
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 



Table of Contents 

FOREWORD ...................................................................................................................................................... 3 

OVERVIEW OF WSNA ....................................................................................................................................... 3 
Vision .............................................................................................................................................................................................. 4 
Mission ........................................................................................................................................................................................... 4 
Goals ............................................................................................................................................................................................... 4 

MEMBER INVOLVEMENT IN THE WORK OF WSNA ......................................................................................... 5 

CABINET, COUNCILS, AND COMMITTEES—BRIEF DESCRIPTIONS .................................................................. 6 

            MEMBERSHIP ORGANIZATIONAL CHART…………………………………………………………………………………………………7 

VOLUNTEER EXPECTATIONS ............................................................................................................................ 8 
Removal from Volunteer Positions (elected and appointed) ..................................................................... 9 

COMMUNICATION WITHIN WSNA .................................................................................................................. 9 
OFFICIAL COMMUNICATIONS ................................................................................................................... 12 

CABINET, COUNCILS AND COMMITTEE RESPONSIBILITIES ........................................................................... 13 
Bylaws/Resolutions Committee (at least 3 members) .............................................................................. 13 
Cabinet on Economic and General Welfare (CE&GW) .............................................................................. 13 
Community and Long-Term Care Committee ........................................................................................... 14 
Economic and General Welfare (E&GW) Nominations/Search Committee ............................................. 14 
Executive Committee…………………………………………………………………………………………………………………………. 15 
Finance Committee ................................................................................................................................... 15 
Legislative and Health Policy Council (LHPC) ............................................................................................ 15 
Local Units ................................................................................................................................................. 16 
Local Unit Leadership Council ................................................................................................................... 16 
Nominations/Search Committee ............................................................................................................. 17 
Occupational and Environmental Health and Safety Committee (OEHSC) .............................................. 17 
Professional Nursing and Health Care Council (PNHCC) ........................................................................... 18 
Washington State Nurses Association Political Action Committee (WSNA-PAC) ………………………………… 19 

                     Washington State Nurses Foundation (WSNF) Board of Trustees ............................................................ 20 

            CONSTITUENT REPRESENTATIVE COUNCIL……………………………………………………………………………………………. 22 

ORGANIZATIONAL AFFILIATES ....................................................................................................................... 23 

            ELECTED DELEGATE RESPONSIBILITIES………………………………………………………………………………………………….  23 

ADDITIONAL BOARD POLICIES AND PROCEDURES ....................................................................................... 24 
EXHIBIT A – Finance Policy ............................................................................................................................................................ 27 
EXHIBIT B – Volunteer Expense Voucher....................................................................................................................................... 31 
EXHIBIT C – Minutes...................................................................................................................................................................... 33 
EXHIBIT D – Motion form .............................................................................................................................................................. 35 



3  

FOREWORD 

 
Welcome to the role of WSNA volunteer! This handbook has been prepared for volunteers serving the 
Washington State Nurses Association (WSNA) in appointed and elected positions. It is meant to serve as 
a supplement to the WSNA Bylaws. 

 
According to the WSNA Bylaws, the Board of Directors (BOD) is responsible for the conduct of the affairs 
of the Association between the biennial conventions; these conventions occur in the spring of odd 
numbered years. The BOD may delegate duties to the cabinet, councils, and committees to carry out 
the work of the Association. 

 
Through the work of the cabinet, councils, and committees, volunteers will contribute to the development 
of standards and recommend policies for the WSNA. These bodies report to the BOD regularly, as well as 
to the General Assembly during the Biennial Convention. 

 
 

OVERVIEW OF WSNA 
 

WSNA is the leading voice and advocate for nurses in Washington state, providing representation, 
education, and resources that allow nurses to reach our full professional potential and focus on caring for 
our patients and communities. For more than 110 years WSNA has championed issues that support 
nurses, advance professional standards, and improve the health of individuals and families in our state. 

 
As stated in the bylaws, the purposes of WSNA are: 

1. To work for the improvement of health standards for all people and the availability of health 
care services for all people, 

2. To foster high standards of nursing, and 
3. To promote the professional development of nurses and advance their economic and general 

welfare. 
 

WSNA provides our members the opportunity to speak up to advance and uphold patient-centered 
standards, guidelines, and principles that elevate the nursing profession. WSNA welcomes nurses from 
every occupational area, and every level of service. In doing so, WSNA brings all nurses together to ensure 
we are supported in our jobs and empowered to be strong advocates for our patients and ourselves. 

 
The American Nurses Association (ANA) is a federation of Constituent and State Nurses Associations 
(C/SNAs) and an Individual Member Division (IMD). WSNA is the constituent member of the ANA from the 
state of Washington and as such represents and advocates for all registered nurses and the profession at 
the state level, while ANA carries out these functions at the national level. 
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WASHINGTON STATE NURSES ASSOCIATION 
 

Vision 

 
 

Mission 
 

 
 

 

Goals  
• Nurses in Washington state will be informed on issues and trends that affect their 

professional practice. 
• The Washington State Nurses Association will lead the profession wherever decisions are 

made affecting nursing and health care. 
• The Washington State Nurses Association will anticipate and respond to the changing 

needs of the profession and nurses. 
• The Washington State Nurses Association will maintain and strengthen nursing’s role in 

client advocacy for consumer safety and quality health care. 
• The Washington State Nurses Association will be responsive to cultural diversity needs of 

its members and to the consumers of health care. 
• The Washington State Nurses Association will promote the professional development and 

advance the economic and general welfare of all nurses. 

l 
i 
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MEMBER INVOLVEMENT IN THE WORK OF WSNA 
 

Peer support, networking, mentoring and leadership development are important functions of WSNA. The 
active participation of all nurses in WSNA strengthens its effectiveness and helps to ensure the future of 
the profession. WSNA provides leadership and support for the profession and promotes professional 
standards of nursing practice, economic and general welfare, legislation and regulation, as well as in public 
policy, nursing education, public relations, ethics and human rights. 

 
Individual members may engage in the work of the professional association through its various levels, 
including the local bargaining units, districts and regions of WSNA, as well as through WSNA and ANA. 
Each level functions in a complimentary manner with the others, and together provide a framework for 
nurse representation in all settings. 

 
All WSNA members in good standing are eligible to vote in and run for office in their respective district or 
region and in WSNA elections. Members also elect delegates to the ANA Membership Assembly. These 
delegates, in turn, elect national officers and establish direction and policies for the national association. 

 
All WSNA members are encouraged to participate in their District or Regional Nurses Association which 
often serves as an educational arm of the association, providing opportunities for participation at the local 
district/region level. For greater involvement in WSNA, any member may serve on a committee or a 
council, or on the Board of Directors. 

 
Members who are represented by WSNA for collective bargaining are also eligible to participate at the 
local bargaining unit level, through the work of the Cabinet on Economic and General Welfare, and 
through the American Federation of Teachers (AFT), our international partner on labor issues. 

 
Every two years (during the spring of odd numbered years) WSNA hosts a Convention. During the 
Convention, the General Assembly of WSNA members meet and make major decisions affecting 
Association policy and priorities. WSNA elections occur in the summer immediately following the 
Convention; all WSNA members in good standing may participate in the elections. 

 
The Mission, Vision, and Goals of WSNA are met through a coordinated process of strategic planning and 
work assignments to the various organizational units. The program is dynamic and changes in response to 
the collective concerns of members, such as what is voiced during the General Assembly, as well as 
throughout the year. These can be concerns of current events or concerns that are anticipated to arise in 
the future. Each member has the right and responsibility to communicate information and concerns to 
WSNA. In turn, WSNA’s responsibility is to direct the nurse to the appropriate resources available to 
address the concern. Resources include WSNA staff, board of directors, cabinet, councils, committees, 
districts, regions, local units, state and national associations, or other groups with the expertise to address 
the concern. Each year, the BOD, in conjunction with the cabinet and councils, establishes WSNA 
priorities. Work assignments are then made to the various organizational units of WSNA to achieve the 
established goals. 

