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POLICIES AND PROCEDURES
I.
DEFINITIONS AND ABBREVIATIONS:
A.
Association shall mean a quorum of the membership at a general or special meeting, as defined in Article IX of the Bylaws.

B.
AHVRP – Association for Healthcare Volunteer Resource Professionals
C.
JCAHO - Joint Commission on the Accreditation of Healthcare Organizations.

D.
WADVS - Wisconsin Association of Directors of Volunteer Services.

E.
WHA - Wisconsin Hospital Association. 

F.
Partners of WHA – Partners of Wisconsin Hospital Association, Inc.
G.
Affiliated Groups - WADVS, as a dues paying member of AHVRP, belongs to the AHVRP Affiliated Groups.

H.
Affiliated Group Leaders - Each state President, and one other officer, is eligible to become a member of the Affiliated Group Leaders of AHVRP. (Fee required)

II.
MEMBERSHIP RESPONSIBILITY:
Members shall:

A.
Pay annual dues at the beginning of the Association's fiscal year.

B.
Promote Association membership and objectives in accordance with the bylaws. 

C.
Participate actively on committees and other work of the Association.

D.
Make every effort to attend Association meetings.

E.
Study any materials distributed in advance of a meeting in order to enhance the value of the program.

F.
Contribute ideas and suggestions which further the goals of the Association.

G.
Aid fellow members with information and advice unless restricted by confidentiality of their employers.

H.
Send immediate notice of change of status, address or membership eligibility to Membership Chair.

I.
Make reservations and pay fees for any WADVS event by stated deadline date.

J.
Understand that no money will be refunded for a WADVS event unless cancellation is received no later than one (1) week prior to that event.

III.
MEMBERSHIP BENEFITS:
A.
Full and associate membership privileges shall be as stated in Article III, 

Section 3, of the Association Bylaws.

B.
Members may request information and assistance from other members of the Association.

.

C.
Educational programs specifically directed to needs of Healthcare Directors of Volunteer Services.
D.
Peer contact and idea exchange.

E.
Receive minutes of Association meetings, newsletter, membership list, all general and specific information the Association generates.

F.
New members receive the New Member Kit and are assigned an association member as an initial resource person.

IV.
GUESTS:
A.
Prospective members, or other qualified persons, may attend Association meetings as guests, when sponsored by a member or association.

B.
Guests have no voting privileges.

C.
Guests may participate in the program portion, but may not participate in the business portion of an Association meeting.

V.
FINANCES:
A.
All funds shall be used for general operating expenses based on the income/expense budget approved by the Board of Directors.

B.
Officer and/or committee expenditures shall be limited to the approved budget amount.

C.
The President may approve an expenditure of up to $100 over the approved budget; however, any expenditure of $100 or more over the approved budget must be reviewed and approved by the Board of Directors.

D.
The Board of Directors may limit the President's authority to approve funds.

E.
Each officer or committee expending Association funds must complete a check request in duplicate.  The original, with receipt or invoice attached, shall be sent to the President, who will approve and forward to the Treasurer for payment and accounting records.  The copy shall be retained in the file of that officer or committee requesting payment.

F.
WADVS shall pay the annual membership fee for the President to belong to AHVRP.
Revised: 7/84, 4/88, 11/88, 9/90, 9/94, 8/95, 5/00, 5/02, 5/06, 6/08
Reviewed without revision: 10/85, 9/91, 9/92, 1/99, 5/04

VI.
PRESIDENT:
Refer to:
Bylaws - Article   V, 
Sections 1,2,4,5,6,7

   Article   VI,
Sections 1,2,3,6

   Article  VII,
Sections 1,2,3,4,5,6,7

   Article VIII,
Section   1,2,3

   Article   IX,
Sections 1,2

                        Knowledge of all Association Bylaws, Policies and Procedures required.

            Member - Executive Committee and Board of Directors with voting privileges.

The President shall serve as the chief representative of the Association.

A.
RESPONSIBILITIES AND PROCEDURES:
1.
Following election and receipt of gavel from outgoing President:

a.
Requests nominations from the floor for election of two members to serve (with Immediate Past-President, as Chair)  on the Nominating Committee.  Completes election procedure and announces election results.

b.
Adjourns that Annual Meeting

2.
Calls “changeover” meeting of the entire Board of Directors (includes all elected officers, committee chairs and regional directors), which shall be called the Joint Board Meeting.  

3.
Assumes full duties no later than Joint Board Meeting.

4.
Presides at all meetings of the Association, Executive Committee and Board of Directors.

5.
Appoints chairs of Standing Committees, except Program and Nominating, prior to Joint Board Meeting.
6.
Submits estimated expense budget to Treasurer, prior to Joint Board Meeting.  Includes in budget:

a.
Allotment for fee to attend Affiliated Group Leaders Meeting at AHVRP Annual Conference.

b.
Copying fees.

c.
Postage.

d.
Beverage and food allotment for Executive Committee Meetings.

