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(Revised 4/11)
STANDARD OPERATING POLICIES & PROCEDURES

Indiana State Council of the Emergency Nurses Association

The National State/Chapter Standard Operating Procedures and Treasurer’s Handbook will be used as guidelines.

I. DELEGATE SELECTION

The number of delegates for General Assembly is determined by National Emergency Nurses Association (ENA) Bylaws.

Delegate applications will be available on the Indianaena.org website.  Interested members should fill out the application and the delegate selection check list.  Both of these documents along with all supporting materials are to be sent to the President or designee by the posted deadline date.
Delegate qualifications:



A.
Current Indiana ENA membership.

B.
The elected officers (President, President-Elect, Treasurer, Treasurer-Elect and Secretary) for the current year will have the first right of refusal for a delegate position.
C.
Delegate Selection


All listed criteria must be within the reporting year.

1. Attend a State ENA Meeting (1 point)

2. Attend a Local ENA Chapter Meeting (1 point)

3. ENA Instructor (max 3 points)

    
TNCC – 1 point


     
ENPC – 1 point

     
CATN – 1 point

4. Chair of Chapter/State ENA Committee (1 point)

5. Member of a National Committee (1 point)

6. Lecture at State/National ENA Conference (1 point) 

7. Author/co-author of a publication in ENA Connection or JENS (1 point)

8. Two or more letters to a Legislator or letters to the Editor related to an Emergency

Nursing Issue or issue listed on the National Platform (1 point)

9. Provide testimony at a hearing related to ENA (1 point)

10. Present a Poster presentation or Research Publication (1 point)

11. Author/Co-author of a Bylaw or Resolution (1 point)

12. Personal contribution of at least $100 to National ENA Foundation (1 point)

13. Recruit 3 new members to ENA (1 point)

14. Author/Co-author of a nomination for a National ENA Award (1 point)

15. Nominee or Recipient of a National Award (1 point)

16. Chair or member of an ED Committee (1 point)

17. Lead or participate as a member of an ED Performance Improvement Project (1

point)

18. Minimum of 24 hours of documented volunteer hours (1 point)

19. Precept an ED RN as a stretcher-side nurse (1 point)

20. Stretcher side Nurse (1 point)

21. Student Nurse Mentorship (1 point)

22. Presentation of an Educational Program to pre-hospital personnel (1 point)

23. Professional Certifications (max 3 points)

24. Presentation of an Injury Prevention Project (1 point)

25. Vote in National AND State ENA elections (1 point)

26. Attended a National ENA Board Meeting (1 point)

27. Member on an ENA List Serve (1 point)
28. Attended a National Leadership Conference and/or Scientific Assembly without

financial support from the State ENA (excluding delegates) (1 point)

29. Attended the Indiana State ENA Conference (1 point)


Minimum requirements:

     -  10 points of 33

     -   ED experience of equal to or greater than 2 years 

The member with the highest number will represent their Chapter, in the event of a tie; the delegate selection will be done by lottery.

If no Chapter member meets the minimum requirements, then the member with the highest number collectively within the State membership application will assume this delegate position.  In the event of a tie, the selection will be by lottery.

New Member Category - 2 spots

1. ED experience as a licensed registered nurse with less than 2 years of experience as of the last day of the reporting period

2. Must be a stretcher side nurse

In the years there is not a Treasurer-Elect (which would be odd years) the ‘Wild Card’ will happen.  The member at large with the most points not selected as a delegate will take this position(s).

Delegate selection:

The Executive Committee will meet no later than the end of July to review the applications submitted.  If not enough applications are received, additional delegates will be solicited by the Executive Committee.  The delegate list will include at least one member from each Chapter.  An attempt will be made to evenly disperse delegates from throughout the state.  The President or designee will submit the names of the delegates and the alternates to the National office by the deadline set annually by the National.  

Delegate responsibilities:

A. All delegates and alternate delegates are required to attend an Indiana State Council of the Emergency Nurses Association (INENA) preparatory session. The date of this preparatory session will be determined annually and posted on the delegate application.  

B.
    All delegates are required to attend all business sessions and special delegate activities at the General Assembly.  Delegates and alternate delegates are representatives of the membership, and should seek information on all issues under discussion and act in the best interest of the membership.  Delegates are to report back to their local Chapters all actions taken regarding voting and discussion by the delegates.  

II. TRAUMA/PEDIATRICS COMMITTEE

(Membership and term of chair(s) are discussed in the Bylaws.)
A.
The terms of the membership of the Trauma/Pediatric committee(s) will be (2) years.
B.
Any outgoing member may reapply.

C.
Not all members will rotate off at the same time.

III. FINANCE COMMITTEE

The Finance Committee shall be comprised of the President, Treasurer, and Treasurer-Elect.
The Finance Committee shall:

A. Oversee the financial planning and management of the INENA by ensuring that all fiscal aspects are in order.

B. Oversee the independence of INENA’s audit functions and its compliance with legal and ethical standards.

C. Oversee investment funds.

D. Makes fiscal recommendations to the INENA Board of Directors.

IV.
NOMINATIONS COMMITTEE

A.
The Nominations Committee will be chaired by the current INENA President.

B.
Committee members will be selected by the INENA President and ratified by the INENA.

C.
Calls for nominations will be placed on the website and occur annually.

D.
State Council Members wanting to run for open positions should contact a member of the Nominations committee by the date posted on the website.

E.
INENA Members will vote electronically.

V.
REIMBURSEMENT/EXPENSES

A.
Monies paid for being a delegate or alternate delegate, attending orientation(s), receiving a scholarship, etc. will be paid as a reimbursement.
B.
To receive reimbursement for expenses (travel, education, conferences, expenses, etc.), an expense report form will be completed and turned in to the Treasurer, with receipts attached.

C.
The expense form can be downloaded from the Indiana website under Forms/Documents”.
D.
State Leadership Conference


The President, President-Elect, Treasurer, Treasurer-Elect, and Secretary shall have room, travel, and per diem (per current IRS guidelines and verified by the State Treasurer) reimbursed for attending the State Leadership Conference.
E.
General Assembly/Scientific Symposium


1.
The President will have room, travel expenses, and per diem (per current IRS standards and verified by the State Treasurer) reimbursed.


2.
The President-Elect, Treasurer, Treasurer-Elect, and Secretary will receive reimbursement of expenses as defined in the yearly budget approved by the INENA.


3.
Delegates and the alternate delegate will receive reimbursement of expenses as defined in the yearly budget approved by the INENA.

F.
Special Meetings


The President or designee will be reimbursed for travel and overnight expenses (if needed) for attending local Chapter meetings, the Trauma Task Force meetings, and meetings with the Accountant as defined in the yearly budget approved by the INENA.

CONTRACTS

A. The President or designee is responsible for signing all contracts

and/or agreements as ratified by the INENA.

B. Individual Chapters are responsible for signing and honoring all contracts 

negotiated by them.  The INENA is not liable for these contracts.
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