consideration should be given to pre-scheduled events that might detract from attendance

b. depends on availability of facility

     4.  Final Conference Cost Worksheet (attached worksheet) for LAOHN Treasurer

D.  Conference Committees Planning Meeting

 
1.  Establish proposed date

2.  Contact local facility for itemized costs (rooms, meals, etc.)

             3.   Prepare outline of proposed topics

a.  contact prospective speakers with follow-up as needed

             b.  contact institute of learning or AAOHN for program presentation contact hours (CEU’s)

             4.   First mail-out to prospective exhibitors (year prior) -allow them time to budget

      5.   Present proposal to LAOHN Board at August Board Meeting (year prior) to allow time for 

      possible changes or recommendations

      6.   Program confirmation of  Hotel/Motel and speakers

      7.  Reminder (s) to Exhibitors as needed

      8.  Reminder (s) to speakers as needed 

            9.  Conference Registration forms mail-out with Challenger if possible

     10.  Publicity – Local, State and National

     11.  Turn over pertinent files to succeeding Conference Chairman post-conference or within  

            two (2) weeks following conference.
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“Exhibit A”

LOHC Preliminary & Final Cost Worksheet

(to be turned in to the LAOHN Treasurer)

CREDITS:


1.  Registration:



Member

1 day
$ 

  2 days  $ 





Non-member

1 day   $ 

  2 days  $ 





Student

1 day   $ 

  2 days  $ 




2.  Exhibitors Fee:

1 day   $ 

  2 days  $ 


 
3.   Funds from Exhibitors/Companies/Person to be used for LOHC:
      a.  







  $ 



      b.  







  $ 


      c.  







  $ 



      d. 







  $ 










Income Total
  $ 




DEBITS:
1. Hotel

a.  Advance (if required)




$ 



      b.  Room set-up





$ 



c. Lunch

Friday





$  


Saturday




$  


d. Continental Breakfast

Friday





$  


Saturday




$  



e. Breaks

Friday     AM




$  



Friday     PM




$  



Saturday AM




$  



Saturday PM




$  



    f.   Special Event (if planned)



$  



          g.   Board of Directors Meeting

  Room





$ 



  


Meal





$  


LOHC Preliminary & Final Cost Worksheet – page 2

2.  Miscellaneous Conference Expenses






     a.  Audio-visual equipment



$ 





1) 






$ 



 

2) 






$ 


3) 






$ 




     b.  Electrical Services




$ 




1) 






$ 




2) 






$ 




3) 






$ 



     c.  Copying






$ 




     d.  Skirted Tables





$ 



     e.  Hospitality Room




$ 




(LAOHN covers cost for Conference Chairman Room to be used



 for Hospitality Room unless Hotel gives a Gratuity Room - will

            
 depend on number of reserved rooms)


3.  Speakers Fees or Gratuities 


     a.  







$ 




     b. 







$ 




     c.  







$ 




     d. 







$ 



     e. 







$ 



     f.  







$ 



     g.  







$ 




     h. 







$ 


4. Miscellaneous Expenses

a. Decoration Items





$ 




     b. Corsages






$ 



     c.  







$ 



     d. 







$ 








Expense Total
$ 








Credit Total

$ 








Debit Total
         – $ 








TOTAL

$ 
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CONFERENCE  PROGRAM  CHAIRMAN
1.  Conference Planning Meeting:
A.  Schedule with planning Committee Members at least one year prior to LAOHN Board presentation.  See LAOHC Planning Committee Time Schedule “E”

B.  Determine Conference date(s)
C.  Set up meeting with prospective hotels planning representative.  
      Special Events Committee Chairman should be present at meeting.

D.  Estimation of proposed costs:

1.  Hotel room rates.

2.  Hotel menus (including tax and gratuity)
3.  Speakers fee – if no fee then gratuity, not both
4.  Special events and breaks
5.  Registration fees
6.  Awards: coordinated between Program Chairman and Special Awards Committee Chairman
7.  Miscellaneous
a.  printing, programs

b.  audiovisual equipment
c.  decorations, flowers, corsages
d.  hotel cost for room set-up and other utilization costs
E.  LAOHN Board of Directors has to approve all major conference costs (Hotel, Speakers, Menus, etc.)

3.  Coordination of Committees:
A.  Meet with Planning Committee as needed and be aware of progress made

B.  Coordinate with LAOHN for mail-out in Challenger
4.  Assemble reports and correspondence:

      Forward pertinent information/correspondence to proper committee individuals

5.  Finances:
A.  Advance Conference moneys to be determined by LAOHN Board to be used for miscellaneous conference expenses (gratuities, postage, printing)

B.  All receipts for expenditures must be forwarded to LAOHN Treasurer with remainder of any advance moneys.
6.  Prepare written update report to present to LAOHN Board of Directors at Conference Board Meeting.
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7.  All pertinent information/files (evaluation forms, suggestions/recommendations for future topics, exhibitors list—including addresses, sample budget) to be delivered to succeeding Conference Program Chairman within two weeks following conference. 