7.
Appoints such other committees, standing or special, at such times as deemed necessary by the Association or Board of Directors.  Length of time such committees shall exist must be defined.

8.
Serves as ex-officio member of all committees, except Nominating.  Chair shall notify President of committee meeting date and place.  President is not obligated to attend such meetings.

9.
Encourages officers/committee chairs to include two additional members from the membership-at-large to form their committees.

10.
Calls Board of Director Meetings, as needed.   Sends notice of Board meetings to all Board members.

11.
May call special meetings of the Association for consideration of a specific, important item(s) of business requiring action prior to the next regular meeting.

12.
Prepares an agenda for each Association and Board of Director meetings. 

Agenda shall show complete order of business for that meeting. Distributes a copy of agenda to each Board member, at least one week prior to next      Board meeting.
12A.
Board of Director minutes and association membership meeting minutes shall be distributed within one month of the scheduled meeting.
13.
Declares a quorum of 25% of voting members in attendance at Association meetings. 



14.
Signs Association checks in absence of Treasurer.  Treasurer must obtain President’s signature on bank account card.

15.
Approves expense vouchers; then forwards to the Treasurer for payment.

16.
Brings officer or committee chair vacancies before the Executive Committee for approval of new appointment.

17.
Attends WHA and Partners of WHA education sessions, whenever possible.

18.
Represents WADVS at annual AHVRP Affiliated Group Leaders Meeting.

19.
Upon request, represents Association at meetings and ceremonies of Association members and other organizations.  May appoint delegate, if unable to attend.

20.
Writes annual report of the President’s activities and requests a written annual report from each officer and chair, to be compiled and distributed to the membership within the first month of the Associations fiscal year.
21.
Retains one copy of WADVS Newsletter – in President’s file.
22.
Receives and retains most current version of Bylaws and Policies and Procedures, from Bylaws Chair.

23.
At completion of term, transfers records, books and papers pertaining to office of President to successor, no later than Joint Board Meeting.  

B.
CORRESPONDENCE:
1.
Outgoing President notifies AHVRP of new officers. President.

2.
New President notifies WHA of new officers and committee chairs.

3.
Communicates with AHVRP Committee on Affiliations regarding suggestions, questions, requests, and concerns to be referred to AHVRP Board.

4.
Notifies Board members of Board meetings, in a timely manner.

5.
Sends letter of welcome to new members.

6.
Notifies Corresponding Secretary of any significant events pertaining to members.

7.
Writes a column for Dialogue with the Directors.

8.
Sends copies of AHVRP correspondence for AHVRP liaison and AHVRP Resource Chair; forward copies of Reaching Out to Board members.

9.
Refers notices of possible speakers, workshops, meeting locations, etc. to Vice-President/Program.

10.
Communicates dates of educational sessions and volunteer-related meetings to membership via newsletter and meeting announcements.

11.
After Fall Partners of WHA Conference, contacts new Partners President to offer WADVS resources.

12.
Coordinates information to Regional Representatives.
13.
When a DVS has been elected, or appointed, to the WADVS Board of Directors, sends press release to the CEO of his/her hospital notifying them of the position he/she will hold.

14.
Sends current names/addresses annually to Newsletter Editor of the following:

a.
AHVRP President and President-Elect

b.
Director, AHVRP Headquarters, Chicago

c.
AHVRP Chair - Affiliated Groups





d.
Partners of WHA President

Revised:  7/84, 10/85, 1/87, 9/90, 9/91, 9/92, 8/95, 10/97, 5/00, 5/02, 5/06, 1/07, 06/08
Reviewed without revision: 11/88, 1/99, 5/04
VII.
PRESIDENT-ELECT:

Refer to:
Bylaws - Article   V, Sections 1,2,4,5,6,7

              Article  VI, Sections 2,3,6


   Article VII, Sections 1,2,3,4,5,6,7

            
Knowledge of all Association Bylaws, Policies and Procedures required.

Member - Executive Committee and Board of Directors with voting privileges.

A.
RESPONSIBILITIES AND PROCEDURES:
1.
Attends all Association, Executive Committee and Board of Directors meetings.

2.
Performs such duties as assigned by President or Board of Directors.

3.
Assumes duties of President:

a.
When President is temporarily absent.

b.
When office of President is vacant.

c.
At the end of the one-year term as President-Elect.

4.
Submits estimated expense budget to Treasurer, prior to Joint Board Meeting.

5.
Attends, if possible, the AHVRP Meeting for Affiliated Group Leaders.

6.
Submits a written report of the year’s activities to the President for presentation to the Board for its review within the first month of the Association’s fiscal year. 
7.
Coordinates WADVS presentation at AHVRP Resource Center.

8.
At completion of term, transfers all records to incoming President-Elect, no later than Joint Board Meeting.  Helps orient successor.

