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Minnesota Healthcare Quality Professionals

GENERAL POLICY AND PROCEDURES


Section A.  General Policies for Members

1. An individual appointed by the Board as a Representative of MHQP to another organization must be authorized by the Board to make specific commitments for the Association. 


2. No member or individual may speak on behalf of MHQP unless specifically authorized by the Board of Directors.  When MHQP members speak publicly on behalf of MHQP, the inviting party will be asked to assume travel, motel, and meal expenses.  Any honorariums received for such purposes will be payable to MHQP.


3. MHQP members, at their own expense, and without vote, may attend and participate in Board and committee meetings except for executive sessions.


4. No member of MHQP may use the name of the organization for commercial purposes. 


5. Any member attending a meeting on behalf of MHQP must submit a written report to the Board of Directors within 2-4 weeks of the meeting attended. 


6. Appointments are limited to two years, unless otherwise determined by the Board of Directors. 


Section B.   General Financial Guidelines


1. Reimbursement Policy

1.1 The designated reimbursement form shall be completed by the person incurring the expense and include: 

A. relevant receipts attached to the form
B.  name and address of the person or business to which the payment is to be made
C.  documentation of the purpose of the expense
D.  evaluation of the vendor (if relevant)

1.2 For bills and/or personal expenses, the form is to be submitted to the treasurer for payment within one month of incurring the expense.  


1.3 Reimbursement checks will be returned by the treasurer within 21 days. 

1.4 Any expenses greater than $50.00 that are not budgeted for must be approved by the Board of Directors prior to incurring the expense.  

1.5 The secretary/treasurer shall maintain electronic reimbursement form(s) posted on the web. 

2. Travel Expenses

2.1
Travel expenses for routine committee/board meetings will not be reimbursed.  (Exception:  Committee/Board members shall be reimbursed at a rate following federal guidelines for miles traveled beyond the first 50 miles for Board/Committee meetings).

2.2
Parking for Board/committee meetings will be reimbursed.
3. Capital Expenditures

3.1.
Any item costing over $500.00 and having a life of over one year is considered to be a capital expenditure.

3.2
Proposed purchases must be submitted with a justification statement to the Board of Directors for approval prior to purchase. 

4. Operating Expenses

4.1.
The secretary/treasurer has the authority to receive all moneys and pay all bills incurred on behalf of MHQP.

4.2. 
The secretary/treasurer shall keep and maintain historic and current financial files pertinent to the operation of MHQP.

5. Financial Policies Regarding Accounts

5.1.
Accounts will be retained in an FDIC insured bank.  Appropriate officer’s signatures (President, President-Elect, and Secretary/Treasurer) will be obtained by the secretary/treasurer at the time of change of officers. 

5.2
Savings or investment account decisions are at the determination of the Board of Directors.

5.3 
The secretary/treasurer has the authority to transfer funds from checking saving/investment accounts and vice versa as required by organizational finances with concern for maximizing the potential for interest income.

6. Federal Non-profit Tax Number

6.1      As a non-profit organization, MHQP is not liable for federal taxes on items or services excluding food and        lodging.

6.2      Federal non-profit tax number is maintained by the Secretary/Treasurer. 

6.3      Federal non-profit tax number is used by MHQP and committee chairs and others as authorized for MHQP.

6.4     Vendors will require the number for their records in order not to charge federal tax to MHQP.  The vendor may                                                                                                     require completion of special forms for their records.  Any such vendor forms are to be forwarded to the secretary/treasurer for handling.

7. MHQP Discretionary Fees

7.1 Conference registration fee ranges are determined by the Board. 

7.2 Honorarium Policy.  The honorarium policy is determined by the Board.  Fees that exceed the policy are referred to the executive committee before the contract is negotiated.  The current policy includes: 
speaker fees:
per whole day – up to $1500.00



per half day    –  up to $ 750.00


for one hour    – up to $  300.00
Expenses if necessary:  round trip airfare and airport transportation,  hotel night before presentation, meals.

Written and signed speaker contracts are required with itemization of reimbursement agreement.

7.3 Stipend for NAHQ Convention attendance is determined by the Board every year dependent on the site of the convention and status of MHQP finances. 

