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Abbreviations used in PSPA Policy Manual: 

 

Officers: President-Elect, President, Past President, Secretary, and Treasurer  

BOD: Board of Directors 

AAPA: American Academy of Physician Associates 

PSPA: Pennsylvania Society of Physician Associates 

PA: Physician Assistant / Physician Associate 

HOD: House of Delegates 
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Certificate of Merit Policy                              Section Policy: 

AWARDS1 

 

PURPOSE 

This policy establishes procedures for acknowledgement of efforts of any individual, group of 

individuals, or organization who demonstrates outstanding support of the PSPA and/or the PA profession 

in the state of Pennsylvania. 

 

POLICY 

The PSPA may issue certificates of merit to deserving parties.  

 

RESPONSIBILITY 

The BOD is responsible for issuing certificates to deserving parties.  

 

PROCEDURE 

1. Certificates of merit, or plaques, may be awarded to those individuals, groups of individuals, 

or organizations designated by the BOD as giving outstanding service to the PSPA and/or the 

PA profession in the Commonwealth of Pennsylvania 
 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Fellow Awards Policy           Section Policy: AWARDS2

            
 

PURPOSE 

This policy sets forth guidelines for granting the Fellow Awards 

 

RESPONSIBILITY 

The Awards Committee will use the following guidelines when selecting the fellow awardees based upon 

the type of nominations received. 

 

PROCEDURE 

1. Nominations for the six possible fellow awards will be accepted through June 30 prior to the 

annual fall conference. 

2. For a nominee to be considered, two supporting documents for any of the awards must 

accompany the nomination indicating why this individual should receive the selected award. 

3. The nomination and the supporting documents must include the nominee’s contact information 

including name, address, phone, email address. 

4. For the Michael J. Habeck Lifetime Achievement Award, the PA must be a current PSPA 

member, have a minimum of 10 years of service to the PSPA, and supporting documents 

demonstrating how this individual has provided sustained, exceptional service or leadership to the 

PSPA. The winner receives a one-night stay at the Annual Conference hotel, lifetime PSPA 

membership, and a plaque/desk top award. 

5. For the PA Educator of the Year Award, the PA must be a current PSPA member, have a 

minimum of 3 years of experience in PA education, and supporting documents demonstrating 

how the PA  has inspired, stimulated, and challenged their students and colleagues i.e.: 

testimonial letters from students, colleagues, and/or graduates that may have benefitted from the 

educator’s contributions. The winner receives a one-night stay at the Annual Conference hotel 

and a plaque/desk top award. 

6. For the Physician + PA Team Award, the PA must be a current PSPA member, the team must 

have practiced together for a minimum of 2 years, supporting documents demonstrating how the 

team interacts with patients, improves the delivery of health care and testimonial letters from 

patients, applicant, physician and/or letters from the staff. In addition, there must be evidence of 

community involvement demonstrating the team approach to medicine. The winners receive a 

plaque given to each team member as well as a plaque for the office where the team practices. 

7. For the PA t of the Year Award, the PA must be a current PSPA member with a minimum of 3 

years of clinical experience. Supporting documents should indicate how the PA t has 

demonstrated exemplary service to the PA profession and the community and has furthered the 
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image of the PA profession . The winner receives a one-night stay at the Annual Conference hotel 

and a plaque/desk top award. 

8. For the Humanitarian PA of the Year Award, the PA must be a current PSPA member who has 

done humanitarian work locally or abroad for a minimum of 2 years. Supporting documents 

should indicate how the PA  has improved accessibility and quality healthcare to the underserved, 

i.e.: testimonial letters from patients that may have benefitted from the humanitarian acts, and /or 

other healthcare providers who have witnessed the charitable deeds. The winner receives a one-

night stay at the Annual Conference hotel, five hundred dollars cash award to be used in their 

humanitarian work and a plaque/desk top award. 

 

9. For the Preceptor of the Year Award, the candidate can be a PA , Physician or Nurse 

Practitioner who has demonstrated a commitment to excellence in the clinical education of PA 

students as a mentor and instructor, enhancing the PA students’ learning, being a good role model 

and/or advocate of the PA profession. If a PA is selected, they  must be a PSPA member, and all 

candidates need to be practicing providers who have served as a primary preceptor for at least 2 

or 3 students in the previous calendar year. One of the supporting documents needs to be from a 

faculty member from the PA program who placed the student with the preceptor. The winner 

receives tuition to attend the Annual Conference and a plaque/desk top award. 

10. Each award recipient will be selected by the Awards Committee and notified as a winner by 

electronic and standard mail. 

11. Award recipients are announced at the Membership Luncheon at the Annual PSPA Conference. 

12. The Awards Committee will publicize the availability of the awards on the PSPA website, PSPA 

Newsletters, and social media prior to the deadline of June 30. 

 

AUTHORITY 

Awards Committee 

 

APPROVED 

April 17, 2021 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Student Achievement Scholarship Award Policy       Section Policy: 

AWARDS3                                         
   

PURPOSE 

This policy sets forth guidelines for granting the Nathaniel Alston Student Achievement Awards. 

 

POLICY / RESPONSIBILITY / PROCEDURE 

1. Applicant must be enrolled in a Pennsylvania PA  program that is approved and accredited by 

ARC-PA or their successor, or in receipt of a letter of intent for ARC-PA approval. 

2. Applicant must be a student in the approved and accredited Pennsylvania PA program at the time 

of application, and at the time of the Awards presentation. 

3. Application should be in Word document form and electronically mailed to the Awards Chair. 

4. Applicant should provide an essay with a maximum of seven hundred and fifty words that is 

typed and double spaced. It should follow the guidelines set forth on the Student Award page on 

the PSPA’s website. 

5. Applicant must be a current Student member of the PSPA at the time of the application and 

presentation of awards. 

6. Each award recipient will be selected by the Awards Committee and notified as a winner by 

electronic and standard mail. 

7. Award recipients are announced at the Student Challenge Bowl at the Annual PSPA Conference. 

Award recipients are expected to accept their award in person. 

8. The Awards Committee will publicize the availability of the award on the PSPA’s website, 

newsletters, and on social media prior to the deadline of June 30th. 

9. Three award winners are chosen to receive two thousand dollars along with a desk top award. 

10. A student applicant may be a Nathanial Alston Student Scholarship winner ONE time only. A 

non-winner student may re-apply the following year as long as above eligibility in items 1 to 5 

are met. In addition, the essay written MUST use a different prompt from the previous year’s 

essay application to be considered. 
 

AUTHORITY 

Awards Committee 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Board of Directors Definition Policy                       Section Policy: BODMEET1 

 

PURPOSE 

To define members of the BOD to clarify the Executive Officers of the PSPA. 

 

POLICY 

The business and affairs of the PSPA shall be managed by its BOD. The Executive Officers of the PSPA 

shall have such authority and shall perform such duties as are provided by the Bylaws and shall also serve 

on the BOD. 

 

RESPONSIBILITY / PROCEDURE 

1. The Executive Officers of the PSPA include President, President-elect, Secretary, Treasurer, 

Immediate-Past President. 

1. Note that only four officers will serve at any one time because the President-elect and the 

Immediate-Past Present are alternating positions on the BOD. 

2. The President-elect shall be elected to serve a one-year term prior to assuming the office of 

President for a term of two years. The Immediate-Past President shall serve a term of one 

year following the term of President. 

3. The Secretary and Treasurer are elected and shall hold their offices for a term of two years. 

4. Directors-at-Large are four in number and are elected and serve two-year terms. 

5. Student Directors are two in number and are elected for one-year terms. 

6. All BOD members shall be members in good standing of the AAPA for the duration of their 

term. 

7. Student Directors shall be student members of the PSPA and AAPA for the duration of their 

term. 

 

AUTHORITY 

Bylaws Articles VIII, IX, and X 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Endorsement Policy                                    Section Policy: BODMEET2 

 

PURPOSE 

To provide guidelines for endorsement of programs or products. 

 

POLICY 

The PSPA does not endorse any publications or products developed without full PSPA cooperation and 

involvement. Furthermore, the PSPA does not engage in joint sponsorship of programs or products unless 

the PSPA has had full involvement in the development of the program or product. 

 

RESPONSIBILITY 

BOD 

 

DEFINITION OF FULL COOPERATION AND INVOLVEMENT 

Full involvement and full cooperation would mean the presentation of a publication or product to the 

BOD for endorsement. Any proposed changes or modifications after such endorsement (whether major or 

minor) must be brought back for review and approval. Should a publication or product be developed 

which will be sold to the membership, it will be necessary for the price of the publication or the product 

to be determined with approval of the BOD. Should there be a proposed change to that initial price, such 

proposed changes must be brought back for review and approval. Prior to final submission to the printer 

or manufacturer, the proof of plate must be brought back for final approval. Full involvement and full 

cooperation would mean that the BOD would have the right to suggest such improvements as either or 

both in their sole discretion might deem advisable with respect to the publication or product receiving the 

endorsement of the PSPA. 

 

The PSPA shall supply its name, symbol, or logo only to products and services which are owned by the 

PSPA, produced, or printed under contract for the PSPA, or have been reviewed and accepted by the 

BOD. 

 

PROCEDURE FOR PRODUCT ACCEPTANCE 

The use of the term “endorsement” may be misleading and potentially troublesome. In the manner of 

other professional associations, the PSPA will review products and deem them acceptable for our 

approval. The PSPA will not endorse specific products. 

 

The acceptance procedure is to be applied only to limited types of products. Publications, educational 

materials, or membership services are considered appropriate for acceptance. The PSPA will not review, 

approve, accept, or endorse consumer products, prescription drugs, medical devices, or any products 

under review by the FDA. 

 

This review and acceptance procedure will serve to assist PAs in identifying products which have proven 

value to their personal and / or professional development. By following the criteria described below, the 

PSPA will collaborate with vendors to enhance the quality and applicability of the products to PAs. 
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The following criteria will be utilized when reviewing applications for product acceptance: 

1. The product may in no way conflict with the mission statement, vision, policies, procedures, 

bylaws or  policies of the PSPA. 

2. The product must enhance the professional and / or personal development of PAs.  

3. The product must enhance the package of membership services offered by the PSPA. 

4. The product must not conflict with any existing, exclusive, contractual agreements between the 

PSPA and an outside vendor. 

5. The ultimate agreement between the PSPA and a vendor must include an indemnification 

statement releasing the PSPA from any liability regarding the product itself or the PSPA’s 

acceptance of the product.  

6. The vendor must demonstrate a willingness to limit access or distribution of  

             of the product to PSPA members only, or to provide a beneficial cost differential for PSPA  

             members. 

Additional points to be considered by the BOD when reviewing applications for product acceptance 

include, but are not limited to the following: 

1. Perceived value to PAs 

2. Intended audience 

3. Quality of product 

4. Existence of similar product currently offered by the PSPA 

5. Cost to the PSPA 

6. Potential financial benefit to the PSPA 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

July 27, 2019 

DATE OF LAST REVIEW AND REVISION 

October 22, 2024 
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Means of Meeting Notification Policy        Section Policy: BODMEET3  
 

PURPOSE 

To specify the various ways a meeting is announced. 

 

POLICY 

Notification of meetings of the BOD or members may be given by the following: 

1. Written notice in the Official Newsletter of the PSPA 

2. PSPA website 

3. Electronic mail 

4. Social Media 

 

RESPONSIBILITY 

The Executive Director(s), or entity acting in such capacity, is responsible for posting the information. 

 

PROCEDURE 

Meetings utilizing electronic, telephonic, or other similar communication equipment can occur between 

the BOD or members by means of which all persons participating in the meeting can communicate with 

each other.  

 

AUTHORITY 

Bylaws Article VII Sec. 1-7 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Proposal Template Policy       Section Policy: BODMEET4 

 

PURPOSE 

This policy shall serve as a guide for submitting proposals to the BOD for vote to ensure consistency of 

all submitted proposals. 

 

POLICY 

All proposals submitted to the BOD for consideration of vote shall be submitted following the proposal 

template (available in the PSPA website form library). 
 

RESPONSIBILITY / PROCEDURE 

The template (available in the PSPA website form library) shall be utilized for all proposals submitted to 

the BOD for consideration of vote. The proposal shall include the following: 

1. Date proposal is submitted 

2. Submitted by 

3. Project / activity name 

4. Short overview of project / activity 

5. Pros 

6. Cons 

7. Impact 

8. Recommendation 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Quorum Defined                          Section  Policy: BODMEET5 

 

PURPOSE 

Establish proper majority vote for any necessary action at the BOD meeting. 

 

POLICY 

At any BOD meeting, a Quorum of BOD members must be present. This consists of at least 55% of the 

voting officers, Directors-at-Large and Student Directors combined (total of five out of nine) for a valid 

transaction of business. 

 

RESPONSIBILITY 

Each BOD member is responsible to attend the designated number of meetings for their position to assure 

presence of a Quorum. 

 

PROCEDURE 

Before each BOD meeting, the current President checks with a chair of Standing Rules and Policies 

Committee acting as Parliamentarian, or the Executive Director(s) to assure presence of a Quorum. 