8.  Post-Conference Report:
      To be presented at first LAOHN Board of Directors Meeting following Conference 

      (with a copy for the LAOHN President and each member of the Board) with an 

       evaluation of each session including total participants, pertinent data, and   

       recommendations.

9.  Miscellaneous:
A.  LAOHN Banner:

1.  The banner is the responsibility of the Conference Chairman and upon conference completion, shall be given to the succeeding Chairman.

2.  Shall be on display during the Conference and LAOHN Annual Business Meeting – behind and above speakers podium if possible.

B.  Nurse of the Year Award Recipient shall be reimburses Conference Registration and luncheon fees.

C.  Gratuity (gift) for non-charging speakers shall not exceed $50.00.  LAOHN Board of Directors must approve any increase.






14




CONFERENCE  REGISTRATION  COMMITTEE
1.  General Information:
A.  Prepare registration forms

1.  See Exhibit I

2.  Recommend through The Challenger mail-out

B.  Receive registration forms and moneys for:

1.  Registration and Conference fees

2.  Meal (s) – includes exhibitors, non-members, spouses, etc.

3.  Special Event fee (if  scheduled)

4.  Designated participants may have deferred or reduced fees.

2.   Master List of Registrants:
A.  Name and preferred address and telephone number

B.  Company Name and address

C.  Activities attending and amount of money received for each activity

      Company or personal check – indicate check #

3.  Registration Desk:
      Schedule time will be determined by length of conference(night before & morning of)

4.  Registration Packets:
A.  Name tag

1.  Designate LAOHN Officer/AAOHN Officer

2.  Spouse/guest if pre-registered. Issue at desk if not pre-registered.

B.  Tickets:


      To be obtained by Special Events Committee – double tickets

C.  Conference Program

D.  Host City Literature – map, special features, where to shop, etc.

E.  Hotel diagram of meeting rooms’ location

F.  Receipts for pre-registered participants & those registering on conference day

5.  Finances:
      Forward to LAOHN Treasurer at frequent intervals by Insured Register Letter.

      Do not hold all moneys until conference.

A.  Contact LAOHN Treasurer for specific information as needed.

B.  Original Registration Forms and copies of registration ledger sheets designating registrants shall accompany moneys mailed to Treasurer.

6.  Miscellaneous:
A.  Keep Conference Chairman informed on status.

B.  Notify Special Events Chairman of number of registrants for Conference Luncheon (s) and Special Event (if planned) in time frame requested by hotel. Head count numbers include everyone who paid (speakers, guests, exhibitors)

C.  Copies of any correspondence to be forwarded to Conference Committee Chairman.

D.  A written report summarizing all committee activities, late expenses (include receipts), and recommendations for future programs should be submitted to the Conference Chairman Post-conference.
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EXHIBIT  I

LOUISIANA  ASSOCIATION  OF  OCCUPATIONAL  HEALTH  NURSES,  INC.

     LOUISIANA OCCUPATIONAL HEALTH CONFERENCE



   REGISTRATION  FORM




     (dates)

Name:______________________________________ RN ____  COHN ____ Other ____

LAOHN/AAOHN Position: _______

Social Security # ___________________________ LAOHN Honorary Member: ______

Preferred Address: ________________________________________________________




(Street/P.O. Box)


(City, State, Zip Code)

Company: ______________________________ Conference Registration Fee: 
______

Address:  _______________________________________  LAOHN Member: 
______


    _______________________________________  Nursing Student:  
______

Telephone: ______________________________________ Non-Member:   
______

CEU’s Applied for:  _____________________

Fee  Total: 

______

************************************************************************

Friday:

Topic  _________________________________________  CEUs
______


Luncheon fee:

$15.00

Number of tickets _______ Total:   $ _____

************************************************************************

Friday:

Special Event  _______________________________________________


Cost:


$ 25.00
Number of tickets _______ Total:   $ _____

************************************************************************

Saturday:
Topic: __________________________________________ CEUs  ______


Luncheon fee:

$15.00

Number of tickets ________ Total: $ _____

************************************************************************


Total amount Enclosed




$ ________________

Make check payable to:  Louisiana Association of Occupational Health Nurses, Inc.

Tickets to be picked up at Conference Registration Desk.

************************************************************************

Mail Registration Form and check to:








(Registration  Chairman)

************************************************************************

Cancellations must be made 10 days prior to the conference.

Refunds will be handled by LAOHN Treasurer Post conference.

Contact Hotel for personal reservations.
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EXHIBITS COMMITTEE CHAIRMAN
1.  Contacting Exhibitors:
A.  Review list of previous exhibitors, update as needed. List should be passed on to each succeeding Conference Planning Committee.

