NEW JERSEY DIETITIANS IN HEALTH CARE FACILITIES

STANDING RULES

ARTICLE I - NAME

The name of this organization shall be the New Jersey Dietitians in Health Care Facilities (Hereinafter called NJD-HCF)

ARTICLE II - MISSION

The mission of this organization is:





(a)
To establish a regular and frequent mechanism to keep dietitians aware of current issues and information relevant to their work and interests;

(b) 
To provide greater visibility for the dietitian within the structure of the American Dietetic Association and the New Jersey Dietetic Association;

(c) 
To serve as a vehicle for communication with the Executive Board of the New Jersey Dietetic Association;

(d) 
To develop and maintain liaison with individuals and associations of common concerns such as legislators, nursing facilities, hospitals, home health agencies, DTR, CDM, and food service supervisors, state and federal agencies, educational institutions, and others who interact with Dietitians in NJD-HCF;

(e) To assist in orientation programs for new dietitians and in continuing education programs and specialized training for practicing Dietitians in 


NJD- HCF.

(f) 
To establish professional standards of practice for Dietitians in NJD-HCF.

(g) 
To become an integral part of a network to improve nation wide health care through the legislative process and other means.

ARTICLE III - AFFILIATION

The NJD-HCF is affiliated with the New Jersey Dietetic Association as a Dietetic Practice Group.  The NJD-HCF practice group shall develop policies and procedures consistent with the objectives and policies of the New Jersey Dietetic Association and the ADA Council on Professional Issues.

ARTICLE IV - MEMBERSHIP




Section 1: 
Qualifications.

The person must be a member of the American Dietetic Association.  The chair-elect must be a Registered Dietitian.  

The membership list will not be distributed to others without approval of a majority of the Governing Board.  A current membership list will be mailed to active members annually.

Section 2:
Dues. 

The notices of the annual dues to be paid to NJD-HCF shall be mailed to members by April 1.  Membership year is June 1 to May 31.  A late fee of         $5.00 will be charged after the June 1st due date. Dues will not  be pro-rated during the year. Amount of dues will be set annually by the Governing Board. The budget shall be adopted by the Board annually.

Section 3:
Removal & Reinstatement:

A member whose dues are delinquent (after June 30) will be dropped from the membership of the NJD-HCF. 

ARTICLE V - GOVERNING BOARD

Section 1:
Composition.

The voting members of the Governing Board shall consist of a Chair, Chair-Elect, Secretary, Treasurer, Treasurer Elect, Chairman of the Nominating Committee, Chairman of each of the Standing Committees and immediate past Chair.

          
Executive Board consists of the Chair, the Chair-Elect, Secretary, and Treasurer.

 




Section 2: Officer's Duties:

(a) Chair:


The Chair will:




1.  
Be the Chief Executive Officer of the Association and chairperson of the Governing Board for a one-year term.

          
2.   
Be administratively responsible for all business of the organization.

          
3.   
Be chairperson of all general membership and Board meetings.

          
4.   
Serve ex-officio to all committees except the nominating committee.

5. Write report to area coordinators of CD-HCF as requested.



6. Be a member of the CD-HCF.  DPG dues reimbursable by NJD-HCF.  

7. Attendance at the annual FNCE meeting reimbursable for registration, transportation and lodging (no meals). with receipts.  

8. The year after serving as chair, serve on liaison committee to the New Jersey Department of Health & Senior Services.    

9. Be responsible for creating the chairman’s corner in the members newsletter during term.

(b) Chair-elect:


The Chair-elect will:


1.
Be the Program Planning Chairman; arranging programs, speakers, for Winter, Spring meetings during term as Chair-Elect; and Fall meeting while serving as Chair.  Arrange dates and location for programs and advise membership of planned schedule.


2.   
Perform the functions of the office of the Chair in the absence of the Chair.


3.  
Become acquainted with all the duties of the Chair and other officers.


4.   
Be an alternate ex-officio member of the Council of Professional Issues of the New Jersey Dietetic Association.

5. Serve as member of the Finance and By-laws Committee. 

6. Prepare meeting notices for all meetings of the general membership, and of the Governing Board as directed by the Chair.  

7. Attendance at the annual FNCE meeting reimbursable for registration, transportation and lodging (no meals) with receipts.  

8. Serve a one-year term as Chair-Elect, and following year as Chair. The year after serving as Chair, serve on Liaison Committee to the New Jersey Department of Health & Senior Services.  

(c) Secretary:






The Secretary will:






1.
Record the minutes of the general membership meetings and all governing Board meetings.

2.  
Mail copies of the minutes of the Governing Board meetings to all members of the Governing Board and President of the NJDA.

          
3.   
Maintain records and files of the Association.

          
4.   Conduct correspondence as directed by the Governing Board.

          
5.   Serve a one-year term.

(d) Treasurer:





The Treasurer will:

1. 
Serve as the Chairperson of the Finance Committee.  Collect all dues and monies from promotions.

          
2.   
Keep financial records for NJD-HCF.


3.   
Deposit all funds in the name of the NJDA in such repositories as shall be designated by the Governing Board.  Notify such repositories 30 days prior to change of office.

