General leadership responsibilities

In general, ACDIS national does not wish to prescribe specific tasks to the leadership of the local chapters; however, it does expect any elected representative(s) to fulfill certain obligations to its membership and to the national organization. 

These include the following:

1) The leadership should work with the local chapter members to facilitate the educational and networking needs of its membership by:

a) Establishing appropriate meeting frequency and length to meet members’ needs. ACDIS recommends meeting quarterly at a minimum.

b) Setting and maintaining a regular meeting calendar and communicating that calendar of events to ACDIS national.

c) Determining the format of the meetings. Meetings can be conducted via teleconference, face-to-face, or some combination of the two.

d) Assisting event hosts with meeting facilitation by identifying speakers, bringing handouts, filling the agendas, supplying food and beverages. 

e) Acting as a liaison to the national association. This includes keeping ACDIS updated on meetings and bringing any problems to the attention of ACDIS national leadership. 

f) Keeping meeting minutes to insure an adequate record of past meetings, results of votes, etc.

2) The local chapter leaders should participate in the ACDIS-sponsored local chapter leadership forums (leadership conference calls). These calls are offered quarterly to promote networking among chapter leaders, foster chapter-building strategies, and discuss educational ideas and potential meeting topics with other local chapter leaders around the country.

As a reminder, refer to the basic responsibilities outlined in the ACDIS Local Chapter Agreement Form.     

Responsibilities
The three leaders may take on formal roles such as president, vice president, and secretary of the group or maintain co-leadership roles. Although ACDIS requires at least three leaders from three different facilities to serve as liaisons between national and the chapter organization the chapter may decide to have a large volunteer group to serve the needs of the organization. 

Bear in mind certain tasks will need to be accomplished by the leadership team. In general, ACDIS national does not wish to prescribe specific tasks to the leadership of the local chapters; however, it does expect any elected representative(s) to fulfill certain obligations to its membership and to the national organization. These include:

1. Someone to host planning meetings (telephone conference line or online meeting platform) for the leadership team.
a. Note, invite ACDIS national representatives to these calls
2. Someone to take and disseminate minutes of the leadership team planning meetings to the entire group.   
3. Someone(s) to help plan the education component including identifying event hosts and speakers.

4. Someone to help obtain continuing education credits:
a. CCDS can be applied for at no cost to the chapter through Penny Richards (prichards@acdis.org)

b. Credits for nursing, AHIMA, or AAPC must be sought through the host facility or the organizations themselves

5. Volunteers to organize vendors/sponsors if applicable

a. Chapters should have a vendor policy in place prior to accepting vendor participation

6. Live event volunteers to help with set up, check-in, traffic flow, general chapter questions, and assisting with event hosts
Roles
Note: The following sample roles were taken from the Florida ACDIS Chapter Bylaws. See section 2 of the Advancing Offerings, Continuing Growth section of the Leadership Toolkit for other sample bylaws.
· President- The president will be responsible for writing and distribution of the quarterly newsletter. They will help organize (along with other officers) the regional quarterly meetings to be held at alternating host sights. They will also be available to answer any ACDIS National Questions and serve as the Florida ACDIS Regional representative. The President will announce the newly elected officials after the vote count prior the completion of the November meeting. The President will give the official welcome at the quarterly meetings, along with a brief message. The president will assist in the formation of an annual budget.

· Vice President - The Vice President will be responsible for the regional yearly polling questions to be distributed prior to the February meeting, with answers to be distributed at the February meeting. All members may submit questions of interest to the Vice president throughout the term.

· The Vice President will assist the president in submitting articles for the Newsletter, and assist with organization of Quarterly meetings.  The Vice President will also serve as supervisor of elections. They will gather all Nominations (One individual per hospital organization), along with a brief summary of individuals qualifications, and distribute to all members prior to August meeting. The votes will be counted by both the Vice President and Secretary/Treasurer to ensure quality. The Vice President will assist in the formation of an annual budget.

· Secretary Treasurer- The Secretary /Treasurer will send out annual dues notices after the February meeting and will collect any dues submitted. New members can submit dues at any time throughout the year, but will be required to renew at the established date. They will open a bank account for deposit of all monies and submit quarterly financial reports to the President and Vice President. They will address the ACDIS members at the quarterly meetings with a financial report and will assist in the formation of an expenditure budget. The Secretary /Treasurer will also send out the meeting minutes to all active members via email following each quarterly meeting.
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