 
It is the responsibility of the board, staff, cabinet and councils to promote the work of WSNA and their 
specific organizational unit with all members of WSNA. 
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CABINET, COUNCILS, AND COMMITTEES—BRIEF DESCRIPTIONS 
 

Some of the greatest strengths of WSNA are its primary work groups or organizational units: the cabinet, 
councils, and committees. Many association projects originate in these groups or are addressed by them 
upon approval of the BOD. The board, cabinet and councils may refer items to each other and may 
establish inter-group task forces, as necessary. 

 
The Cabinet refers to the cabinet on Economic and General Welfare (E&GW). This body is restricted to 
only those members who are represented by WSNA for collective bargaining. Likewise, the E&GW 
Nominating/Search Committee is also restricted to only members who are represented by WSNA for 
collective bargaining. 

The Councils refer to the Legislative and Health Policy Council (LHPC) and the Professional Nursing and 
Health Care Council (PNHCC). The chairs for the councils are elected, as are some members. Both councils 
also have members who are appointed by the BOD. 

There are three Standing Committees—Bylaws, Finance, and Nominations/Search. Standing committees 
are appointed for a specific time period, usually two years, and are responsible for an ongoing area of 
concern for the Association. Roles for Standing Committees are defined by the WSNA Bylaws and by Board 
policy. 

Special committees, task forces, and other work groups are created as needed for specific 
purposes, and then disbanded once their purpose is fulfilled. 

Subcommittees are comprised of a few members of one of the work groups who are assigned a 
specific responsibility, and then report back to the full unit from which each originated. 

Most terms of appointment to all work groups or organizational units are for two years and begin shortly 
after elections in the summer of odd-numbered years. 
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VOLUNTEER EXPECTATIONS 
 

Each WSNA member who accepts an elected or appointed position has an important responsibility to 
represent all WSNA members across the state. The WSNA membership and staff appreciate your 
willingness to serve. Most, if not all, of the meetings will be held at the WSNA office in Seattle. 

 
For everyone to work most efficiently, volunteers are asked to meet the following expectations: 

1. Attend all meetings scheduled for your work group. While some unexpected circumstances 
may arise, which interfere with your ability to attend a meeting. If this occurs, please notify 
the WSNA staff and/or the chair of your work group as soon as possible. 

2. Plan to arrive on time and to stay for the entire meeting. If circumstances require you to travel 
the day before the meeting, then WNSA will reimburse you for your overnight 
accommodations, as per the Finance Policy (Exhibit A Finance Policy). 

3. Arrive prepared for the meeting by reading the assigned materials in advance and be ready 
to discuss any issues that are scheduled on the agenda. 

4. Adhere to the highest standards of ethical and professional practice to ensure an 
environment free from impropriety, discrimination and harassment. Anyone with concerns 
about violations of professional or ethical standards should follow procedures outlined in  
the Whistleblower policy. 

5. Discussions during meetings should be open, honest, and respectful of all points of view, 
and include everyone’s participation. 

6. Always place the WSNA’s interests first, ahead of any personal, regional or local unit 
interests. 

7. Avoid personal prejudices and political agendas in all activities. 
8. Support actions of the board even when the board member did not personally support the 

action taken. 
9. All members serving the WSNA in a volunteer capacity have a responsibility to protect WSNA, 

including always representing WSNA in a positive and supportive manner. 
10. If you accept responsibility for an assignment outside of a meeting, please follow through with 

your commitment in a timely manner. 
11. Respond to communications from the chair or WSNA staff member in a timely manner. 
12. All volunteers must respect WSNA property including the logo, trademarks, financial 

statements, copyrighted material and other property. 
13. Full disclosure of any potential conflict of interest must be made in writing whenever a 

conflict of interest may occur. 
14. To be reimbursed for your meeting expenses, your completed Volunteer Expense Voucher 

and original receipts must be submitted to the WSNA office within two weeks of the meeting. 
(Exhibit B Volunteer Expense Voucher). 

15. Communicates effectively both verbally and in writing. 
16. Able to use personal computer, including platforms, for virtual meetings. 

 
Additionally, please note the following: 

1. Members shall not hold more than one elected or appointed position at one time within 
WSNA except as stipulated in the Bylaws (e.g., some officers also serve on specific 
committees). 

2. Members shall not serve concurrently as an officer, director, and/or staff member of another 
organization if doing so might result in a conflict of interest with WSNA. 
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3. Employees of WSNA may not serve in volunteer positions within WSNA during their term of 

employment. 
4. Nursing Students of Washington State (NSWS) representatives may attend the cabinet, 

councils and standing committees, except for the Nominations/Search Committees; NSWS 
representatives attend without vote. 

 
 

Removal from Volunteer Positions (elected and appointed) 
 

We all have the best of intentions when we volunteer to work with an organization such as WSNA. We also 
recognize that there are times when life’s responsibilities may interfere with our commitments. Yet, the 
work of the Association still needs to be done. It is during such times when a volunteer may not be able to 
fulfill the expectations of their appointed or elected position. If that occurs, then the board may work with 
an individual to see if they will be able to complete the work or if they must be replaced. 

 

COMMUNICATION WITHIN WSNA 
 

STAFF, OFFICERS AND WORK GROUPS (BOARD, CABINET, COUNCILS, AND COMMITTEES) 
 

WSNA Staff are grateful to the members who volunteer in support of association activities and look 
forward to assisting you. 

 
The WSNA Executive Director oversees all aspects of the WSNA office and maintains a level of 
engagement in all aspects of the work of the association (refer to Article VI Section 12 of WSNA Bylaws), 
including: 

1. Schedules and presides over an Orientation Meeting at the beginning of each biennium for 
the board to review respective roles, responsibilities, and assignments. 

2. Assigns specific staff members to serve as a liaison to each cabinet, council, and committee 
except for the Nomination/Search Committees. For the Nomination/Search Committees, staff 
are available for orientation and consultation only. 

3. Attends all board, cabinet, council, and committee meetings, as able. 
4. Collaborates frequently and regularly with the WSNA President. 

 
The WSNA Staff Member assigned to each work group (i.e., cabinet, council, and committees) provides 
the following support: 

1. Informs assigned work group of developments that are relevant to work group’s 
responsibilities. 

2. Collaborates with chairholder to prepare the agenda for each meeting. 
3. Collects and disseminates pertinent reports and reference materials prior to each meeting in 

a timely manner. 
4. Serves as a resource person at all the work group’s meetings. 
5. Participates without vote in all the work group’s meetings. 
6. Updates the executive director on the work group’s activities and recommendations to the 

board prior to the preparation of the agenda for the BOD meeting. 
7. Refers various statements, resolutions or other issues that arise from local units, special 

interest groups, districts or other organizations and individual members concerning the work 
of the board, cabinet, or councils to the president and executive director. The executive 
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director and president will confer and refer these to the appropriate cabinet/council/staff for 
study, recommendation or action. 

The WSNA Executive Assistant (or designee) provides the following support to assigned work groups: 
1. Maintains a roster of current membership of each work group: BOD, cabinet, councils, and 

committees. 
2. Sends email notice of meetings to all the group’s members at least 2-3 weeks prior to each 

meeting, using an electronic reply option. 
3. Provides meeting agenda with all available handouts to designated work group at least one 

week prior to each meeting. 
4. Prepares participant folders prior to each meeting, to include name tent-card and all 

handouts needed for such meeting. 
5. Supports the group by using overhead projection as requested to facilitate the group’s work. 
6. Records minutes during each meeting (Exhibit C Minutes Formatting). 
7. After the meeting, completes the minutes, distributes them as needed to obtain approval 

prior to dissemination. 
8. Distributes minutes, materials and other relevant information from all meetings to BOD, 

WSNA staff, and other work groups at the discretion of the president, chairs, and/or executive 
director. 

