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I. BOARD OF TRUSTEES:

A. Agenda:  The President shall provide a written outline of the agenda to the Board of Trustees prior to the meeting. Information on issues requiring an extensive debate should be distributed two weeks prior to the meeting.  All officers and committee chairs shall submit written reports to be distributed with the agenda.

B. Attendance/Absences: If an OAPA Board Member or Committee Chairman is absent for more than two official meetings of the Board, he/she will be subject to Board review and possible dismissal from the Board. If an officer is unable to attend a meeting, notification must be given to either the Secretary or the President prior to the actual time of the meeting.

C. Reimbursement:  The OAPA shall pay a rate set by the Board toward the expenses of those serving as official Delegates to the House of Delegates for those members who are not fully reimbursed by their employers. Board Members, Committee Chairs, and others designated by the Board will be reimbursed for expenses incurred while carrying out official OAPA business provided their receipts are in order and costs are submitted to the treasurer for approval.  Mileage reimbursement will be paid to Board Members and Committee Chairs traveling on official OAPA business according to the most current Federal guidelines.  All reimbursement is subject to availability of funds and at the Board’s discretion on use of those funds.

D. Correspondence:  Copies of all correspondence must be filed with the President and Secretary. All official correspondence of Board Members and Committee Chairmen must be typewritten on OAPA stationery.

E. Distribution of Board Minutes:  Board minutes shall be sent to all Board members, Committee Chairs and additional persons as deemed necessary by the Board.

F. Dress Code: Appropriate dress for Board meetings is business casual.

G. Meetings:   The Secretary and/or Executive Director shall notify Board members, Committee Chairs, Advisors and all concerned of Board meetings, in writing, at least two weeks prior to the meeting.

H. Solicitation:   No one shall solicit money for the OAPA without prior approval of the Board.

I. Official Liaison:  The OAPA may, at the discretion of the Board, establish official liaison with other professional organizations as it deems appropriate. The liaison shall be in health or medical related fields.  An official letter will notify each organization of their liaison status with OAPA.  The liaison to the organizations will be required to keep records and report regularly to the Board of Directors.  The President will decide when presentations should be made to the Board of Directors.  The Board of Directors shall evaluate liaison relationships annually and decide if a continuing relationship is favored.  The Board of Directors will appoint the liaison for a period of two (2) years.  If a liaison is not fulfilling the duties satisfactorily, or professionally representing OAPA, the Board of Directors will be obligated to evaluate the individual at the next scheduled meeting of the Board of Directors.

J. Responsibilities of the Secretary of OAPA:

1. At Board Meetings:

a)   Report on any important correspondence received or transmitted.

b) Take whatever notes, cassette recordings, etc., necessary for complete minutes of the Board meeting.

c) Collect written reports from Committee Chairs and Board members.

2. General Duties:

a) Carry out all directives given by the President.

b) Answer all general correspondence with copy in file and copy to the President.

c) Maintain an adequate filing system for the Association.

d) Distribute written reports and minutes to absent Board members, Committee Chairs and Advisors.

     3.   Delegation

   a)  Any of the above duties may be delegated to the Executive Director.

II 
COMMITTEE POLICIES / DUTIES:
A. General policies:

1.
Committee chairs will be appointed by the President with Board approval.

2. All Committee Chairs are required to be present at regularly scheduled Board meetings or special meetings of the Board. If an absence is unavoidable, then a written report must be submitted.

3. Committee Chairs will be free to leave after the Board has accepted their reports and all activities concerning the report have been completed.

4. Committee Chairs are required to solicit manpower with the input of the President for their committees from the general membership and are encouraged to contact the previous Chairs for information and recommendations.

a) An Association member shall not be considered an official committee member of more than two committees.

b) Committees are encouraged to seek regional representation.

4. Committees are expected to meet formally at least once during the OAPA year. An official report of each of these proceedings is to be filed with the Secretary at the time of the next official meeting of the Board.

5. Committee Chairs must furnish the Secretary and all committee members copies of any official correspondence concerning the activities of that committee.

6. Committee members issuing correspondence must file a copy with the Committee Chair and with the Secretary.

7. Committee Chairs, when appointed to standing committees, must be OAPA members.

8. Committee Objectives:

a) Each standing and ad hoc committee of the OAPA is to be given clearly defined objectives by the OAPA President at the second Board meeting following his/her attainment of office.

b) It is the responsibility of each Committee Chair to submit an objective-oriented timetable, which is consistent with the direction from the OAPA Board, and that said timetable is to be submitted with a reasonable time of acceptance of the Committee Chairmanship.

c) The Committee Chair is responsible for keeping the membership informed of the Committee's current and/or proposed activities through the newsletter or other means as appropriate.

