OFFICE OF THE PRESIDENT

TERM OF OFFICE

The President serves for one year.  The term begins from the adjournment of the House of Delegates meeting of one year to the adjournment of the following House of Delegates meeting.

QUALIFICATIONS

The President must have served as President-Elect the Proceeding year.  Only (Professional I or Professional II active members and emeritus members who have been in this Society at least one year and are in good standing are eligible to hold office or to serve on the Board of Directors.  The President-Elect must have served on the Board of Directors for at least one year.  One who no longer qualifies as an active or emeritus member forfeits any office held in this Society.

DUTIES

The President is the chief executive of the Washington State Society for Clinical Laboratory Science.  The President's duties are to:

A. Meetings

1. Preside at all meetings of the Board of Directors and House of Delegates.

2. Establish dates of the interim (generally 3 per year) and any special Board of Directors meetings needed

i. Summer Board Meeting – held at a time during the summer convenient for current WSSCLS leadership.  This meeting is sometimes called the WSSCLS Leadership Conference.

ii. Fall Board Meeting – held in conjunction with the Northwest Medical Laboratory Symposium

iii. Winter Board Meeting – held in January or February in different location of the state than the Spring Meeting

iv. WSSCLS House of Delegates – held in conjunction with the Spring Meeting

3. Prepare agendas for all such meetings.

i. Supply the necessary information to all Board Members and Committee Chairs.

ii. The Notices should be sent at least three weeks prior to the meeting.  

4. Establish Interim Meeting and Annual Meeting report deadlines for WSSCLS Officers, Board Liaisons (if positions are utilized), and committee chairs.

i. Reports are to be submitted to the Secretary for duplication and distribution at the meetings.  

ii. The report deadline should be chosen in consultation with the Secretary.  

iii. Any WSSCLS officer or committee chair not meeting the deadline is responsible for bring the requested number of copies of the report to the meetings

B. Reports

1. Make a complete report of the yearly activities of the Society, in writing, at the WSSCLS Annual Meeting.

C. Appointments

1. Appoint the chairs of the standing committees, special committees, and sections of the Scientific Assembly (if Scientific Assembly is active).  Refer to the specific committee for the duration of the term of the appointment.  

i. It is important to always include new members as committee chairs or on committees so they can be mentored.  It is recommended that members not get “locked” into positions by always doing the same job.  This discourages “new blood” and discourages different viewpoints and mentoring.

2. It is recommended that appointments be made prior to the Annual Meeting and should be made within one month after installation.

3. Make sure that appointees understand and are agreeable to the responsibilities of the position they are to assume.

4. Mace certain all appointees have a copy of the WSSCLS Leadership Handbook or appropriate sections.

5. A form supplied by ASCLS is to be completed and returned immediately upon receipt listing the officers, committee chairs, and district society presidents.  It is imperative that ASCLS receive this information as soon as it is available so that State and National Directories can be made up and distributed.   

D. Leadership Directory

1. Make up address and telephone lists of all officers and appointed WSSCLS representatives to distribute within the State and to publish in LabOratory.  

E. LabOratory

1. Prepare and submit an item for each issue of LabOratory.

F. Region IX Council

1. Reports to the Region IX Diector. 

2. Represent WSSCLS on the Region IX Council

3. Attend all Region IX Council meetings or send a designated representative.  

G. ASCLS House of Delegates

1. Furnish the ASCLS Credentials Committee with a list of names, addresses and ASCLS numbers for the delegates and President's Council attending the National Meeting.  A form will be provided by the ASCLS Credentials Committee.

2. With the President-Elect, or alternate, represent WSSCLS on the ASCLS President's Council and attend all meetings recommended for the President's Council.  