B.  Contact prospective exhibitors in early fall of year prior to Conference – necessary for budgeting. Send letter of conference information and exhibit space.  Exhibit II on LAOHN letterhead.

1.  Include advanced reservation form   Exhibit III

2.  Exhibit III is a guide and may e revised by Exhibit Chairman as it relates to Conference program.

3.  Exhibit III shows options in which Exhibitor may participate.

C.  Acknowledge receipt of reservation as soon as possible  Exhibit IV      Send a copy of program if available or as soon as possible.

2.  Moneys:
A.  Exhibitors do not pay a conference registration fee.

B.  Exhibitors may attend luncheon (s) and special events after fee is paid 

1.  should buy tickets in advance if possible

2.  tickets may be purchased from Conference Registration desk before head count for luncheon or special event is required by hotel.

C.  Forward all moneys and original letter of confirmation  Exhibit II, by certified mail to LAOHN Treasurer prior to Conference.

3.  Setting up Exhibits:

Arrange with the hotel for exhibitors room to be available the evening prior to 

first day of Conference (Thursday evening if conference begins on Friday or, if 

not available, as early as possible Friday A.M.)

A.  Tables – one banquet table constitutes one space.

B.  Chairs and waste baskets.

C.  Exhibitors should furnish own extension cords or special equipment.

      Hotel charges extra.

4.  Post-Conference Acknowledgment:

Letter of appreciation sent to participating exhibitors post-conference  Exhibit III

5.  Miscellaneous:
A.  AAOHN Exhibit may be requested for LAOHC and should be done at least 2 years prior to date of conference requested.

B.  Exhibitors fees must be approved by LAOHN Board of Directors. Recommendations for increase from current fee schedule of $ 50.00 per individual space may be presented to the Board for approval.

C.  Keep up-to-date list of Exhibitors with addresses to forward to Conference Exhibit Chairman.

D.  Give copies of all pertinent correspondence to Conference Chairman.

E.  A written report summarizing committee’s activities, expenses and recommendations for future programs to be submitted to the Conference Chairman post-conference.
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EXHIBIT II





  (on LAOHN Letterhead)

Date

Dear Sir:

The annual Louisiana Occupational Health Conference is to be held _________________

at ____________________________________ in _______________________________

We would like to know if you would be interested in exhibiting your products (s) at this conference.  The fee is $ 50.00 for one day and $ 100.00 for two days.

Please check the following you are interested in:










   Amount

1.  Exhibit Friday,
_________________

$ _________________

2.  Exhibit Saturday,
_________________

   _________________
If interested in more information regarding the following, please check:

3.  Sponsor a Coffee Break




_________

4.  Co-Sponsor a Coffee Break



_________
5.  Sponsor a Hospitality Room



_________
6.  Sponsor or Co-Sponsor a Luncheon


_________
7.  Donate a Gift (a door prize or drawing)


_________
Would you be interested in attending:

8.  A Special Event  (if there is going to be one & it’s cost) 
_________

9.  A luncheon with the conference attendees

_________
Deadline for exhibit space reservation is two weeks prior to Conference date.

Please return the two enclosed forms with payment to me as soon as possible.  If there are any questions, you may contact me at the number listed below.

Sincerely,

Exhibit Chairman, LOHC

Phone: 
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EXHIBIT  II





       (LAOHN Letterhead)



ADVANCE  RESERVATION  FOR  EXHIBIT  SPACE
Please complete:





Company Name





  Address

_______________________________

______________________________


Telephone






Fax




     Contact   Person

Will you have any special needs for your display?  What?  _________________________

Will there be a need for any electrical outlets?  __________________________________

Please make check payable to:





Louisiana Association of Occupational Health Nurses, Inc.

Return to:





Exhibit Chairman





LOHC  (Louisiana Occupational Health Conference)
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EXHIBIT  III





      (LAOHN Letterhead)

date

______________

______________

______________

______________

Dear Sir:

This is to acknowledge receipt of your check for $ _______________ to cover costs for:




____________________________




____________________________




____________________________

Exhibitor’s room will be available for you to set up your exhibit on  _________________

at ____________________.  Someone on the Exhibit Committee will be available to assist you as needed.  Please provide your own extension cords or special equipment that you might need.

A Conference Program will be sent to you which will outline the Conference activities.   Programs will also be available at the Conference Registration desk.

Please contact me at the number below if you have any concerns.

Sincerely,

Exhibit Committee Chairman, LOHC

Telephone:
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EXHIBIT  IV





        (LAOHN Letterhead)

Date

Mr. John Jones

Company

Address

Dear Mr. Jones:

On behalf of the Louisiana Association of Occupational Health Nurses, I would like to express our appreciation to you and your company for your support in participating as an exhibitor at our annual Conference held in _____________________________________

on  ___________________________________.