Revised:  7/84, 10/85, 9/91, 8/95, 5/00, 6/08
Reviewed without revision:  11/88, 9/90, 9/92, 1/99, 5/02, 5/04, 5/06, 1/07
VIII.
VICE-PRESIDENT (PROGRAMS):
Refer to:
Bylaws - Article    V,  Sections 1,3,4,5,6,7

  Article    VI,  Sections 3,6

  Article   VII,  Sections 1,2,3,4,5,6,7

  Article  VIII,  Section   2
              Article    IX,   Section  1

Knowledge of all Association Bylaws, Policies and Procedures required.

Member - Executive Committee and Board of Directors with voting privileges.

A.
RESPONSIBILITIES AND PROCEDURES:
1.
Attends all Association, Executive Committee and Board of Directors meetings.

2.
Assumes duties of President, in absence of both President and President-Elect.

3.
Serves as chair of Program Committee.  Committee to include Strategic Planning Chair and one WADVS member from city where conference is located.
4.
Submits estimated budget to Treasurer, prior to Joint Board Meeting.

5.
Informs membership on the duties and responsibilities of each board position, either through a program or by using the Dialogue with the Directors Newsletter.

6.
When scheduling Annual Meeting, considers AHVRP, Partners of WHA and WHA Conference dates, to determine an appropriate meeting time.

7.
Notifies all WADVS members for State Association meetings.  Sends notice of Association meetings not less than six (6) weeks in advance of meeting date.

8.
Additional responsibilities, as assigned by the President.

9.
Submits a written report of the year’s activities to the President for presentation to the Board for its review within the first month of the Association’s fiscal year. 
10.
At completion of term, transfers all records to incoming Vice-President, no later than the Joint Board Meeting.  Helps orient successor.  

Revised:  7/84, 10/85, 1/87, 11/88, 9/90, 9/91, 8/95, 5/00, 5/02, 06/08
Reviewed without revision:  9/92, 1/99, 5/04, 5/06, 01/07
IX.
CORRESPONDING/RECORDING  SECRETARY:
Refer to:
Bylaws  - Article  V, Sections 1,3,4,5,6

               Article VI, Sections 4,6

   
   Article VII, Sections 1,2,3,4,5,6,7

Knowledge of all Association Bylaws, Policies and Procedures required.

                      
Member - Executive Committee and Board of Directors with voting privileges.

A.
RESPONSIBILITIES AND PROCEDURES:
1.
Attends all Association, Executive Committee and Board of Directors meetings.

2.
Submits estimated expense budget to Treasurer, prior to Joint Board Meeting.

3.
Records minutes and attendance of all regular and special meetings of the Association, of the Executive Committee and the Board of Directors.  Retains minutes of all meetings and annual reports, as a permanent record.

4.
Prepares and forwards a meeting summary of each general meeting to Newsletter Editor, to be included in next Dialogue with the Directors.   Distributes general membership minutes to all members within thirty days of meeting.
5.
Prepares and forwards minutes of each Board of Directors meeting to President, who shall distributes to all  board members within thirty days of meeting.
6.
Reads minutes of previous meeting at Association or Board meetings, unless members vote to accept minutes as received.

7.
Purchases Plaque for presentation to outgoing President at the Association’s Annual Meeting

8.
Handles general correspondence of the Association, under guidance of the President.  Refers specific correspondence to appropriate Association member for action.

9.
Maintains adequate supply of Association stationery for use by officers, chairs, and other appropriate members. 

10.
Serves as Association Historian by maintaining scrapbook and/or photo album of newspaper clippings and photos in chronological order. 
a.
Encourages membership to submit news articles and photos for scrapbook/photo album.

b.
Identifies each clipping by date, name and location of newspaper. 

c.
Identifies photos by date, names of persons and event portrayed.  

11.
Upon notification by President or member, sends a card from the Association to ill or hospitalized member, or a plant in memory of a member’s death or death of a member’s spouse or child.

12.
Upon notification by President, sends appropriate recognition from the Association to a WADVS member who retires from the profession or accepts a similar position out of state.

a.
A card or letter shall be sent by the Corresponding 






Secretary in the name of the Association.

b.
If the member served a term of two years or more on the 





WADVS Board of Directors, a recognition item, not to exceed 




$25.00, shall accompany the card.

c.
If the member is a past president of WADVS, a recognition item, 




not to exceed 
$50.00, shall accompany the card.

d.
The recognition gifts will be chosen by the Corresponding


Secretary.


13.
Additional responsibilities, as assigned by the President.

14.
Submits a written report of the year’s activities to the President for presentation to the Board for its review within the first month of the Association’s fiscal year. 
15.
At completion of term, transfers all records to incoming Corresponding/Recording Secretary, no later than Joint Board Meeting.  Helps orient successor.