H. District Society Meetings

1. Be available to attend district society meetings or send a designated representative.

I. President’s File

1. Keep materials received from previous President in order. 

2. Add reports, newsletters, correspondence, Bylaws, etc. as indicated.

3. Deliver to successor no later than one month after the expiration of the term of office.

J. Correspondence

1. Send copies of all official correspondence to the President-Elect. 

2. Send copies of all correspondence with National or Region IX to the Region IX Director. 

K. Other Duties

1. Perform all duties customary and necessary to the office

2. Answer all mail

3. Ascertain that all officers, chairs and committees are functioning properly

4. Perform tasks assigned by the Board of Directors or the House of Delegates

5. Review Leadership mailings in a timely manner and answer all ASCLS requests for action.  

6. Distribute information pertinent to WSSCLS members from the leadership mailings or any other source. 

7. Assist the President-Elect to plan and conduct the Summer Leadership Conference

8. One month after the expiration of the term, the President shall deliver to the successor all Society properties.

The office of President is an important position and the individual chosen needs to be an open-minded, creative leader accepting new challenges and devising ways in which to improve and expand the Society and the role we play in laboratory medicine.

OFFICE OF THE PRESIDENT TIME COMMITMENT EXPECTATIONS:

	Month
	Activity with President-elect
	Approximate Time Commitment

	May
	Plan Leadership Conference / Summer Board Meeting to be held in Summer/early Fall
	4 hours planning

8 hours meeting + travel

	June / July
	Appoint Committee Chairs and Board Liaisons
	3 hours

	August
	Update Leadership Directory
	1 hours

	September
	Prepare agenda for Fall Board Meeting & send to Secretary for mailing

Prepare WSSCLS report for Region IX Council Meeting
	1 hour

1 hour

	October
	Fall Board Meeting at NWMLS

Region IX Council Meeting
	2 hours + travel

2 hours 

	November
	Act on action items from Fall Board Meeting
	2 hours

	December
	Prepare agenda for Winter Board Meeting to be held in January or February & send to Secretary for mailing
	1 hour

	January/February
	Winter Board Meeting 

Prepare report for Region IX Council Meeting

Region IX Council Meeting

Submit award nominations to ASCLS

Write letter for nomination for ASCLS Member of the Year
	8 hours + travel

1 hour

8 hours + travel

1 hour

1 hour

	March
	Prepare agenda for Spring Board Meeting and Annual House of Delegates Meeting and send to Secretary for mailing
	2 hours

	April
	Spring Meeting Board Meeting and House of Delegates
	4 hours + travel

	May
	Act on action items from meetings
	2 hours

	June
	Prepare WSSCLS yearly report for ASCLS House of Delegates
	1 hour

	July-August
	Assist President-Elect with Leadership Conference

Get President’s File in order and pass on to new President
	4 hours

2 hours

	
	
	


OFFICE OF THE PRESIDENT-ELECT

TERM OF OFFICE

The President-Elect serves for one year and automatically assumes the office of President in the event of a vacancy of the President’s position.  If the President’Elect is needed to fill a vacancy for the office of President, s/he will still be come President for the year for which they were originally elected.

QUALIFICATIONS

The President-Elect must have been an active member in good standing for at least one year prior to taking office, and should have served on the Board of Directors for one year.  Only (Professional I or Professional II active members and emeritus members who have been in this Society at least one year and are in good standing are eligible to hold office or to serve on the Board of Directors.  

DUTIES

The President-Elect duties are to:

A. Assume the presidential responsibilities if, for any reason, the President cannot perform their duties.

B. Work closely with the President so continuity can be maintained from one year to the next.

C. Meetings

1. Attend all meetings of the Board of Directors and House of Delegates.

i. Summer Board Meeting – held at a time during the summer convenient for current WSSCLS leadership.  This meeting is sometimes called the WSSCLS Leadership Conference.

ii. Fall Board Meeting – held in conjunction with the Northwest Medical Laboratory Symposium

iii. Winter Board Meeting – held in January or February in different location of the state than the Spring Meeting

iv. WSSCLS House of Delegates – held in conjunction with the Spring Meeting

D. Appointments

1. Make certain all appointees have a copy of the WSSCLS Leadership Handbook or appropriate sections.

2. Unofficially appoint the chairs of the standing committees, special committees, and sections of the Scientific Assembly (if Scientific Assembly is active) for the following year.  Refer to the specific committee for the duration of the term of the appointment.  

i. It is important to always include new members as committee chairs or on committees so they can be mentored.  It is recommended that members not get “locked” into positions by always doing the same job.  This discourages “new blood” and discourages different viewpoints and mentoring.