 
The WSNA President serves as the volunteer representative leader of the Association and is authorized to 
speak on behalf of the association. (Refer to Article VI Section 11 of the WSNA Bylaws) 
The President: 

1. Presides over all BOD and Executive Committee meetings. 
2. Serves in an ex-officio capacity on cabinet, council, and committee meetings except the president 

does not serve on the Nominations/Search Committees. 
3. Serves as a member of the WSNA PAC and WSNF. 
4. Serves as presiding officer for the General Assembly. 
5. Schedules BOD meetings and conference calls as needed. 
6. Works with the WSNA staff to ensure that all relevant communications are made available to the 

BOD prior to each meeting both electronically and in writing. 
7. Follows Robert’s Rules of Order for the conduct of each meeting. All motions must be in writing 

using the form as provided in the meeting (Exhibit D Motion Form). 
8. During meetings, ensures that discussions are respectful, stay on topic and include the 

participation of all official attendees. 
9. Following meetings, ensures that decisions and recommendations made during the meetings are 

assigned to the appropriate work groups for further action. 
10. Reviews and approves meeting minutes in a timely manner. 
11. Attends additional meetings as designated such as WEX (ANA’s Regional meetings) and AFT’s 

Program and Policy Council (PPC) and Professional Issues Conference (PIC). 
 

The WSNA Vice President assumes the duties of the president in the president’s absence or at the 
discretion of the president and serves as a member of both the Executive and Finance Committees. (Refer 
to Article VI Section 11) 

 
The WSNA Secretary/Treasurer serves as the chairholder of the Finance Committee, submits books of 
accounts for the annual audit, and ensures the keeping of records for the WSNA including assisting with 
any correspondence, as necessary. (Refer to Article VI Section 11) Additionally, the secretary/treasurer 
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presents the Finance Committee’s budget recommendation to the board for approval and adoption and 
reviews the cost impact of Resolutions presented during the General Assembly. 

 
The Board of Directors (BOD) is responsible for helping to ensure that the priorities adopted by the WSNA 
General Assembly are incorporated in the WSNA Strategic Plans for each biennium. While WSNA Bylaws 
list detailed responsibilities of the BOD (Article VI Section 4), they also have the following responsibilities: 

1. Define additional responsibilities and authority of each cabinet, council, and committee that 
is not otherwise defined in the WSNA Bylaws. 

2. Establish, monitor, and evaluate the progress towards achieving the WSNA Strategic 
Priorities and biennial priorities based on the WSNA Mission, Vision, Purposes and Goals. 

3. Approve the assignment of responsibility for implementation of the Resolutions adopted by 
the WSNA General Assembly. 

4. Acts as an ambassador for WSNA representing the association to the membership and other 
organizations as appropriate. 

5. Serves as a trusted advisor and partner to the executive director as the Strategic Plan is  
implemented and keeps the executive director informed of relevant community and 
member concerns. 

6. Refrains from intruding on administrative issues that are the responsibility of management. 
7. Assists in identifying and recruiting other board members as part of succession planning. 
8. Respects the confidential nature of financial, personnel and other matters concerning 

association activities, members, staff and donors in board materials or discussions, and 
refrains from disclosing such confidential information. 

 
The Chair of each work group (i.e., cabinet, council, committee) serves as the leader of that group. 
Responsibilities of each chair includes the following: 

1. Contacts the executive director/designated staff member to schedule first meeting and plan the 
agenda. 

2. Works with the assigned WSNA staff member and assistant to collect written material 
required for each meeting. 

3. Starts meetings on time, allows for rest and lunch breaks as the group needs, and ends on time. 
4. Ensures that new members and visitors are introduced to the group. 
5. Updates the full cabinet or council regarding pertinent work of the BOD. 
6. Follows Robert’s Rules of Order for the conduct of each meeting. All motions must be in writing 

using the form as provided in the meeting (Exhibit D Motion Form). 
7. Leads each meeting of the work group, helping to ensure that discussions are respectful, stays 

on topic and includes the participation of all members. 
8. Assists in establishing key objectives based on WSNA Strategic Priorities identified by the BOD. 
9. Reviews and approves the minutes prior to distribution. 
10. Assigns special projects as needed to complete the group’s work. 
11. Follows through in a timely manner on all activities as voted or advised by the group. 
12. Submits recommendations to the board and/or other work group in writing in a timely manner. 
13. Answers correspondence from the WSNA staff as promptly as possible. 

 
The Chair of the Cabinet on Economic and General Welfare also serves as a representative of WSNA and is 
an official spokesperson on matters of policy related to collective bargaining. The Chair: 

1. Attends additional meetings as designated including being the identified ranking delegate for 
any national or international labor organization with which WSNA is affiliated. 
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2. Represents WSNA on the AFT Program and Policy Council (PPC) and attends the AFP 
Professional Issues Conference (PIC). 

3. Guides the planning and conducting of the WSNA union leadership conference and union- 
related continuing education events. 

4. Participates in the annual Washington State Labor Council convention and assists WSNA in 
designating representatives to the Central Labor Councils around the state. 

 
OFFICIAL COMMUNICATIONS 

 

Apparent Authority Policy 
 

In order for any communication to constitute an official communication of the association, it must have 
been made at the direction of the president, board of directors, or executive director. 

 
By virtue of their position, statements of elected and staff leaders of WSNA may be perceived by the public 
as official and on behalf of the association. For that reason, neither the president, the executive director, 
nor any member of the board of directors is permitted to make any statement, verbal or written, that 
conflicts with the position or policy of WSNA. To the extent permitted by law, WSNA members are similarly 
prohibited from making any such statements in any public context or setting. 

 
WSNA staff will prepare all letters sent on behalf of the organization, and a copy of all such letters will be 
retained by staff in WSNA’s files. Any letter that is being sent to any elected public official or government 
agency must be reviewed and approved by the executive director or his/her designee prior to 
dissemination. Exceptions may be made to the policy as long as the purpose of the letter is made known 
and approved by the president or executive director in advance. If the exception is approved, a copy of the 
outgoing letter shall be sent to the executive director at WSNA Headquarters for permanent file retention 
within 24 hours of dissemination. 

 
Approved by the WSNA Board of Directors Executive Committee October 6, 2017 

 
 

Member Observer Attendance at Meetings Policy 
  

• All WSNA cabinet, councils, committees, and BOD meetings shall be open to members to attend 
as observers, except when discussion involves the following (which will be in executive session): legal 
matters, personnel matters, grievances, appointments, and matters pertinent only to the 
members of the group in session. 

• Observers must state prior to entering the meeting that they are a current WSNA member who 
is not violating the WSNA policy  on Dual Unionism. 

• Observers may participate in discussions when requested to do so by the chairholder. 
• Observers shall adhere to BOD policy that release of information is through official WSNA 

channels of communication. 
• Observers attend at their own expense. 
• Members attend with observer status as space allows. 
• When requests for observer space exceeds capacity then first-time observers have priority. 
• Statutory supervisors may not attend meetings of the cabinet unless invited by the chairholder to 

attend a specific open portion of the meeting. 
 

Approved by the WSNA Board of Directors Executive Committee, October 6, 2017 
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CABINET, COUNCILS AND COMMITTEE RESPONSIBILITIES 
 

Bylaws/Resolutions Committee 

(at least 3 members) 

Time Commitment: Approximately 2-4 one-day meetings per biennium, a one-day meeting just prior to 
Convention, and as needed during Convention. 

 
The Bylaws/Resolutions Committee consists of at least three members and not more than seven, all 
appointed by the board of directors. The chair is named by the BOD. The BOD determines the term of 
office for members of the Bylaws/Resolutions Committee and fills any vacancy which may occur. 

 
Responsibilities (Refer to Article VII Section 2): 

1. Interpret the bylaws. 
2. Review proposed amendments and recommend proposed action to the BOD. 
3. Review any bylaws changes of ANA and/or changes to the Constitution of any national or 

international labor organization with which WSNA is affiliated and recommend changes to 
bring the WSNA bylaws into harmony. 