 

AUTHORITY 

Bylaws Article VII, Section 4; Article VIII, Section 1; Standing Rules and Policies Committee 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND  REVISION 

February 1, 2025 
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Email Communication Guidelines Policy                            Section Policy: COMM1 

 

PURPOSE 

To outline standardized use of communicating via email for the PSPA. 

 

POLICY 

A standard format is required for email communications. Time guidelines are required to assure prompt 

response to urgent PSPA business.  

 

RESPONSIBILITY 

The Standing Rules and Policies will review these guidelines every three years. It is the responsibility of 

the BOD, committee Chairs, regional representatives, AAPA HOD, and liaisons to comply with this 

policy.  

 

PROCEDURE 

1. The staff of the PSPA are  required to check their email every 72 hours for PSPA related 

business. 
2. A reply to all PSPA business emails is required within 72 hours, or sooner if indicated by the 

initial sender. Extensions of reply time should be discussed on a case-by-case basis. 
3. Responsible parties who are away from their home (i.e. vacation times, work duties, illness), 

should be permitted an extension to reply on a case-by-case basis. 

4. BOD votes by email are outlined in a separate policy: COMM2. 

 

AUTHORITY 

Standing Rules and Policies 

 

APPROVED 

July 24, 2010  

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Email Voting Policy                          Section Policy: COMM2 
 

PURPOSE 

This policy shall serve as a guide for e-mail voting to ensure consistency and deliberation on all motions 

and submitted proposals. 

 

POLICY 

E-mail voting conducted by the BOD shall be completed according to the following guidelines. This 

policy does not change the ability of the BOD to make decisions by calling a special meeting. 

 

RESPONSIBILITY / PROCEDURE 

1. Electronic voting should be used only for matters of great importance to the PSPA, which must 

be decided before the next scheduled meeting. Votes held via electronic means may be discussed 

or addressed at subsequent meetings. 
2. Electronic voting will not be used to revise the Bylaws, change membership dues and categories, 

to establish or revise the yearly budget, or to authorize expenditures of more than $500 unless 

such expenditures have already been included in the annual budget. 
3. All e-mail discussion and electronic voting will be accomplished by using a shared e-mail thread. 

E-mails between several members which do not include the entire BOD will not be used, unless 

discretionary or privileged information is being discussed. 
4. All motions submitted to the President must follow standard Parliamentary Procedures, along 

with the standard proposal template form, if necessary, including a primary motion and second 

before discussion can be held. The President will set a time duration on discussion, when a vote 

will be held, and how long the voting period will be open, before formal discussion starts. 
5. All discussion of the issue will be held via a sequential order to ensure accuracy of information 

and equal weight of all comments. 
6. Discussion of the issue should relate directly to the motion. Only text which is being specifically 

addressed should be included in the reply. Other text should be deleted from replies.  
7. The full text of all documents will be held in the PSPA Google Drive for future reference. The 

secretary will be responsible for placing the discussion into a Google Drive Document and 

uploading to the PSPA Google Drive folder. 
8. The originator of the motion may move to table the motion to the next regularly scheduled BOD 

meeting at any time if the discussion indicates that the BOD needs more information than can be 

provided by e-mail, if the issue is highly controversial, or that the issue would benefit from face-

to-face discussion. In such event, a secondary motion to Table Discussion must be made and 

seconded. Vote to table discussion is not necessary. 
9. A simple majority of quorum votes is required, see policy BODMEET5 regarding quorum. 
10. Any BOD voting member who does not vote in the required time frame will be considered an 

“abstain” vote. 

 

AUTHORITY 

Bylaws Article VII, Section 7 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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PSPA Correspondence Policy                                         Section Policy: COMM3 
 

PURPOSE 

This policy shall serve as a guide for use of the PSPA letterhead. 

 

POLICY 

All correspondence appearing on PSPA letterhead should reflect the cohesive and current policy of the 

PSPA. 

 

RESPONSIBILITY / PROCEDURE 

1. PSPA stationary should be used in the following instances only: 

      a. When corresponding in an official capacity 

1. As an Executive Director(s), Executive Officer, Director-At-Large, committee 

Chairperson, region representative, Conference Planner, or liaison 

                   b.    When communicating information on behalf of the PSPA. 

2. Unless all replies are desired to be directed to the PSPA’s P.O. Box, an office or home address       

should be included after closing the letter. 

3. Unless questions regarding the correspondence can be easily addressed by the Executive 

Director(s), , another phone number should be included in the body of the letter. 

4. All pertinent official correspondence should be sent to the Executive Director(s). . 

 

AUTHORITY 

Board of Directors 

Executive Director(s) 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Addressing Complaints Policy            Section Policy: CONDUCT1 
 

PURPOSE 

To protect the integrity of the PSPA, designated individuals shall respond to complaints or concerns 

brought to the attention of the BOD. 

 

POLICY 

The BOD shall respond to an individual or group who express a complaint or concern with the PSPA. The 

BOD may delegate others to respond when appropriate, such as AAPA staff, lawyers, etc. 

 

RESPONSIBILITY 

Any member of the PSPA who learns of or hears a complaint or concern shall forward it to the BOD. The 

BOD has the responsibility to review and respond to the complaint or concern within 60 days.  

 

PROCEDURE 

1. When a complaint or concern is brought to the attention of any member or agent of the PSPA, 

that complaint, in its entirety, shall be submitted to the BOD in electronic mail and/or letter.. 

2. If further discussion or opinions are required, all identifying information shall be removed to 

protect both the individual and the PSPA. 

3. In the case of a complaint filed against a BOD member, the complaint shall be escalated to 

the Executive Committee. 

4. In the case of a complaint filed against a member of the Executive Committee, the full BOD 

will be notified by the Executive Director(s) or President, and legal counsel should be sought. 
 

AUTHORITY 

Bylaws Article VI 

Board of Directors 

 

APPROVED 

October 26, 2010 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025  



19 

Confidentiality Statement Policy                         Section Policy: CONDUCT2 
 

PURPOSE 

To maintain the integrity of sensitive and proprietary information. 

 

POLICY 

BOD members are exposed to sensitive and proprietary information of great importance to the PA 

profession. They are required to hold this information in the strictest confidence. 

 

RESPONSIBILITY / PROCEDURE 

1. Business transacted at BOD meetings should not be discussed except with other BOD members, 

unless and until the information has been issued to all members or to the public by the proper 

authority. 

2. The minutes of an executive session will be open to the BOD only. The BOD considers many 

matters that cannot be discussed outside of the BOD without injury to the organization or its’ 

members. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND  REVISION 

February 1, 2025 
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Conflict of Interest Policy                   Section Policy: CONDUCT3 

 

PURPOSE 

To assist in avoiding any real or perceived conflict of interest that could prove detrimental for the PSPA. 

  

The purpose of this policy is to inform leaders about what constitutes a conflict of interest, assist them in 

identifying and disclosing actual and potential conflicts, help them to avoid conflicts of interest where 

necessary, and ensure that all of the deliberations and decisions of leaders protect the interests of the 

PSPA, particularly when a leader contemplates entering into any transaction or arrangement that may 

directly or indirectly benefit the leader financially (i.e., through business, family, or investment). A leader 

may not use his or her position with respect to the PSPA, or confidential information relating to the 

PSPA, to achieve a financial benefit for himself or herself or for a third party, including another nonprofit 

or charitable organization. This policy is intended to supplement, but not replace, any applicable laws 

governing conflicts of interest in nonprofit and charitable organizations.  

 

POLICY 

All BOD members must be notified of any situation that may arise by an individual BOD member or 

volunteer serving the PSPA in a leadership capacity representing an outside interest or organizational 

involvement that could be perceived as a conflict of interest for the individual or for the PSPA. 

 

WHAT IS A CONFLICT OF INTEREST?  

A conflict of interest arises when a leader has some interest—which may or may not be financial in 

nature—that suggests divided loyalty on the part of the individual between obligations to the PSPA and to 

the individual’s personal interests or to the interests of some other organization or cause. Such interest 

arises from a transaction between the PSPA and a third party, or the leader’s relationship with a third 

party, or the leader’s relationship to another leader (personal, professional, or otherwise), which 

compromises their ability to provide unbiased and undivided loyalty to the PSPA.  

 

RESPONSIBILITY / PROCEDURE 

1. Decisions made by BOD members on behalf of the organization have far-reaching implications. 

Situations may arise in which an individual representing the organization may have outside 

interests that could be perceived as a conflict of interest.  

2. Potential conflicts of interest are situations that might not allow for impartial or objective 

determinations or that could put the PSPA at a competitive or other disadvantage because of 

divided loyalties. These situations include but are not limited to relationships with products, 

devices, the government, companies such as pharmaceutical and equipment manufacturers, or 

non-PSPA organizations or businesses that are addressing PA profession issues.  

3. If a perceived conflict is identified, the BOD member will make the decision to recuse himself or 

herself from discussion that may lead to undue influence resulting from the perceived conflict. At 

a minimum, the person with a personal or organizational conflict of interest on an issue should 

abstain from voting on that issue.  

4. In all situations, officers and volunteers should take an open and honest approach, with as much 

full disclosure as possible, to any situation that involves potential or real conflict of interest. 

5. All officers and volunteers are required to sign a conflict-of-interest statement (available in the 

PSPA website form library) by the completion of the July Board of Directors meeting every year. 
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6. Upon receipt of disclosure/discovery of a conflict of interest the following actions will be taken:  

a. The BOD will be informed and initiate the evaluation process.  

b. When evaluating whether a transaction or relationship constitutes an actual, potential or 

perception of conflict of interest, the BOD shall consider the following (non-exhaustive) 

determinants: Abusing one’s role as a leader for personal or third-party gain or pleasure; 

including, but not limited to, the solicitation or acceptance of gifts or other items of value 

or indirect inducement to provide special treatment on organizational matters. 

c. Placing one’s own self-interest, the interest of one’s company, organization, or another 

entity for which the individual serves in a leadership, employment or ownership capacity, 

or the interest of any third party above that of the PSPA. 

d. Engaging in any outside business, professional or other activities that would directly or 

indirectly materially adversely affect the PSPA. 

e. Providing goods and services to the PSPA as a paid vendor. 

7. If the BOD determines that a relationship or transaction represents an actual, potential or 

perception of conflict of interest, it shall resolve such actual, potential or perception of conflict in 

one of the following manners:  

a. Waive the actual, potential or perception of conflict of interest as unlikely to affect the 

leader’s ability to act in the best interests of the organization. 

b. Determine that the individual leader should be recused from all deliberations and 

decision-making related to the transaction which gives rise to the actual, potential or 

perception of conflict of interest. This resolution should apply particularly when the 

transaction or relationship is one which presents a conflict of interest only with respect to 

one or two discrete programs or activities. 

c. Determine that the individual Leader must resign / be removed from service to the PSPA 

because the actual, potential, or perception of conflict of interest is so egregious as to 

prevent the leader from being able to serve the best interests of the organization. 

8. The BOD will accept testimony from the leader and discuss options, including time frame to act 

and possible actions (waive, recuse, resign/be removed). 

9. Minutes of the discussion should be recorded. 

 

 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Whistleblower Policy                           Section Policy: CONDUCT4 
 

PURPOSE / POLICY 

In keeping with the policy of maintaining the highest standards of conduct and ethics, the PSPA will 

investigate any suspected fraudulent or dishonest use or misuse of resources or property by staff, BOD 

members, consultants, or volunteers. The PSPA is committed to maintaining the highest standards of 

conduct and ethical behavior and promotes a working environment that values respect, fairness and 

integrity. All staff, BOD members and volunteers shall act with honesty, integrity, and openness in all 

their dealings as representatives for the organization. Failure to follow these standards will result in 

disciplinary action including possible termination of employment, dismissal from one’s BOD or volunteer 

duties, and possible civil or criminal prosecution, if warranted. Staff, BOD members, consultants, and 

volunteers are encouraged to report suspected fraudulent or dishonest conduct (i.e., to act as 

“whistleblower”), pursuant to the procedures set forth below.  

 

RESPONSIBILITY / PROCEDURE 

 

SECTION 1: REPORTING  

A person’s concerns about possible fraudulent or dishonest use or misuse of resources or property should 

be reported to the BOD. If for any reason a person finds it difficult to report his or her concerns to the 

BOD, the person may report the concerns directly to the Executive Director(s).. Alternately, to facilitate 

reporting of suspected violations where the reporter wishes to remain anonymous, a written statement 

may be submitted to one of the individuals listed above.  

 

SECTION 2: DEFINITIONS  

Baseless Allegations: Allegations not premised upon reasonable belief. People making baseless 

allegations may be subject to disciplinary action by the PSPA, and/or legal claims by individuals accused 

of such conduct. Fraudulent or Dishonest Conduct: A deliberate act or failure to act with the intention of 

obtaining an unauthorized benefit. Examples of such conduct include, but are not limited to:  

1. Forgery or alteration of documents  

2. Unauthorized alteration or manipulation of computer files  

3. Fraudulent financial reporting  

4. Misappropriation or misuse of the PSPA’s resources, such as funds, supplies, or other assets  

5. Authorizing or receiving compensation for goods not received or services not performed  

6. Authorizing or receiving compensation for hours not worked  

 

Whistle-Blower: An employee, consultant, or volunteer who reports an activity relating to the PSPA 

which that person believes to be fraudulent or dishonest.  