3. Make sure that appointees understand and are agreeable to the responsibilities of the position they are to assume the following year.

4. Make certain that all appointees work with the current chair of the committee that they will lead the following year.   

E. Region IX Council

1. Represent WSSCLS on the Region IX Council.

2. Will serve as an office on the Region IX Council.

3. Attend all Region IX Council meetings.  

F. ASCLS House of Delegates

1. With the President, or alternate, represent WSSCLS on the ASCLS President's Council and attend all meetings recommended for the President's Council.  

G. District Society Meetings

1. Be available to attend district society meetings.

H. WSSCLS Leadership Seminar

1. Determine the date of the Leadership Seminar after consulting with the WSSCLS Board.  This meeting is generally held in the Summer (see meetings above).

2. Plan the agenda for Leadership Seminar

3. May be asked to plan a Leadership session for the WSSCLS Spring Meeting.  

I. Finance Committee

1. The President-Elect acts as the Chair of this committee.

2. Members of this committee consist of the current President, President-Elect, Treasurer, and may include the Past-President.

3. The President-Elect prepares the budget for the year s/he will serve as President

4. Present the proposed budget at the Winter Board Meeting. 

5. The proposed budget is adopted at the Spring Board Meeting/WSSCLS House of Delegates

J. Other Duties

1. Act as the liaison for the District Presidents

i. Correspond with the District Presidents to establish good communication and to office assistance and ideas.

ii. Urge each District President to write District reports respecting the deadlines established by the WSSCLS and Secretary or to send a representative if s/he is unable to attend.

iii. Urge each District President to attend all WSSCLS Board Meeting and the House of Delegates.

2. Perform tasks assigned by the President, Board of Directors, or the House of Delegates

K. The office of President-Elect is meant to be a year for preparation to take over the President’s position for following year.  Since this position, and that of the President, involved conducting many formal meetings, a good working knowledge of Robert’s Rules for Handling Meetings is essential.

TIME COMMITMENT EXPECTATIONS – see following page

OFFICE OF THE PRESIDENT-ELECT TIME COMMITMENT EXPECTATIONS:

	Month
	Activity with President
	Approximate Time Commitment

	May
	Plan Leadership Conference / Summer Board Meeting to be held in Summer/early Fall
	4 hours planning

8 hours meeting + travel

	June / July
	Appoint Committee Chairs and Board Liaisons for upcoming year
	2-3 hours

	August
	Update Leadership Directory
	1 hours

	September
	Assist President in preparation of agenda for Fall Board Meeting


	1 hour

1 hour

	October
	Fall Board Meeting at NWMLS

Region IX Council Meeting
	2 hours + travel

2 hours

	November
	Act on action items from Fall Board Meeting, if needed
	Varies with assignments

	December
	Assist President in preparation of agenda for Winter Board Meeting to be held in January or February
	1 hour

	January/February
	Winter Board Meeting 

Region IX Council Meeting
	8 hours + travel

8 hours + travel



	March
	Assist President in preparation of agenda for Spring Board Meeting and Annual House of Delegates Meeting
	1 hours

	April
	Spring Meeting Board Meeting and House of Delegates
	4 hours + travel

	May
	Act on action items from meetings, if needed
	Varies with assignments

	June/July/August
	Implement plans for Leadership Conference

Get President’s File in order for upcoming year
	2 hours


OFFICE OF THE SECRETARY

TERM OF OFFICE

The Secretary is elected for one year, but may be re-elected for another year.  The maximum term is for two consecutive years.

QUALIFICATIONS

The Secretary must be an active member in good standing of this Society for at least one year prior to election of this office.   Only Professional I or Professional II active members and emeritus members who have been in this Society at least one year and are in good standing are eligible to hold office or to serve on the Board of Directors.  