7.4 Expenses for state attendee(s) to the NAHQ Convention or other Board authorized events.

7.5  Whenever practical, the most economical class and most direct route will be used for travel previously authorized.  Reservations for air travel must be made, when possible, within 30 days in advance of travel.  Reimbursement, when traveling by private car, will be reimbursed at the prevailing federal guideline rate.

7.5.1. Meals will be reimbursed for a total not to exceed government established guidelines.
8. Budget Forecast
       8.1  In order to assist the Board in financial planning for the year, the following are to be submitted prior to the Fall  Board meeting. 

8.1.1 Committee Chairs:

Submit budget reflecting desired numbers of meetings, estimated materials, printing and/or postage needs utilizing cost information supplied by the secretary/treasurer. Expenditures related to Board and committee meetings, organization operation and products to consider:
Expenses related to educational seminars. i.e. disbursements to meeting sites, speaker fees (per range guideline), speaker, travel expenses for speakers (per range guidelines), brochure printing and mailing. 

  - Reasonable refreshment expenditures for meetings of committees.

- Meeting room fees.
  - Word processing and production of meeting announcement, minutes, handouts, publications and     products.
  - Mailings and postage.
  - Secretarial services
  - Parking
  - Miscellaneous expenses such as office supplies related to organizational activities. 

8.1.2  All Other Board Officers

Submit budget for activities required in performing the duties of their office. 



8.2
The budget year is January 1 to December 31.

8.3 The Board shall review and approve the budget based on membership, status of MHQP finances, projected income/expense information.  


9.  Authorized Expenditures
9.1.
Board members and committee chairs shall operate within the approved budget or obtain approval from the Board for expenditures exceeding the approved budget. 

9.2.
Board members operating within the responsibilities of their office, and committee chairs during execution of their duties shall be authorized to direct disbursement of organizational funds. 

10. Unauthorized Expenditures

10.1
Requests for approvals of unbudgeted funds > $50.00 need to be approved by 2 of the 4 Executive Board Members.

Section C. Board of Directors 


Activities of the Board of Directors shall be in accordance with the Bylaws, and policies and procedures of MHQP.  In addition, individual officers, and directors shall carry out responsibilities and duties as stated in the Board member’s responsibilities. 

Part I.   Board members

A.  Responsibilities

1. Board members shall formulate objectives and develop corresponding short and long-range action plans. 

2. Each officer and committee chair will prepare and submit an annual report to the President no later than one month prior to the annual meeting. 

3. Each Board member is responsible to be a contact for the organization.  When phone messages or web site questions are received they should reply to phone messages.

4. Each Board member is responsible for reviewing and following the procedures outlined in the Policy and Procedure Manual.  


B.  Procedural Policies

1.   A copy of all official letters / emails shall routinely be routed to the President.

2.   Board members shall meet with their successor within 2 months of the annual meeting to discuss any ongoing issues and transfer files and supplies.


C.  Board Meetings

1.  The chairs of the Publication, Education, and membership committees and the Treasurer are responsible for preparing a brief, concise report at each Board meeting.  Other Board members will prepare a report when indicated. 

2.    All reports and agenda items should be submitted by any Board member to the President in advance of the meeting. 

3.    Board members are required to attend in person or via conference call 75% of scheduled meetings, staying until adjournment, unless otherwise arranged with the president. 

4.    For purposes of a quorum, minutes of the Board shall reflect the presence or absence of a Board member. 

5. Board meetings shall be held minimally every quarter, more frequently if indicated. 

6. An executive session of the Board (President, President-Elect, and Past-President, Secretary/Treasurer) may be called at the discretion of the aforementioned officers. 

7. The meeting of the members shall be held annually in the last quarter of each year.

D. Board Interaction with Committees and Task Forces

1. Board members shall serve where assigned as Board liaison and shall be responsible for obtaining and presenting written recommendations to the Board.

2. The Board shall provide ongoing direction and support to these committees; publications, education, and membership.  They will set the direction for activities (e.g.: education topics, membership recruitment, publication topics) for the year based on feedback of membership. 

3. The Board shall assess, on a regular basis the role, function, and performance of committees and take action as necessary to ensure committee effectiveness and success.    

