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T-OADN HANDBOOK

The Texas Organization for Associate Degree Nursing (T-OADN) is a state chapter of the Organization for Associate Degree Nursing (OADN).  It is a chartered, not for profit organization comprised of individuals and institutions who speak for associate degree nursing education and practice.


T-OADN VISION

T-OADN is a state leader and advocate for Associate Degree Nursing.


T-OADN MISSION
[bookmark: _GoBack]
T-OADN is the leading state advocate for associate degree nursing education and promotes collaboration in charting the future of health care education and delivery.

T-OADN Goals (similar to OADN)

2023

	Priority 
	Objectives

	Advocacy: Advocate for Associate Degree Nursing education. 
	Increase T-OADN membership annually to encompass the majority of community college nursing programs in the state and strengthen our collective voice for Associate Degree Nursing. 
Promote the value of Associate Degree Nursing as an entry point into the nursing profession. 
Help T-OADN members understand the value and importance of advocacy.

	Education: Advance the promotion of best practices in nursing education and academic progression.

	Maintain and support the leadership relationship with NEPIN 
The voice of the ADN can be seen in all strategic decisions.

	Leadership: Develop leaders to promote meaningful change in education and practice 
	Formalize and implement OADN’s commitment to leadership development 
Leadership program developed for OADN members
Continued Involvement on the Nurses on Boards Coalition

	Inclusivity: Leverage the diversity of Associate Degree Nursing Education to foster inclusion in health care.

	Develop a position paper on equity and inclusivity. 
Develop an inclusivity/diversity/health equity task force

	Collaboration: Promote Associate Degree Nursing quality, education and practice through collaboration with a diverse group of stakeholders

	Promote the value of accreditation through OADN’s partnership with ACEN




MEMBERSHIP BENEFITS
1. A Voice in Legislation - The organization is active on the state level concerning legislation involving RN licensure and other health issues.  The state organization may request assistance from OADN to address legislation supportive of associate degree nursing within the state. 
2. Annual Meeting - The organization has an annual state meeting for the purpose of conducting the business of the organization and discussing issues and activities affecting associate degree nursing.  
3. Networking Opportunities provide members with opportunities to contact leaders and experts in associate degree nursing education and practice.

BOARD MEETINGS

The Board of Directors meets at least two times per year to conduct the general business of the organization.  Locations and meeting dates are selected to be compatible with the schedules of the majority of board members.  The meetings are called by the President who prepares the agenda and notifies the board members by electronic mail.

All elected and appointed Board Members attend board meetings and serve as voting members.  Committee Chairs also attend; however, they act in an advisory capacity and may not vote on board issues.

Board members, Directors, and committee chairs should submit a written/electronic copy of their report to the secretary.

DUTIES OF OFFICERS
President
The President presides at all meetings of the Board of Directors and membership of the Organization and shall represent the organization. The duties of the President include:

1. Is responsible for carrying out actions of the membership.

2. Appoints committees and task forces as necessary.

3. Submits a report to Board members at regular meetings of the Board.

4. Serves as an ex-officio member of all committees except the Nominating Committee.

5. Votes in case of a tie vote by the Board of Directors.

6. Represents the interests of T-OADN at nursing and health care leadership meetings.

7. Monitors National and State legislative activities and represents T-OADN on legislative issues.  Makes recommendations to the board on appropriate actions to be taken.  Represents or selects a designee to represent T-OADN on the legislative committee. 

8. Establishes the agenda for all meetings.

9. Attends OADN National Convention.

10. Attends other scheduled OADN Conventions and Meetings.

11. Submits required reports to national office of OADN.

12. Coordinates the annual review of the T-OADN planning document.

President-elect
The President-elect shall preside in the absence of the President. The duties of the President-elect include:

1. Succeeds to the office of President for the unexpired term in the event of a vacancy.

2. Serves in such other capacity as the Board may direct. 

3. The President-elect shall collaborate with the Director of Professional Development in the planning of the annual convention.

4. Coordinates and assists the treasurer for ADN Deans and Directors dinner meeting the night before state Deans and Directors meeting which includes room arrangement, media, and menu. 

5. Chairs the Scholarship Committee.

6. Submits a report to Board members at regular meetings of the Board.

7. Votes as a member of the Board of Directors.

8. Supports the president in representing the interests of T-OADN at nursing and health care leadership meetings. 

9. Supports the President in representing T-OADN on the legislative committee. 

10. Purchases gifts to be presented to outgoing officers at the annual meeting.

11. Attends OADN National Convention.

12. Assumes responsibility for recommending changes to bylaws to meet the needs of the organization and to ensure compliance with bylaws of OADN. 