DUTIES

The duties of the Secretary are:

A.
Meetings

1.
Attend all meetings of the Board of Directors and House of Delegates.

i.
Summer Board Meeting – held at a time during the summer convenient for current WSSCLS leadership.  This meeting is sometimes called the WSSCLS Leadership Conference.

ii.   Fall Board Meeting – held in conjunction with the Northwest Medical Laboratory   Symposium

iii.  Winter Board Meeting – held in January or February in different location of the state than the Spring Meeting

iv.  WSSCLS House of Delegates – held in conjunction with the Spring Meeting

      B .
Record the minutes at all of the official meetings of WSSCLS.

      1.   Distribute copies of the minutes of the meetings to all Board members and Committee Chairs within one month of these meetings.

                   2.   The “unofficial” copy of the minutes from the previous meeting will be presented for approval at the next Board Meeting or House of Delegates, whichever the case may be.

                                     i.   Once the minutes are approved as read or as correct at the meeting, one copy of the “official” minutes will be kept in the Secretary’s File and the President’s File.  Copies of all reports presented at the Board Meetings or House of Delegates are to be attached to the “official” minutes.

                   3.   Copy all reports submitted by the Board of Directors, or Committee Chairs as directed by the President.  

      C.   Perform other secretarial duties as directed by the WSSCLS President or Board of Directors, i.e., writing special letters, ordering and keeping stationery supplies.

 D.   In the event of the simultaneous absence or removal of the President and President-Elect during their terms of office, by death, resignation, or total disability, the Secretary will become President for the remainder of their terms of office.

      E.   Furnish the WSSCLS Nominations and Elections Committee a complete list of delegates from the District Societies two hours before the opening of the WSSCLS House of Delegates.

      F.   Official ruling documents of this society must be filed with the ASCLS Executive Office within two weeks of adoption or amendment.  This includes: 

1. Article of Incorporation

2. Bylaws

      G.  Deliver to the successor, all Society properties in his/her possession including the Secretary’s File within one month after the expiration of their term of office.

OFFICE OF THE SECRETARY TIME COMMITMENT EXPECTATIONS:

	Month
	Activity
	Approximate Time Commitment

	May
	
	

	June / July
	
	

	August
	
	

	September
	Type minutes and mail
	3 hours

	October
	Fall Board Meeting 
	3 hours

	November
	Type up and mail minutes
	3 hours

	December
	
	

	January
	Winter Board Meeting Minutes
	3 hours

	February
	Type up and mail Minutes
	3 hours

	March
	
	

	April
	Spring Meeting Minutes
	3 hours

	May
	Type up Minutes / Mail
	3 hours

	June
	
	

	July-August
	Summer Board Meeting
	3 hours

	
	
	


OFFICE OF THE TREASURER
TERM OF OFFICE

The Treasurer is elected for a term of two years.  The person may be re-elected, but may not serve in this office for more than four consecutive years.

QUALIFICATIONS

The Treasurer must be an active (Professional I or Professional II active members) and emeritus member in good standing of this Society for at least one year prior to election to this office.

DUTIES

The duties of the Treasurer include:

A.  Meetings

1.  Attend all meetings of the Board of Directors and House of Delegates.

i. Summer Board Meeting – held at a time during the summer convenient for current WSSCLS leadership.  This meeting is sometimes called the WSSCLS Leadership Conference.

ii. Fall Board Meeting – held in conjunction with the Northwest Medical Laboratory Symposium

iii. Winter Board Meeting – held in January or February in different location of the state than the Spring Meeting

iv. WSSCLS House of Delegates – held in conjunction with the Spring Meeting

2.  Submit a financial statement for each WSSCLS Board Meeting and for the House of Delegates.

                                 i.    Supply the necessary information to all Board Members and Committee Chairs.

                                ii.    The Notices should be sent at least three weeks prior to the meeting.  

B.  Board Year is defined as the period August 1 through July 31.

C.  Other Duties

1.  Notify the Secretary of State for Washington of the name and address change for Non-Profit Corporation mailings, and notify the Bonding Insurance Broker of same within 1 month of assuming the duties of office.

2.  Serve as a member of the Finance Committee.

3.  Pay only vouchers authorized by the WSSCLS Board of Directors for that year, except for checks authorized especially by the President or the Board.

4.  Understand receipts versus disbursements in order to advise the Board of Directors of the feasibility of new projects.

