APIC Chapter President

APIC Chapter President Characteristics and Responsibilities
1.  Active member with currently paid dues.

2.  Capable of conducting a business meeting using Robert’s Rules of Orders

3.  Able to attend all monthly meetings

4.  Possesses good written and verbal communication skills

5.  Able to delegate tasks appropriately

6.  Able to interpret regulations

7.  Follows National and local APIC Bylaws in all proceedings 

8.  Has served on the APIC Advisory Board

Specific Tasks

1.  Preside over all general and board meetings of the chapter

2.  Create and follow a monthly agenda for business and board meetings with input from the membership

     a.  Agenda should include: introduction of guests/new members, Treasurer’s report, Committee reports,

          review of old business, new business, announcements, networking


3.  Recruit members for committees/make committee appointments

     a.  Distribute willingness-to-serve form to membership at Nov. meeting the year before taking office

     b.  Assign chairpersons for all committees

     c.  Present committee appointees and chairs to the Advisory Board for final approval at the Jan. meeting

     d.  Announce Committee appointments to the membership at the January general meeting

     e.  A list of officers, board members and committees is available to the membership at the Feb. meeting 

4.  Introduce speakers for the monthly programs and other Chapter sponsored educational activities   

5.  Represent local APIC chapter at meetings of other organizations or delegate this to another officer or 

     board member (MO Hospital Association, MO Dept. of Health, APIC National Annual Educational

     meeting/conference)

6.  Communicate information from National APIC, regulatory agencies and about educational opportunities to

     the membership 

7.  Provide assistance to other officers, committee chairpersons and committees as needed

8.  Schedule meetings of the Advisory Board (required, other meetings as needed)

     a.  January: Develop goals and objectives for the chapter for the year

                        Review and approve the program calendar submitted by the President-Elect



Submit committee appointments for approval



Designate a Board member to be liaison with the President and President-Elect in making 

                        emergency decisions that arise between board meetings 

    b.  September: Review and approve slate of candidates for elections presenting by Nominating Committee



Review Bylaws, make revisions with input from the membership



Review proposed budget for the following year as presented by the Treasurer

    c.  October: Approve slate of elected officers, Advisory Board members and nominating committee to be 

                        presented to the membership at the annual business meeting



Approve final Bylaws



Approve Budget for the next year

    d.  All meetings: as required – discuss, review and/or approve requests for funds/materials/APIC roster 

         and other information from members of APIC (local and National) and other organizations.  Discuss and 

         formulate Chapter response to Infection Control issues

Time Commitment: Approximately 4-5 hours a month the 1st two months, then approximately 2 hours a month 

APIC Chapter President-Elect Characteristics and Responsibilities
1.  Active member with currently paid dues

2.  Capable of planning and implementing program calendar for full year

3.  Able to attend all monthly meetings

4.  Able to organize and conduct Program Committee meetings

5.  Able to delegate tasks to Program Committee members

6.  Has good verbal and written communicable skills

7.  Has good organizational skills and the ability to meet time related deadlines 

Specific Tasks

1.  Fulfills duties of chapter president when president is unavailable

2.  Assesses educational needs of chapter and works with Program Committee to develop program calendar in 

     accordance with identified needs  

3.  Program calendar should include the following for each month

     a.  Meeting date

b.  Location



     c.  Host


d.  Topic




     e.  Speaker


f.  CEU’s are provided for at least 2 programs per year

     g.  The program calendar starts in February and should be filled in through the following January

4.  Appoints chairpersons for summer and winter chapter luncheons

5.  Distributes calendar to members in a timely fashion (during or prior to the February chapter meetings)

6.  Contacts all speakers in writing at least 3 weeks prior to their speaking date

7.  Obtains copy of speaker’s CV and provides to president at least 2 weeks prior to speaking date for

     purposes of introduction preparation

8.  Confirms meeting location with host at least one month prior to the meeting

9.  Sends thank-you notes to speakers within 2 weeks following presentation

10. Confirms plans with luncheon chairperson at least 2 months prior to luncheon date

11. Keeps chapter president apprised of potential programming problems

12. Notifies membership of changes in meeting location/dates and speakers as needed


Time Commitment: 

3 program committee meetings are needed by Feb when the calendar should be substantially confirmed

15 hours initially to contact hosts/speakers and to organize the program calendar 

1-2 hours per month to formalize meeting locations, speakers and to send thank you notes

APIC Chapter Secretary Characteristics and Responsibilities

1.  Active member with currently paid dues for at least one year

2.  Capable of using a word processor or can access secretarial support

3.  Able to attend all monthly meetings including Board meetings

4.  Has good written communicable skills

5.  Able to meet time related deadlines

Specific Tasks

1.  Obtain chapter minutes, correspondence and other written material from outgoing secretary at the

     beginning of the term 

2.  Take minutes at Board and regular business meetings (delegated in secretary must be absence)

3.  Transcribe, copy and mail minutes to members within 2 weeks of the meeting

4.  Submit receipts for secretarial services (if used), printing and postage to the treasurer promptly for

     reimbursement

5.  Maintains a current mailing list and database of all members (obtained from the Membership Chairperson)

6.  Maintain copies of all chapter correspondence and minutes

7.  Arrange for printing of APIC stationery and maintain adequate supplies

8.  Obtain/keep on file current maps to area hospitals that are sent to members for directions to meetings

9.  Provide mailing labels to other committee chairpersons as requested for chapter business only (Program,

     Nominating, Ban the Bug)