Revised:  7/84, 10/85, 9/91, 8/95, 10/97, 5/00, 5/02, 1/07, 6/08
Reviewed without revision:  11/88, 9/90, 9/92, 1/99, 5/04, 5/06

X.
TREASURER:
Refer to:
Bylaws - Article   IV, Sections 1,2,3,4,5

   Article   V, Sections 1,3,4,5,6

   Article  VI, Sections 5,6

   Article VII, Sections 1,2,3,4,5,6,7

   Article   X

Knowledge of all Association Bylaws, Policies and Procedures required. 

The Treasurer must be bonded.

Member - Executive Committee and Board of Directors with voting privileges.

A.
RESPONSIBILITIES AND PROCEDURES:
1.
Attends all Association, Executive Committee and Board of Directors meetings.

2.
Acts as custodian of all Association funds.

3.
Deposits Association funds in a bank of Treasurer’s choice, in the name of the Association.  Obtains President’s signature on bank account card, so President will have authorization to sign checks.  

4.
Follows good bookkeeping procedures:

a.
Maintains ledger income, expense and cash flow accounts.

b.
Enters each income and expense item in appropriate account by date of receipt or disbursement.

c.
Closes income and expense accounts to the cash flow account at the end of each calendar month.

5.
Issues checks in payment of Association expenses only upon receipt of a properly completed and signed check request received from officer, committee chair or other authorized member and approved by the President, if the request is an unbudgeted expense.

6.
Runs tape of deposit information and attaches to deposit slips.  
7
Collects annual membership dues and posts all registration fees and dues by member’s name and deposits in appropriate account.

8.
Reconciles books to bank statement monthly and prepares a Treasurer’s Report that is forwarded to President prior to each Board meeting for review.

9.
Maintains supply of check request forms and issues supply to each officer and committee chair for use in requesting payment of all Association expenses.

10.
Refunds money received in payment for a WADVS event, only if cancellation is received within one (1) week prior to event in question.

11.
Submits a written report to the President for review prior to the annual meeting and a written report of the year’s activities to the Board for its review within the first month of the Association’s fiscal year. 
12.
Prepares the Association’s annual budget for approval by the Board of Directors.  Budget must show all anticipated income and/or expense for the coming fiscal year, which information has been submitted to the Treasurer by all officers and committee chairs prior to the Board Meeting.  

13.
Closes books at year end and turns over to Audit Committee for review of year’s financial records; internal audit, when treasurer continues in position; outside audit, when books change hands.

14.
Pays mileage expenses at the current federal rate for President and Vice President/programs (budgeted expense).

15.
Additional responsibilities, as assigned by President.

16.
At the completion of term, transfers all records to incoming Treasurer, no later than the Joint Board Meeting.  Helps orient successor.

Revised:  7/84, 5/86, 4/87, 11/88, 9/90, 9/91, 9/92, 8/95, 10/97, 1/99, 5/00, 5/02, 6/08
Reviewed without revision: 5/04, 5/06, 01/07
XI.
IMMEDIATE PAST-PRESIDENT:
Refer to:
Bylaws - Article   V, Sections 1, 2, 3, 4, 5, 6 

  Article   VI, Section  6

  Article  VII, Section  1, 2, 3, 4, 5, 6, 7

  Article VIII, Section  2
Knowledge of all Association Bylaws, Policies and Procedures required.

Member - Executive Committee and Board of Directors with voting privileges.

A.
RESPONSIBILITIES AND PROCEDURES:
1.
Attends all Association, Executive Committee and Board of Directors meetings.

2.
Serves as Chair of Nominating Committee, following procedures noted in XXIII. of Policies and Procedures.

3. Serves as affiliate liaison to AHVRP/WHA/WVCA/Partners of WHA.
4. Communicates AHVRP correspondence to Board of Directors and Newsletter Editor.

5. Communicates WADVS information to AHVRP.

6. Informs membership chair of new AHVRP members from Wisconsin.

7.
Submits estimated expense budget to Treasurer, prior to Board Meeting.

8.
Performs such duties, as assigned by President or Board of Directors.

9.
Submits a written report of the year’s activities to the President for presentation to the Board for its review within the first month of the Association’s fiscal year.
10.
At completion of term, transfers all records to incoming Immediate Past-President, no later than Joint Board Meeting.  Helps orient successor.

Written and approved:  8/95

Reviewed without revision: 1/99, 5/04, 5/06, 1/07
Revised:  5/00, 5/02, 06/08
XII.
REGIONAL REPRESENTATIVES:
Refer to:
Bylaws - Article VII, Sections 4,5,6

Statement on Regional Group Meetings developed by WADVS Board 2/1/85 as follows:

“Regional group meetings are a networking group within your area.  Although a representative from each regional group is a member of this WADVS Board of Directors and reports on its activities, it should be noted that WADVS is not responsible for any expenses incurred by each regional group.  That is to say if a group has expenses of any kind it will be up to that individual group to take care of it either by donations from within the groups or dues could be charged for membership to that regional group.”

Representatives:
Elected by each regional group or appointed by President.

Committee:

Member of Retention & Recruitment Committee

Charge:

Form support system among regional WADVS members.