9. Ad Hoc Committees

a) Shall be appointed by the President with the concurrence of the Board to perform a specific function.

b) The Committee automatically ceases to exist when the Board accepts its final report.

c) The President shall provide written charges to the Committee.

B. Committees:

1. Conference Planning Committee:

a) The Conference Planning Committee shall plan and conduct, with the assistance of the Executive Director, meetings each year.

b) The conference shall be rotated among the Northern, Central and Southern regions, if possible.

c) Each year a report shall be prepared and guidelines offered for the next year's committee.

d) Shall provide CME in accordance with the AAPA Guidelines.

2. By-laws Committee: By-laws Committee will inform the membership of proposed by-laws amendments in accordance with Article IX, Section I of the OAPA by-laws.  The parliamentary advisor of the by-laws is usually the Vice President unless otherwise designated by the Board.  Other responsibilities shall be to:

A. Develop appropriate language for any amendments to the current by-laws.

B. Interpret current by-law content.

C. Determine consistency between the AAPA fly-Laws and OAPA by-laws.

D. Review by-laws on a regular basis (a minimum of twice/year) to make appropriate recommendations

E. Review ethical standards and form an ad hoc committee as needed.

F. Assist the Chief Delegate with the preparation of resolutions.

G. Maintain and update the policy manual.

3.
Diversity Committee:  The Diversity Committee serves to advance OAPA’s commitment to diversity in all its various aspects.

A. Identify and address issues of ethnic and cultural diversity

B. Identify CME opportunities that impact cultural diversity issues and problems that affect our profession, our patients and ourselves

C. Assist the OAPA in promoting an inclusive environment that maximizes individuao and organizational opportunity, potential, responsibility

D. Promote a more diverse membership and leadership pool within the organization

E. Promote sensitivity and awareness of diversity throughout the profession

F. Recruit and retain persons from minority communities into the profession

4.
Elections Committee:  The Elections Committee shall notify the membership of election rules and regulations for the annual election of OAPA Board officers.

A. Positions available

1) President - Assumed by President-Elect annually

2) Past-President - Assumed by outgoing President annually

3) President-Elect - Elected annually for 3 years (the first year as President-Elect; the second as President, third as Past-President)

4) Vice-President - Elected annually for 1-year term

5) Secretary - Elected annually for 1-year term

6) Treasurer - Elected bi-annually for 2-year term in even years

7) Regional Trustee elected annually by each region at regional meetings for a 1-year term.

8) Student Trustee Elected annually by the students of the school that has the responsibility. Assigned responsibility will be determined by a rotation of the school 

B. Nominations:

1) Declaration of Candidacy:

a) A candidate may declare for only one office

b) A declared candidate must be a fellow member of the OAPA/AAPA. The membership status of each candidate shall be confirmed in writing thirty (30) days prior to the election by the Membership Chair to the Elections Chair.

c) The Vice-President shall confirm AAPA membership by contact with the national office.

d) Deadline for nominees to have their names appear on the ballot shall be (45). days prior to the election. Floor Nominations will be accepted for write-in vote after their confirmation by the Membership Chair.

e) Declaration must be in writing to the Vice-President and shall include a complete resume and a statement of intent not to exceed 250 words in length. A commitment must be made to remain a member in good standing of both the OAPA and AAPA for the entire term of office.

f) All data must be true and accurate.

g) Upon receipt of necessary material, the Elections Committee shall review the candidates' credentials prior to placing the nominees' names in the election process at the General Membership Meeting.

h) The penalty for falsification of campaign literature or information supplied by the candidate to the Elections Committee will be disqualification from the election, or if elected, forfeiture of their office.

2) Nominating Committee:

a) Comprised of 3 non-candidate Board members or members appointed by the President.

b) Activated only 45 days prior to the election if only one or no candidate has declared for any individual office.

c) Nominations from this committee will be kept confidential.

d) The Elections Committee will always hold the manner in which individuals become candidates for office as privileged and confidential.

3) Platform Data/Campaign Material:

a) A candidate may submit platform data to the Newsletter Editor for publication in the Newsletter prior to the election.

b) Space at the General Membership Meeting will be provided for the display of campaign material. Materials may be displayed only in the area provided at the meeting.

C. Elections/Voting:

1) Voter Eligibility: All fellow or associate members of the OAPA whose membership status commenced at least fifteen (15) days prior to the election.