5.  Bill for services rendered under the direction of the Boards of Directors or the President.

6.  Maintain a running tally of scholarship and student delegate funds for record purposes, keeping the respective committee chairs apprised of funds available.

                   7.  Assure that two authorized signatures appear on the checks of the Society for amounts over $500.00.  Authorized signatures include the President, Treasurer, and one Board Member (preferable living in the same city as the Treasurer).

     D.  Monthly

                   1.  Arrange reconciliation of bank statements by a member of the Society who is not authorized to sign checks.

                   2.  Forward ASCLS membership updates of the Membership Development Committee Chair.

      E.  Annually

                   1.  Acquire bank signature authorization cards at the beginning of each organization year, so that the current WSSCLS President, Treasurer, and one authorized Board Members may have the accounts in their proper names.

                   2.  Notify all WSSCLS Committee Chairs by August 31, of the total expenditures of their respective committees during the previous board year.

                   3.  Complete Form L-3-Employer of Lobbyist Annual Report and File with the Washington State Public Disclosure Commission February 28.  (This is in the event that WSSCLS employs a lobbyist).

                   4.  File the Non-profit Corporation Annual Report and fee with the Washington Secretary of State by March 1.

                   5.  Update the Group Exemption Status with the IRS before April 30.

                   6.  Request and maintain on file from each District Society:

i. A copy of the District’s Final Financial Record for the board year.

ii. Verification of review of the District’s financial records for that year.

iii. These records are to be on file with the WSSCLS Treasurer within two months of the closure of the board year.

                   7.  Have the WSSCLS financial records reviewed, including signed verification of this procedure, within two months of the closure of the board year by a committee approved by the WSSCLS President from the membership.

                   8.  File Form 990 or 990EZ-Organizations Exempt from Income Tax with the IRS on or before December 15.

9.  Review tax laws by contacting the IRS regarding any changes that may affect the organization.

      F.  When appropriate

                   1.  Sign Form L-1-Lobbyist Registration when a new lobbyist is employed or a lobbyist contract is renewed or revised.

                   2.  Renew Bonding Insurance prior to April 21 at three-year intervals, for a sum of money appropriate for the Society.

                   3.  File a copy of the WSSCLS Constitution/Bylaws/SOP with the IRS following any revision of these documents.

                   4.  Update the Treasurer’s Manual when appropriate so that a smooth transition may occur when a new Treasurer is installed.

      G.  Deliver to successor, within one month following expiration of term of office, all Society properties in his/her possession.

OFFICE OF THE TREASURER TIME COMMITMENT EXPECTATIONS:

	Month
	Activity
	Approximate Time Commitment

	May
	
	

	June / July
	
	

	August
	
	

	September
	
	

	October
	
	

	November
	
	

	December
	
	

	January
	
	

	February
	
	

	March
	
	

	April
	
	

	May
	
	

	June
	
	

	July-August
	
	

	
	
	


BOARD LIAISON

POSITION

A Board Member appointed by the president who will act as a liaison between the Board and designated Committee Chairs.

QUALIFICATIONS

An active member of the Society in good standing who has been appointed to the Board of Directors by the President to be a Board Member-At-Large.

DUTIES

The Board Liaison’s duties are to:

L. Meetings

1. Attend all meetings of the Board of Directors and House of Delegates.

i. Summer Board Meeting – held at a time during the summer convenient for current WSSCLS leadership.  This meeting is sometimes called the WSSCLS Leadership Conference.

ii. Fall Board Meeting – held in conjunction with the Northwest Medical Laboratory Symposium

iii. Winter Board Meeting – held in January or February in different location of the state than the Spring Meeting

iv. WSSCLS House of Delegates – held in conjunction with the Spring Meeting

M. Communicate with the Committee Chairs assigned to him/her by the President.

1. Offer assistance and ideas.

2. Urge Committee Chair to write committee goals and objectives for the coming year which will be used to evaluate progress throughout the year.

3. Make sure the Committee Chair has report deadlines

4. Communicate with the Committee Chair(s) not present at the Board Meetings, any actions or decisions taken at the meeting which affect the Committee.

5. to establish good communications and to offer assistance and ideas, as reported.