Work in conjunction with Membership, Recruitment & Retention 

Committees. 



Regional Representative for each region must be a member of WADVS:



a.
Northwest



b.
Southeast



c.
Southwest

d.
Northeast
A.
PROCEDURES FOR EACH REGIONAL REPRESENTATIVE:

1.
Attends all Association and Board of Directors meetings.

2. 
Follows up on referrals from Retention & Recruitment and Membership Chairs including those with delinquent dues.

3.
Works with Retention & Recruitment Chair to contact potential members within the region.

4. 
Assigns mentor to new members in region and notifies Retention & Recruitment Chair.

5.
Provides current regional membership list to all regional members.

6. 
Sends regional news to Communications Chair for each quarterly newsletter.

7.
Reports any changes in regional membership to Membership and Retention & Recruitment Chairs.

8.
Informs WADVS President of any significant events, pertaining to members within the region. (IE: ill or hospitalized member; member’s death or death of a member’s spouse or child; retirement from the profession; or accepts a similar position out-of-state.)

9.
Facilitates meeting to provide networking and support among regional members and promotes membership in WADVS.  Each region determines frequency of meetings; minimum of one (1) per year.
10.
When requested by the Vice-President/Program Chair and Committee, assists in checking out facilities and/or making arrangements with hotel or other facility for Association meetings, when meeting is located in his/her region.

11.
Performs additional responsibilities, as assigned by the President.

12.
Submits a written report of the year’s activities to the President for presentation to the Board for its review within the first month of the Association’s fiscal year. 
13.
At completion of term, transfers records to incoming Regional Representative, no later than the Joint Board Meeting.  Helps orient successor.

Revised:  7/84, 10/85, 10/86, 4/87, 11/87, 11/88, 9/91, 8/95, 1/96, 10/97, 1/99, 5/02, 5/06, 1/07, 6/08

Reviewed without revision:  9/90, 9/92, 5/00, 5/04

XIII.
GENERAL PROCEDURES - COMMITTEES:
Refer to:
Bylaws - Article VII, Sections 4,5,6,7

      
   Article VIII, Sections 1,2,3,4,5,6

Knowledge of all Association Bylaws, Policies and Procedures required.

A.
GENERAL DUTIES OF ALL APPOINTED COMMITTEE CHAIRS:
1.
Attends all Association and Board of Directors Meetings.

2.
Appoints at least two other members to serve on the committee, whenever possible; preferably members not currently serving on the Board of Directors.

3.
Notifies President of names of all committee members, within 30 days following appointment as chair.

4.
Submits an estimated expense budget to Treasurer, prior to Board Meeting.

5.
Calls committee meetings, as necessary, to complete the work of the committee, as charged.

6.
Notifies President and all committee members of the date, time and place of each meeting in sufficient time for members to arrange to attend such meetings.

7.
Submits a completed check request form with supporting receipt of invoice to President for approval for non-budgeted expenses, who will then forward to Treasurer for payment.  Budgeted expense check requests and supporting receipt of invoice should be sent directly to the Treasurer.
8.
Requests prior approval of President to purchase any expenditures over budgeted amount.

9.
Prepares written annual report, summarizing committee’s work, including any suggestions and/or recommendations pertinent to the work of the next committee.  Sends report to President for presentation to the Board for its review within the first month of the Association’s fiscal year and retains one copy in the committee files. 

10.
Follows the procedures for that committee, as set forth in these Association Policies and Procedures.

11.
Completes special projects, as assigned by the President

12.
Transfers all committee records to incoming chair, no later than the Joint Board Meeting.  Helps orient successor.

Revised:  7/84, 10/85, 9/90, 9/92, 8/95, 1/96, 5/02, 06/08
Reviewed without revision:  11/88, 9/91, 1/99, 5/00, 5/04, 5/06

XIV.
AUDITING COMMITTEE (Standing Committee):

Refer to:
Bylaws - Article  IV, Sections 3,4,5

   Article  VII, Sections 4,5,6,7

   Article VIII, Sections 1,2,3,4,5,6
Policies and Procedures - General Procedures - Committees

      Treasurer’s Procedures

Chair:

Appointed by President.

Charge:
Responsible for securing a review of the Treasurer’s records at the close 



of the fiscal year, responsible for an immediate financial review of the  



records should the office of the Treasurer become vacant.

A.
PROCEDURES:
1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Meets as soon as possible, after Treasurer closes books, following the  Board Meeting.

3.
Reviews Association’s records and secures an independent “outside” audit, when the books change hands.  Between years with same treasurer, an internal audit is appropriate with (3) members from the Audit Committee reviewing the books.

4.
Prepares and presents a written report of the findings, suggestions and/or recommendations to the Board of Directors. 

5.
Prepares written report to present at the following General Membership Meeting, or reports in news letter, or mails to the membership.