4. Present proposed amendments to the General Assembly. 
5. Review bylaws of region/district nurses’ associations at least every three years and 

when there are proposed substantive changes. 
6. Serve as the Resolutions Committee which includes review of proposed Resolutions 

submitted by members, cabinet, councils and committees in preparation for presentation 
and potential adoption by members during the biennial WSNA General Assembly. 

 
Cabinet on Economic and General Welfare (CE&GW) 

(10 members) 

Time Commitment: Approximately 4-6 one-day meetings per year, 6-8 conference calls and other assignments 
outside of meetings. 

 
The Cabinet on E&GW shall consist of ten (10) members including the chair, vice chair, and secretary- 
treasurer, all of whom shall be elected by secret mail ballot. The chair, vice-chair, and secretary- 
treasurer serve as the executive committee of the Cabinet. The chair shall also serve on the WSNA BOD. 

 
To be eligible for election or appointment to the cabinet, a person must hold current membership in 
WSNA, be represented for collective bargaining by WSNA, and meet the WSNA definition of staff nurse. 

 
A person may serve a maximum of four consecutive terms or eight consecutive years. After a two-year 
term out of office, they are eligible to serve again. A person may serve a maximum of eight consecutive 
years on the cabinet, except the chair, who may serve an additional two years. Vacancies shall be filled 
by cabinet appointment for the remainder of the term. 

 
The chair shall serve as a representative of WSNA and as an official spokesperson on matters of policy 
related to collective bargaining. 
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Responsibilities (Refer to Article VIII Section 4): 
1. Develop and review policies and procedures for the conduct of the E&GW program 
2. Develop and review policies and procedure relating to the conduct of collective bargaining, 

contract administration, contract enforcement, organizing and other labor relations activities. 
3. Set priorities for functions and activities of WSNA Labor Relations. 
4. Formulate program objectives and periodically evaluate the state of the E&GW program. 
5. Establish standards for local units and approve local unit rules. 
6. Promote the organization of local units for the purpose of participating with WSNA in its collective 

bargaining and related labor relations and activities on behalf of local units. 
7. Promote E&GW educational programs. 
8. Establish fiscal policies for managing and governing E&GW designated funds. 

 
Community and Long-Term Care Committee 

 
(7 members including Chair) 

 
Time Commitment:  Three one-day meetings per year; work outside of committee 

Four (4) members must either work or have recent experience in community and/or long-term care. 
Three (3) members will have a demonstrated interest in supporting community and long-term care nurses, as well 
as improving care transitions between acute and long-term care. 

 
The Community and Long-Term Care Committee identifies and addresses issues of importance to nurses working 
in community and long-term care settings; increases awareness within WSNA and the broader nursing community 
about viable employment opportunities in these settings; and strengthens transitional care processes between 
these settings and acute care. 

                      Economic and General Welfare (E&GW) Nominating/Search Committee 

                  (3 members) 

Time Commitment: Approximately 2-3 one day meetings per biennium. 

The E&GW Nominating/Search Committee shall consist of three members currently represented for 
collective bargaining by WSNA. The person receiving the highest number of votes shall serve as the Chair. 
Persons who are not elected to the committee shall serve as alternates according to the order of votes 
received. A person may serve a maximum of four consecutive terms or eight consecutive years. After a 
two-year term out of office, they are eligible to serve again. 

 
Responsibilities (Refer to Article VIII Section 4): 

1. Research and request names of candidates and prepare a slate for election to the Cabinet 
on E&GW, to the E&GW Nominations/Search Committee, and delegates and alternates to 
the governing body of any national or international labor organization with which WSNA is 
affiliated, all in accordance with the constitution and bylaws of that labor organization and 
according to procedures adopted by the Cabinet. 

2. At least six months prior to the biennial meeting of the General Assembly, request each local 
unit to submit names of members qualified and willing to serve on the Cabinet or Committee. 

3. At least 90 days prior to the meeting of the General Assembly, prepare for publication a slate 
of nominees for the E&GW Cabinet and Nominations/Search Committee, and delegates to the  
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governing body of any national or international labor organization with which WSNA is 
affiliated. 

 
Executive Committee 

 
The President, Vice President and Secretary-Treasurer serve as the Executive Committee. 

 
Responsibilities (Refer to Article VI Section 13, 14 and 15): 

1. Transact business which requires action between meetings of the BOD. 
2. Ensure completion of the executive director written evaluation on an annual basis. 

 
 

Finance Committee 
 

(At least 3 members) 

Time Commitment: Three half-day meetings per year 
 

The Finance Committee shall consist of at least three and not more than seven members to include 
the WSNA Treasurer who serves as chair, the vice president and a member of the cabinet on E&GW, 
who is selected by the cabinet. Other members of the committee shall be appointed by the BOD. The 
BOD shall determine the term of office for members of the Finance Committee and shall fill any 
vacancy which may occur. 

 
Responsibilities (Refer to Article VII Section 4): 

1. Prepare the annual budget for submission to the BOD for final approval. 
2. Recommend fiscal policies to the BOD. 
3. Advise the BOD on income, expenditures, and investments and make recommendations 

regarding such. 
4. Monitor the budget. 
5. Serve as the WSNA audit committee to ensure compliance with governmental filings and audit 

requirements. 
 

Legislative and Health Policy Council (LHPC) 

(7 members—4 elected, 3 appointed) 

Time Commitment: Three one-day meetings per year, including Advocacy Camp 
and Lobby Day, as well as weekly phone calls during the Legislative Session 

 
The Legislative and Health Policy Council (LHPC) shall consist of four elected positions include the Chair 
(who also serves on the WSNA BOD), and three at-large members. A person may serve a maximum of four 
consecutive terms or eight consecutive years. After a two-year term out of office, they are eligible to serve 
again. 

 
Members of the LHPC represent the WSNA membership by serving in a politically non-partisan capacity 
and have the duty to: 

1. Recommend to the WSNA BOD a biennial state legislative agenda in the first year of each 
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legislative biennium, and an adjusted annual state legislative agenda in the second year of the 
legislative biennium. 

2. Review proposed legislation and make decisions on WSNA’s stance and actions based on 
recommendations from the staff, contract lobbyists(s) and members. 

3. Educate and assist the WSNA membership in understanding WSNA’s legislative priorities 
including providing presentations at the annual Lobby Day. 

4. Assist WSNA in providing information regarding health policy issues to the legislators and the 
public. 

5. Attend Advocacy Camp and Lobby Day to support members in advocating for WSNA’s state 
legislative priorities. 

6. Support WSNA’s legislative program by preparing for, attending, and participating in all LHPC 
meetings, including weekly phone calls to review proposed legislation during the state 
legislative session. 

7. Demonstrate knowledge of ways to promote nursing legislative priorities. 

8. Formulate and communicate WSNA’s state legislative agenda to lawmakers, partners and the 
membership at large. 

9. Prepare for and actively participate in meetings by expressing a point of view; consider other 
points of view, make constructive suggestions and make decisions that benefit the 
organization’s members and stakeholders. 

10. Accurately represent the association’s legislative positions with elected officials, agency 
leaders and partner organizations. 

11. Review and evaluate the effectiveness of the legislative program and attainment of goals on 
an ongoing basis. 

12. Maintain strict confidentiality regarding all LHPC discussions, political insights and internal 
matters of the association. 

 
Local Units 

 
WSNA local units are organized bodies of registered nurses and local unit program members who elect 
to have WSNA serve as the collective bargaining agent. The voting members of a local unit are dues- 
paying members of WSNA and the local unit program members. 

 
The objectives of the local units are to (Refer to Article VIII Section 4): 

1. Participate with WSNA in its dealings with the employer concerning collective 
bargaining, contract administration and other labor relations matters. 

2. Serve as an advocate for local unit members in relation to the issues affecting members of 
the local unit in a manner consistent with WSNA bylaws, policies and positions. 