4. The Board shall consider reports and vote on recommendations as stated, gathering additional information and input as needed. 

5. The Board shall provide prompt and complete feedback through the Board liaison to committees regarding Board action or recommendations. 


E.  Board Activities as to Budget

1. The Board shall determine budget format and required supporting documentation for budget presentation. 

2. Each Board member shall participate in the development of the annual budget and conduct designated committee activities within budget guidelines.

3. The Board shall consider the proposed budget, amending it as necessary, taking into consideration long and short-term and the current economic status of the Association. 

4. The Board shall review the budget on an ongoing basis making adjustments as needed.  Unplanned delegation of expenses shall be discussed with the relevant committee chair/Board member in advance of expense.

5. The Board shall maintain a 6-month operating reserve whenever feasible.

F. MHQP Membership List

1. The MHQP email list will not be released.

2. Dissemination of information to the list is at the discretion of the Board and via blinded manner. 

Part II.  President

The President is elected to a term of office of one year and shall assume the duties of the office in January of each calendar year. 

A.   Responsibilities and duties 

1.   The President is the Chief Executive officer of the Association and shall general supervision, direction, and management of the affairs of the Association. 

2.   In order to carry out the duties of the office effectively, the President must: 

a.  Be familiar with and adhere to MHQP and NAHQ Bylaws, Policies and Procedures. 

b.  Promote membership participation in MHQP and NAHQ activities. 

c.  Promote organizational and membership growth.


d.  Strive to maintain a positive liaison with other health related organizations and work toward mutual goals.

e.  Maintain an awareness of and promote NAHQ regional activities.

f.  Maintain an open channel of communication with Board members and MHQP members.  

g.  Maintain an awareness and open channel of communications with state legislative healthcare activities.

h. Maintain an awareness and open channel of communications with other strategic quality partners.

     B.  Administration

1. Ensure distribution of the policies and procedures to the Board.

2. Appoint the chairpersons, members of all special committees, task forces and establish their function contingent on approval of Board of Directors. 

3. Review duties and responsibilities with officers and committee chairs following their election or appointment.

4. Communicate with officers and committee chairs to keep them informed of developments relevant to their duties. Attend committee meetings if indicated. 

5. Respond to requests from NAHQ as promptly as possible and within a timeline that meets their needs. 

6. Initiate review and modification of MHQP goals and objectives.

7. Lead evaluation of goals and objectives and produce an annual report for the annual meeting.


      C.  Meetings

1. Preside at all meetings of the Board and serve as chairperson of the board of Directors. 

2. Be an ex-officio member of all committees of the Board for the purpose of   being knowledgeable about the activities of the committees. 

3. President prepares the agenda for all meetings.

4. Coordinate the planning of the annual membership meeting in the fall. 

5. Call for special meetings if necessary.

        D.  Communications

 1.  Furnish the publication chair with a “President’s Message” for publication in each issue of Quality Line.

2.  Contribute news items of interest to the publications chair of Quality Line and other MHQP publications as appropriate.

3.  Send a copy of all important/pertinent correspondence to the secretary for permanent retention. 

4.  Facilitate and support communication between all functions of the organization and the entire membership.

        E.    NAHQ Responsibilities

1. Liaison with NAHQ office.


2. Promote MHQP conferences in NAHQ publications.


3.  Liaison with other state presidents.

4.  Represent the State at the NAHQ annual convention.

5.  Attend the Leadership Workshops if offered at the national convention. 

6.  Monitor membership agreement with NAHQ to ensure 
requirements of State affiliation are met. 

7.  Report results of annual election NAHQ.

F. Qualifications for President
The President, as the association’s chief executive, requires certain attributes to carry out the association activities effectively.  Therefore, the nomination and subsequent election should be based upon certain recommended guidelines.

1.  A healthcare professional that holds active membership in NAHQ.

2.  A member who has made significant contributions to the development of the role of the healthcare quality professional on a State level. 