 

SECTION 3: RIGHTS AND RESPONSIBILITIES  

Leaders are required to report suspected fraudulent or dishonest conduct. Reasonable care should be taken 

in dealing with suspected misconduct to avoid:  

1. Baseless allegations 

2. Premature notice to persons suspected of misconduct and/or disclosure of suspected misconduct 

to others not involved with the investigation 

3. Violations of a person’s rights under the law  

 

Due to the important yet sensitive nature of the suspected violations, effective professional follow-up is 

critical. Leaders should not in any circumstances, perform any investigative or other follow up steps on 

their own. Accordingly, a leader who becomes aware of suspected misconduct:  

1. Should not contact the person suspected to further investigate the matter or demand restitution.  
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2. Should not discuss the case with anyone other than the BOD or Executive Director.. 

 

SECTION 4: INVESTIGATION  

All relevant matters, including suspected but unproved matters, will be reviewed, and analyzed, with 

documentation of the receipt, retention, investigation, and treatment of the complaint. Appropriate 

corrective action will be taken, if necessary, and findings will be communicated back to the reporting 

person and his or her supervisor. Investigations may warrant investigation by an independent person such 

as auditors and/or attorneys.  

 

SECTION 5: WHISTLE-BLOWER PROTECTION  

The Society will protect whistle-blowers as defined below.  

 

 

1. The PSPA will use reasonable efforts to protect whistle-blowers against retaliation. Whistle-

blowing complaints will be handled with sensitivity, discretion, and confidentiality to the extent 

allowed by the circumstances and the law. Generally, this means that whistle-blower complaints 

will only be shared with those who have a need to know so that the Society can conduct an 

effective investigation, determine what action to take based on the results of any such 

investigation, and in appropriate cases, with law enforcement personnel. Should disciplinary or 

legal action be taken against a person or persons as a result of a whistle-blower complaint, such 

persons may also have the right to know the identity of the whistle-blower.  

2. Employees, consultants, and volunteers of the PSPA may not retaliate against a whistle-blower 

for informing management about an activity which that person believes to be fraudulent or 

dishonest with the intent or effect of adversely affecting the terms or conditions of the whistle-

blower’s role, including but not limited to, threats of physical harm or loss of position. Whistle-

blowers who believe that they have been retaliated against may file a written complaint with the 

BOD or Executive Director(s). Any complaint of retaliation will be promptly investigated, and 

appropriate corrective measures taken if allegations of retaliation are substantiated. This 

protection from retaliation is not intended to prohibit supervisors from acting, including 

disciplinary action, in the usual scope of their duties and based on valid performance-related 

factors.  

3. Whistle-blowers must be cautious to avoid fabricated and malicious allegations (as described 

earlier in the definitions section of this policy). After an investigation, if it is determined that an 

individual made a baseless allegation, then disciplinary action may be taken against that 

individual. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

October 17, 2017 

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Job Description Annual Review      Speaker Policy: CONDUCT 5 

PURPOSE 

Volunteer leaders of the PSPA are held to high standards for effective, thorough, and insightful work. 

This work should always promote the Vision and Mission of the PSPA. The purpose of this policy is to 

ensure all leaders have a comprehensive understanding of their duties and responsibilities for their 

positions. 

POLICY 

PSPA volunteers in a position of leadership will complete the annual review of job duties process at the 

start of each fiscal year (July 1), along with a conflict of interest statement. 

RESPONSIBILITY 

PSPA President and Executive Board, Members at Large of the BOD, Committee Chairs. 

PROCEDURE 

1. The Annual Job Description Review consists of the following: 

A. Review Committee Job Descriptions (found on pspa.net). 

B. Review Action Plan for the Committee (found via PSPA Google Drive). 

C. Review organizational chart, oversight, and update list of committee members. At the 

same time, this opportunity should be made to ensure that the pspa.net website lists 

correct information, and that meeting templates have the correct member information on 

them. 

D. Review any additional pertinent information deemed necessary by the PSPA President 

and/or Board Oversight. 

2. Following the completion of the annual elections, the President/President Elect/Past President 

will begin the process of compiling necessary documents for this process. These documents will 

be titled “PSPA Annual Job Description Review,” and “Conflict of Interest,” and are found in the 

Form Library section of pspa.net. 

3. The President/President Elect/Past President will distribute this document to their incoming 

Executive Board and Members at Large members to review and digitally sign by June 30 of each 

fiscal year in preparation for the upcoming fiscal year. The Immediate Past President or President 

Elect will verify the signature for the President. 

4. Each Board of Director member will then distribute this same document to each of the Committee 

Chairs that they are oversight for. Each Committee Chair will also sign this document digitally by 

July 31 of each fiscal year. The following PSPA Leaders are included in this process as well: 

A. House of Delegates 

B. Liaisons 

C. Regional Affairs Representatives 

5. New volunteers or elected mid-term directors being added as a PSPA leader mid calendar cycle 

will complete this same form within 30 days of acceptance of position.  



25 

6. The PSPA Secretary verifies that all Board of Directors and Committee Chairs have completed 

this form by August 15 of each fiscal year. 

7. Should a volunteer fail to sign the document in the allotted time, the Board of Director oversight 

will be responsible for discussing this with the volunteer and assist in the completion. 

8. Should a volunteer continue to fail to complete this document by September 1 of each fiscal year, 

the Board of Directors will be required to hold an e-mail vote to determine if the volunteer will be 

permitted to remain in their role, or if their position will be relinquished. The BOD oversight for 

the volunteer that did not complete the document will be responsible for making the motion to 

vote on this issue. 

9. The Board of Directors will be responsible for ensuring that those that oversee are completing 

their job duties and tasks quarterly. Should these job duties and tasks not be fulfilled, an 

improvement plan will be developed to attempt to rectify these issues. Please see the form 

document entitled “PSPA Job Description Performance Improvement Plan,” for a standardized 

template that can then be customized to the need of each member or situation. 

10. Should a volunteer continue to fail to complete this document by the time specified in the 

remediation plan, the Board of Directors will be required to hold a vote to determine if the 

volunteer will be permitted to remain in their role, or if their position will be relinquished. The 

BOD oversight for the volunteer that did not complete the document will be responsible for 

making the motion to vote on this issue. 

11. The PSPA secretary will digitally delete these forms on June 30 of each fiscal year. 

AUTHORITY 

Board of Directors 

APPROVED 

February 1, 2025 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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Conference Registration Policy               Section Policy: CONF1 

 

PURPOSE 

To clarify the rules and regulations as they apply to the conference registration process for the annual 

PSPA conference.  

 

POLICY 

Participants at the annual PSPA conference must comply with the formal registration process to be 

permitted to participate in the conference.  

 

RESPONSIBILITY 

Development and enforcement of the conference registration policy is the responsibility of the 

Conference Meeting Planner(s), Executive Director(s), and BOD oversight to the Conference Committee.  

 

PROCEDURE 

1. All conference participants must complete an official conference registration form. 
2. PSPA volunteers who are not attending the conference for CME must complete a volunteer 

registration form and submit which aspect of the conference they will be working as a volunteer, 

which is available via the Conference Planners. 
3. All required fields must be completed on the registration form. 
4. Appropriate payment must accompany the registration form. 
5. All conference fees are to be approved by the BOD annually. 
6. Tuition rates are prorated based on the postmark or credit card transaction date. The fee change is 

effective at midnight on the designated day. 
7. Active membership status will be enforced to receive the reduced member conference rate. 
8. Registration will be accepted in any form as per deadlines set by Conference Planners. 

Registrations after that date will only be accepted on-site. 
9. Requests for cancellation dates will be set by the Conference Planner(s). This refund will be 

minus an administration fee, also to be determined annually by the BOD and/or Conference 

Planner(s). 
10. Refunds for conference tuition will not be given after the start of the conference. 
11. No refunds will be given for guest fees. 
12. No refunds for workshops will be given unless all workshops are canceled by the Conference 

Meeting Planner(s). All effort will be made to offer an attendee an alternative workshop of equal 

or lesser value. 
13. Workshops will be filled on a first come, first serve basis. 
14. Workshop attendance minimum and maximum capacities will be determined by the Conference 

Meeting Planner(s) and Workshop Coordinator(s) based on nature, location, and description of 

the workshop. 
15. If all selected workshops are filled or canceled, a refund will be given at the time of registration.  
16. Faxed registrations are accepted for credit card payment only. 
17. In order to attend meals, guests must wear their “guest” name badge and be accompanied by the 

conference attendee. 
18. Guests are not permitted to claim CME credits. 
19. Conference educational materials will be available online to all registrants. All educational 

materials will be available via pspa.net, or in years where a virtual (or “hybrid”) conference is 

held, material will be available via the applicable virtual platform being used that year. 
20. Registration badges will be required at all times. 
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21. No children will be allowed in the conference event due to liability issues and for convenience of 

other conference participants. 
22. CME certificates will be available only via electronic database. This is to be held by, made 

accessible to, and updated by, the Conference Planner(s) and/or Executive Director(s). 
23. All fun run participants must complete a fun run waiver form (distributed by fun run coordinator). 
24. All conference committee members must complete an annual committee disclaimer form 

(available in the PSPA website form library). 
25. All participants in the Welcome Reception must comply with the published Welcome Reception 

rules and regulations (available at www.pspa.net). 
26. All participants in the Challenge Bowl must comply with PSPA published Challenge Bowl rules 

and regulations (available at www.pspa.net). 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

July 24, 2010 

 

DATE OF LAST REVIEW AND REVISION  

February 1, 2025 
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Exhibit Hall Policy                Section Policy: CONF2 

 

PURPOSE 

To assure compliance with the rules and regulations of the PSPA conference exhibit hall. 

 

POLICY 

All exhibit hall participants must comply with the rules and regulations within this policy. 

 

RESPONSIBILITY 

It is the responsibility of the Conference Meeting Planner(s) and BOD oversight to the Conference 

Committee to enforce the rules and regulations of the exhibit hall. 

 

PROCEDURE 

1. All exhibitors must complete an exhibitor agreement form (available via Conference Planner(s) 

and/or Exhibit Hall Planner(s). 

2. All exhibitors’ payments must be received prior to setting up their display in the designated 

exhibit hall. 

3. All exhibit hall fees are approved by the BOD. 

4. All exhibitors must staff their exhibit space during the designated hours unless otherwise 

approved and must comply with the present Pharma guidelines. 

5. All exhibitors will be asked to complete a post conference survey. 

6. No children are permitted in the exhibit space due to liability issues and for the convenience of 

other conference attendees.  

7. Solicitation by individuals or groups at the conference is prohibited unless they have been given 

prior approval by the Conference Meeting Planner(s) and BOD Oversight to the Conference 

Committee and have paid a licensing fee to exhibit their products or services in the exhibit hall. 

This covers all areas directly related to the functions of the conference. Solicitation on the hotel 

grounds is subject to the policy of the hotel. 

8. All poster presentations must be submitted in the requested format by the predetermined deadline 

(available at www.pspa.net) 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

July 24, 2010  

 

DATE OF LAST REVIEW AND REVISION  

February 1, 2025 
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Selection of Conference Speaker Policy            Section Policy: CONF3 
 

PURPOSE 

The PSPA receives accreditation from the AAPA. Specific guidelines are set forth by the AAPA that all 

Constituent Organizations and CME Planners must strictly follow. These guidelines dictate how the 

PSPA’s committee is permitted to select conference speakers  

 

POLICY 

The PSPA Conference Committee will use standard procedure to select annual speakers for the CME 

conference, showing no commercial bias and meeting stated learning objectives. 

 

RESPONSIBILITY 

The PSPA Conference Planner(s), BOD oversight to the Conference Committee, PSPA Executive 

Director(s), and Conference Education sub-committee will be responsible for following and enforcing the 

guidelines for speaker selection. CME Conference Meeting Planner and the Education Chair(s) of the 

Conference Committee will be responsible for enforcing the guidelines for speaker selection. 

 

PROCEDURE 

1. The PSPA annual fall conference will identify topics by conducting need assessments. 

2. A rubric to provide objective decisions on speaker selection will be maintained by the PSPA 

Executive Director(s), Conference Planner(s), and/or BOD oversight to the Conference 

Committee. 
3. Learning objectives will be developed for each session by the Conference Education 

Subcommittee and communicated to the speakers and to the attendees of the educational 

activity. Suggested learning objectives will be obtained by those wishing to present at the 

conference. The PSPA Conference Planners(s), BOD oversight to the Conference Committee, 

PSPA Executive Director(s), and Conference Education Subcommittee will then review these 

objectives and provide final approval. 

4. Conference speakers are identified through the annual conference survey and membership 

survey, PSPA website (www.pspa.net), newsletter and the Conference Committee. 

5. Speakers can self-nominate by using the PSPA website speaker portal.  

6. Non-selected speakers will be notified by the Conference Planner(s)within four weeks of the 

annual winter Conference Committee planning meeting.  

7. The Conference Planner(s) will advise speaker applicants that their information will be kept 

on file for a two-year conference cycle. 

8. Topics are not repeated within three years of presentation, unless substantial or significant 

changes in that particular medical issue are released. 