 
Local Unit Leadership Council 

 
The Local Unit Leadership Council is composed of local unit chairs or designees who meet at least 
annually and report to the Cabinet on E&GW. 
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Nominations/Search Committee 

(6 members—4 elected, 2 appointed) 

Time Commitment: Two to three one-day meetings per biennium 
 

The person receiving the highest number of votes serves as the chair. Persons not elected to the 
committee serve as alternates in the order of the number of votes each received. A member of this 
committee shall resign if s/he is to be a nominee on the slate being proposed by the committee. 

 
Members of the Nominations/Search Committee serve for a two-year term. A person is eligible to serve 
only two consecutive terms or four consecutive years. Terms of office shall begin upon the date 
established by the BOD. A vacancy occurring on this committee in an elected position shall be replaced 
via appointment by the BOD. A vacancy in an appointed position shall be filled by the alternate with the 
next highest vote in the election for office. 

 
Responsibilities (Refer to Article VII Section 3): 

1. Request names of candidates for elective offices and appointed positions according to 
procedures adopted by the BOD, including soliciting recommendations from the board, 
cabinet, councils, committees, district and regional nursing associations and local units. 

2. Review all completed consent to serve forms. 
3. Prepare a slate of qualified and willing candidates for elected offices; the slate should reflect 

the broad representation of the membership and reflect diversity in relation to factors such 
as geography, ethnicity, cultural identity, and occupational interest. 

4. Submit the slate for publication at least ninety (90) days prior to the biennial meeting of the 
General Assembly. 

5. Recommend chair and members for the standing and special committees appointed by the 
BOD and for the appointed members of the councils. 

6. Clarify each council’s and committee’s functions and make recommendations to the BOD. 
 

Occupational and Environmental Health and Safety Committee (OEHSC) 

(6 appointed members) 

Time Commitment: Three one-day meetings per year; 
Some committee work outside of meetings is also typical 

 
The OEHSC is a committee of the Professional Nursing and Health Care Council (PNHCC) and is responsible 
to address and advocate for workplace and environmental health and safety for the nursing profession. 
The OEHSC is composed of at least six members of WSNA, with one member representing each of the 
following work groups: the WSNA BOD, the Cabinet on E&GW, the LHPC, and the PNHCC. Additionally, 
there shall be a minimum of two appointed members at-large, as well as the president, who serves ex- 
officio. The BOD appoints the chair. Each member serves for a two-year term and is eligible to serve 
on the committee for eight consecutive years. 

 
The committee fulfills the responsibilities as defined by PNHCC, which are reviewed biennially and 
approved by the BOD. 
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Responsibilities: 

1. Promote health and safety awareness and education among nurses in all settings. 
2. Provide advice and recommendations to association leadership in the development of policy and 

coalition partnerships as guided by the WSNA Strategic Priorities. 
3. Execute key objectives as assigned by the PNHCC. 
4. Utilize American Association of Occupational Health Nursing (AAOHN) Standards of Occupational 

and Environmental Health Nursing, AAOHN Code of Ethics and Interpretive Statements, ANA’s 
Principles of Environmental Health for Nursing Practice, and Labor and Industries (L&I) Rules and 
Regulations (e.g., Revised Code of Washing [RCW], Washington Administrative Code [WAC], etc.) 
as a basis for the committee’s work. 

5. Serve as a resource to WSNA leadership, staff, and other specialty nursing organizations to 
respond to emerging issues in environmental and occupational health. 

 
Professional Nursing and Health Care Council (PNHCC)  

 
(11 members – 7 elected, 4 appointed) 

 
Time Commitment: Three one-day meetings per year; 

Some committee work outside of meetings is also typical 
 

Five of the seven elected positions are designated as representing one of each of the following areas: 
administration, education, ethics and human rights, practice and research; the other two members elected 
are the chair and an at- large position. The chair also serves on the BOD. Additional seats on the PNHCC 
may be appointed by the WSNA BOD from the membership of the Organizational Affiliates. A person may 
serve a maximum of four consecutive terms or eight consecutive years. After a two-year term out of office, 
they are eligible to serve again. 

 
The PNHCC responsibilities are defined, reviewed, and approved biennially by the WSNA BOD. Task forces 
are appointed by the council subject to approval and funding by the BOD and meet to accomplish specific 
projects and are then disbanded. 

 
Responsibilities: 

1. Forecast work force and work environment trends, funding and political activity as an early 
alert system for issues that will have an effect or impact nursing and health care. 

2. Utilize the ANA Nursing: Scope and Standards of Practice and the Code of Ethics for Nurses as 
a basis for the practice of nursing. 

3. Promote and assist in the development of continuing education programs for nurses. 
4. Address issues of nursing practice that have been identified by members of the nursing 

profession and the public. 
5. Collaborate with other nursing and specialty organizations on nursing issues and other 

health care concerns. 
6. Develop resources on issues related to nursing practice, education, human rights and access 

to health care. 
7. Develop means to maximize the involvement and viewpoints of diverse and minority groups. 
8. Focus on multicultural humility in nursing practice, education, research, ethics and human 

rights. 
9. Appoint special project teams setting forth necessary definitions, objectives and guidelines 
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for the work to be completed. 
 

Washington State Nurses Association Political Action Committee (WSNA-PAC) 
 

(number of congressional districts, plus two at-large members) 
Time Commitment: One to four all day meetings per year. 

Some work outside of the meetings is expected, especially in one’s congressional district 
during the months prior to elections 

 
The WSNA-PAC is a voluntary, unincorporated non-profit organization of individual nurses and others 
whose primary concern is to work through the political process to improve the nurses’ role in the health 
care delivery system. The mission of the WSNA-PAC is to serve as the political voice for nursing in 
Washington state. The organization is non-partisan and shall operate in conformity and compliance with 
the policies and platforms of the ANA and WSNA, and in compliance with the Washington state campaign 
financing law in Title 42 RCW. 

Every two years the WSNA BOD shall appoint trustees for a two-year term. The number of trustees shall 
not exceed the number of Washington state’s congressional districts, plus two representatives for the 
state at-large. Every effort shall be made to appoint trustees to represent each congressional district. The 
WSNA president or his/her designee shall be a trustee and serve for the elected term of the president; 
this trustee may be designated either as the representative for their congressional district, or as an at- 
large trustee. Each appointed trustee may serve two consecutive terms. The terms of office for all trustees 
shall begin on September 1 of the odd year and end August 31 of the second  year. 

 
The Executive Director and the Director of Public Affairs of WSNA shall serve as ex-officio members of the 
WSNA PAC Board of Trustees without vote, and shall not be included in the quorum for the PAC. These 
two shall serve as co-treasurers of the PAC. 

 
PAC Board of Trustees Responsibilities: 
The WSNA PAC trustees are appointed to represent the political voice of nursing in Washington state 
through the PAC. Board members serve in a politically non-partisan capacity and have the duty to: 

1. Support the WSNA-PAC by preparing for, attending and participating in all WSNA-PAC 
meetings, and in candidate interviews. 

2. Demonstrate knowledge of and promote nursing legislative priorities. 
3. Fully engage in determining which candidates will receive endorsement from the PAC, and 

which candidates will receive financial contributions from the PAC based on their support of 
nursing issues. 

4. Understand and follow reporting requirements for fundraising activities as outlined by the 
Washington State Public Disclosure Commission (PDC). 

5. Ensure that adequate resources are available to support the WSNA-PAC’s endorsements and 
activities by setting fundraising goals and helping to raise money for the PAC. 

6. Educate and assist nurses in organizing efforts for effective political action. 
7. Assist WSNA in providing information regarding health-related issues to legislators and the 

public. 
8. Act as an ambassador for the PAC. Represent the PAC in a leadership capacity at political 

events such as voter registration and education, Advocacy Camp, Lobby Day, and the PAC’s 
Get Out the Vote engagements. 