3.  A member who has previous MHQP Board experience is strongly preferred, but not mandatory. 

4.  A member who is willing and able to serve as a spokesperson for the Association. 

SECTION D.   MHQP COMMITTEES

Part I. General Policies
A. The organization shall have standing committees and task forces.
B. The standing committees shall be:
· Bylaws Committee
· Education Committee
· Nominating Committee
· Publications Committee
· Membership Committee
C.  The Board shall establish and support special committees or task forces, as it deems necessary.  The Board shall establish the functions of these committees and they will operate under the general supervision of the Board.  The committee chair shall be appointed by the President.
Part II.   Bylaws Committee

A.  Representation

1.  The chair shall be the immediate past president.

2.  Committee membership shall be based on expressed interest of the membership or the committee chair shall solicit membership. The membership shall be determined by the chair to be sufficient to perform the functions of the committee.

B.  Responsibilities and Duties

1.  It is the responsibility of this committee to review the MHQP Bylaws and Board Policies/Procedures to determine their correlation with actual practice of the association. 

2.  The committee shall review guidelines submitted by the officers and committees and make recommendations for appropriate changes to reflect correlation with actual practice of the association.

3. The committee shall use NAHQ Bylaws and Board Policies/Procedures as guidelines and ensure conformation with such.     

4. The committee shall make recommendations for the changing of the Bylaws and Board Policies/Procedures to the Board.

C.  Meetings

 1.  The committee shall conduct its business by meeting as frequently as deemed necessary by the chair.

    
 2.  Other business of the committee shall be conducted via conference call and/or by email.

D.  Chair’s Responsibilities and Duties

      

1.  Schedule and coordinate all committee meetings.



2.  Review NAHQ Bylaws and Policies/Procedure to ensure conformance with such.

Part III. Education Committee

A.  Representation

      1.  The chair shall be a Member-At-Large.

2.  Committee membership shall be based on expressed interest of the membership or the committee chair shall solicit membership. The membership shall be determined by the chair to be sufficient to perform the functions of the committee.

B.
Responsibilities and Duties

1. The Committee shall evaluate the professional and educational needs of the membership including Special Interest Groups.

2. The committee shall plan, conduct, and/or assist in sponsoring educational programs, which will meet the educational needs of the membership.

3. The Committee shall coordinate all CEU requests or CEU forms for education sessions.  

C.  Responsibilities for Program Planning
1. Prepare a budget for each conference and obtain Board approval. 

2.  Organize and facilitate education.  Under the guidance and input of the Board, plan educational seminars and programs based on the identified needs of the membership.
2.1 Solicit ideas for educational content for courses.

2.2  Explore speaker expertise and availability.

2.3  Develop course objectives.

2.4  Secure room for course (include approximate attendance, room set-up, etc).

2.6. Develop brochure for session.

2.7. Publicize upcoming events on the website, newsletter, and email push to membership. 

2.8. Secure AV equipment for session if needed.   

2.9. Obtain catering menus and prices and place advance order.

2.10. Organize course content, roster/sign in sheet, certificates, etc.

2.11. Develop evaluation tool

2.12. Host educational events.

2.13. Follow-up with any questions and evaluations.

2.14. Obtain course reimbursement for all activities.

3.  The committee shall conduct its business by meeting as frequently as deemed necessary by the Chair.

4.  Other business of the committee shall be conducted via teleconference call and/or by email.

D.  Chair’s Responsibilities and Duties

1.  Schedule and coordinate all committee meetings.

2.  Prepare a brief, concise written report for distribution at each Board meeting and summary of year activities for annual meeting.

Part IV.  Nominating Committee 
A.  Representation


      1.  The President-Elect shall serve as chair of the committee. In the event that there are not enough candidates for a ballot, the chair will recruit and present candidates to the Board for approval. 

      2.  Committee membership shall be based on expressed interest of the membership or the committee chair shall solicit membership. The membership shall be determined by the chair to be sufficient to perform the functions of the committee.

B.  Responsibilities and Duties

      1.
It is the responsibility of the committee to solicit candidates for open board positions.

      2. 
The committee will select, based on qualifications and skills, potential nominees to be placed on the ballot. 

      3.  
The committee shall prepare the ballot and candidate profiles. The candidate profile process is as follows:

3.1. Prepares a Profile Form to include:

· Name of candidate


•
Position running for


•
Current Employment Position


•
Responsibilities in current position


•
Past Employment Positions


•
Description of the experience and skills relative to the position


•
Education


•    Professional Affiliations/Activities (state and national)


•    Related Publications


•    Statement of Purpose

3.2
The chair will inform the candidates of profile information needed. 

3.2.1. Profiles should be completed in three weeks. (An example of a completed profile will be included in mailing to the candidate.)