9. After the conference committee meeting, the Conference Planner(s) will contact the selected 

speakers and have them complete a speaker’s contract.  

10. Failure by the presenters to follow the guidelines and the policies of the PSPA will nullify the 

presenter’s agreement. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

July 24, 2010  

 

DATE OF LAST REVIEW AND REVISION 

February 1, 2025 
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CME Mini Series Policy                                                               Speaker PolicyCONF4 

PURPOSE 

The PSPA is duty bound to offer continuing medical education (CME) events to members, both free and 

paid. These guidelines outline the selection, frequency, and utilization of “CME Mini Series” events. 

  

POLICY 

The PSPA Conference Education Subcommittee   will use standard procedure to select educational 

opportunities to provide quarterly “CME Mini Series” event. These CME sessions may have an 

associated fee to the attendee or be complimentary. These CME sessions may be associated with grants to 

the PSPA. 

 

RESPONSIBILITY 

The PSPA Executive Director(s), Conference Education Subcommittee, and BOD oversight to the 

Conference will be responsible for this policy. 

 

PROCEDURE 

 

1. The PSPA Executive Director(s) (or any such entity acting in a similar capacity), Conference 

Committee, and BOD oversight will solicit outside vendors interested in providing free or paid 

CME to PSPA members between the annual CME Conference. 

2. The vendor(s) or company providing the CME will provide details on available dates/times for 

potential presentations, along with the topic, educational objectives, measurable outcomes, and 

follow up parameters during a proposal. 

3. The PSPA Executive Director(s) (or any such entity acting in a similar capacity), Conference 

Committee, and BOD oversight parties named in procedure #1 will review the proposal, along 

with PSPA calendar of events and choose the date/time of such events. These events should not 

interfere with scheduled events with Regional Affairs if at all possible and must not at all 

interfere with the annual Fall CME Conference. 

4.  Upon selection of CME Miniseries event, the PSPA Executive Director(s) (or any such entity 

acting in a similar capacity), Conference Committee, and BOD oversight will then choose the 

date/time of such events, ensuring that the event will not interfere with scheduled events with 

PSPA Regional Affairs if at all possible, and must not at all interfere with the annual Fall CME 

Conference. The PSPA Executive Director(s) (or any such entity acting in a similar capacity), 

Conference Committee, and BOD oversight will coordinate with PSPA Regional Affairs, PSPA 

Social Media, and PR&E to distribute necessary information, and assist with advertising. The 

CME organization will provide marketing materials or social media, website, and e-mail 

advertising. The CME organization will provide marketing materials or social media, website, 

and e-mail advertising.  

5. The Executive Director(s) will keep a database of used vendors (contact name, contact 

information and their role in the CME company), topics, and dates. 

6. Events should be held quarterly, when possible, but are not required to happen quarterly if 

educational opportunities are not available. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

February 1, 2025 

 

DATE OF LAST REVIEW AND REVISION 
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October 22, 2024 
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Board of Directors Elections Policy              Section Policy: ELECT1 
 
PURPOSE 
Establish guidelines for election of BOD positions.  

 
POLICY 
All positions, except for Student Directors-at-Large, are for two-year terms that run on the PSPA’s fiscal 

calendar year, which runs from July 1 to June 30.  
 
RESPONSIBILITY 
The Elections Chair shall be responsible for asking for nominations from the general membership, setting 

exact due dates for letters of intent, coordinating voting, tallying the votes, and notifying the Secretary of 

the results. The Elections Chair should notify candidates of the election results. 

 
PROCEDURE 

1. In the winter newsletter (approximately end of February), the Elections Chair shall make a 

call for nominations for the positions whose terms are up, and for the Student Director-at-

Large positions. The Elections Chair shall request a letter of intent, brief biographical profile, 

platform statement and photograph of all those wishing to run for office. Individuals may 

self-nominate or be nominated by another member. The Elections Chair shall contact those 

nominated for a position and offer them the chance to provide the necessary information. 

Nominations for the Student Director-at-Large positions need only supply a platform 

statement and photo. The Elections Chair will verify eligibility with the Board 

Administrator.  

2. Once the deadline has been reached, the platform statements and names of those running for 

the various positions shall be sent to all members eligible to vote (Fellow members only for 

BOD positions, student members only for Student Directors-at-Large).  

3. In the event of the need for a special election, the Elections Chair shall contact the 

membership and make a call for nominations. Members will have 14 days to submit a 

nomination and appropriate materials. Once the eligible applicants have been identified, the 

platforms shall be sent to the appropriate voting body. 

4. Notification of results will be published on the website within 30 days and in the next 

newsletter following the election. 

 

AUTHORITY 
Bylaws Article VIII, Sections 1, 2 and 3 

 
APPROVED 
November 3, 2009 
 

DATE OF LAST REVIEW AND REVISION  

November 1, 2022 
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Elections Process Policy              Section Policy: ELECT2 

 
PURPOSE 

To supervise the annual election of officers, BOD members and AAPA HOD. 

 

POLICY 

The BOD, Student Directors-at-Large, and the Delegates to the AAPA HOD will be elected each spring 

to take office July 1. 

 

RESPONSIBILITY / PROCEDURE 

1. Elections are held annually. 

2. In the even numbered years, two Directors-at-Large will be elected to two-year terms; the 

President-Elect will be elected for a one-year term as President-Elect, a two-year term as 

President and a one-year term as Immediate Past President. Also, AAPA HOD 

representatives (half or less than half of the available Delegate positions) will be elected to 

two-year terms. If there is a disproportionate number of AAPA HOD representatives 

available (greater than half of the current available Delegates), the amount of newly elected 

Delegates might only serve a one-year term until the ratio of new and old Delegates becomes 

more proportionate. The one-year terms would be given to the nominated Delegates that 

receive the least number of votes. Delegates to the AAPA HOD shall be elected by the 

membership to serve a one-year term to the HOD. Delegates assume full Delegate privileges 

and responsibilities upon being seated while the HOD is in session and therefore must be 

elected to be in compliance with the AAPA Bylaws.  

3. In the odd numbered years, the Secretary, Treasurer, and two Directors-at-Large will be 

elected to two-year terms. Also, AAPA HOD representatives (half or less than half of the 

available Delegate positions) will be elected to two-year terms. If there is a disproportionate 

number of AAPA HOD representatives available (greater than half of the current available 

Delegates), the amount of newly elected Delegates might only serve a one-year term until the 

ratio of new and old Delegates becomes more proportionate. The one-year terms would be 

given to the nominated Delegates that receive the least number of votes. Delegates to the 

AAPA HOD shall be elected by the membership to serve a one-year term to the HOD. 

Delegates assume full Delegate privileges and responsibilities upon being seated while the 

HOD is in session and therefore must be elected to be in compliance with the AAPA Bylaws. 

4. Two Student Directors–at-Large will be elected annually for a one-year term. If there are no 

students who run for these positions or a vacancy occurs, the President may appoint these 

positions with the approval of the BOD. 

5. The term of office begins July 1 of the election year and continues through June 30 of the re-

election year.  

6. The Election Committee shall supervise the election and seek nominations for each position. 

7. The Election Committee should develop a full ballot of qualified candidates for each position. In 

the event there is only one candidate for any position, the election committee will present the 

name to the BOD for review and approval; and the Secretary will cast a single ballot on behalf of 

membership.  

8. Eligibility to seek office in the PSPA general election is outlined in the PSPA Bylaws. Any 

fellow member with a current membership status is eligible for any position on the BOD. Any 

student member with a current membership status and is greater or equal to 9 months from 

graduation from the start of their term is eligible for the Student Director-at-Large positions. 

9.  

10. Requests for nominations will be announced in the fall and winter newsletters. 
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11. All Fellow members interested in running for an office or BOD position must submit a letter 

of intent, a brief biographical sketch, a platform statement (300 words or less) and a color 

photo (head and shoulder) to the Election Committee by April 15. 

12. Ballots will be sent to all current Fellow members during the month of May and must be 

returned to the Elections Chair by May 30th. Associate members are not eligible to vote. 

13. All students interested in running for the Student Director-at-Large positions must submit a 

platform statement and a color photo (head and shoulders) by March 15th. Ballots will be 

sent approximately April 1 to be returned by April 30th. All current student members will 

receive ballots to vote for the Student Director-at-Large candidates. The term of office 

officially begins July 1, but the students will have a two-month mentoring process with the 

current Student Directors. 
14. The Elections Chair or President will contact the candidates with the results prior to their 

publication. The results of the election will be published on the website and in the newsletter 

within 30 days following the election. 

15. The Elections Chair or President will contact the candidates with the results prior to their 

publication. The results of the election will be announced in the newsletter immediately 

following the election. 

16. Biographical sketches, platform statements and photographs of the candidates shall be printed 

in the spring newsletter and sent along with the ballots. 

 

AUTHORITY 

Bylaws Article X, Sections 1 and 2 

Board of Directors 

Election Chair 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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House of Delegates Election Policy                                   Selection Policy: ELECT3 

 
PURPOSE 

Establish guidelines for HOD representative selection.  

 

POLICY 

Any PSPA member can nominate themselves or another Fellow member for the HOD. In the event that an 

abundance of nominations (greater than the number of seats allocated to the PSPA) are received, the 

nominees who receive the greatest number of votes will be elected as Delegates. After those seats are 

filled, up to the next three nominees with the greatest votes will be (appointed) elected as one-year 

Delegates. Additional one-year Delegates can be allocated by the President, with approval from the 

BOD.  

 

RESPONSIBILITY 

The Elections Chair and Chief Delegate.   

 

PROCEDURE 

1. Two seated delegate positions will be reserved for the President and the Immediate Past 

President or President-Elect. 

2. The individuals who receive the most votes will be elected to serve as Delegates to the AAPA 

HOD according to apportionment by the AAPA.  

3. Of the remaining nominees, the three nominees with the greatest votes will be (appointed) 

elected as one-year Delegates.  

4. Additional one-year Delegates can be allocated by the President, with approval from the 

BOD. 

 

AUTHORITY 

Bylaws Article X, Sections 1 and 2 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Term Limits Policy                 Section Policy: ELECT4 

PURPOSE 
Encourage continued growth of leadership and prevent volunteer burnout. 
 
POLICY 
Term limits shall be established for certain BOD positions. 
 
RESPONSIBILITY 
The Elections Committee Chair is responsible for monitoring eligibility of candidates for office.  

 
PROCEDURE 

1. President: may not run for the office of president in consecutive terms 

2. Directors-at-Large: limited to three consecutive full terms or totaling seven years, at a time, 

but may run again after a minimum of one year out of office. 

3. In the event of no candidates, the BOD may make an exception to the term limits policy 

4. The Election Committee Chair shall monitor terms and eligibility of candidates for these two 

categories. 

 
AUTHORITY 
Election Committee 
Board of Directors 
 
APPROVED 
April 30, 2011 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Authorized Signatures Policy                 Section Policy: FINANCE1 
 

PURPOSE 

To clarify who can sign checks / contracts for the PSPA.  

 

POLICY 

All checks, contracts, or demands for money and notes of the PSPA shall be signed by such officer or 

officers as the BOD may from time to time designate. 

 

RESPONSIBILITY / PROCEDURE 

1. The Treasurer shall supervise the collection, investment, and distribution of all PSPA funds. 

2. The Treasurer or the President shall sign all checks issued by the PSPA after verifying 

appropriateness of the expenditure. 

3. If the Treasurer and President are unavailable, the BOD shall designate an alternate to sign checks 

or make deposits. 

4.  In accordance with the PSPA’s financial institution, a check signature card should be filed with 

the financial institution for the appropriate designee. 

5. All contracts with outside vendors shall reviewed by the Treasurer, Board Administrator, or the 

President, and signed by the Treasurer or the President. 

6. If the Treasurer and President are unavailable, the BOD shall designate an alternate to review and 

sign contracts. 

 

AUTHORITY 

Bylaws Article XIII, Section 3 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Budget and Financial Planning Policy            Section Policy: FINANCE2 
 

PURPOSE 

Establishes an objective basis on which to direct PSPA financial planning.  

 

POLICY 

The PSPA is a fully incorporated non-profit corporation as defined by Federal and Pennsylvania law. The 

PSPA generates revenue from several sources, the majority of which is from membership dues and 

conference registration. The Treasurer shall have custody of the corporate funds and securities and shall 

keep full and accurate accounts of receipts and disbursements. 

 

RESPONSIBILITY / PROCEDURE 

1. The budget for the PSPA shall be developed on an annual basis. The goal shall be to maximize 

service and benefits to members, while maintaining the long-term viability of the PSPA. 

2. All financial decisions made during the year shall be in accordance with the budget. Requests for 

funds not previously budgeted for must be approved by the BOD. 

3. Good cost accounting is essential to good financial management and should consist of: 

a. An annual written budget 

b. Timely financial statements 

c. Submission of a budget request form 

d. Adherence to reimbursement policies 

4. Budget requests, including reason for the budget request must be submitted on a Budget Request 

Form (available in the PSPA website form library) to the Finance Committee Chair and to the 

Board Administrator. This date will be set by the Treasurer no later than at the January BOD 

meeting. 