9. Assist the PAC chair in identifying and recruiting other members to fill vacant positions. 
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10. Maintain confidentiality about all PAC board discussions and internal matters of the PAC. 
 

Washington State Nurses Foundation (WSNF) Board of Trustees 
 

(between 5 and 9 members) 
Time Commitment: Two to three one-day meetings per year 

 
The WSNF is a 501(c)3 non-profit organization. The Board of Trustees consists of no t  less  than f iv e  
t rustees ,  no r  m o re  than n ine ,  a majority of whom are members of the WSNA BOD at the time of 
appointment. Term of office is for two years and Trustees serve until a successor is elected; a trustee shall 
not serve more than four consecutive terms on the WSNF Board.  All Trustees agree to abide by the 
guidelines outlined in the WSNA Handbook for Cabinet, Council and Committee members. 

 
The purposes of the WSNF are to advance the nursing profession and facilitate nursing’s contribution to 
the health of the community. The Foundation places emphasis on professional excellence through: 

1. Distributing funds to increase public and professional knowledge and understanding of the 
science and art of professional nursing. 

2. Providing an educational and charitable organization for individuals and groups dedicated to 
the support of the nursing profession. 

3. Providing a means for soliciting, receiving and making contributions to benefit the profession 
of nursing. 

4. Supporting and assisting the nursing profession to maintain and improve the quality of its 
services to the public. 

 
WSNF Board of Trustees Responsibilities: 
 

1. Fundraising and Management of Financial Assets 
a. Design, implement and evaluate a fundraising plan that will finance the purposes of the 

Foundation. 
b. Provide time and resources to implement the fundraising activities. 
c. Procure and manage auction items as identified in the fundraising plan. 
d. Oversee and manage Foundation resources in accordance with the WSNF Bylaws and Financial 

Policies to ensure its ongoing financial strength. 
e. Ensure that fundraising activities are done within the parameters of local, state  and federal 

laws. 
2. Scholarship Program 

a. Design a scholarship program in accordance with the Mission of the Foundation. 
b. Review and score scholarship application packets within the designated timeframe. 
c. Utilize Foundation resources to provide grants and scholarships in accordance with the Mission 

of the Foundation. 
d. Support Regions who establish designated scholarship funds by assisting in the review of 

applications and selection of recipients on their behalf, when requested. 
3. Grant Program 

a. Design a grant program in accordance with the Mission of the Foundation. 
b. Encourage WSNA members to apply for and use grants to enhance the health of their 

communities. 
c. Support the development of printed or other media materials which assist nurses, patients and 

others to improve health. 



21  

4. Engagement of Scholarship and Grant Recipients 
a. Develop and ensure implementation of a plan for follow up with scholarship and grant 

recipients. 
b. Collaborate with WSNA staff to implement a recipient recognition program. 
c. Strengthen the WSNA by engaging recipients in the work of the Association. 

 
 Approved by the WSNF Board of Trustees July 28, 2020



22  

CONSTITUENT REPRESENTATIVE COUNCIL 
 
 

The Constituent Representative Council is made up of the District/Region’s President and/or Executive 
Directors. The WSNA President presides as Chair of this group and they meet approximately three times 
per year.  (Refer to Article IX and X) 

 
District Nurses Associations have been a part of WSNA from the beginning. Districts are unrelated to Local 
Units and are not involved in collective bargaining (union) activities. All members of WSNA are also 
members of their District or Regional Nurses Association. They are supported by a portion of membership 
dues and are intended to provide educational offerings, scholarship fundraising and networking on a local 
level. While larger districts have successfully fulfilled that mission, most of the county-based districts were 
too small to effectively manage a program of local offerings. 

 
During 2018, the WSNA Board of Directors approved a plan to create Regional Nurses Association, 
combining multiple existing WSNA Districts to better meet the needs of members. The combined 
resources of Regional Nurses Associations will offer members more opportunities and, we trust, result in 
more vibrant organizations. 
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ORGANIZATIONAL AFFILIATES 
 

WSNA currently has four Organizational Affiliates (Refer to Article IV): 
• School Nurses of Washington (SNOW) 
• ARNPs United of Washington 
• Mary Mahoney Professional Nurse Organization (MMPNO) 
• Pacific Northwest Chinese Nurses Association (PCNA) 

 
Each Organizational Affiliate has completed a written agreement with WSNA that allows for various 
discounts at WSNA events, a voting seat on WSNA’s PNHCC and other discounts and benefits. 

 
Organization Affiliate individual members have three options for being connected to WSNA: 

• As an individual they do not have to pay any WSNA dues. With this option they have no voting 
rights within WSNA nor can they run for any office within WSNA. 

• As an individual they can join WSNA as a WSNA Only member with reduced membership dues 
which does not include membership in a WSNA District/Region nor membership in ANA. They 
would have full WSNA membership rights. 

• As an individual they can join WSNA at the full member level that does include membership in a 
WSNA District/Region as well as ANA membership. 

 
 

ELECTED DELEGATE RESPONSIBILITIES 
 

Representatives are elected and ranked in order of number of votes received. 
 

ANA DELEGATES – Delegates are elected for two years and are expected to attend the entire annual ANA 
Membership Assembly meeting (usually two days with Hill Day a third day option at the beginning), keep 
informed on issues from the national association, and participate in the Delegate Orientation prior to 
attending Membership Assembly. Generally, these meetings are held in the Washington DC area. The 
number of Delegates attending are identified based on C/SNA allocation in accordance with ANA Bylaws. 
The WSNA President is officially one of the first two delegates supported financially by ANA to attend. 
Stipends may be made available by WSNA to the remaining delegates to assist with travel, hotel and 
related expenses. 

 
AFT DELEGATES – Delegates are elected for two years and are expected to attend the entire AFT 
Convention held during the even years at a location determined by AFT, keep informed on issues from the 
national association, and participate in the Delegate Orientation prior to attending the convention. 
Delegates attending are identified based on the AFT allocations in accordance with AFT Bylaws. The WSNA 
Chair on the Cabinet of Economic and General Welfare is officially one of the WSNA designated delegates. 
Stipends may be made available by WSNA to delegates to assist with travel, hotel and related expenses. 
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ADDITIONAL BOARD POLICIES AND PROCEDURES 
 
 

Appointments to non-WSNA entities 
 

1. There shall be a centralized system of appointments. 
2. Appointments and recommendations to organizations, state agencies and coalitions are made on 

behalf of the Board of Directors. Consultation shall be provided by the appropriate organizational 
department. 

3. When recommending registered nurses, members are to have first consideration. 
4. WSNA letters of recommendation regarding candidates for various committees/boards shall 

indicate term of service for request notification when task/project has been completed and shall 
include policy statements. 

5. A report should be requested of the appointee annually. Verbal reports to the WSNA Board shall 
be scheduled as needed. 

6. WSNA representatives appointed to committees/boards of other organizations or coalitions which 
do not provide reimbursement for travel/per diem expenses may be reimbursed per current 
policies and shall be informed of amount of budget allocation for this activity. 

7. Overall supervision of all appointees and appointments shall be under the aegis of the Executive 
Director. 

8. Criteria for assessing whether WSNA (Board) should make a contribution to, or name a 
member to  serve on a committee/board of another organization shall include: 

a. Regional/state scope of program 
b. Relevance of the goals and objectives of the group seeking the association representation 

or recommendations to WSNA goals, objectives, priorities 
c. Fiscal impact 

9. Any endorsement by WSNA of policies/programs/statements/resolutions will require action by the 
WSNA Board of Directors. 

10. WSNA membership or affiliation in another organization requires prior review and approval of that 
organization's bylaws by the WSNA Board of Directors. 

11. The Board of Directors will monitor and oversee WSNA membership engagement in coalition 
efforts. 

 
Approved by the WSNA Board of Directors Executive Committee, October 6, 2017 

 
 

Compliance with labor law 
 

Purpose: To provide guidelines to insulate the collective bargaining program. 
 

