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APPENDIX A

The following job descriptions of the Officers are defined by the SNA at UCF Orlando as: 

All Board Members:

1. To be eligible for a Board position, the candidate must have a cumulative GPA of 3.0 or higher and must maintain this minimum GPA throughout their term and be a full-time student in University of Central Florida’s College of Nursing Program. 

2. Attend all general and Board meetings. Two absences are allowed with an excuse given to President in advance and submitted written officer report.

3. Attend State FNSA Convention, which is usually the last weekend of October.

4. Attend National NSNA Convention, which is usually the first weekend of April.

5. Attend most fundraising activities.  

6. Meet with your designated advisor at least once per semester.

President: 

1. Attends all Chapter, Board, and State officer meetings.
2. Presides over all Chapter and Board meetings.
3. Communicates with State president and chapter officers to ensure smooth communication.
4. Write a short column at least twice per year for the newsletter and submits to the newsletter editor.
5. Sets agenda with Board for Board meetings and assists Secretary in creating general member agenda.
6. Ensures that the work of the chapter is accomplished.
7. Meets with advisors once a week.
8. Give report toward goals at each Board meeting.
9. Recommend revisions to bylaws.
10. Submits forms and applications for chapter activities (yearbook, organizations, career day, organization day) etc.

11. Attends State and National conventions.

12. Assigns MedPact liaison, and scholarship chair.

13. Complete Financial Training through UCF.

President Elect: 
1. Serve one year as President Elect and one year as President of the SNA at UCF Orlando.  

2. During the president-elect term will be responsible for fundraising campaigns and projects and will chair the fundraising committee. 

3. Must attend State conventions both years of holding office for educational purposes.  

4. Must attend chapter meetings and chapter Board meetings each month as scheduled. 

5. May be absent only two (2) meetings in a school year.
6. If President is unable to attend Board meeting or regular meeting, may be expected to step in.
7. Attends meetings with President and advisors monthly.
Vice President: 
1. Must attend State conventions while holding office for educational purposes.  

2. Must attend chapter meetings and chapter Board meetings each month as scheduled. 

3. May be absent only two (2) meetings in a school year.
4. If President is unable to attend Board meeting or regular meeting, may be expected to step in.
5. Responsible for getting a speaker for each monthly SNA chapter meeting.
6. Must bring food and supplies for each monthly SNA chapter meeting.

7. Complete Financial Training through UCF.

Secretary: 
1. Attends all Board and chapter meetings.
2. May be absent only two (2) meetings in a school year.
3. Submits minutes even if absent from meeting.
4. Arranges for coverage during the meeting.
5. Records minutes at all meetings and submits information to the Lifeline Newsletter Editor.

6. Provides thank you notes and gifts for each monthly chapter speakers. 

7. Maintains records of agendas and minutes to be passed on the future Boards via jump drive.

8. Serves as student representative to the Undergraduate Curriculum Committee.
9. Posts meeting notices one week before each meeting via email and on bulletin Board.
10. Conducts the correspondence of the chapter.
11. Records service hours for members and totals by semester and yearly.
12. Attends State Convention and participates in activities there to represent the University of Central Florida.

13. Works with Public Relations Director at the College of Nursing to distribute News for College and university wide publication.
Treasurer: 
1. Attends all Board and chapter meetings.
2. May miss only two (2) total meetings per year.
3. Send report if unable to attend Board meeting. 

4. Collects Dues.
5. Writes checks and makes bank deposit.
6. Responsible for the annual membership drive.
7. Maintains membership list by graduating year, in alphabetical order, with NSNA numbers and notifies members for renewals each semester.
8. Reports on total membership each Board meeting.
9. Presents financial report each Board meeting and a brief report each chapter business meeting.
10. Meets with advisor once per month to review bank account statements.
11. Submits Project In Touch to NSNA.
12. Complete Financial Training through UCF.
13. Earn the NSNA treasurer certificate at National Convention.
14. Attends State Convention and participates in activities there to represent the University of Central Florida.
Treasurer Elect
1. Serve one year as Treasurer Elect and one year as Treasurer of the SNA at UCF Orlando.  

2. During the treasurer-elect term will be responsible for shadowing current treasurer. 

3. Must attend national convention in spring as treasurer-elect and state convention during the fall as the Treasurer of SNA at UCF Orlando.  

4. Must attend chapter meetings and chapter Board meetings each month as scheduled. 

5. May be absent only two (2) meetings in a school year.
6. Attends meetings with Treasurer and advisors monthly.
Clubhouse Director: 
1. Organizes the SNA at UCF Orlando Clubhouse.
2. Documents inventory on a regular basis.