2) Distribution of Ballots: Ballots shall be mailed to the eligible membership no later than fifteen (15) days after the General Membership Meeting.  A duplicate ballot will be issued at a member's request, providing the original ballot is voided.

4) Definition of a legal Ballot: Must be of a grade and variety distributed by the Elections Chair. Votes for more candidates per office than so demarcated shall void the votes for only the office in question. The Elections Chair shall have the final decision in case of a questionable vote. A mistake in voting for a candidate for one office does not make illegal or invalidate the votes for candidates for other offices on the same ballot. A technical error, such as misspelling, or using a cross instead of a check, does not invalidate a ballot if the intent of the voter is clear. A torn or defaced ballot is legal if the intent of the voter is clear.  Votes for ineligible persons are counted as illegal votes.  Blank ballots equal illegal ballots.

5) Collection of Ballots:  Pre-addressed, numbered ballots shall be collected by the Elections Committee.  

6) Ballot Tabulation: Shall be tabulated by the non-candidate committee members and/or designated deputies appointed by the Elections Chair. Each ballot shall be counted by two (2) deputies, and they shall review each other’s figures until they are satisfied the tabulation is correct.  If more ballots have been cast than there are members entitled to vote, confirmed by recount, the election is declared null                     and void. If there has been any substantial violation of the right of members to vote in secret, or any substantial violation in the conduct of the election, the  vote must be retaken.  Tally sheets and Elections Committee report shall be provided by the Elections Committee Chair to the deputies and must be signed by the deputies counting the ballots.

7) Vote Necessary to Elect:  A candidate shall be elected if he/she has received a plurality of votes cast. 

8) Report of the Elections Committee:  Must account for all ballots cast, legal and illegal. If any ballots or votes are rejected as illegal, the number must be reported and the reasons for rejection must be given. The number of votes received by each candidate and the number of write-in votes for any member, qualified or unqualified, must be in the report.  All members of the Elections Committee sign the report. The Chair of the Elections Committee shall present the report to the membership. The names of those elected will be posted during the General Membership Meeting. All ballots, tally sheets and records of the election become the property of the OAPA Secretary, to be held in the file for one (1) year. The material may then be disposed of providing there is no active inquiry about the particular election.

9) Term of Office for Newly Elected: The newly elected officer will be seated July 1 following the election.  The term of office shall be July 1 to June 30.

5. Governmental Affairs Committee:

A. To ensure that current statutes regarding Physician Assistants are fairly interpreted and applied.

B. Carry out activities leading to passage of legislation which the Board has determined as being beneficial to the constituency.

C. Monitor legislation submitted to the Ohio General Assembly which has potential to impact on the practice of Physician Assistants, and report to the Board on such.

D. Carry out other directives from the Board as delegated.

E. Maintain communication with appropriate members of the Ohio General Assembly, US Senate and House of Representatives and other appropriate agencies, groups or individuals as directed by the Board.

6. Membership Committee:

A. The Board following consideration of finances as reported by the Ways and Means Committee and recommendations by the Membership Committee will determine the amount of dues.

B. Schedule for prorating of dues is to be determined by the Board of Trustees.

C. Memberships are considered lapsed after one year. Therefore, after one year, a person must reapply.

D. Membership year: July 1 through June 30.

E. Investigate and make recommendation regarding discount insurance and other group packages, which would be offered as membership benefits.

F. Develop and initiate a yearly membership recruitment drive.

G. The membership Chair shall ensure that each application is complete and will verify membership requirements.

H. The Treasurer will deposit all membership revenues.

I. Membership packet content will be established each year by the Membership Chair and the President. 

J. The Membership Chair shall maintain a current membership list and shall provide a copy of that list when requested to a Board member or committee chairman. The list could be released to other people by approval of the Board.

K. The membership list shall designate the member status of all individuals.

L. A directory of membership shall be published and distributed to the membership yearly.

7. Public Relations / Public Education Committee:

A. Distribute noteworthy information regarding Physician Assistants to the Board and AAPA if appropriate.

B. Provide Physician Assistant information to the members as needed. 

C. Develop and implement a system for filing and retrieval of articles regarding Physician Assistants in Ohio.

D. Establish a Speaker's Bureau with regional representation.

E. Distribute AAPA Public Service Announcements to the media of Ohio.

F. Maintain and update the OAPA display

G. Carry out public relations/education activities to present the Physician Assistant to the media, general public, and other health professionals.

8. Ways and Means Committee:
A. Composition of the Committee

1).
Chairman-President Elect

2).
Treasurer

3).
President-Ex-officio member

4).
Fundraising Chair

B. Meetings:  Normally one meeting to compile the budget for submission to and approval by the Board. The committee has the ongoing charge to monitor the financial health of the Association.

