Section 1.  Composition

A. The Board of Directors shall consist of: President, Vice President/NSNA Liaison, Secretary/Treasurer, Legislative Coordinator, Public Relations and Events Chair, Peer Advising Chair- Traditional, Peer Advising Chair- Second Degree, Community Service Chair, Fundraising Chair, BRAINS, Webmaster, CPR, and Lifesavers.

B. The Board of Directors shall appoint, by application process, all undergraduate members to SON Committees, as requested by the faculty and administration of the SON. 

Section 2. Responsibilities

A. The Board of Directors shall be responsible for:

a. Transacting business of the association between membership meetings and shall report such transactions at the next regularly scheduled membership meeting.

b. Each Board member may miss a maximum of two Board of Directors meetings; following the absence of their third meeting the Board member must then resign.

c. Attending monthly general body meetings.

d. Filling vacancies in any office by 2/3-majority vote of the Board of Directors, excluding that of President.

e. Reviewing monetary disbursements, acquisitions, and fund raising activities, as well as being responsible for procuring persons for audit of all accounts on an annual basis. 

f. Reviewing and updating the Bylaws annually, at the first meeting after the election of the new Board of Directors.

B. Duties of the Board shall consist of:

a. The President shall

1. Preside at all meetings of this association, appoints special committees as needed, perform all other duties pertaining to the office, and represent this association in all matters to the local nurses association, state nursing association, and other professional and student organizations.  

2. Serve as chairperson of the Board of Directors.

3. Meet with the Associate Dean for Academic Programs, and the Office of Academic Affairs as needed.
4. Communicate with the Graduate Student Organization (GSO), Doctoral Student Organization (DSO), Minority Nurses Organization (MNO), MAN-UP, and OSNR.

b. The Vice President shall

1. Assume responsibility of the office of President in the event of the vacancy occurring until the next regular election.

2. Preside at meetings in the absence of the president

3. Assist the President and act as an advisor to the president

4. Represent this organization in all communication with the Student Nurses’ Association of Pennsylvania and the National Student Nurses’ Association (NSNA). 

1. Submit monthly report to Student Nurses Association of Pennsylvania via their website: http://www.snap-online.org
2. Submit articles to the NSNA News according to the publication deadline.

3. Submit articles to Insight according to the publication deadline.

4. Inform the Board of Directors of important deadlines related to NSNA and SNAP events and awards.

5. Make arrangements for conventions, including registration and hotel accommodations.

6. Attend the Spring NSNA convention and the Fall Student Nurses’ Association of Pennsylvania convention. 

c. The Secretary/Treasurer shall

1. Record and distribute the minutes of all the meetings of this association to the School of Nursing (SON) listserv.

2. Record and distribute the minutes of all board meetings of this association to this BOD listserv.

3. Keep on files as permanent record all reports, papers, and documents submitted to the Secretary/Treasurer.

4. Refer to dully appointed committees the necessary records for the completion of business.

5. Forward minutes to the state nursing student association board as well as the names and addresses of all officers and committee chairpersons after their election or appointment.

6. Put out call for applications to SON Committees as requested by the faculty and administration of the SON.

7. Accept applications for SON Committees during open application periods.

8. Attend or designate proxy to attend monthly Student Activities Council  (SAC) meetings.

9. Be accountable to the membership for notification of pending student activities sponsored by the Office of Student Life (OSL).

10. Submit funding requests to SAC.

11. Prepare annual budget for SAC, SON, and University of Pennsylvania Student Federal Credit Union (UPSFCU) accounts in the spring semester.  

12. Submit financial reports to the membership as directed by the President.

13. Prepare monthly financial reports to be submitted to and reviewed by the BOD.

14. Keep a permanent record of all funds received and disbursed.

15. Remit payment for approved debits according to the following:

1. Disbursement of Funds:

a. Requests for disbursement of funds shall be made in writing to the BOD.

b. All expenditures must be approved by the BOD.

c. Shall disburse funds upon reception of receipts for given expenditures.

d. Shall follow appropriate SAC regulations for disbursing SAC approved funding.

d. The Legislative Coordinator

1. Be responsible for coordinating the resolution process for state and national convention.

2. Create programming on health and social policy issues for SNAP members.

3. Create and develop outreach campaigns for educating members of the university in health policy related issues.

4. Chair the endorsement process for university wide elections.

5. Report to the Vice President.

e. The Public Relations-Events Chair shall

1. Keep bulletin boards and glass display case directly across from the first floor elevators designated for SNAP use up-to-date with events, projects, and convention information. 