4.   
Make payments in accordance with bills submitted and approved.  Expense vouchers from members should be paid within two weeks from submission.


5.  
Render financial reports to members of the Governing Board, NJDA as required, and the general membership.

          
7.   
Serve a one-year term.

(e) Treasurer-elect:

    
The Treasurer elect will:  

          
1.
Be responsible for registration and check-in attendees at meetings.

          
2. 
Work with Treasurer as needed or in absence of Treasurer.

          
3.   
Possess signing authority for checks.

          
4.   
Automatically succeed the treasurer for the following year.

(f) Chairman of the Nominating Committee:

          
The Chairman of the Nominating Committee will:

1. Present proposed ballot to the Governing Board for approval prior to mailing. 






2. 
Prepare official ballots with instructions and arrange mailing to each member as per governing board directions.

3. Arrange for ballot counting with committee. 

4.
Notify all nominees of the results of any election. 

4. Serve a one-year term. 

(g) Nominating Committee:





Composition: Shall consist of three (3) members;





1)  
The Chairman shall be the nominee with the highest votes from the general membership.






2) 
The other two nominees with the highest votes will automatically be members of the Nominating Committee.

  




3) 
Serve a one-year term.

Function: The committee shall prepare a ballot of candidates for each Governing Board office to be filled.  The slate shall be presented to the governing Board for approval at the Winter Board Meeting. The ballot shall be prepared by the committee and sent to all members of the Association no later than February 28 and returned no later than March 31.  The results of the ballot shall be posted in the Spring newsletter and announced at the Spring meeting.  

Section 3: 
Elected Chairpersons & Committees:

(a) Public Relations/Newsletter


Composition: Elected by the membership.
Function: Responsible for gathering and disseminating information of interest about the group and for preparing a tri-annual  (Fall, Winter, Spring) newsletter for the members of the Association.

(b) Legislative Committee:
          
Composition: Elected by the membership.
Function: Responsible for gathering and disseminating information of interest on legislation and Medical Nutrition Therapy (MNT) to the membership.  Attendance at NJDA legislation meetings, and any other meetings deemed appropriate by the governing board or Chair.












(c) Quality Assurance:

          
Composition: Elected by the membership.
Function: Prepare program evaluation forms for each membership meeting.  Gather and disseminate information of interest on quality assurance to the membership.












(d) Membership:

          
Composition: Elected by the membership.

Function: Collect membership dues, and give to Treasurer.  Maintain a roster of members who pay dues, and send updated membership list to webmaster for annual disbursement to members and correction of address plates.












(e) In-Service
          
Composition:  Elected by the membership.

Function: Serve as librarian for the practice group and disseminate all in-service materials to the general membership as requested. Evaluate for purchase and recommend to the Governing Board additional materials.












(f) By-Laws
          
Composition:  Elected by the membership. 

Function:  Maintain By-Law records.  Chair By-Laws review meeting.  Make available to the membership any amendments and/or changes.  












(g) Liaison Committee
Composition:  Chair, Chair-elect, Immediate past Chair, and NJDA Liaison.  
Function:  Liaison between NJD-HCF and the Dept. of Health and Senior Services.  Update members on recent changes in HCFA and survey process.












(h) Recognition / Awards
Composition: Elected by the membership.

Function:  Review and recommend members for recognition. Develop criteria in conjunction with National.  Purchase door prizes and plaques. 












(i) Finance Committee
Composition:  Chairperson is the Treasurer. Committee consists of Treasurer, Chair-elect, and Treasurer Elect, all elected by the membership.  
Prepare yearly budget for presentation to the governing board for approval prior to June 1.












(j) Liaison to NJDA
Composition: Elected by the membership.

Function:  Attend NJDA meetings.  Submit reports to NJDA.  Update members on NJDA activities.
(k) Diet Manual Committee
          
Composition:  Shall consist of five to eight members. 

Function:  To keep the Diet Manual updated; to publish and sell the Diet Manual; to keep accurate records of expenses, sales, and customers.






1. 
Members of the Diet Manual Committee must be members of NJD-HCF.






2.  
The Chair will be elected by the membership of the association.

2. The Chairperson is responsible for arranging and conducting meetings of the Diet Manual Committee and assuring that the updated Diet Manual will be ready for sale by November before the five year expiration date.






(l) Credentialing Committee Chairperson





Composition: Elected by the membership.

Function:  Submit Continuing Professional Education Prior Approval Request Forms to NJDA Credential Chair about upcoming meetings for continuing education credits.  Provide attendance certificates for attendees at meetings.










(m)  Marketing





Composition: Elected by the membership.
1. Will send information of interest to NJDA News & Views, NJDA website and NJD-HCF website. 