C. Data Considered

1).
Income derived from the projection of:

a).
Dues

b).
CME profit

c).
Conference

d).
Interest-bearing accounts

e).
Fundraising

f).
Other

2).
Expenses based on previous year and budgets submitted by each Committee Chair by the November Board meeting.

D. Reports

1).
The Committee reports, in round figures, a budget for Board approval in January of each year.

2).       Reports revisions of the budget as needed to cover approved and recommended increases or decreases in committee budget or major expenses form the general funds.

E. Objectives

1).
To maintain a balanced budget for the OAPA.

2).
To advise the Board of potential deficits created by their actions on each expense-       oriented issue.

9. Ohio Physician Assistant Effectiveness Program (OPAEP) Committee:

A. The code of Ethics of the Physician Assistant Profession calls on physician assistants to “be committed to providing competent medical care, assuming as their primary responsibility the health, safety, welfare, and dignity of all humans.”

B. Physician assistants have a responsibility to protect patients and the public by identifying and assisting impaired colleagues who are unable to practice with reasonable skill and safety to patients because of physical or mental illness, including deterioration through the aging process or loss of motor skill, or excessive use or abuse of drugs, including alcohol.

C. The principle goals of the OPAEP should be to find competent professional help for the impaired PA and to serve as advocates for the restoration of that individual to patient care once he or she has satisfactorily completed a program of rehabilitation.

D. OPAEP should consider requirements of state law and regulation, referral resources available in the state and the resources available within the chapter, such as: personnel, expertise, and funds.

E. Confidentiality must be the cornerstone of all OPAEP activities. Each committee member needs to review and understand the limits of federal and state law.

III. FINANCIAL POLICY FOR OAPA SPONSORED                  (CO-SPONSORED) EVENTS

A. All registration fees and donations should be in check form and should be made out to OAPA, unless otherwise approved by the Board.

B. All receipts must be logged by date, check number and name as they are received.

C. In OAPA-sponsored conferences, all incoming monies must be mailed to the OAPA and deposited to the OAPA account in accordance with established procedure.

D. A cash advance of a minimum amount of monies may be made to each Conference Chair in accordance with the OAPA budget. That advance may only be used for necessary minor expenses (i.e., opening of safe deposit box) and receipts appropriately marked must be kept and forwarded to the Treasurer for each expenditure, and any remaining funds must be returned to the Treasurer.

E. All major expenditures must be charged to the OAPA unless otherwise approved by the Board, and will be paid by the Treasurer. (Any co-sponsored event will be handled in the same manner and profits will be split appropriately).

F. No other checking account in the name of a co-sponsored or sponsored OAPA event may be opened.

IV. POLICY FOR SELECTION OF REPRESENTATIVES TO THE HOUSE OF  DELEGATES:

A. Requirements to be a Delegate

1.
A declared candidate must be a current fellow member of the OAPA and AAPA.

2.
Must be willing to attend all House of Delegates sessions.

3. Must be willing to attend OAPA Board meetings after their election and prior to the meeting of the House of Delegates, to obtain Board opinion of voting issues.

4. Should give a verbal briefing to the Board at the next regularly scheduled Board meeting and

prepare a written report for the general membership.

B. Declaration of Candidacy

1.
Written notification to the Chair of the Elections Committee should include desire to serve as Delegate or Alternate Delegate.

2.
Deadline for declaration shall be determined each year by the Elections Committee.

C. Term of Delegates and Alternates

1.
Two (2) years from date of election.

2.
Terms will be alternating to provide for staggered terms. 

V. NEWSLETTER GUIDELINES

A. Compare various printers to determine cost and quality of printing. Determine if printer is capable of layout, as well as length of time needed for printing after submitting material.

B. Establish contact with Newsletter editors of other PA chapters and AAPA to allow exchange of ideas and information.

C. Obtain labels and/or mailing list from Membership Chair.

D. Calculate yearly budget based on number of issues planned and cost quotations from printers.

E. Determine features to appear in each issue - President's Message, employment opportunities, Board meeting reports, etc.

F. Encourage the OAPA membership, and especially Board members, to submit material for publication.

G. Request material from all Committee Chairs for inclusion in each issue.

H. Establish regional reporters to assist in gathering information from the regions of the state.

VI. OFFICIAL SEAL

A. The OAPA logo may not be altered in any way without permission of the Board. It may be used on OAPA organizational stationery, pamphlets and programs for CME conferences. Any other contemplated use must have prior Association approval.
VII.
POLICY AND PROCEDURE FOR SELECTING CANDIDATES TO THE OHIO STATE MEDICAL BOARD PHYSICIAN ASSISTANT POLICY COMMITTEE (PAPC)

A. The purpose is to establish guidelines by which the OAPA Board submits the names of prospective candidates to the OSMB to serve as the Physician Assistant members of the PAPC in accordance with Section 4730 of the Ohio Revised Code.