5. The Finance Committee and the Board of Directors oversight for a committee shall review every 

budget request form and to hold each committee accountable when formulating the PSPA 

operating budget. 

6. The PSPA’s operating budget will be presented to the BOD for discussion and approval during 

the spring BOD meeting. 

7. Travel reimbursement requests must be submitted on a Travel Reimbursement Request Form ( 

available in the PSPA website form library) with original receipts and be submitted within thirty 

days of the original expenditure and within the fiscal year the expenditure occurred. 

8. Non-travel reimbursement requests must be submitted on a Non-Travel Reimbursement Request 

Form (available in the PSPA website form library) with original receipts and be submitted within 

thirty days of the original expenditure and within the fiscal year the expenditure occurred.  

9. All reimbursement request forms must be initially sent to next in command for signature approval 

using the examples below.  

a. Committee members must send their completed form and original receipts to  their        

Committee Chairperson who will then forward to the Treasurer for processing. 

b. Committee Chairs must send their completed form and original receipts to their BOD 

oversight who will then forward to the Treasurer for processing.  

c. Liaisons must send their completed form and original receipts to the Liaison   

Coordinator (or in   the event there is no Liaison Coordinator they may submit to the 

Governmental Affairs Chair) who will then forward to the Treasurer for processing. 

d. HOD representatives must send their completed form and original receipts to their Chief 

Delegate who will then forward to the Treasurer for processing. The Chief Delegate must 

send  their completed form and original receipts to the Treasurer who will review, 

approve, and process. 
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e.  BOD and Elected Officers (except the President) must send their completed form and 

original receipts to the President who will then forward them to the Treasurer for 

processing. 

f. The President must send their completed form and original receipts to the Treasurer for 

approval and processing. 

10. The Treasurer shall review each reimbursement request following the policies set forth. If the 

Treasurer has a question or a concern regarding a reimbursement request, it will be brought 

before the BOD who will render a decision.  

 

AUTHORITY 

Finance Committee 

Treasurer 

Board of Directors 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Reimbursement for Board of Directors Meetings Policy       Section Policy: FINANCE3 

 

PURPOSE 

Establishes guidelines for requesting reimbursement for official PSPA duties. 

 

POLICY 

Elected Officers, BOD, and Committee Chairpersons may be reimbursed for expenses according to 

reimbursement policy set by majority vote of the BOD. If any service beyond usual duty is provided by 

an Elected Officer, BOD member or Committee Chairperson, those services will be reimbursed at fair 

market value.  

 

RESPONSIBILITY / PROCEDURE 

1. Elected Officers and BOD members may be reimbursed for travel to attend the BOD meeting. 

Elected Officers and members shall include the following: 

                President 

                Immediate Past President 

                President-Elect 

                Secretary 

                Treasurer 

                Directors-at-Large 

                Student Directors-at-Large  

2. A committee chairperson may be reimbursed for travel to attend BOD meeting. Committee 

Chairpersons shall include: 

a. Chief delegate to the AAPA HOD (Note: This will only occur when the Chief Delegate is 

not the President.) 

b. Liaison Coordinator 

c. Official Standing Committee Chairs  

i. In the event a committee has Co-Chairs, please select a designee as only one 

person per committee can be reimbursed. 

ii. In the situation where the chairperson cannot attend and chooses to send an 

official representative or representatives in their stead, please select a designee as 

only one person per committee can be reimbursed. 

d. Special Project Chairperson at the discretion of the BOD. 

e. Ad Hoc committee Chairperson at the discretion of the BOD. 

3. An invited guest or dignitary of the PSPA may be reimbursed for travel to attend the BOD 

meeting at the discretion of the BOD. 

4. The PSPA recognizes that attendance to a BOD meeting may involve extended periods of driving 

/ travel for some Elected Officers, BOD and Committee Chairpersons based on their geographic 

location. With the understanding that long distances combined with lengthy BOD meetings may 

have an impact on the safety of an individual, the Society will reimburse an Elected Officer, BOD 

member and / or a designated Committee Chairperson one evening’s lodging. The conditions for 

this reimbursement are as follows: 

a. Travel must be greater than one hundred eighty miles (one way) or three hours away 

from the site of the BOD meeting. 

b. The Elected Officer, BOD member or Committee Chairperson will be reimbursed for up 

to two BOD meetings per year. 

5. Mileage may be submitted for travel regardless of whether lodging expenses are incurred. 
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6. The reimbursement request, with original receipts for appropriate items, must be submitted to the  

Treasurer within thirty days of the original expenditure and within the fiscal year the expenditure 

occurred.  

7. The Treasurer shall exercise oversight of reimbursement and final approval of expenses. 

8. With reference to mileage reimbursement and/or related lodging the day preceding to the BOD 

meeting held at the conference site, BOD and Committee Chairpersons will be reimbursed 

mileage/lodging in accordance with procedure listed above provided they are not attending any of 

the conference onsite CME components for the purpose of obtaining Category I CME. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Reimbursement Policy for Lodging at the PSPA Conference  

for Board of Directors and Elected Officers               Section Policy: FINANCE4 

 

PURPOSE OF POLICY 

Establishes guidelines for obtaining reimbursement for lodging expenses during the PSPA conference 

related to official PSPA duties by the PSPA BOD Elected Officers. 

 

POLICY 

The Elected Officers of the PSPA may be reimbursed for lodging expenses according to this 

reimbursement policy set by majority vote of the BOD.  

 

RESPONSIBILITY / PROCEDURE 

 

1. Elected Officers of the PSPA eligible for lodging expense reimbursement while performing duties 

as outlined in their job description at the PSPA conference. This includes nightly room rate and 

any parking fees associated with the lodging. 

2. Lodging reimbursement must be submitted and approved in the BOD budget annually. 

Reimbursement will be limited to a maximum of $500 per Elected Officer. 

3. A PSPA travel reimbursement request form (available in the PSPA website form library) 

must be submitted to the President, or Treasurer in the case of the President’s submission, and 

this request must be approved prior to the stay. 

4. Following the stay, the previously approved reimbursement request with original receipts must be 

submitted to the Treasurer within thirty days of the expense’s occurrence. Any reimbursement 

request received by the Treasurer after thirty days of expense occurrence will not be processed.  

5. Elected Officers of the PSPA will not be eligible for reimbursement of lodging expenses if they 

attend any of onsite conference CME components for the purpose of obtaining Category I CME.  

6. The Treasurer shall exercise oversight of reimbursement, record expenses, and process 

reimbursement. 

 

AUTHORITY 

Board of Directors 

DATE REVIEWED AND APPROVED 

November 1, 2022  
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Reimbursement Policy for Lodging at the PSPA Conference  

for Committee Chairperson         Section Policy: FINANCE5 

 
PURPOSE OF POLICY 

Establishes guidelines for obtaining reimbursement for lodging during the PSPA conference related to 

official PSPA duties by a PSPA Committee Chairperson.  

 

POLICY 

Standing PSPA Committee Chairpersons may be reimbursed for lodging expenses according to this 

reimbursement policy set by majority vote of the BOD.  

 

RESPONSIBILITY / PROCEDURE 

 

 

1. A PSPA official standing Committee Chairperson is eligible for lodging expense reimbursement 

while performing duties as outlined in their job description at the PSPA conference. 

2. In the event a committee has multiple chairpersons, please select a singular designee as only one 

chairperson per committee will be eligible for reimbursement.  

3. Lodging reimbursement must be submitted and approved in the committee’s budget annually. 

Reimbursement will be limited to a maximum of $500 per committee. 

4. A PSPA travel reimbursement request must be submitted to the designated BOD oversight of the 

committee and this request must be approved prior to the stay. 

5. Following the stay, the previously approved reimbursement request with original receipts must be 

submitted to the Treasurer within thirty days of the expense’s occurrence. Any reimbursement 

request received by the Treasurer after thirty days of expense occurrence will not be processed.  

6. A committee chairperson will not be eligible for reimbursement of lodging if they attend any of 

the onsite conference CME components for the purpose of obtaining Category I CME.  

7. The treasurer shall exercise oversight of reimbursement, record expenses, and process 

reimbursement. 

 

AUTHORITY 

Board of Directors 

 

DATE OF REVIEW AND APPROVAL 

November 1, 2022  
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Reimbursement for Committee Members Policy        Section Policy: FINANCE6 
 

PURPOSE 

Establishes guidelines for obtaining reimbursement for official PSPA duties required by committee 

members.  

 

POLICY 

Committee members may be reimbursed for expenses according to reimbursement policy set by majority 

vote of the BOD. If any service beyond the usual duty is provided by committee members, those services 

will be reimbursed at fair market value.  

 

RESPONSIBILITY / PROCEDURE 

1. Committee members may be reimbursed for travel, food, and lodging incurred while performing 

duties as outlined in their job description and must be approved and budgeted for by their 

Committee Chair.  

2. The travel reimbursement form (available in the PSPA website form library) request with  

original receipts for appropriate items must be submitted to the Treasurer within thirty days of the 

original expenditure and within the fiscal year the expenditure occurred.  

3. Travel, food, and lodging reimbursement will only be paid to the committee members solely for 

the purpose of attending official Society business. Travel to the PSPA Annual Conference and / 

or quarterly BOD meetings is not reimbursable. 

4. The Treasurer shall exercise oversight of reimbursement and final approval of expenses. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Reimbursement for House of Delegates Policy            Section Policy: FINANCE7 
 

PURPOSE 

Establishes guidelines for obtaining reimbursement for official duties of the Pennsylvania delegation to 

the AAPA HOD. 

 

POLICY 

Elected Pennsylvania delegates to the AAPA HOD may be reimbursed for expenses according to 

reimbursement policy set by majority vote of the BOD. If any service beyond the usual duty is provided 

by a Delegate, those services will be reimbursed at fair market value. 

RESPONSIBILITY / PROCEDURE 

1. Elected delegates to the AAPA HOD may be reimbursed for travel and lodging expenses incurred 

to attend the annual meeting for the AAPA HOD. Elected Delegates eligible for reimbursement 

include: 

a.    Chief Delegate 

b.    Apportioned elected Delegates, also referred to as “seated” Delegates 

c.    Up to 3 elected one-year Delegates, also referred to as “unseated” Delegates 

2. To accommodate the long distances that must be traveled the day preceding and following the 

final day of official HOD business, reimbursement for lodging may include the night before and 

the final night of official HOD meetings.  

3. Reimbursement will not be provided for attendance, travel or lodging expenses to attend the 

AAPA conference for the purpose of acquiring any CME credit. 

4. Reimbursement for each Delegate is established annually by the Chief Delegate based on the 

funds allotted by the BOD in the annual operating budget, titled AAPA HOD. Reimbursement 

will not exceed this annual pre-set budgetary limit. 

5. Reimbursement for travel to mandatory BOD meetings shall be deducted from the Delegate’s 

pre-determined annual AAPA HOD reimbursement budget. 

The travel reimbursement form (available in the PSPA website form library) request with original 

receipts for appropriate items must be submitted to the Treasurer within thirty days of the original 

expenditure and within the fiscal year the expenditure occurred.  

6. The Treasurer shall exercise oversight of reimbursement and final approval of expenses. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Reimbursement for Liaisons Policy         Section Policy: FINANCE8 

 

PURPOSE 

Establishes guidelines for obtaining reimbursement for official PSPA duties required by Liaisons.  

 

POLICY 

Liaisons may be reimbursed for expenses according to reimbursement policy set by majority vote of the 

BOD. If any service beyond the usual duty is provided by a Liaison, those services will be reimbursed at 

fair market value.  

 

RESPONSIBILITY / PROCEDURE 

1. Liaisons may be reimbursed for travel, food, and lodging incurred while performing duties as 

outlined in their job description and must be approved and budgeted for by their Committee 

Chair.  

2. The travel reimbursement form (available in the PSPA website form library)  request with 

original receipts for appropriate items must be submitted to the Treasurer within thirty days of the 

original expenditure and within the fiscal year the expenditure occurred.  

3. Travel, food, and lodging reimbursement will only be paid to the Liaison solely for the purpose of 

attending official PSPA business. Travel to the PSPA Annual Conference and / or quarterly BOD 

meetings is not reimbursable. 

4. The Treasurer shall exercise oversight of reimbursement and final approval of expenses. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Reimbursement for Region Representatives Policy          Section Policy: FINANCE9  

 

PURPOSE 

Establishes guidelines for obtaining reimbursement for official PSPA duties required by Region 

Representatives.  

 

POLICY 

Region Representatives may be reimbursed for expenses according to reimbursement policy set by 

majority vote of the BOD. If any service beyond the usual duty is provided by a Region Representative, 

those services will be reimbursed at fair market value.  

 

RESPONSIBILITY / PROCEDURE 

1. Region Representatives may be reimbursed for travel, food, and lodging incurred while 

performing duties as outlined in their job description and must be approved and budgeted for by 

their Committee Chair.  

2. The travel reimbursement form (available in the PSPA website form library) request with original 

receipts for appropriate items must be submitted to the Treasurer within thirty days of the original 

expenditure and within the fiscal year the expenditure occurred.  

3. Travel, food, and lodging reimbursement will only be paid to the Region Representatives solely 

for the purpose of attending official Society business. Travel to the PSPA Annual Conference and 

/ or quarterly BOD meetings is not reimbursable. 