13. Assumes responsibilities for resolutions.

14. Revises the Board of Director’s Handbook as needed and distributes revised copies to Board members.

15. Serves in such other capacities as the President may direct.


Immediate Past President 
The duties of the Past-President include:

1. Serves on the Board of Directors in an advisory capacity for one year after their term of office.
2. Votes as a member of the Board of Directors. 
3. Serves in such capacity as the Board of Directors may direct.

Secretary
The secretary shall ensure an accurate record of all business proceedings of the Organization and the Board of Directors. The duties of the Secretary include:

1. Records minutes at meetings of the membership and Board of Directors.

2. Submits a summary of membership action occurring at the annual meeting for inclusion on the website following the annual meeting.

3. Maintains historical records, including minutes, of the organization and makes these available for review by the membership at the annual meeting.

4. Maintains a book of minutes/reports of all meetings in which T-OADN participates.  Uses the Nurses Lounge to maintain documents. https://network.nurseslounge.com/login

5. Serves in such other capacity as the Board may direct.

6. Electronically mails the minutes of all meetings to the Board of Directors within 2 weeks of the recording. 

7. Votes as a member of the Board of Directors.


Treasurer
The treasurer shall manage the finances. The duties of the Treasurer include:

1. Serves as custodian of the funds of the organization and deposits funds in a financial institution approved by the Board.

2. Makes payment for all bills authorized by the Board.

3. Monitors investments of the organization and makes recommendations for changes in investments as needed. 

4. Receives registration fees and collaborates with the planning of:     
· The Deans and Director’s Dinner meetings in the Spring and Fall
· The Annual State Convention prior to TCCTA

5. Manages the Organization’s budgets.
· Prepares/Proposes/Presents the Annual Budget 
i. Presents the Budget for approval of the BOD during the BOD meeting prior to the Annual Convention (usually the BOD meeting at the Deans and Director’s banquet in the Spring if it is prior to the annual meeting)
ii. On the approval by the BOD, the Proposed Budget for the coming year will be recommended at the Annual Business meeting and will include handouts of the Proposed Budget, the Current Year’s Budget and the Reconciled Preceding Year’s Budget Report.
· Maintains the Annual Budget
i. Submits a written report to Board members at regular meetings of the Board. Reimburses Board Members for travel and meetings as appropriate (provides forms and updates reimbursement rates as appropriate). 
ii. Arranges for an Audit Committee (see below) to audit the bank records at end of the fiscal year.

6. Serves in such other capacities as the President may direct.

7. Votes as a member of the Board of Directors.

8. Complete 1099 and 1096 forms if anyone is paid honorarium of more than $600 within the year.  Complete a 990 form if the gross receipts are over $25,000.

9. Responsible for changing email and/or any contact information with IRS, banks, etc., to incoming Treasurer.

10. Submits an estimated expense budget to the treasurer for inclusion in the annual budget. (Website expense, includes renewal of Domain) 

11. Serves in such other capacity as the President may direct.

12. Votes as a member of the Board of Directors.


Treasury Information

IRS employer number – organization number 75-2069648

State Tax-payer number (State Franchise #) 1-752069648-9
	We have been granted an exempt status from paying annual state franchise tax, because we are a non-profit organization.  The treasurer does not have to complete the annual State Franchise Tax Report as listed as number 6 under the old handbook as one of the treasurer’s duties (1-800-252-5555).

We have not been granted exempt status from hotel tax or sales tax – we are considered a 501C6 IRS designation.  We can request an exempt status from the Exempt Organization section (fax #512-475-0600).

Audit Committee
1. The committee is appointed by the President and consists of two T-OADN members to review the bank records on an annual basis. 

2. The review of the records could occur at the end of the fiscal year or at the discretion of the BOD/President.

Director at Large for Membership and Marketing
The Director-at-Large for Membership and Marketing shall be responsible for the Membership and Marketing activities of the organization. 

1. Maintains current membership list, including email addresses.

2. Maintains current pictures of Deans/Directors who are member of T-OADN and includes them on the website. 

3. Maintains an up-to-date website including the formation of an informative newsletter for members.

4. Sends electronic notification of website updates including the newsletter to T-OADN members, ADN programs, OADN headquarters and others (TBN etc.) as deemed appropriate by the Board.