B. There shall be a committee of OAPA Board members known as the Board Committee on External Relations (BCER), which shall be responsible for the selection process and to make recommendations to the OAPA Board with regard to the list of selected candidates for the PAPC.  The BCER shall consist of the President, Vice President and the Secretary of the OAPA Board.

C. To be eligible, individuals must be fellow members in good standing for the last (3) years.  They should demonstrate or be knowledgeable of the functions of a state regulatory agency and have been a member of an OAPA standing committee of Board of Directors in the last (5) years.  The Board may waive any or all of the eligibility requirements for an individual.

D. The procedure will be:

1.
The length of term for members of the PAPC is outlined in Section 4730 of the Ohio Revised Code.  The OAPA Board is responsible for submitting a list of qualified candidates each year to the OSMB to replace PAPC members whose terms will expire.

2.
The OAPA BCER shall commence the search process in January of each year.  The BCER shall solicit candidates by placing a notice in the first newsletter of each year or in a mailing to the membership no later than the 15th of February.

3.
Individuals interested in being considered for the PAPC shall submit the following to the BCER no later than the 15th of April:


a).
A current resume


b).
An essay outlining their previous OAPA experience and why they 



believe they are qualified.

4.
The BCER shall review all applications and make their recommendations to the OAPA Board of at least (5) qualified candidates no later than the 15th of May.

5.
The OAPA Board shall submit the approved list of qualified candidates to the OSMB in writing no later than the 1st of June.

E.
Exceptions to the Policy:

1.
The BCER may elect to forego the selection process for the following reasons or combination of situations:

a).
If the PAPC member whose term has expired is eligible for a second term and wishes to serve a consecutive term; providing they express their desire to the OAPA Board prior to the 1st of January in the year in which their term is to expire,

b).
The OAPA Board believes that the individual has served in the best interest of the public and the profession, and

c).
The OAPA Board has made a recommendation to the OSMB in writing no later than the 1st of February.  If the OAPA Board does not receive an affirmation to their recommendation within thirty (30) days from the OSMB; the search process for new candidates shall commence.

2.
In the event a PA member of the PAPC should resign prior to or during their term, the OAPA BCER shall be empowered to select an individual(s) to recommend for appointment to the remainder of the term.  This may not necessarily be with the concurrence of the entire OAPA Board.

VIII.
   AWARDS

A.
The Charles L. Hudson, MD Award

1.
This award is dedicated to the memory of Charles L. Hudson, MD, a Cleveland Clinic Foundation physician who is credited for presenting in the early 1960’s to the American Medical Association, the original paper on the concepts for the utilization of non-physician practitioners in the delivery of primary care medicine.


2.
This award is usually presented during a General Membership Meeting.


3.
Rules and Criteria:

a).
The purpose of this award is to recognize an individual who is deemed outstanding based on deeds and actions promoting the PA profession in Ohio.

b).
Qualifications:

1).
Nominee should have provided significant dedication to the provision of human services.

2).
Nominee is not required to belong to a health care service profession.

3).
Nominee need not belong to the OAPA.

4).
Previous nominees are eligible.

5).
Members of the Hudson Award Committee are ineligible for nomination during the year(s) in which they serve on the committee.

c).
Application:

1).
Copies of the application, rules and procedures will be distributed to the OAPA membership at least 30 days prior to the general membership meeting.

2).
Applications must be sealed and sent to the committee no later than 15 days prior to the general membership meeting.

3).
The committee strongly encourages submitting a copy of the nominee’s resume.

4).
Persons submitting a nomination must be an OAPA member in good standing.

d).
Committee Make-up:

1).
The committee will consist of at least (2) OAPA fellow members in good standing.

e).
Selection Criteria: The committee shall consider, but is not limited to, the following criteria:

1).
Numbers of years of service to the profession.

2).
Number of years of service with OAPA as a Board member of Committee Chair.

3).
Number of years as an OAPA Committee member.

4).
Number of years service to national organizations as related to promotion of PA profession, excluding membership.

5).
Number of years of service to community organizations outside the profession, i.e., Kiwanis, PTA, Lion’s Club, etc.

6).
Outstanding deeds and actions.