10. Relinquish all chapter materials including minutes, correspondence, maps and stationery to the incoming

     secretary in December

11. Serve as a resource for the incoming Secretary to assure a smooth transition

Time Commitment: Requires 5-8 hours of service per month for a term of one year

APIC Chapter Treasurer Characteristics and Responsibilities
1.  Active member with currently paid dues for at least one year

2.  Capable of using a word processor

3.  Capable of managing financial records and creating a budget

4.  Able to attend all monthly meetings including Board meetings

5.  Has good written and verbal communication skills

6.  Able to meet time related deadlines

Specific Tasks

1.  Is responsible for the management of the financial affairs of the Chapter

2.  Prepares the periodic financial reports for the Board and the National APIC treasurer

3.  Reviews financial affairs of the Chapter as necessary with legal counsel and/or accountant

4.  Prepares the annual budget with appropriate input and presents it to the Board of Directors

5.  Is a member or consultant to any committee needing chapter finances and budget/funding requests

6.  Is bonded through National APIC

7.  Serves as chairperson of the Scholarship committee

Time Commitment: Requires 5-8 hours per month for a term of two years

APIC Chapter Advisory Board Member Characteristics and Responsibilities
1.  Is an active member with currently paid dues

2.  Able to attend Board meetings when called by the President

3.  Willing to assume responsibility for contributing to Chapter decisions

4.  Able to assume membership on at least one chapter committee as Advisory Board representative

Specific Tasks

Attend all Board meetings

Perform tasks as assigned by the President

Time Commitment: 1½ hours every other month excluding committee activity 

APIC Chapter Nominating Committee Characteristics and Responsibilities
1.  Is an active member with currently paid dues

2.  Are not eligible to run for an office while serving on the Nominating Committee

3.  Willingness-to-serve forms are mailed with July meeting minutes and position descriptions to all voting

     members of the chapter. (Associate members cannot hold elected offices or vote)  

4.  Committee members review the Bylaws and previous years’ officers to determine which members are

     ineligible to run/hold an office or Advisory Board position for the coming year

5.  Willingness-to-serve forms are returned to committee chairperson by August 15 for development of a 

     slate of candidates.  If there are no volunteers, the committee solicits nominations from the members

6.  Slate of candidates is available for review and approval by the Advisory Board at the September meeting

     a.  The approved slate of candidates is presented to members at the September business meeting with a

          request for nominations from the floor.

     b.  If no nominations from the floor, the President will ask for a motion to approve the slate of candidates

     c.  Ballots are mailed, by the Nominating committee, to all voting members immediately after the 

         September meeting.  They are mailed separately from meeting minutes.

     d.  Receipts for election expenses (e.g. postage, copying, etc.) are submitted to the Treasurer for

          reimbursement.

7.  Ballots must be returned to the Committee by October 1st for compilation.

     a.  Once the ballots are tallied, results are presented to the Advisory Board members at the October

          meeting for final approval.

     b.  The newly elected officers and Advisory Board members will be presented to the membership during 

          the annual October business meeting. 

Guidelines

1.   No officer may serve more than two consecutive terms in the same office.

2.  Terms of office:

     a.  President-Elect: 3 year commitment (Year 1 – President-Elect/Program Chair; Year 2 – President; 

         Year 3 – Past President/Advisory Board member)

     b.  Secretary: 1 year term

     c.  Treasurer: 2 year term (elected every other year)

     d.  Advisory Board member: 2-year term, 4 members total (Two elected each year)

     e.  Nominating Committee: 1 year term, 3 members elected annually

Time Commitment: Begins in July

Greater Kansas City Area APIC Committee Responsibilities

By-Laws Committee 

The Bylaws Committee chair shall:

· review the local Chapter 31 APIC Bylaws on an annual basis with the Chapter Board, and Membership.  

· make changes as supported by the Chapter, and send change requests to National APIC for the legal department to review and approve.  

· make changes to the Chapter Bylaws as requested by National APIC, and inform the local membership of those changes. 

· request the president, past president, and president-elect’s signatures on  the Chapter Bylaws as officials for the year when approval is received

Membership Committee 

The purpose of the membership committee is to: 

· engage possible members in conversation about chapter membership 

· assist applicants with membership application forms and information 

· assist members with updating their membership information to national APIC 

The membership committee chair shall: 

· maintain a current, up-to-date chapter roster, 

· provide a current membership roster several times a year at chapter meetings 

· present membership information at chapter meetings

Mentor Committee

The purpose and responsibility of the mentor committee is to:

· welcome new members

· provide a new member packet 

· follow-up with new members to answer questions and ask if they would like a to work with a mentor 

· revise the welcome packets as needed

Sunshine Committee

The purpose and responsibility of the Sunshine Committee is to:

· receive calls from members with knowledge of an event in a member’s life that require acknowledgement

· send card, flowers or a gift as appropriate

· notify the President so an announcement can be made at the next meeting to allow members to send individual acknowledgements if so desired 