5. Serves in such capacity as the Board may direct.

6. Votes as a member of the Board of Directors.


Director of Professional Development
The Director of Professional Development shall be responsible for coordinating TCCTA and TOADN activities.

1. Coordinates activities such as vendors, electronic flyer, room arrangements, media, and food for TOADN convention.  Works closely with treasurer, president-elect, and the president.

2. Responsible for obtaining contact hours for participants of TOADN sponsored continuing education offerings. 

3. Serves as a liaison between T-OADN, TCCTA, and TAVNE.

4. Votes as a member of the Board of Directors.

COMMITTEES of T-OADN

Membership Committee
1. The Director-at-Large for Membership and Marketing chairs the committee.

2. The chair appoints members as needed.

3. The Membership Committee:
a. Monitors T-OADN membership.
b. Networks with individuals, groups, and institutions to recruit members.
c. Submits a report to the Board at regular Board meetings.

Bylaws and Resolutions Committee (ad hoc)
1. The Director-at-Large for Bylaws and Resolutions chairs the committee.
2. The chair appoints committee members as needed.
3. The Bylaws Committee:
a. Reviews the bylaws and recommends updates as required to meet the needs of the organization and ensure congruency with bylaws for OADN.

b. Coordinates the distribution of the proposed bylaws and resolutions to the membership no less than thirty (30) days prior to the annual meeting.

c. Sends a copy of proposed bylaws and resolutions to the meeting chair for inclusion in packet of materials for the annual meeting.

d. Sends a copy to the newsletter editor.

Nominating Committee (ad hoc)
The Nominating Committee consists of three (3) members. Every odd year the one who receives the most votes will serve as chair for two years. Two serve for one year and are elected annually by the membership.  

The Nominating Committee:
1. Solicits from the membership, at least two (2) candidates for each Board of Directors office to be filled and at least two or three (3) candidates for the Nominating Committee depending on the year.

2. See Election Procedure listed below.
ELECTIONS
The Nominations Committee is responsible for the preparation and distribution of an annual electronic ballot.  
	In odd-numbered years, the following officers are elected:
	Director-at-Large for Membership and Marketing
	Director of Professional Development

In even-numbered years, the following officers are elected:
President-Elect 
Secretary
Treasurer (every 4 years)

The Nominating Committee is elected as needed with the nominee who receives the highest vote during the even year election serving as chairperson for two years.  
The Nominating Committee will seek at least two (2) eligible T-OADN members for each elected office to be filled, and at least two (2) to three (3) for the Nominating Committee.  Nominees for each office must be members in good standing and willing to serve.  Written biographical data will be obtained from each nominee.  This information should consist of:
Name
Educational Background
Present Position
Positions Held
Memberships
Procedure   
1. Obtain slate of candidates and their biographical data.

2. Submit ballot to President ninety (60) days prior to the annual meeting.

3. Submit the slate of candidates and biographical data to the Newsletter editor for publication on the T-OADN web site thirty (30) days prior to the annual meeting.

4. Members will receive a link with voting instructions.  Individual members receive one vote and agency members receive two votes.

5. Submit expense receipts to the treasurer, if needed.

6. Present the election results to the President who invite the new officers to the board meeting that is held prior to the annual meeting and announce them during the “new business” portion of the annual meeting.

7. The chair of the Nominating Committee, once election results are announced, makes a motion for acceptance of the results during the annual business meeting.




RESPONSIBILITIES OF THE BOARD
It is the responsibility of the Board to:
1. Transact the general business of the organization between meetings of the membership and report to the membership at regular meetings.

2. Act as custodian for the property, securities, and records of the organization.  Select a place for deposit of funds and provide for payment of authorized expenses.

3. Serve as a liaison between the state organization and OADN.

4. Assume any role which would promote the goals and activities of the organization.

5. Select the date and location of the regular meetings of the membership and appoint a meeting chairperson.

6. Establish committees and approve appointments in order to accomplish the mission and purposes of the organization.

MEETING ARRANGEMENTS
The Director of Professional Development oversees the annual meeting and appoints a co-chair or additional committee members as needed. The President-elect assists in the convention planning.
Procedure
The committee is responsible for the following:
1. Select a hotel for meeting, unless meeting is in tandem with another organization, i.e., TCCTA.

2. Arrange with hotel or organization (TCCTA) for meeting rooms, sleeping rooms, and food service.
3. Suggest a meeting theme for Board approval.