N. Committee Reports

1. Collect reports from each Committee Chair in time for the Board Meetings and House of Delegates according to the deadlines established by the President.

2. Present the Committee reports to the Board Meetings and House of Delegates for Committee Chairs not in attendance.

3. Present Committee motions and suggestions to the Board in the absence of the Committee Chair.

4. Inquire, in turn, of each Committee Chair present as to whether or not there are additions or corrections to their report.

TIME COMMITMENT EXPECTATIONS:

	Month
	Activity
	Approximate Time Commitment

	Month prior to meetings
	Remind your committee chairs that reports are due for Board Meetings and House of Delegates
	½ hour

	Month of Board Meetings and House of Delegates
	Attend meetings and coordinate reports of your committees; report for those committee chairs not present
	4-8 hours per meeting + travel


DISTRICT SOCIETY PRESIDENT

TERM OF OFFICE

The District Society President serves as a member of the WSSCLS Board for the one year that s/he presides as District President.  The length of term of the District Society President may vary with the District’s Bylaws.

QUALIFICATIONS

The District Society President must be an active member (Professional I or II) in good standing of the Society for at least one year prior to election to this office.

DUTIES

The District Society President’s duties are to:

O. The District Society President has a dual function as a WSSCLS Board Member and as President of the District.

P. WSSCLS Meetings

1. Attend all meetings of the Board of Directors and House of Delegates.

i. Summer Board Meeting – held at a time during the summer convenient for current WSSCLS leadership.  This meeting is sometimes called the WSSCLS Leadership Conference.

ii. Fall Board Meeting – held in conjunction with the Northwest Medical Laboratory Symposium

iii. Winter Board Meeting – held in January or February in different location of the state than the Spring Meeting

iv. WSSCLS House of Delegates – held in conjunction with the Spring Meeting

2. Submit a financial statement for each WSSCLS Board Meeting and for the House of Delegates.

i. Supply the necessary information to all Board Members and Committee Chairs.

ii. The Notices should be sent at least three weeks prior to the meeting.  

Q. At the State Board s/he represents the concerns of the district to the Board and reports back to the District members the actions taken by the Board.

R. Submit a list of officers and appointed officials of the District to the Board.

S. Prepare an article for each edition of LabOratory concerning activities within the District. (May delegate to others).

T. In the District s/he presides at all meetings, and, if unable to attend, appoints another District officer to preside.

U. Prepares the agenda, establishes meeting dates and times, and has notices of meetings sent to District members.

V. Appoints District Committee Chair(s) as are active in the District (this will vary by District).

W. Performs all usual and customary duties of a District Society President.

X. Makes a report for all WSSCLS Board Meeting and an annual report to the WSSCLS House of Delegates.  

Y. Sends copies of all official correspondence to the President and the President-Elect.

Z. May publish a District newsletter to update members on all district events. (May delegate to others).

AA. Select delegates to the ASCLS Annual Meeting in March (WSSCLS President will let you know of the number of delegates from your District).

AB. Delivers all properties of the Society to successor within one month after the expiration of his/her term of office.

DISTRICT SOCIETY PRESIDENT TIME COMMITMENT EXPECTATIONS:

	Month
	Activity
	Approximate Time Commitment

	May
	District Board Meeting / election of Officers
	

	June / July / August
	Audit District Treasurer’s Books;

Prepare report for Summer Board Meeting;

Attend WSSCLS Summer Board Meeting / Leadership Conference
	2 hours

½ hour

8 hours if attending

	September
	Prepare report for WSSCLS Fall Board Meeting
	1/2 hour



	October
	Fall Board Meeting at NWMLS

Region IX Council Meeting
	2 hours

2 hours

	November
	
	

	December
	
	

	January
	Prepare report for Winter Board Meeting;

Winter Board Meeting
	½ hour

8 hours if attending

	February
	
	

	March
	Prepare report for Winter Board Meeting; Select District delegates to ASCLS Annual Meeting (WSSCLS President will let you know of the number of delegates for your District)
	

	April
	Spring Meeting Board Meeting and House of Delegates
	4 hours

	May
	Transfer updated records to incoming President
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