It is largely through the support of our exhibitors that LAOHN is able to present some educational offerings to members at no or little cost.

and

Acknowledge sponsorship of  breaks, donation of gifts, etc.

Sincerely,

LAOHN Conference

Exhibit Committee Chairman
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Conference  Education  Committee  Chairman
1.  Topics:
A.  Assemble previous post-conference evaluations and recommendations and review

B.  Contact LAOHN Education Chairman for recommendations and assistance if needed

C.  May contact AAOHN for recommendations and assistance

2.  Conference Planning Meeting:
A.  Present outline of suggested presentations/topics

B.  Present list of prospective speakers

1.  Include speaker fee or gratuity

2.  Include as much information as possible regarding expenses, handout material, etc.

3.  Speakers:
A.  When possible, make first contact by phone

B.  Follow-up letter

1.  Confirming acceptance and subject content

2.  Include sample and blank format of ANCC requirement

3.  Request speaker to submit the following information to be used in obtaining continuing education credit:

a.  Curricula vitae; photograph if possible for publicity

b.  Outline of lecture

c.  Teaching methods to be used (visual aids, group discussion, etc.)

      Will speaker provide handouts and use own equipment?

d.  Bibliography

e.  Pre and Post test questions

C.  Written reminder three (3) to four (4) weeks prior to conference with follow-up phone call week of conference.

4.  Continuing Education Credit:
A.  Submit information to Accrediting Body for CEU/Contact Hours – AAOHN or Institute of Higher Education (LSU School of Nursing, LSU Department of Continuing Education, etc.)

1.  Accreditation must follow ANCC guidelines for provider

2.  Objectives

3.  Purpose

4.  Curricula Vitae of Speaker (s)

5.  Outline of lecture

6.  Teaching methods (slides, film, group participation, other methods if used)

B.  CEU Certificates should be printed prior to conference and given to participants at end of program. Each Topic and CEU earned for that topic should be specified on the Certificate, no general.  Individual certificates should be available for each day or part of day of conference.

5.  Coordination with Conference Chairman:
A.  Provide information to be printed in The Challenger.
B.  Provide information to be printed in Conference Program.
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6.  Registration:
A.  All moneys will be received by Registration Chairman with registration form

B.  Coordinate with Registration Chairman on attendance for Conference. Registration will give final head count to Special Events Committee Chairman for luncheon attendance.

7.  Introduction of Speakers:

Educational Committee Chairman is responsible for the introduction of all 

conference speakers.  The Chairman may appoint member of Committee to assist.

8.  Monitors:

Assign monitor (s) for each session to:

A.  Assist speaker as needed (visual aids, etc.)

B.  Sign-in registrants both AM and PM

C.  Distribute handouts and materials

D.  Distribute CEU Certificates after session is complete

9.  Obtain Equipment Needed:
A.  Table with waste basket at room entrance for registration

1.  should be part of hotel initial contract

2.  participants are to sign-in for AM and PM each day of Conference

B.  Microphone, viewing screen, projectors, pointer, extension cords, etc.

1.  check with Conference Chairman as to possible hotel charges     


should be handled prior to Conference

2.  if possible – borrow from companies

3.  proper table set-up for number of participants

10.  Post-Test and Evaluation Form:

A.  Copies available for each participant

B.  Certificates are released to participants upon receipt of post-test and evaluation form.

11.  Miscellaneous:
A.  Copies of all correspondence should be given to Conference Chairman.

B.  A written report summarizing all committee activities, expenses & recommendations for future programs to be submitted to the Conference Chairman post-conference.

C.  Expenses incurred must have receipt for reimbursement and turned over to Conference Chairman as soon as possible.  Advance moneys are to be used for:

1.  gratuity for speakers

2.  postage

3.  printing
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Conference Special  Events  Committee  Chairman

Coordinates all events with Conference, Registration and Hospitality Chairmen

A.  Be aware of inclusions in LAOHN contract with Hotel

1.  Menu costs are finalized prior to any function. Be familiar with menus

2.  If circumstances warrant changes, Conference Chairman and LAOHN Treasurer should be informed as to how it  may affect cost.

   B.   Responsible for acquiring roll of double tickets

C.  Luncheon (s)

1.  Menu and costs are part of the initial contract

2.  Tickets only to be handled by Registration Committee for collection of fee

a.  speakers who plan to attend the luncheon on the date of their presentation will be issued a ticket at no cost by Conference Registration Committee

b.  conference day registrants, exhibitors or guests requiring tickets for luncheon should contact Conference Registration

3.  Monitor hotel readiness on serving luncheon (s) so that time schedule is maintained. Coordinate with Conference and Education Committee Chairmen to maintain time schedule.

4.  Assign a member (s) to assist in collecting tickets (door prize drawings)

D.  Breaks

1.  Menu and costs are part of the initial hotel contract

2.  Monitor time schedule with Education Committee and session monitors

3.  Contact Conference Chairman if circumstances warrant change from original contract which may affect cost.

E.  Special Event (if planned)

1.  Menu and costs are part of the initial hotel contract. Deviations from original contract may affect total cost of function.