4. The Treasurer shall exercise oversight of reimbursement and final approval of expenses. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Submitting House of Delegate Resolutions Policy             Selection Policy: HOD1 

 

PURPOSE  

Establish guidelines for submission of HOD resolutions sponsored by the PSPA. 

 

POLICY  

Any resolutions submitted as sponsored by the PSPA must be approved by the majority of the BOD. This 

policy in no way precludes the ability of any AAPA fellow member to introduce a resolution without the 

sponsorship of the PSPA. 

 

RESPONSIBILITY  

The Chief Delegate is responsible to coordinate resolution submission.  

 

PROCEDURE  

1. Any PSPA member can submit a proposed resolution for consideration.  

2. The entire HOD delegation should review any proposed resolution and make a recommendation 

to the BOD.  

3. The final decision to submit or sponsor a resolution will be made by the BOD.  

4. Resolutions approved by the BOD for sponsorship will be submitted by the Secretary on official 

PSPA letterhead.  

 

AUTHORITY  

ARTICLE VIII: Section 4  

 

APPROVED  

November 3, 2009  

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



49 

Annual General Membership Meeting Policy       Section Policy: MEMBER1 

 

PURPOSE 

To establish guidelines for the conduct of the annual General Membership Meeting of the PSPA. 

 

POLICY 

The PSPA shall conduct a general business meeting as established by the Bylaws of the PSPA. 

 

RESPONSIBILITY 

The President of the PSPA shall be responsible for the Annual Membership Meeting. 

 

PROCEDURE 

1. Two hours will be set aside during the annual PSPA conference for the annual meeting of 

members.  

2. Written notice of the annual meeting setting forth the time and place of the meeting and of any 

special business transactions shall be given to the members at least sixty days in advance. 

3. A member who has been sent notice of a meeting and does not attend will relinquish the right of 

decision to those who are present.  

4. The BOD shall present to the members an annual report which is verified by the President and 

Treasurer or by a majority of the BOD.  

5. Each Committee Chair is required to submit an annual report from their committee to the 

President for verification. Each report shall be posted on PSPA website under the Member’s Only 

section as an Annual Report to the membership. 

6. Meetings will be conducted in accordance with the current edition of The Standard Code of 

Parliamentary Procedure by Alice Sturgis. 

 

AUTHORITY 

Board of Directors 

Bylaws Article VII, Section 2 

 

APPROVED 

July 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Complimentary Membership for New Graduate Policy       Section Policy: MEMBER2  

 

PURPOSE 

To allow Pennsylvania PA programs to recognize a graduating student with one year of free New 

Graduate Fellow membership in the PSPA. By recognizing student leaders with one year of membership, 

the hope is that they will become involved with the PSPA in a volunteer or leadership capacity. 

 

POLICY 

Each Pennsylvania PA program will be entitled to nominate one graduating student who will be 

practicing in Pennsylvania upon graduation for one year of the PSPA Fellow membership.  

 

RESPONSIBILITY 

Membership committee has the option to offer this to all or none of the PA programs on an annual basis. 

 

PROCEDURE 

1. In the early part of each calendar year, the Membership Chair or a designee shall contact each 

Pennsylvania PA program to discuss the process of nominating a student who has shown 

exceptional leadership skills. 

2. Contact information of the student shall be passed on to the Board Administrator for inclusion on 

the membership roster. 

3. The Membership Chair shall forward a Winner’s Packet to the PA program so that they may 

present it to the student at their convenience. 

4. The Winner’s Packet shall include a certificate congratulating the student and welcoming them to 

the PSPA in addition to information regarding the various committees available. 

 

AUTHORITY 

Membership Committee 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Definition of Membership Cycle Policy       Section Policy: MEMBER3  

 

PURPOSE 

To clarify the membership cycle of the PSPA. 

 

POLICY 

The membership cycle is twelve months from date of payment, or twenty-four to thirty-six months if a 

member has committed to a multi-year plan. New Graduate, Fellow and Affiliate members will be offered 

a discounted membership rate for one year after joining the PSPA. After their first year, they will be 

responsible for paying the Fellow/Affiliate membership fee. Student members are also offered a 

discounted membership fee that is applicable for the time they are in school. 

 

RESPONSIBILITY 

BOD 

 

PROCEDURE 

1.      PSPA offers a rolling membership cycle with the option of auto renewal each year on the date the 

member-initiated membership.  

2.      The credit card on file will be charged the full year’s membership fee each year on the date the 

member joined.  

3.      Members have the option to opt out of auto renewal.  

 

AUTHORITY 

Membership Committee 

Board of Directors 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Hardship Application for Membership Policy      Section Policy: MEMBER4 

 

PURPOSE 

Individuals who qualify for Fellow membership, but special circumstances make payment of dues an 

unreasonable hardship may request a hardship application for membership. 

 

POLICY 

Cause for petition for hardship may include, but is not restricted to, service in the Peace Corps, 

underserved, charitable or missionary health practice, illness, injury, or medical disability. 

 

RESPONSIBILITY / PROCEDURE 

1. Any member may request reduction of the membership fee by writing to the Membership Chair 

along with the application for the appropriate category stating reasons for the request (application 

available in the Forms Library at www.pspa.net). 

2. Once the request is reviewed, a determination of validity will be made by the committee. 

3. The recommendation will then be made to the Board of Directors for final approval. 

4. These members may vote, hold office, serve on committees, serve as committee chairs, have 

privileges of the floor, and receive publications and discounts.  

 

AUTHORITY 

Membership Committee 

Board of Directors 

 

APPROVED 

July 24, 2010 

 

DATE OF LAST REVIEW AND  REVISION 

November 1, 2022 
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Honorary Membership Policy                       Section Policy: MEMBER5 
 

PURPOSE 

To identify procedures for recognition of persons of distinction.  

 

POLICY 

The BOD will determine the validity of the proposed application. 

 

RESPONSIBILITY 

Membership Committee 

 

PROCEDURE 

1. Any member may request the recognition of any individual by writing to the Membership Chair 

stating reasons for the request. 

2. Once the request is reviewed, a determination of validity will be made by the committee within 

one year.  

3. The recommendation will then be made to the BOD for final approval. 

4. Membership is valid until the end of the current membership cycle. 

 

AUTHORITY 

Bylaws Article V, Section 12 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Membership Benefits Approval Policy      Selection Policy: MEMBER6 

 

PURPOSE 

This policy shall serve as a guide for the approval process of new membership benefits for the PSPA. 

 

POLICY 

All PSPA member benefits must be approved by the BOD prior to being offered to the members.  

 

RESPONSIBILITY 

The Membership Chair or Co-Chair, President, Board Administrator, and BOD will be responsible for the 

approval process. 

 

PROCEDURE 

1. All new membership benefits will be submitted by the Membership Committee Chair or 

Co-Chair to the Board Administrator and President in the standard proposal format.  

2. The President will then send it to the current BOD for review.  

3. If there are no objections or concerns raised within one week (seven days), the new 

membership benefit will be approved without additional action.  

4.  If there are concerns or objections raised, a discussion will be held to address these 

concerns. Once the concerns are reviewed, then an electronic vote will be called by the 

President. (See Policy Email Voting: COMM2) 

 

AUTHORITY 

Membership Committee 

Board of Directors 

 

APPROVED 

February 18, 2020 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Membership Category Policy          Section Policy: MEMBER7 
 

PURPOSE 

This policy sets forth types of membership categories available in membership to the PSPA. 

 

RESPONSIBILITY  

The Membership Committee uses the following categories in making appropriate charges to be a member 

of the PSPA. 

 

PROCEDURE 

The following are the various membership categories offered through the PSPA. 

1. Fellow: any national board certified or board eligible PA who is also a Fellow member in good 

standing of the AAPA and who practices and/or resides in Pennsylvania. This member has full voting 

privileges, entitled to privilege on the floor, and may hold any office. 

2. New Graduate Fellow: shall include any national board-certified or board-eligible PA who has 

graduated within the past twelve months, is a Fellow member in good standing of the AAPA and who 

practices and/or resides in Pennsylvania. A Fellow member has full voting privileges, shall be entitled 

to the privilege of the floor, and may hold any office.  

3. Affiliate: shall include any national board-certified or board-eligible PA who does not choose to join 

the AAPA and practices and/or resides in Pennsylvania. An Affiliate member may vote on all issues 

except those which relate specifically to the AAPA. An Affiliate member may not hold office or serve 

as a state or national delegate but may have the privilege of the floor.  

4. New Graduate Affiliate: shall include any national board-certified or board-eligible PA who has 

graduated within the past twelve months, who does not choose to join AAPA and practices and/or 

resides in Pennsylvania. An Affiliate member may vote on all issues except those which related 

specifically to the AAPA. An Affiliate member may not hold office or serve as a state or national 

delegate but may have the privilege of the floor. 

5. Student: shall include any student in good standing in a CAHEA, CAAHEP, ARC-PA, (or successor 

agency) approved PA program. A Student member may vote on all issues related to student 

representative elections and may hold a student BOD position if AAPA membership is maintained. 

Student member may have the privilege of the floor. 

6. Sustaining: shall include any NCCPA certified or board eligible PA who does not practice within the 

Commonwealth of Pennsylvania and wishes to maintain membership in the PSPA. A sustaining 

member may have the privilege of the floor but may not hold office or serve as a state or national 

delegate and does not have voting privileges. This category is appropriate for most retired PAs.  

7. Physician: shall include any U.S. licensed physician who wishes to associate with the organization. 

He/she shall have the privilege of the floor but shall not be entitled to vote or hold office. 

8. Associate: shall include any group practice, hospital, insurance company, pharmaceutical company, 

or person involved in the health care industry who is ineligible for any other categories and wishes to 

associate with the organization. These members are not entitled to the privilege of the floor, nor are 

they entitled to vote or hold office. PAs are not eligible to join this category. 

9. Prospective PA Student: Any high school or college student that is contemplating the PA profession 

as his or her career. These members may not hold office and do not have voting 

privileges. Membership is for one year. 

10. Honorary Members: individuals who have rendered distinguished service to the Society of the PA 

profession. Such members shall be nominated by an active PSPA member and approved by the BOD 

within one year. Members shall be entitled to the privilege of the floor of the PSPA but shall not be 

entitled to vote, hold office, or serve as a state or national delegate. They shall be exempt from paying 

dues. Membership valid until the end of the current membership cycle (see Honorary Membership 

Policy: MEMBER5) 
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11. Joint Physician Assistant and Supervising Physician(s): for any Physician-PA team that wishes to 

take advantage of the many benefits of membership. The Physician member shall include any U.S. 

licensed physician who wishes to associate with the PSPA. They shall have the privilege of the floor 

but shall not be entitled to vote or hold office. The PA members shall include any NCCPA certified or 

board eligible PA who practices and/or resides in Pennsylvania. If the PA member is also a Fellow 

member in good standing of the AAPA, they may vote on issues which relate specifically to the 

AAPA. They may not hold office or serve as state or national delegates. 

 

Membership fees are subject to change. Please see www.pspa.net for up-to-date fee schedule. 

2-year membership renewable fee is accepted for the following above categories: Fellow and Affiliate  

2 year and 3 years nonrenewable membership fee is accepted for above Student Membership 

1-year non-renewable membership for New Graduate Fellow and New Graduate Affiliate 

1-year non-renewable membership for prospective PA student 

Honorary Membership exempt from dues 

All others (sustaining, physician, associate, 1 year student and Physician/ PA team) are a 1-year 

renewable membership fee 

 

AUTHORITY 

Membership Committee 

 

APPROVED 

April 17, 2021 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.pspa.net/
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Membership Certificates and Cards Policy          Selection Policy: MEMBER8  

 

PURPOSE 

Certify active membership in the PSPA. 

 

POLICY 

Membership in the PSPA may be evidenced by certificates of membership or membership cards, which 

shall be in such form and style as the BOD may determine. 

 

RESPONSIBILITY / PROCEDURE 

1. The Board Administrator will provide membership cards to all members. 

2. The Board Administrator will provide certificates of membership to all new members. 

3. The PSPA is a non-profit organization, and this shall be noted on the face of each card and 

certificate.  

4. Certificates shall be signed by the President and by the Secretary by execution or facsimile.  

 

AUTHORITY 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Data Request Policy           Section Policy: RECORD1 

 

PURPOSE 

To establish guidelines for access to the information stored in the computer and hard copy files of the 

PSPA, to maintain confidentiality and control over use of such information. 

 

POLICY 

The Board Administrator shall have access to all confidential information. Request for date printouts 

should be directed only through this individual. 

 

RESPONSIBILITY / PROCEDURE 

1. BOD, Region Representatives, Liaisons and Committee Chairpersons may request and receive 

data for PSPA business only. 

2. Members may request and receive limited lists of names and addresses (no phone numbers or e-

mail addresses) for appropriate specific reasons. The Board Administrator must approve all such 

requests. The PSPA will sell its mailing roster / labels to individuals, entities, or organizations. 

Buyers will be required to sign a List Usage Agreement (available in the PSPA website form 

library).  

3. Except for PSPA business, the use of the computer information for telemarketing purposes is 

strictly prohibited. 