6.
Arranges an immediate review of the Association’s records, should the office of the Treasurer become vacant.

Revised:  7/84, 11/88, 9/90, 8/95, 5/02, 06/08
Reviewed without revision:  10/85, 9/91, 9/92, 1/99, 5/00, 5/04, 5/06

XV.
BYLAWS COMMITTEE (Standing Committee):
Refer to:
Bylaws - Article VII, Sections 4, 5, 6, 7, 

  Article VIII, Sections 1,2,3,4,5,6
  Article XIII

Knowledge of all Association Bylaws, Policies and Procedures required.

Chair:

Appointed by President.

Charge:
Annually review the Bylaws and Policies and Procedures of the 




Association, revising them, as necessary, to accurately reflect the work of 



the Association.

A.
PROCEDURES:
1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Prior to Association’s annual meeting, reviews and evaluates current bylaws and policies and procedures, to ascertain that they accurately reflect the current work of the Association.

3.
Reviews and evaluates any bylaw and/or policy and procedure amendment proposed by a committee, officer or member.

4.
When revision of the Bylaw(s) is requested, draws up proposed amendment (s) and presents to the Board of Directors for review and recommendation.  Upon recommendation of the Board of Directors, prepares bylaws amendments for presentation to membership for vote.

a.
Distributes recommended bylaws amendments to all voting members, not less than thirty (30) days prior to membership meeting, at which the change can be considered and action taken by vote. 

b.
Presents proposed bylaw amendment(s) to the membership for vote, explaining reason for the change and the recommendation of the Board of Directors. For approval, a 2/3 vote of eligible members present and voting is required. 

c.
Following members’ approval of a bylaw amendment (s), prepares  revised Bylaws, reflecting approved amendments and distributes to all members. 





5.
When revision of Policies and Procedures is requested, prepares recommended change(s), incorporating approved bylaw amendments, where applicable, for adoption by majority vote of the Board of Directors.  (No previous notice is required, and these do not go to the membership for a vote.)

a.
Upon acceptance, prepares Policies and Procedures, reflecting the approved change(s) and distributes revisions to all members of the Board of Directors, annually.

6.
Retains a copy of each revision of the Bylaws and Policies and Procedures in the Bylaws Committee file both in hard copy and electronic format.

Revised:  7/84, 10/85, 11/88, 9/91, 8/95, 10/97, 5/02, 6/08
Reviewed without revision:  9/90, 9/92, 1/99, 5/00, 5/04, 5/06

XVI.
LEGISLATIVE COMMITTEE (Standing Committee):
Refer to:
Bylaws - Article VII, Sections 4,5,6,7,

   Article VIII, Sections 1,2,3,4,5,6

Policies and Procedures - General Procedures - Committees

Chair:

Appointed by President

Charge:
To keep abreast of all legislation pertinent to the health care system, 



volunteers and directors of volunteers, and to inform the membership of 



such legislation.

A.
PROCEDURES:

1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Submits application for WHA membership (paid by WADVS) to receive:

a.
*NewsSeen, WHA.

b.
*Partners of WHA Newsletter.

c.
*News and Views, WHA.

· WHA membership required to obtain these materials
· Member of HEAT. 

3.
Informs membership of WADVS of pending legislation and current issues through Dialogue with the Directors.

4.
Develops a structure to enable notification of members when a “call for action” by WHA is requested.


a. If time allows, notifies members to include background information     on issues, suggested forms of action and how to implement.


b. Consults with the President and WADVS Board of Directors, 
       prior to taking any action in the name of WADVS.

Revised:  7/84, 10/85, 5/86, 9/90, 8/95, 5/00, 5/02, 6/08
Reviewed without revision:  11/88, 9/91, 9/92, 1/99, 5/04, 5/06

XVII. STRATEGIC PLANNING COMMITTEE (Standing Committee):

Refer to:
Bylaws - Article VII, Sections 4,5,6,7

   Article VIII, Sections 1,2,3,4,5,6

Policies and Procedures - General Procedures - Committees

Chair:

Appointed by President.

Charge:
Assist with the coordination, development, maintenance and forward                          movement of the Association’s strategic goals and action plan.
A.
PROCEDURES:

1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Coordinates Board of Directors Strategic planning/progress sessions held   at the beginning of each fiscal year at WHA Headquarters in Madison.


Responsibilities include the following:


Communicate with WADVS President to determine date & focus of strategic session.


Arrange for meeting room and any needed equipment or supplies.


Obtain facilitator, if appropriate.


Arrange for meals & breaks.


Arrange for accommodations.


Notification of event to Board Members.

Submit bills to WADVS Treasurer.
3.
Follows up with progress on action plans, working in conjunction with the President.
4.
Provide members an evaluation form regarding session, accommodations and food.
5.  
Solicit sponsors for financial support of annual conference.