3.2.2. Profiles should be limited to one page.

3.2.3. Profiles should be returned by the deadline in order to be included in the ballot.

C.  Chair’s Responsibilities and Duties

1.  Review the policies and procedures for the nominating committee with the members and insure that all activities of the committee are in compliance.

2.  Prepare a brief, concise written report for distribution at Board meetings when appropriate and a summary of year activities for annual meeting.

3.  Develop a deadline calendar and distribute to the committee members and the Board of Directors. Established deadlines shall include:

    3.1.
Final date to accept nominations.

    3.2. 
Final date for personal contact of potential nominees to solicit information.

    3.3.
Final date to accept all potential nominee information.

    3.4.
Deadline for providing all potential nominee information to committee members.

    3.5.
Date of formal meeting to prepare the ballot.

    3.6.
Deadline for e-mailing ballots

    3.7.
Deadline for receiving ballots in time to announce new Board of Director’s at the Annual Meeting.

4.  Insure that every attempt has been made to prepare a ballot with at least two candidates for each vacant office.

6.  Verify the status of potential nominees:

   6.1
Current membership in MHQP

7.  Appoint two (2) tellers to tabulate ballots.  Tellers shall not be on the ballot.

8.  Schedule and coordinate all committee meetings.

D.  Meetings 

1.  The committee shall conduct its business by meeting on a regular basis throughout the year.

2.  Other business shall be conducted via conference call and/or by email.

3.  The committee meeting to select the ballot is closed, attended only by the members of the committee.

4.  Meetings and procedures shall be carried out according to the time frames established by the chair.

5.  The committee will review and discuss potential nominees for each office, beginning with the president-elect. After thorough review, balloting begins.  

5.1.
Each committee member’s votes for proposed nominee by ranking all nominees in descending order of preference. 

5.2.
Potential nominees not chosen for the position for which they were nominated may be considered for an alternate position.

5.3. 
The committee members shall consider the specific discussions related to potential nominees to be confidential.  Committee members are prohibited from disclosing potential and final nominees to the general membership (with the exception of Board members and potential nominees.

E.  Nominating Criteria

1. Select candidates with documented experience in the field of healthcare quality. Candidates will also be evaluated on their organizational and leadership experience.

1.1. President-Elect:  Served on a committee or has been a voting member of the Board.
1.2. Secretary/Treasurer: Prefer candidate who has served on a MHQP committee previously.
1.3. Committee Chairs:  Prefer candidate who has served on the respective committee.  

2.  Select at least two (2) candidates with a balance geographic representation for President-Elect. The candidates must possess leadership experience and membership in MHQP and NAHQ.

3.  Members of the nominating committee may not be considered as potential nominees for an elected office/position.

F.  Obtaining Possible Candidates
1.  The committee shall be soliciting nominees throughout the year.

2.  The call for potential nominees will be published after the first of the year.  Descriptions of the open positions and specific skills preferred will be published with the call and available upon request from the Nominating Committee members.

3.  The chair receives all calls for nomination response. All responses are acknowledged by mail or phone.

4.  The names of potential nominees will be distributed by the chair to the committee members. Members are responsible to contact the potential nominee to:

5.  Obtain permission to place his/her name on the ballot for the identified position.

5.1. Obtain permission to place his/her name on the ballot for a different position, if necessary.

5.2. Review the policies, procedure, position descriptions and deadlines for required information.

6.  Committee members will communicate to the chair names of confirmed potential nominees.

G.  Ballot
1.  A ballot listing the names of the candidates together with the biographical sketch of each candidate will made available to all members in good standing not less than thirty (30) days prior to the annual meeting of the membership.

2.  Provisions shall be made on the ballot for write-ins. If elected, the write-in must meet the criteria for that office.

3.  Return ballots must be received via e-mail no later than fifteen (15) days prior to the annual meeting of the membership and within the requirements of NAHQ.

