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	JOB TITLE:   EDUCATION CHAIRPERSON 

	COMMITTEE RESPONSIBILITY:   EDUCATION COMMITTEE
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	JOB REPORTS TO:  BOARD OF DIRECTORS


ACCOUNTABILITY STANDARDS:


The Education Chairperson with the help of the Education Committee   develops, implements and supervises educational aspects of RMPANA.  The Committee MAY provide educational seminars in cooperation with ASPAN or one of the Districts.  The Education Chairperson will be appointed by the President and will be a voting member of the Board of Directors.
PREREQUISITES:


1.
Has a knowledge and understanding of the educational process.


2.
Is cognizant of current professional issues surrounding continuing education including other professional organizations.

SPECIFIC JOB DUTIES AND RESPONSIBILITIES:


1.
The chairperson develops an active Education Committee, one of whom must have a BSN and also includes the treasurer.


2.
If a joint venture with a district, the committee determines the date, location, and focus of each seminar with that district’s educational committee.


3.
Applies for contact hours through ASPAN or other accredited organization or hospital. 


4.
If a joint venture with ASPAN, follows procedures provided by ASPAN and the ASPAN Education Approver Manual.


5.
Provides Education Attendance Records verifying attendees' names, addresses, and membership status.


6.
Provides Evaluation forms to be completed at each educational offering. 


7.
Shares a summary of the evaluation results with the Board, each speaker, and the ASPAN Education Approver Committee or other CE provider if required.


8.
Sends a Thank you note to each speaker with his/her honorarium, and to each exhibitor.  The Treasurer will write any checks for honorariums.


9.
Holds periodic meetings to keep informed, to plan, and to evaluate, effectiveness of the committee’s work utilizing membership and seminar feedback. 


10.
Updates members regarding educational offerings and encourages participation.


11.
Utilizes Tax-exempt number, obtained from the Treasurer, for purchases and exhibitors who may require this number.


12.   Submits receipts for expenses to Treasurer along with Expense 



Reimbursement/Extended Funding Form.
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