3. Recruits staff to work the clubhouse.

4. Presents purchase approvals to Executive Board.

5. Assists fundraising director with pre-orders.
6. Chairs clubhouse committee.
Fundraising Director: 
1. To be eligible for a board position, the candidate must have a cumulative GPA of 3.0 or higher and must maintain this minimum GPA throughout their term and be a full-time student in University of Central Florida’s College of Nursing Program. 
2. Coordinates fundraising events.
3. Assists SNA clubhouse director with pre-orders.

4. Presents purchase approvals to Executive Board.
5. Chairs fundraising committee.
Breakthrough to Nursing Director: 
1. Attends all Board and chapter meetings.
2. May miss only two (2) total meetings per year.
3. Send report if unable to attend Board meeting. 

4. Plans school visits for recruiting into the nursing profession.
5. Submits a report prior to State convention as to BTN activities during the previous calendar year for the State award.
6. Completes BTN report of activities forms and keeps track of BTN points earned by chapter.
7. Recruits members for a BTN committee and chairs the committee.
8. Invites Pre-Student Nurse Association and Concurrent UCF students to join SNA meetings and events.
9. Plans and implements retention programs for chapter.
10. Develops mentoring links for student nurses in program, this includes the Junior/Senior Buddy Project.
11. Attends State Convention and participates in activities there to represent the University of Central Florida.

12. Chairs BTN committee.
Community Health Director: 
1. Attends all Board and chapter meetings. 

2. May miss only two (2) total meetings per year.
3. Send report if unable to attend Board meeting. 

4. Plans at least one major community event per month in addition to the Ronald McDonald House work.
5. Submits a report prior to State convention as to community service activities during the previous calendar year for the State award.
6. Submits list of participants and total of hours to secretary for record-keeping.
7. Acts as a liaison with community groups to develop future community service projects.
8. Recruits members for community services committee and chairs that committee.
9. Completes Community Activities Form for State and submits for BTN points.
10. Creates a Community Health poster Board to submit to the annual State Convention.
11. Attends State Convention and participates in activities there to represent the University of Central Florida.

12. Chairs community health committee.
Legislative Director/NEC: 
1. Attends all Board and chapter meetings.
2. May miss only two (2) total meetings during the school year.

3. If not attending meeting, sends report.

4. Complete Financial Training through UCF.
5. Coordinates Voters’ Registration Drive in the fall.
6. Keeps chapter informed about legislative actions in the state.

7. Logs on to statehouse website once a month for updates and to the SNA at UCF Orlando website.
8. Recruit members to run for Chapter, State and National office.

9. Acts as the nursing liaison for the Inter-Professional Healthcare Coalition (IPHC)
10. Allow members to pre-slate themselves for office beginning in December and distribute officer descriptions to all members.
11. Create the election Ballot in February for the March election and counts results for the chapter.
12. Directs bylaw revisions and ensures that bylaws are continuously updated and published on the website.
13. Submits a report prior to State convention as to legislative activities during the previous calendar year for the State award.
14. Submits list of participants and total of hours to secretary for record-keeping.

15. Collect all letters written to legislators by students in the Nursing program.

16. Encourages and instructs members on how to draft resolutions to send to State convention.

17. Attends State Convention and participates in activities there to represent the University of Central Florida.
18. Acts as SGA liaison.

19. Chairs legislative committee.

Legislative Elect

1. Serve one year as legislative-elect and one year as Legislative Director of the SNA at UCF Orlando.  

2. During the legislative-elect term will be responsible for shadowing current Legislative Director. 

3. Must attend state convention during the fall as the Legislative Elect of SNA at UCF Orlando.  

4. Must attend chapter meetings and chapter Board meetings each month as scheduled. 

5. May be absent only two (2) meetings in a school year.

6. Attends meetings with Legislative Director and advisors monthly.

Historian/Traditions and Events Committee: 
1. Collects and documents the history of the chapter.
2. Attends all Board and chapter meetings and events.
3. Misses no more than two (2) total meetings a school year.
4. Arranges for coverage during the meeting or events to have pictures taken.
5. Creates the chapter scrapbook, which is entered in the scrapbook contest at the State Convention.
6. Coordinates and creates end of the year videos in review for graduating class.
7. Coordinates and schedules senior pictures.
8. Sends pictures of events to the school, State, and National newsletter editor for publication and website 
9. Organizes the SNA at UCF Orlando team for annual Relay for Life in the spring, including theme and walkers schedule.
10. Attends all captain meetings for UCF Relay for Life.
11. Organizes fundraising efforts for Relay for Life.
12. Attend Relay for Life event and ensure that there are representatives there for the SNA at UCF Orlando team for the entirety of the event.
13. Attends State Convention and participates in activities there to represent the University of Central Florida.