4. The pricing structure for the sale of the mailing list will be determined by the BOD. The date 

request signed List Usage Agreement (available in the PSPA website form library) and summary 

data released will be filed for reference as to assure that the information released will be used 

solely for the purpose requested and not sold, given away or in any other manner released. 

 

AUTHORITY 

Board Administrator 

Board of Directors 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Document Retention and Destruction  Policy                   Section Policy: RECORD2 

                                            

 

PURPOSE  

The Document Retention and Destruction Policy identifies the record retention responsibilities of staff, 

volunteers, members of the BOD, and outsiders for maintaining and documenting the storage and 

destruction of the organization’s documents and records. 

 

POLICY / RESPONSIBILITY / PROCEDURE 

 

The PSPA’s staff, volunteers, members of BOD, committee members and outsiders (independent 

contractors via agreements with them) are required to honor the following rules:  

1. Paper or electronic documents indicated under the terms for retention in the following section will 

be transferred and maintained by the PSPA. 

2. No paper or electronic documents will be destroyed or deleted if pertinent to any ongoing or 

anticipated government investigation or proceeding or private litigation. 

3. No paper or electronic documents will be destroyed or deleted as required to comply with 

government auditing standards (Single Audit Act).  

 

RECORD RETENTION 

Minimum requirements available in the most recent IRS guidelines. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

October 17, 2017 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Record Availability Policy           Section Policy: RECORD3 

 

PURPOSE 

Provisions required for review of PSPA records. 

 

POLICY 

Every member shall, upon written request stating the purpose thereof, have a right to examine, in person 

or by agent or attorney, during the usual hours for business for any proper purpose, the membership 

register, books and records of account, and records of the proceedings of the members and BOD, and to 

make copies or extracts there from. 

 

RESPONSIBILITY / PROCEDURE 

1. An appropriate purpose shall mean a purpose reasonably related to the interest of such person as a 

member as determined by the BOD or by a legal authority. 

2. In every instance where an attorney or other agent shall be the person who seeks the right to 

inspection, the request shall be accompanied by a power of attorney or such other writing which 

authorizes the attorney or other agent to so act on behalf of the member. 

3. The request shall be directed to the PSPA at its registered office in this Commonwealth or at its 

principal place of business wherever situated. 

4. The Board Administrator shall make appropriate records available. 

 

AUTHORITY 

Bylaws Article XII, Section 2 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Record Keeping Policy            Section Policy: RECORD4 

 

PURPOSE 

Establish complete and accurate records. 

 

POLICY 

The PSPA shall keep an original and a duplicate record of the proceedings of the members and the BOD; 

the original and a duplicate of its Bylaws, including all amendments thereto to date, certified by the 

Secretary of the PSPA; and an original and a duplicate membership register, giving the names of the 

members and showing their respective addresses and the class and other details of the membership of 

each. 

 

RESPONSIBILITY / PROCEDURE 

1. The Board Administrator shall keep a copy of all official documents of the PSPA. 

2. The Secretary shall make a record of all proceedings of the BOD. 

 

AUTHORITY 

Bylaws Article XII, Section 1 

 

APPROVED 

April 24, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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State Board Registration Policy                    Section Policy: RECORD5 

 

PURPOSE 

To clearly state the position of the PSPA regarding registration of its members with the appropriate 

regulatory boards of Pennsylvania. 

 

POLICY 

The PSPA stipulates that clinically practicing fellow and affiliate members be registered with the 

appropriate regulatory Medical Board. 

 

RESPONSIBILITY 

Board of Directors 

 

PROCEDURE 

1. Fellow and affiliate clinically practicing members are required to be registered with either the 

State Board of Medicine or the State Board of Osteopathic Medicine, unless exempt. 

2. Under current Pennsylvania laws and regulations, all PAs who are currently practicing within the 

Commonwealth must be registered with either the Medical Board or Osteopathic Board. Federal 

Employees are exempt from such registration.  

3. Fellow and affiliate members will be required to include their Pennsylvania license number on 

their membership application as proof of such registration. 

4. The PSPA shall work with the Medical and Osteopathic Boards, if requested, to ensure that all 

PAs in practice in the Commonwealth of Pennsylvania are licensed. 

5. The address of the regulatory boards are as follows: 

1. State Board of Medicine: PO Box 2649, Harrisburg, PA 17105 

2. State Board of Osteopathic Medicine: PO Box 2649, Harrisburg, PA 17105 

 

AUTHORITY 

Board of Director 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Annual PSPA Business Report                         Section Policy: 

REPORT1 
 

PURPOSE 

To present to the membership an annual report of business from the BOD and standing Committee 

Chairs. 

 

POLICY 

The BOD shall present to the members an annual report, verified by the President and Treasurer or by a 

majority of the Directors. 

 

RESPONSIBILITY 

Each standing Committee Chair is required to submit an annual report from their committee to the 

President for verification using the annual report template (available in the PSPA website form library). 

 

Standing committees include: Awards, Conference Planning, Elections, Employment, Finance, 

Governmental Affairs, Health Disparities, History, Leadership and Mentoring, Membership, Political 

Action, Public Relations and Education, Regional Affairs, Reimbursement, Social Media, Standing Rules 

and Policies, Student and Faculty Affairs, Technology. 

 

PROCEDURE 

1. The annual report follows the PSPA fiscal year, which is from July 1 through June 30. 

2. All reports are to follow the annual report template (available in the PSPA website form library). 

3. All reports are to be submitted to the Board Administrator and President in a timely manner, 

preferably within forty-five days of the end of the PSPA fiscal year. 

4. Each report shall be included in the Member’s Only section of the PSPA as part of the annual 

report to the membership. 

 

AUTHORITY 

Bylaws Article XIV 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Committee Chair Quarterly Report Template Policy           Section Policy: 

REPORT2 

 

PURPOSE 

This policy shall serve as a guide for submitting quarterly reports to the BOD prior to a BOD meeting. 

 

POLICY 

All committee reports must be submitted to the BOD by the given deadline using the report template 

(available in the PSPA website form library). 

 

RESPONSIBILITY 

All committee chairs whose job description includes submitting reports to the BOD. 

 

PROCEDURE 

1. Reports shall be submitted using the format found in the template (available in the PSPA 

website form library). 

2. This document shall be saved as Committee (region or liaison group) Report Year Month 

1. Example: Student FacultyAffairsReport2010April 

3. The document shall be in Microsoft Word or another compatible format that is easily 

accessible. 

 

AUTHORITY 

President 

Board of Directors 

 

DATE OF LAST REVIEW AND APPROVAL 

November 1, 2022 
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Liaison Quarterly Report Template Policy              Section Policy: 

REPORT3 
 

PURPOSE 

This policy shall serve as a guide for submitting quarterly reports to the BOD prior to a BOD meeting. 

 

POLICY 

All Liaison reports must be submitted to the BOD by the given deadline using the report template 

(available in the PSPA website form library). 
 

RESPONSIBILITY 

All Liaisons whose job description includes submitting reports to the BOD. 

 

PROCEDURE 

1. Reports shall be submitted using the format found in the appendix. 

2. This document shall be saved as Committee (region or liaison group) Report Year Month 

1. Example: Student FacultyAffairsReport2010April 

3. The document shall be in Microsoft Word or another compatible format that is easily 

accessible. 

 

AUTHORITY 

President 

Board of Directors 

 

 

DATE OF REVIEW AND APPROVAL 

November 1, 2022 
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Region Representative Quarterly Report Template              Section Policy: REPORT4 
 

PURPOSE 

This policy shall serve as a guide for submitting quarterly reports to the BOD prior to a BOD meeting. 

 

POLICY 

All Region Representative reports must be submitted to the BOD by the given deadline using the report 

template (available in the PSPA website form library ). 
 

RESPONSIBILITY 

All Region Representatives whose job description includes submitting reports to the BOD. 

 

PROCEDURE 

1. Reports shall be submitted using the format found in the appendix. 

2. This document shall be saved as Committee (region or liaison group) Report Year Month  

a. Example: Student FacultyAffairsReport2010April 

3. The document shall be in Microsoft Word or another compatible format that is easily 

accessible. 

 

AUTHORITY 

President 

Board of Directors 

 

DATE OF REVIEW AND APPROVAL 

November 1. 2022 
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Regional Affairs Policy               Section Policy: REGIONAL1  

 

PURPOSE 

To define geographic regions in the state and to put forth guidelines under which this committee will 

operate.  

 

POLICY 

The PSPA Regional Affairs Committee will maintain geographic regions throughout the state. The 

committee will have a Chair and at least one representative in each of the designated regions. 

 

RESPONSIBILITY 

The President will appoint a Chair with the approval of the BOD. The Chair may appoint a Vice Chair 

with the approval of the BOD. Each region will have at least one Region Representative appointed by the 

Chair with the approval of the BOD.  

 

PROCEDURE 

CHAIR 

1. The Chair will be a fellow member in good standing of the PSPA. 

2. The Chair will maintain at least one region representative for each of the geographic regions.  

3. The Chair may appoint a Vice Chair with the approval of the BOD. 

4. The Chair will submit a proposed budget to the Treasurer yearly. 

5. The Chair will be in communication with Region Representatives on a regular basis. 

6. The Chair will submit a written quarterly report prior to each BOD meetings. 

7. The Chair will attend at least three out of the four BOD meetings each year. The chair can attend 

the BOD quarterly meetings virtually or in person. 

8. The Chair will monitor and update the Regional Affairs section of the website (www.pspa.net). 

9. The Chair will give a two month notice of resignation and supply the BOD with two prospective 

candidates to take over the position of Chair on resignation of this position. 

 

REGION REPRESENTATIVES 

1. The Region Representative will be a member in good standing of the PSPA 

2. The Region Representative will have regular communication with the members in the region to 

deliver timely and accurate information of importance to the PSPA. 

3. The Region Representative will arrange for and notify the membership about region meetings to 

be held no less often than twice per fiscal year. 

4. Initial invitations to regional events will be sent to PSPA members only. If after one week at the 

discretion of the region representative and the pharmaceutical representative attendance 

requirements, the event may be opened to non-members of the PSPA. 

5. Non-members PAs employed or living in Pennsylvania and PA students are permitted to attend 

four region events annually unless an exception is made by the region representative due to 

extenuating circumstances.  

6. If non-members are requesting to attend repeatedly, the Region Representative should discuss 

with the non-member the importance of joining the PSPA and membership information will be 

provided. 
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7. If non-PAs invited by the pharmaceutical representative attend a PSPA regional event, they will 

need to be asked to leave the meeting prior to the conducting of the PSPA business meeting 

portion. 

8. The Region Representative will submit the time and location of region meetings to the computer 

consultant for posting on the website (www.pspa.net) in a timely manner. 

9. The Region Representative will submit a quarterly report to the Chair prior to each of the BOD 

meetings or include the Chair in all e-mail invitations to the region which will be a substitute for a 

written report. 

10. The Region Representative will attend at least one BOD meeting onsite or two virtual meetings as 

scheduled by the Chair per year.  

11. The Region Representative will be the agent of the PSPA and will respond to any regional 

concerns by using all resources of the PSPA. 

12. The Region Representative will provide at least a two month notice of resignation. 

13. Student members are encouraged to be active on the committee under the guidance and 

supervision of the Region Representative and other Fellow members. 

14. The Region Representative will submit a quarterly newsletter summary. 

 

AUTHORITY 

Regional Affairs Committee 

Board of Directors 

 

APPROVED 

October 26, 2010 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Amending Bylaws Policy                     Section Policy: RULES1 
 

PURPOSE 

This policy sets forth guidelines on changing the Bylaws of the PSPA. 

 

POLICY 

Bylaws will be reviewed annually. 

 

RESPONSIBILITY  

The Standing Rules and Policies Committee will review the Bylaws annually and make recommendations 

to the BOD for revisions, as necessary. Any member in good standing may offer an amendment to the 

Bylaws 

 

PROCEDURE  

1. The Standing Rules and Policies Committee will review Bylaws annually and make 

recommendations for revision to the BOD, as necessary. 

2. Any member in good standing may offer an amendment to the Bylaws by simply stating the 

proposed amendment and giving a copy to the Secretary. 

3. The proposed amendment is then referred to the Standing Rules and Policies Committee for 

review and submits the recommendation to the BOD. 

4. Recommended changes must be presented for BOD approval. 

5. A copy of the proposed revision with notice of the date when it will be considered and voted 

on will be sent to each member sixty days in advance of the annual membership meeting. 

6. Changes must be approved by two-thirds majority vote of the general membership present at 

the general membership meeting.  

7. Changes shall take place immediately upon approval unless otherwise delineated in the 

recommendation for change.  

 

AUTHORITY 

Standing Rules and Policies Committee 

Board of Directors 

Bylaws Article XVIII and VII, Section 2 

 

APPROVED 

January 29, 2011 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Amending Policies Policy                      Section Policy: RULES2 
 

PURPOSE 

This policy sets forth guidelines on changing the policies of the PSPA. 

 

POLICY 

Policies will be reviewed at a minimum of every five years. 