2.  Check into entertainment. Costs for Special Events must be approved by LAOHN Board of Directors

3.  Collect tickets from participants

4.  Coordinate with hotel representative on room set up, time schedules, etc.

5.  Decorations/centerpieces may be used to assist in carrying out a theme

a.  advance moneys may be used

b.  centerpiece (s) purchased with LAOHN moneys or donated to LAOHN shall be drawn for as door prize

c.  receipts for expenses should be presented to the Conference Chairman for reimbursement out of Advance moneys.

F.  Miscellaneous:

1.  Special Events Committee members should assist Hospitality Committee with obtaining door prizes as needed.

2.  Write letters of appreciation and thanks to appropriate individuals and businesses for their support.

3.  Written report summarizing all activities, expenses and recommendations should be submitted to Conference Chairman post-conference.
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Conference Hospitality  Committee  Chairman
1.  Hospitality Room:
A.  May be complimentary from hotel depending upon number of  rooms blocked

B.  Conference Chairman’s room may b used as Hospitality Room.   LAOHN will cover cost if not complimentary or paid for by employer.

C.  Hospitality Committee hosts room with “open” hours determined by functions of Conference.

2.  Door Prizes:
A.  Coordinated by Special Events Committee and Hospitality Committee.   Obtaining gifts should be commitment of all members of constituency.

B.  To be drawn at luncheons.  Take into account special functions 

(i.e. presentation of honors)

3.  Miscellaneous:
A.  Information Service:

1.  Assist with directions for conference events location, hospitality room

2.  Phone calls and messages

3.  Lost and found

B.  Be available to provide service as needed

C.  Receipts for expenses incurred (if any) should be presented to Conference Chairman for reimbursement  prior to the Conference if possible. Advance moneys are to be used.

4.  A written report summarizing all committee activities, expenses and recommendations for future programs should be submitted to the Conference Chairman post-conference.
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EDUCATION AND PROFESSIONAL STANDARDS COMMITTEE
1.  Purpose:
A.  To offer members the opportunity to develop their educational potential for maximum efficiency and service.

B.  To promote Occupational Health Nursing on all levels of nursing and other allied professions.
C.  To develop plans for formulating educational programs for the Occupational Health Nurse.
D.  To obtain certification of educational programs from contact and/or continuing educational hours.
2.  Functions and Responsibilities:
A.  Propose, study, evaluate and interpret professional standards and educational needs of the association.

B.  Formulate workshops whenever requested by Board of Directors and/or General Membership.
C.  Coordinate with the Conference Program Chairman in planning lectures for the conference and/or workshops and in obtaining certification of CE hours from AAOHN or an approving body.
3.  Meetings:
A.  Attend Program Planning Meeting with LAOHN.

B.  Be available to attend related meetings at the request of the LAOHN President or LAOHN Board of Directors.
4.  Reports:

As specified under Committees.

5.  Expenses:

As specified under General Rules.
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NOMINATIONS  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 # 10.







22






EXHIBIT  “A”

Suggested Timetable for Nominations Chairperson Activities:

120 days before LOHC

Obtain current membership roster from LAOHN 

Membership Chair or AAOHN.

90 days before LOHC


Send letters to Constituent Presidents asking for






nominations.

60 days before LOHC


Send biography and consent form to nominees with 






a deadline for its return.

30 days before LOHC


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 at the LOHC.

Ask LAOHN President if two (2) tellers have been appointed to assist in opening the envelopes and counting votes at the annual LOHC 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 a 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





(LAOHN 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”





          (LAOHN Letterhead)





          SAMPLE  BALLOT



EVEN  NUMBERED  CALENDAR  YEARS



PRESIDENT




VICE PRESIDENT




DIRECTOR from GNOLAOHN AREA (one to be elected)




DIRECTOR from  SWLAOHN AREA (one to be elected)




NOMINATONS CHAIRMAN (one to be elected)
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EXHIBIT  “E”





       (LAOHN Letterhead)





       SAMPLE  BALLOT



  ODD  NUMBERED  CALENDAR  YEARS



RECORDING SECRETARY




TREASURER




DIRECTOR from LGBRAOHN (one to be elected)




DIRECTOR from NLAOHN (one to be elected)




DIRECTOR at LARGE from any area of the State

 






(one to be elected)
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EXHIBIT  “F”





       (LAOHN 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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BYLAWS  COMMITTEE
1.  Purpose:
A.  To maintain the association Bylaws in harmony with AAOHN Bylaws.

B.  To assist local constituent associations with their Bylaws.

2.  Functions and Responsibilities:
A.  To study all proposed amendments to the Bylaws and submit them to the Board of Directors with the recommendation (s) of the Committee.