The following shall apply to a board or executive committee member who is a supervisor or management 
person as defined by federal or state collective bargaining laws. 

1. The member will withdraw from discussion or action directly or indirectly relating to collective 
bargaining activities, which involve the members’ employer or any association or organization 
which include the members’ employer. 

2. The member will withdraw from consideration, discussion or action on the collective bargaining 
program or a specific budget item for the collective bargaining program of WSNA. 
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3. Such members shall not constitute a majority of the Finance Committee. 
4. The WSNA executive director and WSNA Labor Counsel shall assist individual members of the 

Board in making the determination whether they meet the definitions of supervisor or 
management under the terms of federal or state labor law. 

 
Approved by the WSNA Board of Directors Executive Committee, October 6, 2017 

 
 

Conflict of Interest 
 

Pursuant to and supplementing both Not-for-Profit Corporation and Federal Labor Laws and Robert’s Rules 
of Order, every member of the WSNA Board of Directors shall fully disclose any financial, professional or 
employment interest in, or relationship to, any matter brought to the WSNA Board of Directors’ attention 
requiring discussion, deliberation or other action by the WSNA Board of Directors. 

 
If a WSNA Board of Directors member’s interest in or relationship to any such matter would tend to cause 
his or her participation in WSNA Board of Directors discussion or action on the matter to create the 
impression of potential conflict of interest or impropriety, such WSNA Board of Directors member shall 
refrain from participation in any such discussion or action. 

 
In the event a WSNA Board of Directors member is uncertain whether his/her fully disclosed interest in or 
relationship to any such matters requires abstention from participation, the question shall be presented to 
the remaining members of the WSNA Board of Directors who shall, by simple majority, determine whether 
the board member shall abstain from participation. 

 
A Conflict of Interest Statement will be signed annually by WSNA Board of Directors members (or as 
needed due to revisions) in accordance with the recommendation of the internal control’s auditors. 

 
Approved by the WSNA Board of Directors, August 4, 2017 

 
Requirement to fully disclose any financial, professional, and employment interests: 
No member of the WSNA Board of Directors (BOD) shall participate in any board discussion or action on any 
matter that may create the impression of potential conflict of interest or impropriety. If a board member is 
uncertain whether his/her participation in such matter, then s/he must disclose their interest in or 
relationship to the matter. The remaining board members will vote to determine, by simple majority, 
whether the board member shall abstain from participation. 

 
Procedures for Managing Conflicts of Interest: 
 

1. All board members will be advised of the Code of Conduct policy during Board orientation. New 
board members will be advised of this policy at or before their first Board meeting. All will confirm 
their agreement to comply with the policy at least annually. 

2. All board members are required to disclose potential conflicts of interest at least annually, and 
whenever one becomes aware of a new, potential conflict of interest. 

3. When there is a topic under consideration that may result in a conflict between the interests of the 
WSNA and the board member’s personal interests, the board member has a duty to immediately 
disclose the conflict so that the rest of the BOD’s decision making will be informed about the conflict. 

4. All conflicts disclosed to the BOD will be made a matter of record in the minutes of the meeting in 
which the disclosure was made. 
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5. The board member having a conflict of interest shall not vote or use his or her personal influence to 
address the matter, and he or she shall not be counted in determining the quorum for the portion 
of the meeting devoted to discussion and vote on the topic. 

6. The record shall also note that the board member with a conflict abstained from the discussion and 
vote and was not included in the count for the quorum during that portion of the meeting. 

7. If an extraordinary circumstance requires a board member to be excused from a meeting during a 
discussion or a vote because of a conflict of interest, the minutes will reflect that action. 

8. WSNA board members and/or observers shall be required to leave a meeting during any discussion 
for which the member or observer has a substantial conflict of interest, e.g. where the member or 
observer has a duty to more than one organization and cannot provide unbiased support for the 
interests of the WSNA and its membership, or whose personal interests conflict with the 
responsibilities of the member or observer to maintain confidentiality or otherwise act in a manner 
that is consistent with the interests of WSNA. 

 
Whistleblower 

 
This Whistleblower Policy of the Washington State Nurses Association (WSNA), hereafter referred to as 
“Association,” is intended to: (1) encourage staff and volunteers to come forward with credible 
information on illegal practices or serious violations of adopted policies of the Association; (2) specify that 
the Association will protect the person from retaliation; and (3) identify where such information can be 
reported. 

1. Encouragement of reporting – The Association encourages complaints, reports, or inquiries about 
illegal practices or serious violations of the Association’s policies, including illegal or improper 
conduct by the Association itself, by its leadership or by others on its behalf. Appropriate subjects 
to raise under this policy would include financial improprieties, accounting or audit matters, 
ethical violations, or other similar illegal or improper practices or policies. Other subjects on which 
the Association has existing complaint mechanisms should be addressed under those mechanisms, 
such as raising matters of alleged discrimination or harassment via the Association’s administrative 
policies, unless those channels are themselves implicated in the wrongdoing. This policy is not 
intended to provide a means of appeal from outcomes in those other mechanisms. 

2. Protection from retaliation – The Association prohibits retaliation by, or on behalf of, the 
Association against staff or volunteers for making good faith complaints, reports or inquiries under 
this policy or for participating in a review or investigation under this policy. This protection extends 
to those whose allegations are made in good faith but prove to be mistaken. The Association 
reserves the right to discipline persons who make bad faith, knowingly false, or vexatious 
complaints, reports or inquiries, or who otherwise abuse this policy. 

3. Where to report – Complaints, reports or inquiries may be made under this policy on a 
confidential or anonymous basis. They should describe in detail the specific facts demonstrating 
the bases for the complaints, reports, or inquiries. They should be directed to the WSNA Executive 
Director, unless the Executive Director is the subject of or is implicated in the complaint, report, or 
inquiry, in which case it should be directed to the President of the WSNA Board of Directors. If 
both the WSNA Executive Director and the WSNA President are implicated in the complaint, report 
or inquiry, it should be directed to the Labor and Operations Executive Officer and the Vice 
President of the WSNA Board of Directors. The Association will conduct a prompt, discreet and 
objective review or investigation. Staff or volunteers must recognize that the Association may be 
unable to fully evaluate a vague or general complaint, report or inquiry that is made anonymously. 

 
Approved by The WSNA Board of Directors Executive Committee, October 6, 2017 
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EXHIBIT A  

Finance Policy 
 

 

 

INVESTMENTS 

1. Money received shall be deposited in one receiver (savings) account. From the receiver account, 
money shall be transferred to one of three accounts: (a) money market fund approved by the Board, 
(b) operating (checking) account and (c) appropriate reserve investments. 

 
2. Appropriate reserve investments shall include guaranteed certificates of deposit, passbook savings, 

money market funds that rank in the safest two ratings of Moody's and/or Standard and Poor’s 
approved by the Board of Directors or U.S. Government Treasury debt with a maximum duration of 
two years. Operating funds available for investment shall be invested in the same manner as 
reserve  monies, recognizing appropriate maturities and/or restraints accompanying the use and 
purpose of such monies. The selection of the banks and savings and loans shall be at the discretion 
of the Executive Director. 

 
3. An operating account shall be maintained in an amount sufficient to meet the schedule of 

Association fiscal obligations. 
 

4. Withdrawal of funds from any account: 
 

• The Executive Director, President, Secretary/Treasurer and up to two management staff 
persons designated by the Executive Director shall be authorized to sign checks. 

• Withdrawal of funds by a check of less than $1,000 from the WSNA general operating account 
requires at least one authorized signature. 

• Withdrawal of funds by a check from the WSNA general operating account in amounts greater 
than $1,000 requires two authorized signatures. The Executive Director is authorized to be a 
single signer for a       check up to $5,000. 

• The designated management staff person (s) may only sign checks when the Executive Director 
is out of the office 

• Withdrawal of funds or checks from the Washington State Nurses Foundation Funds, Local 
Unit Funds or Cabinet Funds and PAC Funds always requires two authorized signatures. 