2. Will coordinate displays for the NJDA Annual Meeting. 

3. Contact vendors for meetings. 

4. Coordinate meeting brochures with the chair elect. 











(n)  Web Coordinator





Composition: Elected by the membership.
Function:  Monitor Web site content with the Web Designer, Chair and Chair-elect.  Monitor information submitted to the site for posting for authenticity and relevance to the membership.  Maintain access to the Dietetics in Health Care Communities Forum and the ADA list serve.  Check the list serves on a regular basis for appropriate information for posting on the web site.











(o)  Historian





Composition: Elected by the membership.

Function:  Record and authenticate meaningful activities and projects of the organization.  Maintain a collection of pictorial data, program of events and historical data pertaining to the organization/members for future reference.











(p) Other Standing Committees
May be established by the Governing Board, as needed.  The composition and function will be determined by the Governing Board.


Section 4:  Functions of the Governing Board:

     
The Governing Board will:






a) 
Determine administrative policies and manage the property and affairs of the 



NJD-HCF.

b)  
Delegate any power in the course of operations to a committee or agent as allowed by law upon vote of the board.

     
Section 5:  Meetings:

A minimum of three (3) meetings of the Governing Board shall be held during the ADA calendar year.  Special meetings of the Governing Board may be called at the discretion of the Chair.  A majority of the Board shall constitute a quorum.

ARTICLE VI - ELECTIONS

     
Section 1:  Elected Officers:

     
a. 
All positions will be elected.

b.
All elected officers shall be elected by a plurality vote of the general membership of the Association.  In the event of a tie, another ballot for the office will be sent to the membership to resolve the election.

     
c.  
The ballots shall be counted by the nominating committee.

d. 
Each nominee shall be notified of the results of the election by the chairman of the Nominating committee.

     
e. 
Elected officers shall assume their duties according to the calendar of NJDA.

     
Section 2:  Qualifications:

a. 
Nominees for Chair-elect of the Association should be a member of the Governing Board or a committee chairperson for at least one year at any time prior to the nomination to that office.  Must be a Registered Dietitian.

b. Nominees for all other elected offices must be Active members of the 

NJD-HCF.

     
Section 3:  Term of Office:

a. 
All elected officers shall serve for one year in the office to which they are elected.

     
b.  
The Chair-Elect shall automatically succeed to Chair the following year.

c.  
The Treasurer-elect shall automatically succeed the Treasurer the following year.

d.  
The immediate Past-Chair shall be a voting member of the Governing Board, for one year after term as Chair.

     
Section 4:  Vacancies:

a.  
If any officer other than that of Chair of the Association and Chair-Elect becomes vacant by reason of death, resignation, retirement, disqualification, removal or other cause, the remaining members of the Governing Board shall appoint a successor to serve the unexpired term.

b.  
If the office of the Chair-Elect becomes vacant, a special election shall be held.  In the event of a special election it shall be carried on by the Nominating Committee then in office according to the methods of conducting an election as provided in these Standing Rules.  

c. A vacancy in an elected office must be filled within six weeks after notification of the vacancy is received by the Chair. 

ARTICLE VII - MEETINGS OF THE ASSOCIATION

     
Section 1:  Meetings:

At least three meetings of the general membership shall be held annually.  Date, time, and place of meetings shall be designated by the Governing Board.  Notice of all meetings of the general membership - place, date, hour and purpose thereof shall be sent to each member of the Association not less than thirty days prior to date of said meeting.

     
Section 2:  Quorum:

One fourth of the membership shall constitute a quorum for the transaction of all business.

ARTICLE VIII - FISCAL POLICY

     
Section 1:  Fiscal Year:

     
The fiscal year shall coincide with the fiscal year of the NJDA.

ARTICLE IX - PARLIAMENTARY AUTHORITY

Robert's Rules of Order (Revised) shall govern parliamentary authority of all matters of procedure where they are not inconsistent with these Standing Rules or adopted Bylaws of the American Dietetic Association.

ARTICLE X

These rules must be adopted and/or amended and adopted, as the first order of business of the Governing Board annually at the first meeting following the New Jersey Dietetic Association Annual Meeting and shall govern the practice group for the year until amended.  Amendments must be approved by a majority vote of all members of the Governing Board.

Adopted:  March 7, 1979

     Reviewed and Amended:    November 18, 1980

     Reviewed and Amended:    May 4, 1982

     Reviewed and Amended:    November 30, 1983

     Reviewed and Amended:    June 19, 1984

     Reviewed and Amended:    March 30, 1985

     Reviewed and Amended:    March 28, 1987

     Reviewed and Amended:    January 19, 1988

     Reviewed and Amended:    January 6, 1989

     Reviewed and Amended:    January 7, 1990

     Reviewed and Amended:    May 30, 1992

     Reviewed and Amended:    May 25, 1994

     Reviewed and Amended:    July 24, 1996

     Reviewed and Amended:    June 22, 1997

     Reviewed and Amended:    May 23, 1999

     Reviewed and Amended:    June 10, 2001

     Reviewed and Amended:    June 7, 2002

     Reviewed and Amended:    August 5, 2004 

     Reviewed and Amended:    March 27, 2007 





 Reviewed and Amended:    April 28, 2009
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