1.  Once approved by the Board of Directors, the proposed amendments are then submitted to AAOHN for approval.

2.  After approval by AAOHN, the amendments are then presented to the membership for approval.

B.  Keep accurate and updated copies of LAOHN and AAOHN Bylaws.

C.  Send a copy of LAOHN Bylaws to the Membership Chairman for distribution to new members.

D.  Send a copy of any and all revisions to Membership Chairman for distribution to all members.  Minor revisions may be distributed through the LAOHN newsletter, 
“The Challenger”.
3.  Meetings:

Shall be held at the discretion of the Chairman.

4.  Reports:

As specified in Committee General Reports.

5.  Expenses:

As specified in Standing Rules  #10.
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GOVERNMENTAL  AFFAIRS  COMMITTEE
1.  Purpose:
A.  To monitor legislative and regulatory issues affecting occupational health, occupational health nursing and health care.

B.  To keep membership informed of these issues.

C.  To encourage active participation by members in the legislative process.

2.  Functions and Responsibilities:
A.  Liaison between members and the national governmental affairs program.   Liaison function includes recommending policy and positions to the AAOHN Committee based on the recommendations of local members.  The state committee keeps members informed of national goals, priorities and calls for action.

B.  Education and public relations:

1.  Educates members about the legislative process and develops their skills to promote involvement.

2.  Informs members of current legislation and regulations.

3.  Educates peoples in industry and business and other occupational health professionals about health care issues.

4.  Increases awareness among legislators, leaders in industry and other occupational health professionals about occupational health nursing as an expert resource.

C.  Legislative and regulatory activity:



This includes monitoring proposed legislation regulations, interpreting 

their impact on occupational health and coordinating activity in support 

or opposition.

3.  Meetings:

Shall be held at the discretion of the Chairman.

4.  Reports:


As specified in Committee General Reports.

5.  Expenses:

As specified in Standing Rules  # 10.
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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 AAOHN Newsletter.

C.  Copies of all publicity releases should be sent to LAOHN 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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POLICY  AND  PROCEDURE  COMMITTEE
1.  Purpose:


To assist the LAOHN officers and chairmen in the performance of their duties.

2.  Composition:

Shall consist of the past four (4) presidents of LAOHN who are active members.  

The chairman shall be the immediate past President.

3.  Functions and Responsibilities:
A.  Keep an accurate and updated copy of the Policy and Procedure Manual on file.

1.  Accept and study all suggestions or recommendations for revisions of policies and procedures of the respective committees as presented by the committee chairman.

2.  Present proposed changes to Board of Directors and general membership (if necessary) for approval.
B.  Send a copy of all revisions, additions, and/or deletions to all holders of Policy and Procedure Manuals (Appendix A-1).

C.  Screen minutes of meetings for changes in policies.

D.  See that each incoming officer and committee chairman receives their respective manual from outgoing officer or committee chairman.

E.  Responsible for the purchase and presentation of a gift to the outgoing President.

4.  Meetings:

Shall be held at the discretion of the chairman.

5.  Expenses:

See Standing Rule  # 10
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MEDIQUE  UNIQUE  LEADER  AWARD
Committee:

A.  Purpose:


To select an occupational health nurse for recognition by LAOHN as the 

outstanding nurse for the award.

B.  Composition:
1.  The committee will consist of three (3) immediate past recipients of

       previous state awards           (Medique, Schering)               

2.  The Chairman will be the senior award winner of the committee.


C.
Functions and Responsibilities:
1.  Notify LAOHN members and local constituencies of nomination deadline.

2.  Establish system of scoring and selecting the winner from the nominees.  Point Tally Sheet attached.
3.  Coordinate with LOHC Committee Chairman and Medique (for scheduling purposes) for presentation award during Saturday session.
4.  Arrange with LAOHN Treasurer for refund of recipient’s workshop, registration fee and lunch cost for Saturday.
5.  Keep the name of the winner confidential until the award presentation.
D.  Correspondence:
1.  Chairman will write letter of recognition to winner’s management as soon as possible after award presentation.

2.  Chairman will write letter for AAOHN Newsletter as soon as possible after award presentation.
E.  Meetings:


Will be held at the discretion of the Chairman

F.  Reports:


As specified in Committee General Reports
G.  Expenses:



As specified in Committee General Expenses.
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EXHIBIT “A”

Information regarding the Medique Award 

For Winner’s Employer

The Medique Unique Leader Award

The Medique Unique Leader Award is presented annually in 30 states by Medique Pharmaceuticals to recognize the leadership of an outstanding Occupational Health Nurse at the state level.  Medique and the Louisiana Association of Occupational Health Nurses have been active in this presentation since 1992.  The purposes of the award are: to encourage the development of leadership skills in occupational health nursing, to increase awareness of the role of  the Occupational Health Nurse to both the recipient’s employer and the community, and to assist the educational efforts of state and local associations.