2. Update bulletin boards and display cases at least twice a semester.
3. Prepare notices to raise awareness of organization activities.

4. Prepare a school newsletter to be published at least biannually with information regarding conventions, scholarships, and events.

5. Shall maintain a record of events and activities attended by SNAP members.

6. Take photographs at events with SNAP members.

7. Organize faculty-student social gatherings.

8. Organize social events for undergraduate students in the SON.

9. Order refreshments for general membership meetings.

10. Report to the Vice President.

f. The Peer Advising Chair-Traditional shall:

1. Work with the Office of Academic Affairs to coordinate the Peer Advising Program for First Degree Students.

2. Coordinate New Student Orientation activities with the Office of Academic Affairs.

3. Recruit and compile, in the winter, a list of freshmen, sophomores, and juniors willing to serve as advisors.

4. Conduct interviews of all willing freshmen, sophomores, and juniors.

5. Plan orientation for all advisors.

6. Compile a list of all incoming freshmen and pair these students with advisors.

7. Send out mailing over the summer informing incoming student of the program and their advisors.

8. Send out mailings over the summer informing advisors of their advisees. 

9. Make arrangements for all peer advising activities, including meals, workshops, and social events.

10. Coordinate at least one academic and one social event in the winter and spring to reunite advisees and advisors. 

11. Maintain advising listserv.

12. Report to the Vice President.

g. The Peer Advising Chair-Second Degree shall:

1. Work with the Office of Academic Affairs to coordinate the Peer Advising Program for Second Degree Students.

2. Coordinate New Student Orientation activities with the Office of Academic Affairs.

3. Compile a list of second degree students willing to serve as advisors.

4. Conduct interviews of all willing advisors.

5. Plan orientation for all advisors.

6. Compile a list of all incoming students and pair these students with advisors.

7. Send out mailings 2 months before program start dates informing incoming students of the program and their advisors.

8. Send out mailings 2 months before program start dates informing advisors of their advisees.

9. Make arrangements for all peer advising activities, including meals, workshops, and social events.

10. Coordinate at least one academic and one social event each semester to reunite advisees and advisors.

11. Report to the Vice President. 

h. The Community Service Chair shall:

1. Maintain contact with community service organizations in the area.

2. Inform membership of opportunities to serve the community.

3. Coordinate at least one community service event each month and one major event each semester.

4. Incorporate community service activities at each general meeting.

5. Work with fundraising chair to plan philanthropic fundraisers.

6. Report to the Vice President.

i. The Fundraising Chair shall: 

1. Organize at least one fundraising event each month and one major fundraising event each year. 

2. Work with Secretary/Treasurer to compile philanthropy budget.

3. Deliver all funds accrued after fundraising events to the Secretary/Treasurer. 

4. Report to Vice President.

j. The BRAINS (Bringing Resources for Academic Improvement to 

Nursing Students) Chair shall:

1. Organize NCLEX review courses.

2. Promote tutoring and learning services to the student population of the SON via e-mails, flyers, and postings.

3. Serves on the biomedical library committee and reports back to the BOD.

k. The Lifesavers Chair shall:

1. Provide educational information to the University of Pennsylvania community via tables on Locust Walk.

2. Establish a theme for each month. 

3. Solicit volunteers to staff the information tables. 

4. Compile appropriate handouts and exhibit materials for each program.

5. Reserve table and poles through OSL, according to their rules and regulations.

l. The Webmaster shall:

1. Update the content of the website, www.nursing.upenn.edu/snap at least one time each month.

2. Ensure that the SNAP website is listed on the NSNA and Student Nurses’ Association of Pennsylvania websites.

3. Fill out application forms for the NSNA and Student Nurses’ Association of Pennsylvania website awards, according to their respective deadlines. 

m. The CPR Chair shall:

1. Work with the office of Academic Affairs to coordinate the CPR certification and CPR re-certification classes.

2. Solicit instructors to teach an ample number of courses.

3. Send out to all students, via mail and e-mail a schedule of all CPR courses scheduled at the SON.

4. Collect all registration forms and fees. 

5. Assign students to courses, as space allows. 

6. Coordinate for payment of CPR Instructors.

C. The SON Committee Representatives shall:

a. Attend all scheduled meetings of their respective committees.

b. Report back to the BOD via written reports monthly.

c. Attend all scheduled SNAP membership meetings to present their report to the membership.

d. Solicit requests for feedback from the students of the SON through the BOD. 
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