Revised:  9/90, 9/91, 9/92, 8/95, 1/99, 5/02, 1/07, 6/08
Reviewed without revision:  5/00, 5/04, 5/06

XVIII.
MEMBERSHIP COMMITTEE (Standing Committee):
Refer to:
Bylaws - Article   III, Sections 1,2,3

  Article   IV, Sections 1,2

  Article  VII, Sections 4,5,6,7

  Article VIII, Sections 1,2,3,4,5,6

  Article    X

Policies and Procedures - General Procedures - Committees

Chair:

Appointed by President.

Charge:
Promote membership, process membership applications and maintain 



current file of Association members.

A.
PROCEDURES:
1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Keeps records of all committee activities, reports, correspondence, and member applications.

3.
Sends notices of annual dues to each member first two weeks of December 
a.
Dues for all members are payable January 1.  Dues are delinquent, if not paid by January 31.

b.
All membership dues paid in any calendar year expire December 31 of that calendar year.
4.
Distributes membership directory to all WADVS members in February.
5. Keeps a record of all paid memberships.

6. Notifies members and regional representative of those members, delinquent as of January 31, that their dues must be received within ten (10) days or they will be dropped from the WADVS membership.

7.
Processes new member applications:

a.
Upon receipt of application, reviews to ascertain if applicant meets membership requirements.

b.
Identifies classification of membership (full or associate).

c.
Notifies members of the Executive Committee of an associate candidate’s application for membership.  If there is no objection after seven (7) days, prepares for acceptance of new associate member.

8.
Verifies new members:

a.
Sends letter of welcome, membership directory, Bylaws, and Policies and Procedures to new member.

b.
Sends name, address, and, if pertinent, whom new DVS replaces to all Executive Committee members, Communications Chair, Retention & Recruitment Chair, “Ask the Director”, and appropriate Regional Representative.

c.
Retains application in Membership file.

d.
Updates membership directory.

e.
Includes membership directory information in next WADVS newsletter.

Revised:  7/84, 11/88, 9/90, 8/95, 10/97, 5/00, 5/02, 5/06, 1/07, 6/08
Reviewed without revision:  10/85, 9/91, 9/92, 1/99, 5/04

XIX.
COMMUNICATIONS COMMITEE (Standing Committee):
Refer to:
Bylaws - Article VII, Sections 4,5,6,7

   Article VIII, Sections 1,2,3,4,5,6

Policies and Procedures - General Procedures - Committees

Chair:

Appointed by President.  

Charge:
Communicate with membership through publication of not less than four 


            (4) newsletters a year.  Inform members of all events of general interest 



and publicize accomplishments of individual members.

A.
PROCEDURES:
1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Works closely with the Board of Directors, to be aware of the upcoming events that are noteworthy and to set deadlines for submission of articles for each issue of the Dialogue with the Directors.
3.
Request articles from the President, Vice-President, Program and Membership Chairs, and other committee chairs, according to established deadlines.

4.
Edit articles submitted, if necessary. Type newsletter.

5.
Coordinates correspondence for “Ask the Director”.
6.
E-Mails copies to WADVS membership and to the following: (current names/addresses from WADVS President):

a.
President and President-Elect of AHVRP.

b.
Director, AHVRP, AHA Headquarters, Chicago.

c.
President, Partners of WHA

d.
Director, WHA

Revised:  7/84, 9/91, 8/95, 5/02, 5/06, 01/07, 6/08
Reviewed without revision: 10/85, 11/88, 9/90, 9/92, 1/99, 5/00, 5/04
XX.
NOMINATING COMMITTEE (Standing Committee):
Refer to:
Bylaws - Article   V, Sections 1,2,3,4,5

 
  


   Article VII, Sections 4,5,6,7

  Article VIII, Sections 1,2,3,4,5,6

Policies and Procedures - General Procedures - Committees

Chair:

Immediate Past-President.  Two members shall be elected by the general membership at the annual meeting.

Charge:
Responsible to secure a nominee for each elective office, annually


A.
PROCEDURES:
1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Holds initial meeting of Nominating Committee, no later than the Association annual meeting, and as frequently during the year as required to complete the charge.

3.
Consults with Membership Chair to review member backgrounds, receive suggestions of possible candidates and verifies that possible candidates are members in good standing, prior to consideration for office.

Note - Membership on this committee does not preclude a member’s 



eligibility for nomination to an elective office.

4.
Evaluates possible candidates in light of their knowledge of the Association, ability, interest and availability.

5.
Contacts each candidate being considered for office, explains the responsibilities of the office and ascertains their willingness to serve.

6.
After securing an agreement to serve from one candidate for each elective office, prepares the committee’s proposed slate of candidates.

7.
Forwards copy of proposed slate to the membership not less than eight (8) weeks prior to the Annual Meeting.

Revised:  7/84, 11/88, 8/95, 5/02, 6/08
Revised without revision:  10/85, 9/90, 9/91, 9/92, 1/99, 5/00, 5/04, 5/06
XXI.
PROGRAM COMMITTEE (Standing Committee):
Refer to:
Bylaws - Article   II

  Article  VI, Section  3

  Article VII, Sections 4,5,6,7

  Article VIII, Section  1,2,3,4,5,6

Policies and Procedures - General Procedures - Committees

Chair:

Vice-President

Charge:
Provide programs for regular meetings, which reflect and relate to the 



purpose of the Association.