5. Prior to selection of investments by the WSNA, the investment policies of the financial institutions 
involved be carefully evaluated to be in compliance with WSNA’s Bylaws, Policies, Procedures and 
Resolutions. 

 
BUDGET 

 
1. The Finance Committee will prepare a budget to submit for approval of the Board of Directors at the 

July Board meeting. 
2. Cabinet, councils and committees must submit their budgetary requests to the Finance Committee 

by the designated deadline. 
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3. Cabinet and councils will review fiscal impact of their requests at their Spring meetings prior to 
submission to the Finance Committee. 

 
4. The cabinet and council chairholders will be invited to discuss their budgetary requests with the 

Finance Committee at its May/June meeting. 
 

5. Financial contributions shall not be made to any political party nor to any person running for 
political office from dues monies. 

 
6. The association assure that all inter-fund receivables and payables are cleared on a monthly basis by 

the end of the subsequent month. 
 

7. The association assure that WSNA segregate and deposit all employee 401(K) salary deferrals to the 
plan’s custodian within 10 (ten) days of the payroll date in compliance with Internal Revenue Service 
and Department of Labor regulations. 

 
8. Accounts Payable and Accounts Receivable balances are reconciled monthly. Any outstanding 

balances are investigated. If after six months, accounts receivable balances are not considered 
collectible, they may be removed from accounts detail and written off. 

 
REIMBURSED EXPENSES 

1. The Finance Committee will make recommendations for policies regarding reimbursement of 
expenses. 

 
2. Any member authorized to represent WSNA at any meeting shall be reimbursed allowable expenses 

according to WSNA policy. 
 

3. Expense vouchers are to be submitted within two weeks after completion of trip or meeting. 

The following are guidelines for reimbursement of expenses: 
 

Hotel or Motel Room Up to $100.00 per day 
 

Meals (including tips) $51.00 per day 
 

Car Mileage $0.45 per mile plus tolls 
 

Economy/Coach Airfare 100 percent 
 

Parking or Car Storage $15.00 per day 
 

Members are encouraged to stay with members when traveling to meetings or ask for commercial rate 
rooms and to share rooms to reduce costs if overnight stay in a hotel is necessary. Hotel costs will be 
reimbursed for one night, for a one-day meeting. 

 
Expenses for alcoholic beverages are non-reimbursable. 

Members are asked to use the least expensive parking available. 
Members are encouraged to carpool whenever possible. All travelers are expected to use the least 
costly mode of transportation available. WSNA will reimburse for the air travel or auto mileage at the 
established cents per mile, whichever is less, unless approved in advance by the WSNA Executive 
Director. 
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If flying, please book airfare twenty-one (21) days in advance in order to take advantage of lowest fares. 
Airfare penalties will be reimbursed if travel plans must be changed due to a WSNA directive or if 
approved by the WSNA Executive Director because of unavoidable circumstances. Provide explanation 
on separate sheet if applicable. 

 
Other modes of transportation may be reimbursed at a rate not to exceed the lowest available airline or 
auto rate for date and time of travel (i.e., railways, bus and other modes by receipt). 

 
Original, itemized receipts for hotel, public transportation and meal costs must be submitted with this 
voucher in order for WSNA to reimburse costs. 

1. A flat fee allowance for full-time attendance at ANA Membership Assembly may be allowed for ANA 
representatives. The fee will be determined by approximate travel costs and Association's financial 
position. However, if expenses to ANA Membership Assembly are reimbursed through other 
sources, the WSNA allowance shall be coordinated. 

 
2. WSNA representatives appointed to committees/boards of other organizations or coalitions, which 

do not provide reimbursement for travel/per diem expenses may be reimbursed per current policies 
and shall be informed of amount of budgetary allocation for this activity. State governmental 
committees/statutory boards are usually funded for per diem and mileage by the state. 

 
REPORTS AND AUDITS 

1. Monthly budget reports, quarterly reports of revenue and expense (except the fourth quarter when 
the annual report replaces the in-house report) and annual financial statements and audit will be 
submitted to the Board of Directors and members of the Finance Committee. 

 
2. An annual financial statement will be available to members upon request. 

 
SPECIAL FUNDING REQUESTS POLICY 
Special funding requests shall contribute to the annual goals of WSNA. Other factors to be 
considered  include: 

 
1. The opportunities to be gained/lost by immediate response. 

 
2. The monetary/non-monetary benefits. 

 
PROCEDURE 

1. Organizational unit or staff will develop: 
 

• Background information on particular program and/or need. 
• Specific uses for monies. 
• Measurable outcomes and timing. 
• Rationale as to why funding is needed now as opposed to next budget cycle. 
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2. Organizational unit request will then be submitted to Executive Director for budget costing and 
review of criteria. Staff will recommend where funding will be allocated. 

 
3. Request will be submitted to next regularly scheduled Executive Committee or Board of Directors 

meeting. 
 

REIMBURSEMENT OF PRESIDENT 
POLICY 

The Board of Directors recognize that WSNA is a volunteer organization and that the president of WSNA 
volunteers time much as all members do. However, because of time-consuming duties of the President, 
there are circumstances which cause financial hardship to him/her. Therefore, within the financial limits 
of WSNA, the Board will approve reimbursement to the President for time used in pursuing the duties of 
the office when that time is derived from time ordinarily paid by the organization for which the 
President works. Such time as vacation leave, educational time and leave without pay when used to 
further the work of WSNA will be reimbursed at the rate ordinarily received by the incumbent, not to 
exceed a maximum amount set by the Board of Directors at the time the annual budget is determined. 

 
PROCEDURE 

1. The amount of the stipend is evaluated by the Finance Committee on the basis of previous year's 
records and the finances of the Association. Their recommendation is forwarded to the Board 
with      the yearly budget proposal. 

 
2. The Board votes on the amount of the stipend for the coming year. The President is not eligible to 

vote on this issue in recognition of the conflict of interest. 
 

3. The new stipend goes into effect with the new fiscal year and is paid to the president on the first of 
every month. 

 
4. The President will continue to provide a report of activities to the Board on a regular basis. 

 
Approved by the Board of Directors Executive Committee, October 2017 
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EXHIBIT B – Volunteer Expense Voucher 
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EXHIBIT C – Minutes 
 
 
 
 

WASHINGTON STATE NURSES ASSOCIATION 

ADMINISTRATION 

MINUTES: BOARD/COUNCIL/CABINET/COMMITTEE 

POLICY 
 

Minutes of the Board/Cabinet/Council/Committee meetings are to be typed and distributed to 
members of the Cabinet/Council/Committee, members of the WSNA Board of Directors, 
Executive Director, Directors and other appropriate staff and files.  The members of the WSNA 
Board of Directors will receive copies of all minutes of the WSNA Cabinet/Councils/Committees. 

 
PROCEDURE 

1. Minutes from any WSNA Board, Cabinet, Council or Committee will be drafted following the 
meeting by the WSNA staff member designated as note taker for the meeting or conference call. 

 
2. A copy of the “draft” minutes will be given to the Director or designated staff member for editing. 

 
3. The Director or designee will return the edited minutes to the designated staff member with any 

editorial changes. The Director will communicate with the Chair/President related to the minutes 
as needed during the editing process. 

 
4. As part of the next meeting of the Board/Cabinet/Council/Committee, the minutes will be 

reviewed for  any corrections and then be accepted by the members of the 
Board/Cabinet/Council/Committee as written or as amended. 
 

                     See:  Minutes – Sample format 
 

Approved by the WSNA Board of Directors Executive Committee, October 2017 
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EXHIBIT D – Motion form 
 
 
 
 
 

WASHINGTON STATE NURSES ASSOCIATION 

MOTION FORM 

 
 

Motion number    
 
 
 

Date of meeting    
 
 
 

I move that: 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 
 

Maker of motion Motion seconded by 
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