14. Co-chairs the Traditions and Events Committee.

Media Director/Traditions and Events Committee: 
1. Writes and distributes a monthly newsletter for all student nurses. 

2. Maintains the SNA website.

3. Maintains SNA Facebook page.
4. Attends all Board and chapter meetings.
5. May miss no more than two (2) meetings a school year.
6. Arranges for coverage when unable to attend.
7. Submits newsletters for State convention newsletter award.
8. Emails (1) copy of the monthly newsletter to the National Student Nurses’ Association.
9. Emails one (1) copy of the monthly newsletter to the Florida Nursing Students’ Association.
10. Reports to State newsletter editor any important chapter news.
11. Works cooperatively with Historian and publishes events and pictures.
12.  Attends State Convention and participates in activities there to represent the University of Central Florida.

13. Co-chairs the Traditions and Events Committee.

APPENDIX B

Points Breakdown

1. The board member in charge of the event is responsible for the roster of participation. Roster will need to be given to Vice-President after event at the beginning of each month for the previous month of activities. 

2. Prizes: Top 3 point-earners from each graduating class will get a free SNA cord. 

	A. General Meeting
	1 point each meeting

	B. Community Service
	1 point per hour (4 max)

	C. Breakthrough to Nursing
	1 point per hour (4 max)

	D. Fundraiser
	2 points

	E. Clubhouse Shift
	1 point

	F. State Convention
	5 points

	G. National Convention
	10 points


Point Deductions


Members shall give 48-hours’ notice prior to missing any event.  The member will be penalized one (1) point for each absence that does not meet this criterion.
Points Classification
	A. Knights of the Round Table
	Top 3 point earners from each class

	B. Excalibur
	36+ points

	C. Valiant
	26-35 points

	D. Noble
	16-25 points

	E. Squire
	1-15 points


APPENDIX C

Consultants have a right to:

1. Be heard by the Board when offering information, advice or an historical perspective.

2. Function as an advisor and not be utilized as support staff, performing duties that can and should be performed by members of the board or association employees.

3. An annual evaluation by the board.

4. Expect reimbursement for any board approved travel expenses associated with their work on behalf of the association that is not compensated by the College of Nursing.

5. Review all financial documents.

6. Be provided with necessary resources and information in order to adequately perform their role.

7. Regularly communicate with the NSNA and State consultants and/or staff to seek clarification and support in their role as consultant.

8. Attend all board and other meetings of the association such as state and national conventions whenever possible.

9. Their own accommodations for state and national conventions and not share a room with student members.

10. Be informed of all communication that takes place between the chapter and the state and national association.

11. Serve as appointed by the Dean of the College and approved by the Board with a term renewable each academic year by the Dean.

APPENDIX D
Consultants have a responsibility to:

1. Acknowledge and respect the student led governance structure of the organization.

2. Facilitate discussions leading to decision making by the board while refraining from directing the outcomes.

3. To maintain continuity where student leadership is short-term and changes composition year to year.

4. Act as a professional role model and mentor.

5. Attend all board and other meetings of the association such as state and national conventions whenever possible.

6. Refer to members of the board by their title and not as “students” or “kids” or any other term that diminishes the importance of their role.

7. Provide guidance to the President and other board members about their leadership roles and responsibilities; for example; how to conduct effective meetings and conflict prevention and resolution.

8. Adhere to ethical principles on all matters including that of confidentiality.

9. Be an NSNA sustaining member and be a member of at least one professional nursing organization.

10. Ensure that board members understand and advise them to follow all national, state, and chapter bylaws and policies.

11. Keep the board informed of all communications with the state or national offices.

12. Maintain an informal collegial peer review process with other consultants within their state association.

13. Guide decisions regarding major expenditures and responsible fiduciary actions.

14. Serve as contact for outside vendors as required by the vendor and/or the College of Nursing.

15. Facilitate communication lines for board members with the appropriate College representatives or University departments.

16. Meet with assigned individual board members as appropriate.

17. Offer Leadership University course and obtain certificates for the board or committee members who participate each Spring term.
APPENDIX E
Advisor/Consultant Assignments

A. Joyce DeGennaro, MSN, RN, CCRN

1. President

2. President Elect 

3. Secretary

4. Breakthrough to Nursing Director
5. Historian
6. Media Director
7. Accelerated Liaison
B. Chris Deatrick, MSN, RN
1. Vice President

2. Treasurer

3. Treasurer Elect

4. Legislative Director

5. Legislative Elect

6. Community Health Director

7. Fundraising Director

8. Clubhouse Director
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