The Medique Unique Leader Award winner is nominated from and selected by his/her peers and exemplifies the qualities of leadership in occupational health nursing.  This award, the only award given, is presented annually at the Louisiana Occupational Health Conference, and is equivalent to the “Nurse of the Year” for the Louisiana Association of Occupational Health Nurses (LAOHN).  The recipient of the award receives a plaque, and the LAOHN receives a cash award from Medique Pharmaceuticals to be dedicated to nurses’ continuing education programs.

Nominees for the award are assessed in the following categories of leadership qualities: Initiative, Motivation, Productivity, Creativity and Commitment.  In addition, a broader scope of the nurse’s involvement in professional and community affairs is evaluated in the following areas: professional association affiliations (offices/positions held, award, citations, honors received); job and other professional responsibilities (teaching, workshops, professional writing, original research, presentations, etc.); involvement in community affairs; community service; educational and employment background and additional contributions to occupational health nursing.
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    MEDIQUE  AWARD




LAOHN  CRITERIA  FOR  NOMINATION
1.  Nominee must be a registered nurse employed full time in Occupational Health Nursing.

2.  Minimum AOHN participation of no less than 5 years.

3.  Must have held 2 positions (an elected office, committee chairman, chairman of a position at a LOHC, teller, etc) at state level.

4.  Must have held 2 positions (an elected office, committee chairman, chairman of a position at a LOHC, teller, etc) at local level.

5.  A constituency may nominate any occupational health nurse from within Louisiana.

6.  Applications, in triplicate, must be received by the date determined by the award committee.    Late arrivals will not be considered.

7.  Nominations must follow the format of the criteria and application put out by Medique and LAOHN, and must contain the full name and address of both the nominee and nominator.

A.  To help give a broader picture of the nurse’s involvement in professional and community affairs please include:

1.  involvement in community affairs.

2.  work experience is a consideration of all other qualifications are equal.

B.  Application should show:

1.  educational background

2.  research/presentations

3.  awards/citations

8.  The award selection committee will select the winner.

9.  A person may be nominated several times, but may be awarded this honor only once.

A.  Current award committee members are not eligible as a recipient during their term on the committee.

B.  Past Schering Award recipients are eligible for the award.




OBJECTIVES OF THIS AWARD ARE:

1.  To recognize leadership of Occupational Health Nurses at a state level.

2.  To encourage development of leadership skills by members of your association.

3.  To increase awareness of the role in the Occupational Health Nurse to both employers and the community.

4.  To assist the educational efforts of the state association through a Medique award.
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LAOHN Criteria for Nomination

1. The nominee must be a registered nurse actively employed in Occupational Health Nursing

2. The nominee must have a minimum AOHN participation of no less than three (3) years

3. The nominee must have held two (2) positions (an elected office, committee chairman, chairman of a position at a LOHC, teller, etc) at the state level

4. The nominee must have held two (2) positions (an elected office, committee chairman, chairman of a position at a LOHC, teller, etc) at the local level

5. A chapter may nominate an occupational health nurse from any Louisiana Chapter including State members

6. Applications, in triplicate, must be received by the date determined by the Award Committee – late arrivals will not be considered

7. Nominations must follow the format of the criteria and application put out by Medique and LAOHN, and must contain the full name and address of both the nominee and nominator

A. To help give a broader picture of the nurse’s involvement in professional and community affairs please include:

1. involvement in community affairs

2. work experience is a consideration if all other qualifications are equal

B. The application should show:

1. educational background

2. research/presentations

3. awards/citations

8. The Award Selection Committee will select the winner

9. A person may be nominated several times, but may be awarded this honor only once 

every five (5) years.




OBJECTIVES OF THIS AWARD ARE:

5.  To recognize leadership of Occupational Health Nurses at a state level.

6.  To encourage development of leadership skills by members of your association.

7.  To increase awareness of the role in the Occupational Health Nurse to both employers and the community.

8.  To assist the educational efforts of the state association through a Medique award.
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MEDIQUE  UNIQUE  LEADER  AWARD



Guidelines and Procedures --- from Medique Products



(Please complete the following information about the nominee.  Print or 

type responses.)  This form is provided to ensure that all appropriate

information is included.
Nominee Name & Address:
________________________________________________





________________________________________________





________________________________________________

Position/Title—Company:
________________________________________________





________________________________________________





________________________________________________

Synopsis of OHN Responsibilities:  __________________________________________

________________________________________________________________________

________________________________________________________________________

Professional association affiliations and offices held (committees, chairmanships, etc.):

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Describe leadership qualities in each of the following categories with specific examples:

Initiative:   ______________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Motivation:  ____________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Productivity:  ___________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Creativity:  _____________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Commitment:  ___________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Nominating Constituency/Member & Address:  _________________________________