4. Develop a meeting agenda and secure appropriate speakers.  (See current Budget for speaker’s honorarium.)

5. Collaborate with nursing section leaders for TCCTA

6. Prepare electronic program brochures at least 2-3 months prior to meeting date.  Include registration information. As of 2022, TCCTA processes the registration for the TOADN pre-conference and collects registration fees. The monies collected are then transferred to the TOADN banking account the next week. 

7. Secure a mechanism for the awarding of Contact Hours for Continuing Education.

8. Collect written reports from Board members for inclusion in meeting packet (President-elect). 

9. Arrange for printing of materials for meeting packet* and assemble packets for distribution at meeting (President-Elect). Electronic documents are recommended when appropriate. 
                                                                                                                                              
  Meeting packet should include: 
a. Minutes from previous annual meeting
b. Reports from Board members and committees
c. Bylaws changes to be voted upon
d. Resolution to be voted upon
e. Overall meeting agenda
f. Business meeting agenda
g. List of registrants
h. List of exhibitors (if applicable)
i. Standing rules. 
10. If there are exhibitors, contact potential exhibitors, collect exhibitors’ fees, and arrange with hotel for display space.

11. Attempt to secure sponsors for speakers or breaks/meals.

12. Arrange for audiovisuals for speakers.

13. Arrange for adequate coverage of the registration table (President-elect).

14. Arrange for door prizes (President-elect).

15. Arrange for scholarship fundraiser at registration table if desired. 

16. Maintain an accurate record of all expenses incurred, and present it to treasurer for payment.

17. Registration fees for the chair and co-chair are waived. Other travel fees (hotel) are paid as funds are available. 

18. Send thank you letters to all exhibitors and any sponsors. 

T-OADN SCHOLARSHIP

The President-Elect chairs the Scholarship Committee and is responsible for appointing committee members, sending application and criteria to all ADN programs in Texas during the fall semester.  The Scholarship Committee will make the selection and the chair will notify the recipient(s) and director of the recipient’s program by electronic mail no later than thirty (30) days prior to the date of the annual meeting.   The scholarship(s) will be presented at the annual meeting.  Annual meeting registration fees are waived for the recipient(s).
Criteria
1. The applicant must be currently enrolled in an Associate Degree Nursing Program (in Texas) with successful completion of two semesters of nursing courses (i.e. be in their senior year).

2. More than one member from each school may apply; however, only one scholarship will be awarded per program.

3. There will be three or more scholarships as funds allow. The number of scholarships and amount to be awarded is determined by the Board at the fall Board meeting.  

4. Nominations must be received by the President Elect, who shall share the applications with the Scholarship Committee. The Committee shall make the final selection prior to the annual meeting where it shall be awarded. 

5. Applicants must submit an application form and include an unofficial transcript to the T-OADN Email account.

6. Every effort should be made by the participating colleges to release scholarship recipients from classroom/clinical to attend the TOADN State Convention if they so choose.  All recipients should be recognized by name and college prior to the award being presented.

7. Students cannot receive two scholarships, i.e., successive years.
Procedure
The responsibilities of the Scholarship Chair are:
1. Electronically email with scholarship information and application to each ADN Program within two (2) weeks of the Fall BOD meeting. Send a reminder to the ADN programs about December 1st. Applications should be returned by the first week of January.
 
2. Appoint a committee to review the applications according to criteria on application.

3. Notify:
a. Scholarship recipients and their Program Directors
b. Treasurer for checks
c. Program Chair for free registrations

4. Have certificates printed for winners.

5. Publicize in T-OADN and OADN newsletters and others as appropriate.

TRAVEL EXPENSES
As funds are available, T-OADN Board members and members officially representing the organization may be reimbursed for travel expenses directly related to T-OADN activities/representation. The President and President-elect will also be reimbursed including registration fee to attend the annual OADN convention. The President will be reimbursed including registration fee to attend the TNA Leadership Conference and the OADN summer BOD meeting (by invitation). The President may designate a Board member to attend as an alternate if the President is unable to attend. The Director of Professional Development will have all fees associated with the annual conference reimbursed. 
Reimbursable expenses are:
1. Travel by car according to the current state rate.
2. Air fare at face value of ticket receipt
3. Airport parking
4. Hotel 
5. Meals up to $40 per day (this may alter per out of state rate)
Procedure for reimbursement
1. Obtain Travel Reimbursement Form from Treasurer.
2. Complete form; attach receipts for air travel, hotel, meals, parking and return to Treasurer within fourteen (14) days.
3. Treasurer will mail check directly to Board member.