 

RESPONSIBILITY  

The Standing Rules and Policies Committee will review the Policy and Procedure Manual on a regular 

basis and make recommendations to the BOD for revisions, as necessary. Recommendations for changes 

to policies may be made by any member in good standing. 

 

PROCEDURE  

1. The Standing Rules and Policies Committee will review policies according to a review schedule 

with each policy to be reviewed at a minimum of every five years.  

2. Policies may be reviewed earlier than the scheduled review time at the request of any officer or 

member of the PSPA. 

3. Recommendations for changes to policies may be made by any member in good standing.  

4. Recommendations for change shall be submitted in writing to the Chair of the Standing Rules and 

Policies Committee.  

5. Revisions to policies will be submitted to the BOD for approval.  

6. Changes the policies shall take place immediately upon approval of the BOD unless otherwise 

delineated in the recommendation for change.  

 

AUTHORITY 

Standing Rules and Policies Committee 

Board of Directors 

 

APPROVED 

January 29, 2011 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Standing Rules and Policies Committee Policy                    Section Policy: RULES3 
 

PURPOSE 

Provide guidelines for the regular review and revision (if necessary) of the PSPA Bylaws and Policy and 

Procedure Manual. Ensure that the Bylaws and Policy and Procedure Manual are compliant with the 

AAPA guidelines for constituent organizations. 

 

POLICY 

The PSPA will have a standing committee called the Standing Rules and Policies Committee. The 

Chairperson for the committee will be appointed by the President. The committee will be selected by the 

Chairperson with the President-elect or the Immediate Past President being one of the appointees to the 

committee. The committee will review on a regular basis the Bylaws and the Policy and Procedure 

Manual of the PSPA and make recommendations to the BOD for revisions, as necessary. The committee 

Chairperson shall serve as the Parliamentarian for all BOD meetings. 

 

RESPONSIBILITY 

PRESIDENT:  

1. Appoint the Committee Chairperson at the start of the Presidential term.  

2. Acquaint the Chairperson with the duties and responsibilities.  

3. Provide the Chairperson with a complete electronic and / or hard copy of the Bylaws and the 

Policy and Procedure Manual.  

4. Appoint a Director-at-Large as an advisor to the committee.  

 

BOARD OF DIRECTORS:  

1. Approve the schedule for review for the Policy and Procedure Manual as presented by the 

committee.  

2. Revise the schedule or review as appropriate.  

 

COMMITTEE CHAIRPERSON:  

1. Recommend for selection, members of the Standing Rules and Policies Committee.  

2. Ensure that either the President-elect or the Immediate Past President is a member of the 

committee.  

3. Determine time and location of meetings.  

4. Ensure that all committee meeting minutes are kept in writing.  

5. Report to the BOD all findings and recommendations of the committee.  

6. Be thoroughly familiar with the Bylaws and the Policies of the PSPA.  

7. Be thoroughly familiar with the current issue of Sturgis Standard Code of Parliamentary 

Procedure.  

8. Act as the Parliamentarian for all BOD meetings.  

9. Any other appropriate duties as delegated by the President or the BOD.  

10. Review Policy and Procedures manual at least every 5 years, or sooner as requested. 

11. Review Bylaws at least annually. 

 

COMMITTEE MEMBERS:  

1. Attend all committee meetings.  

2. Fulfill duties as assigned by the committee Chairperson.  

3. Review the Bylaws and Policies and Procedures Manual as prescribed under the procedures listed 

below for those documents.  

4. Make recommendations to the BOD for revisions to the aforementioned documents listed above.  
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5. Develop a standard calendar for the periodic, regular review of the aforementioned documents 

listed above.  

6. Maintain compliance of the Bylaws and Policies with the AAPA guidelines for those documents.  

 

PROCEDURE 

BYLAWS:  

1. The Bylaws shall be reviewed annually by the committee.  

2. Recommended changes must be presented for BOD approval.  

3. Recommended changes must be published in the PSPA newsletter at least thirty days prior to the 

annual Society membership meeting.  

4. Changes must be approved by 2/3 majority vote of the general membership present at the 

meeting.  

5. Changes shall take place immediately upon approval unless otherwise delineated in the 

recommendation for change.  

6. Procedure for revisions shall be in accordance with guidelines listed in the Sturgis Standard Code 

of Parliamentary Procedure.  

 

POLICIES:   

1. A standard schedule for review of all policies will be developed, adopted, and followed by the 

committee with approval by the BOD. 

2. The policies scheduled for review shall be assigned to committee members by the Chairperson.  

3. Policies shall be reviewed in accordance with the schedule for review with each policy to be 

reviewed at a minimum of every five years.  

4. Policies may be reviewed earlier than the scheduled review time at the request of any officer or 

member of the PSPA. 

5. Recommendations for changes to a policy may be made by any officer or member of the PSPA.  

  

 

 

 

AUTHORITY 

Bylaws 

Policy and Procedure Manual 

Sturgis Standard Code of Parliamentary Procedure 

 

APPROVED 

November 3, 2009 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Social Media Policy                Section Policy: TECH1 

 

PURPOSE 

To provide guidelines for members communicating with PSPA related social media tools and online 

communities to assure the following: 

1. Communications are consistent with AAPA Guidelines for Ethical Conduct concerning 

privacy, confidentiality, copyright, and trademarks. 

2. Uses of the PSPA social media outlets are appropriate and that communications are accurate. 

3. Members’ personal opinions express the fact that they are not representative of the PSPA. 

 

The guidelines cover all social media platforms, including but not limited to the following: 

1. Social networking sites 

a. Facebook, LinkedIn, Twitter, LinkedIn. 

2. Blogs 

a. PSPA and personal blogs and comments. 

3. Micro-blogging sites 

a. Twitter 

4. Video and photo sharing websites 

a. Flickr, YouTube, Instagram 

5. Forums and discussion boards 

a. Google groups, Yahoo! Groups, AAPA Huddle 

6. Online encyclopedia 

a. Wikipedia, Sidewiki 

 

RESPONSIBILITY 

Social Media Chairperson is responsible for the following: 

1. Development, evaluation, and enforcement of the policy. 

2. Launch and manage social media presence on Facebook, Instagram, Twitter and other relevant 

Social Media platforms and Web 2.0 sites 

3. Work with the BOD and committee and liaison representatives to ensure proper messaging is 

being executed online and is relevant to organizational goals. 

4. Support and protect globally recognized brand by ensuring positive messaging is maintained in 

the PSPA community 

5. Manage online discussions by listening to users, reading between the lines, and responding in a 

timely manner to users’ needs and requests. 

6. Monitor and track discussion topics for the BOD. 

7. Prepare reports to update internal staff on usage statistics. 

 

PROCEDURE 

Official PSPA social media and Web 2.0 communications: 

1. PSPA representation via online social media platforms can only be initiated and authorized 

through the efforts of the Social Media Chairperson (s), and / or committee members and BOD. 

Any sites or pages existing without prior authorization as required above will be subject to review 

when discovered and may be amended or removed. 

2. Content owners (BOD and committee and liaison representatives) are responsible for posting and 

using content while maintaining compliance with the AAPA Guidelines for Ethical Conduct, 

Health Insurance Portability and Accountability Act standards and policies related to conflict of 

interest, privacy, security, and safety. 
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3. Content owners are responsible for monitoring and maintaining web content as follows: 

1. Content is current and accurate. 

2. Content owners engage in communications that are acceptable with respect to copyrights 

and disclosures. 

3. Content owners are responsible for gaining the expressed consent of all involved parties 

for the right to distribution or publication of recordings, photos, images, video, text, 

slideshow presentations, artwork, and advertisements whether those rights are purchased 

or obtained without compensation 

4. Content owners are responsible for constantly monitoring their area specific postings and 

comments to social media sites and for deleting postings that do not adhere to the PSPA 

policies. 

 

Guidelines for online professional or personal activity: 

1. These guidelines apply to private, and password protected social media platforms as well as to 

open social platforms. 

2. Follow the same AAPA Guidelines for Ethical Conduct, Health Insurance Portability and 

Accountability Act standards and policies related to conflict of interest, privacy and general civil 

behavior guidelines cited respecting copyrights and disclosures and not revealing similar sensitive 

or private content. Communications in online communities should never contain information that 

identifies a patient or their health condition. 

3. BOD and members are thoughtful about how they present themselves in online networks. 

4. Remember that all content contributed on all platforms becomes immediately searchable and can 

be immediately shared.  

5. When posting as a member and not as a BOD member, write in the first person and make it clear 

that you are speaking for yourself. 

6. Be respectful and professional to colleagues and student members. Avoid using unprofessional 

online personas. 

7. Individuals may be held personally liable for defamatory, proprietary, or libelous commentary. 

 

AUTHORITY 

Social Media Chair 

 

APPROVED 

October 26, 2010  

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Technology Committee Policy                                                    Section Policy: TECH2 

 

PURPOSE 

The Technology Committee is responsible for maintaining and improving the existing PSPA (i.e., 

website, computers, monitors, printers, etc.). 

 

COMMITTEE GOALS 

1. Improve communications with members, nonmembers, the public, legislators, and other health 

professionals through the use of various forms of media. 

2. Generate revenue through increased efficiency and increased awareness of the PSPA. 

 

COMMITTEE COMPOSITION 

1. The committee shall consist of a Chairperson appointed by the President and approved by the 

BOD. 

2. The committee shall consist of PSPA members appointed by the Chairperson. 

3. A member of the BOD will be appointed by the President as Board Advisor to the committee. 

4. The Secretary and President are ex-officio members of the committee. 

 

COMMITTEE CHAIR JOB DESCRIPTION 

1. Be a PSPA member in good standing. 

2. Appoint committee members. 

3. Appoint one member of the committee to serve as the Vice-Chair.  

4. Submit a written quarterly committee report to the BOD at least two weeks prior to each BOD 

meeting.  

5. Act as liaison between the BOD and the technology vendors. 

6. Estimated time needed to fulfill the duties of this position is six to eight hours per month with an 

increased time requirement the month of the BOD meetings. 

7. Attend at least three BOD meetings per year. 

8. Make technology advancement recommendations or proposals to the BOD when appropriate. 

9. Submit a proposed budget to the Treasurer in March of each year. 

10. Oversee all expenses by the committee. 

11. Participate in the development of the PSPA Action Plan. 

 

COMMITTEE VICE-CHAIR JOB DESCRIPTION 

1. Assist the Chair with all functions of the committee. 

2. Be prepared to take over the committee in the unlikely event that the Chairperson is unable to 

complete the functions of the committee. 

 

COMMITTEE MEMBER JOB DESCRIPTION 

1. Be a PSPA member in good standing. 

2. Attend any scheduled meetings of the committee. 

3. Maintain electronic or verbal communication monthly with the Committee Chair. 

4. Estimated time needed to fulfill duties of this position is approximately three to four hours per 

month. 

 

COMMITTEE GUIDELINES 

1. Shall abide by all PSPA and AAPA Bylaws and Policies 

2. Must have BOD approval to enter into any legal or financial agreement on behalf of the PSPA. 
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COMMITTEE PROCEDURES 

1. Share in media development and production for the PSPA in conjunction with the BOD and the 

Board Administrator. 

2. Review current technology uses periodically for appropriateness and efficiency in conjunction 

with the Board Administrator. 

3. Coordinate updates of website and technology media with outside vendors when the need arises. 

4. Participate in the research and recommendations of the PSPA technology media purchases. 

 

RESIGNATIONS 

A two-month resignation is requested of the Chairperson. It is also recommended that the outgoing 

Chairperson supply the names of two PAS that could step into the position, if possible. The resigning 

Chairperson should submit all files and copies of the correspondence regarding the committee’s activities 

to the new Chairperson or to the Board Advisor for the committee. 

 

AUTHORITY 

Board of Directors 

 

APPROVED 

October 18, 2011 

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 
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Web Page Policy                                           Section Policy TECH3 
 

PURPOSE 

The purpose of the web page is to disseminate information regarding the PSPA to its members, practicing 

PAs, students, educators, employers, and the general public. Material posted on the site shall have prior 

approval by the Board Administrator. The website will be used for PSPA business only and no personal 

solicitation will be permitted. 

 

Pages included on the site include Home, Why PSPA, Membership, Career Center, Advocacy, CME and 

Events, Resources for PAs. Additional pages will be added with the consent of the BOD. 

 

POLICY 

The PSPA will maintain an active and informative website. 

 

RESPONSIBILITY 

The PSPA Webmaster and Board Administrator will oversee the content and development of the website: 

www.pspa.net.  

 

PROCEDURE 

1. The Webmaster will maintain the website continually to keep the site current and user 

friendly. 

2. The Webmaster or Board Designee will check PSPA email messages at least every other day 

and post any changes requested or required within forty-eight hours. 

3. The Webmaster or Board Designee will post information or materials on the site in 

conjunction with all BOD, committees, regional representatives, liaisons, and American 

AAPA HOD and with the approval of the BOD. 

4. All information will be reviewed for appropriateness, confidentiality violations and violations 

of the AAPA’s Code of Ethics. 

5. The Webmaster may develop new pages as the need arises. 

 

AUTHORITY 

Board of Directors 

Webmaster 

 

APPROVED 

July 24, 2010  

 

DATE OF LAST REVIEW AND REVISION 

November 1, 2022 

 