____________________________________

Date:  __________________


____________________________________
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Medique Unique Leader Award

Point Tally Sheet

Nominee:












Committee Member:











Date:







Total Points:





	                            Criteria
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	Officer or Chairman 

· Local level

· State level

· National level
	       
	       
	       
	       
	       
	       
	       
	       
	       
	       

	Leadership quality (specific examples):     

· Initiative

· Motivation

· Productivity

· Commitment
	
	
	
	
	
	
	
	
	
	

	Certifications (COHN, CMME, etc)
	
	
	
	
	
	
	
	
	
	

	Attend and support association meetings:

· Local

· State 
	
	
	
	
	
	
	
	
	
	

	Articles written for Professional Publications
	
	
	
	
	
	
	
	
	
	

	Community Service – nursing activity
	
	
	
	
	
	
	
	
	
	

	Support other nursing & allied organizations
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Name of Nominating Member or Chapter & Address:







Date:  
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LAOHN  NURSE  AWARD
Committee:
1.  Purpose:

To select an occupational health nurse for recognition by LAOHN as Louisiana’s 

Outstanding Occupational Health Nurse for the year. This is to continue award

            selection when an award is not offered by another (Schering, Medique, etc.).

2.  Composition:
A.  Shall consist of the three immediate past winners of this award who are active members of LAOHN.

B.  The Chairman shall be the senior award winner of the committee.
3.  Functions and Responsibilities:
A.  Notify LAOHN members and state constituencies of nomination deadline.

B.  Establish system of scoring and selecting the winner from the nominees.
C.  Coordinate with LOHC Chairman for award presentation at Saturday session.
D.  Arrange with LAOHN Treasurer for refund of recipient’s registration fee and lunch cost for Saturday.
E.  Ever effort shall be made to keep the name of the winner confidential until the award presentation.
4.  Correspondence:
A.  Chairman is to write a letter of recognition to winner’s management as soon as possible after the award presentation.

B.  Chairman is to write a letter to AAOHN Newsletter as soon as possible after award is presented.
5.  Meetings:

Shall be held at the discretion of the Chairman.

6.  Reports:

As specified in Committee General Reports.

7.  Expenses:

As specified in Committee General Expenses.
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LAOHN  NURSE  AWARD





       CRITERIA  FOR  NOMINATION
1.  Nominee must be a registered nurse employed full time in occupational health nursing

2.  Nominations must contain a full and factual explanation & justification in typed form

3.  A constituency may nominate any occupational health nurse from within Louisiana

4.  Applications, in triplicate, must be received by the date determined by the award committee.  Late arriving applications will not be considered.

5.  Nominations must follow the format of the criteria and application, and must also contain the full name and address of both nominee and nominator.

6.  The award committee will select the winner.

7.  A candidate may apply many times, but be selected winner for this award only once

8.  Nominations must also include names and addresses of two (2) other persons who would support the candidate upon inquiry by the award committee






LAOHN  NURSE  AWARD





         BIOGRAPHY  OF  NOMINEE
1.  Nominee’s name, address and social security number.

2.  Educational background, include dates.

3.  Present position, company address, telephone number and name of immediate supervisor.

4.  Brief career summary, to include dates, places and job responsibilities.  Begin with most recent.

5.  Additional professional responsibilities related to occupational health nursing; i.e. teaching, workshops

6.  Services to the community, include dates and honors.

7.  Professional affiliations (offices held, awards, honors).

8.  Original research, professional writing, poster presentations.

9.  Additional contributions to occupational health nursing (not covered in above data).

10.  Nominator’s name, position, address and letter of support.

11.  Two letters of recommendation.
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APPENDIX





  DISTRIBUTION   LIST
MANUAL  #



          OFFICER or COMMITTEE CHAIRMAN

1
…………………………………………    President


2
…………………………………………    Vice President


3
…………………………………………    Treasurer


4
…………………………………………    Secretary


5
……………………………    Director:    Greater Baton Rouge


6
……………………………   Director:     Southwest


7
……………………………   Director:     Greater New Orleans

 
8
……………………………   Director:     North

9
……………………………   Director:     At Large


10
……………………………  Chairman:    Education & Professional Stand


11
……………………………  Chairman:    Bylaws


12
……………………………  Chairman:    Membership Devel. & Support


13
……………………………  Chairman:     Louisiana O. H. Conference


14
……………………………  Chairman:     Public Relations


15
……………………………  Chairman:     Communications


16
……………………………  Chairman:     Nominations

17
……………………………  Chairman:     Policy & Procedure


18
…………………………….  President:    Greater New Orleans


19
…………………………….  President:    Greater Baton Rouge

20
…………………………….. President:    Southwest

21
…………………………….  President:    North

22
……………………………  Chairman:    Nurse Award Committee

23
……………………………  Chairman:    Governmental Affairs

24
……………………………  Chairman:    Medique Award

25
…………………………………………
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