4.  The ballots shall be retained by the committee chair for a period of six (6) months, and then destroyed.

H.  Tellers

1.  Officers shall be elected by plurality of votes cast.
2.  A tie vote will be decided by lot as determined by the committee chair.

I.  Announcement

1.  The Committee chair will notify all candidates by phone after the election results have been received from the tellers.

2.  The person elected or appointed by the Board to each office will be announced at the annual meeting by the committee chair.

3.  The election must be declared official by the president at the annual meeting.

4.  The chair will notify the committee members of the election results.

Part V.  Publication Committee
A.  Representation
1.  The chair shall be a Member-At-Large.

2.  Committee membership shall be based on expressed interest of the membership or the committee chair shall solicit membership. The membership shall be determined by the chair to be sufficient to perform the functions of the committee

3.  Membership shall be sufficient to complete the work of the committee.

B.  Committee Responsibilities and Duties
1.  Responsible for the Publications of the organization.

2.  Assigns committee and Board members to write and/or solicit articles to be published in each issue. Informing each Board member when articles are due at least 30 days prior to the due date. 

3.  Developing editorial policies for the publications.

4.  Assuring that the publications contain current and pertinent information relative to healthcare quality management.  There will be up to four (4) issues per year.

5.  Annual review of the content of the publication.  This may include:


•A survey of the membership regarding their needs


•Discussion of articles and critique each issue

•Adding or deleting regular features

C.  Meetings

1.  A regular meeting or conference call schedule shall be adopted.
2.  Meeting Agendas


2.1 Discussion of potential articles preferably 3 months before 



        publication.


2.2. Development of a written plan for each issue;

(  Include a contingency for 1 or 2 extra articles in the event an article is not available as scheduled.

(  Include a subject/topic; potential/actual author(s); assigned committee member; and deadline date.

(  Identify all routine or recurring features/articles for each issue (President’s update; treasurer’s report; membership report, call for nominations, and calendar of events)

D.  Chair’s Responsibilities and Duties

1.  Under the guidance and direction of the Board, coordinate production of the Quality Line.

2.  Meet regularly with publications committee to plan next newsletter edition.

3.  Assign publications committee duties for article recruitment, interviewing and editing.

4.  Recruit article submissions, president’s message, education event information via board meetings, notices to membership, networking with other quality organizations.

5.  Oversee publications budget and prepare annual report.

6.  Coordinate submission of articles in word document format for website posting of each newsletter.

7.  Write articles as needed.

Part VI. Membership Committee

A.  Representation

1.  The chair shall be a Member-At-Large.

2.  The committee shall consist of volunteer members identified via “Show of Interest” form or contacted by the chair and sufficient to perform the functions of the committee.

B.  Responsibilities and Duties

1.  Set membership targets annually and recruits membership on a state level.

2.  Analyze aggregate data collected from membership information form to gain insight as to the member’s needs and interests; geographic location of the membership etc, and make recommendations to the Education Committee regarding conference topics based on the membership’s identified areas of interest and to assist in the promotion of professional growth and development of the healthcare quality professional and meet the educational needs of the members 

3.  Evaluate the need for a membership survey and make a recommendation to the Board.

4.  Coordinate the production and distribution of a membership directory or 
directory updates preferably annually.

5.  Coordinate the maintenance of a membership database that minimally includes name, address, and preferred telephone number of each member.

6.  Encourage membership in the National Association for Healthcare Quality (NAHQ).

C.  Meetings

1.  The committee shall conduct its business by meeting as frequently as deemed necessary by the chair.

2.  Other committee business shall be conducted via teleconference call and/or by email.

D.  Responsibilities and Duties of the Chair

1.  Schedule and coordinate all committee meetings.

2.  Revise and keep current membership welcome correspondence, membership brochures and other promotional material.

3.  Revise and maintain renewal correspondence.

4.  Revise and maintain membership application form.

5.  Receive and process new membership applications, maintain database, forward checks to treasurer (see membership renewal and new membership process).

6. Reconcile monthly membership database with applications received.
7.  Send email communications to members as requested by the Board. 

8. Manage the mentorship program.

End
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