A.
PROCEDURES:

1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Plans program for Association annual State Conference.  Considers any suggestions received from members and Board of Directors; and/or surveys members, annually, to determine their needs for future educational sessions or development of educational materials.

3.
Presents tentative year’s program to the Board of Directors for review and approval at the Board meeting.

4.
Makes complete arrangements directly with the speaker, regarding fee or honorarium, travel or other expenses.

5.
Determines, with speaker, if audio/visual, flipchart or any other equipment will be required.

6.
Sends notice of State Conference to all members, not less than six (6) weeks prior to meeting date.  Notice should include name of speaker, title of presentation, date, time and place of meeting, all program details, program objectives, registration fee, reservation form, name and address of member accepting reservations and fees.

7.
Clearly defines objectives and measurable outcomes of each educational program.  

8.
Designs an evaluation form for members to complete, which corresponds to established objectives for educational program.

9.
Serves as host/hostess for speaker(s).

10.
Introduces speaker(s) to the membership at the meeting. 

11.
Works with Recognition/Reflection Chair and Membership Chair to enhance hospitality at the State Conference. 
Revised:  7/84, 10/85, 9/90, 8/95, 10/97, 5/02,6/08
Reviewed without revision:  11/88, 9/91, 1/99, 5/00, 5/04, 5/06

XXII.
RECOGNITION/REFLECTION (Standing Committee)

Refer to:
Bylaws - Article VII, Sections 4, 5, 6, 7

  Article VIII, Sections 1,2,3,4,5,6

Policies and Procedures - General Procedures - Committees

Chair:

Appointed by President.

Charge:
To provide opportunities for new members to feel welcomed; and for all 



members to have fun getting to know each other while using some tools

that can also be used in a member's work setting.

A.
PROCEDURES:
1.
Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.
2.
Works with Program Chair and Membership Chair to allow for hospitality to occur during at the annual meeting. This can include, but is not limited to:

a.
Icebreaker and problem-solving exercises.

b.
Special identification or gift for new members and/or first-time 




attendees

c.
Table assignments during lunch.

d.
Group dinners.

e.
Optional tours or activities to be developed with DVS from host 




community program chair.

Written and approved:  10/97


Revised:  1/99, 5/02, 5/06, 6/08
Reviewed without revision:  5/00, 5/04

XXIII.
SCHOLARSHIP COMMITTEE (Standing Committee)

Refer to:
Bylaws Article VII, Sections 4,5,6




Article VIII, Sections 1,2,3,4,5,6



Policies and Procedures – General Procedures – Committees

Chair:

Appointed by President

Charge:
Responsible for all activities pertaining to providing an annual member scholarship to the spring and fall WADVS Conferences.
PROCEDURES:
1. Complies with Article XIII GENERAL PROCEDURES FOR ALL APPOINTED COMMITTEE CHAIRS.

2. Submits an expense budget to Treasurer, prior to Joint Board meeting.

3. Develops criteria for scholarships and re-evaluates criteria on an annual basis.

4. Develops scholarship form and re-evaluates on an annual basis.

5. Communicates and distributes scholarship information and application form to membership prior to annual State Conference
· Upon receiving scholarship forms, reviews with WADVS Executive Committee to determine scholarship recipients and notifies recipients of their award.

· Recipient is responsible for paying lodging and registration fee with the agreement he/she will be reimbursed up to limit of scholarship.
Written and approved: 5/02, 6/08
Reviewed without revision: 5/04

Revised:  5/06

XXIV. RETENTION AND RECRUITMENT COMMITTEE (Standing Committee):

Refer to:
Bylaws – Article VII, Sections 4, 5, 6, 7 




    Article VIII, Sections 1, 2, 3, 4, 5, 6



Policies and Procedures – General Procedures – Committees

Chair:

Appointed by President

Committee:
Chair and all regional representatives

Charge:
Maintain and enhance current membership.

Work in conjunction with regional representatives and membership chair.

PROCEDURES:

1. Complies with Article XIII General Procedure for all Appointed Committee Chairs.

2. Promotes membership to those eligible as defined in the WADVS bylaws.

3. Accepts referrals for new members.

4. Oversees contents of new member packet.

5. Reviews new member packet at each Board Meeting.

6. Develops and implements retention and recruitment plan; review at each Board Meeting.

a. Creates and maintains retention and recruitment database

b. Contacts Wisconsin health care facilities to determine if there is a volunteer services leader within the organization and promote WADVS membership.

c. Follows up with regional representatives regarding non-renewing members and mentor assignments

7.  Orients regional representatives and provides on-going support.

Written and approved: 1/07

Reviewed without revision: 

Revised:  6/08

