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PREFACE

This manual has been prepared as a source book for the Louisiana Academy of Family Physicians. In view of the ever-expanding responsibilities of each Officer and Committee in our Chapter, it is now necessary to provide a reference source to aid communication between the Officers and Committees in regard to their aims and objectives.

The purpose of the Manual is, therefore:

To outline the responsibilities of the Committees, Officers and Members of the Board of Directors.
POSITION STATEMENT

The Academy promotes excellence in health care and the betterment of the health of the people of Louisiana. In doing so, it strives to preserve and promote quality health care and the science of family medicine. It seeks to maintain high standards among its members who practice as family physicians, and provide advocacy, representation and leadership for the specialty of Family Practice in the state. Recognizing the continuing need for more family physicians, it supports the efforts of all the medical schools in the state to educate and encourage students and residents to practice this specialty. The Academy promotes continuing education and research among its members.

ORGANIZATIONAL CHART
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MISSION STATEMENT

The Mission of the Louisiana Academy of Family Physicians is to promote and support Louisiana's family physicians in providing excellent health care and to provide its members with continuing medical education opportunities.

STRATEGIC GOALS

1.
To assist physicians in adopting Quality Improvement in their practices.

1.1
Provide physician technical assistance with AHEC and LSU.

1.2
Contact State Board to offer assistance.

1.3
Identify quality improvement projects with LHCR and participate.

1.4
Promote participation with regional, district and door-to-door meetings.

1.5
Accumulate information database of Clinical Guidelines and Services and print them in Family Doctor Magazine.

2.
To provide responsible advocacy for and education of patients and the public in all health related matters.

2.1
Form alliances with other organizations concerned with community health issues and involve residents and students.

2.2
Develop public health legislative priorities.

2.3
Determine how to implement legislative strategies (Family Doctor of the Day Program at the Capital).

2.4
Identify specific Doctor as point person (Key Contact).

2.5
Provide CME program on Patient Education.

2.6
Provide CME on public health issues in any format, i.e. conference, magazine.

2.7
Establish response mechanism to Federal and State legislative issues (Develop Email Network).

2.8
Identify Events-of-the Month and promote.

3.
To preserve and promote accessible, quality, cost-effective health care.

3.1
Consider introducing legislation on Tort Reform.

3.2
Chair of LAFP Committee on Public Issues on LSMS Legislative Committee.

3.3
Membership forum on controversial issues.

3.4
Support established Residency Programs.

3.5
LFP Job Fair.

3.6
State-of-the-State Report for Family Practice.

3.7
Managed Care CME Program and Public Forum.

3.8
CME by Family Physicians.

3.9
Membership forums on difficult issues.

STRATEGIC GOALS, continued
4.
To promote and maintain the science and art of family medicine and to ensure an optimal supply of well-trained family physicians.

4.1
Meeting with Tulane about forming a Family Practice Department.

4.2
Student/Resident Mentorship (with AHEC Program).

4.3
Identify doctors willing to take out-of-state students.

4.4
Compile list of speakers for High School Job Fairs.

4.5
Resident Research Award Program.

4.6
Make a limited number of hours mandatory every 3 years In-State CME.

4.7
Consider Consultants Directory.

5.
To improve the public’s awareness of and respect for the specialty of Family Practice.

5.1
Publish list of LAFP Benefactors and recognize in some way (or identify a method).

5.2
Investigate cost of Hospitality Suite at New Orleans AAFP Annual Assembly.

6.
To maintain an efficient and highly trained quality staff to fulfill the Academy’s goals and represent the needs to the members.

6.1
Increase staff education.

PRESIDENT

The President shall be Chair of the Board of Directors, a member of the Executive Committee, and an ex officio member of all standing committees.

He/she shall preside at all meetings of the Board, prepare the Board meeting agenda and work with the Executive Vice President in assuring that basic policies and programs that will further the goals and objectives of the Academy are planned, formulated and presented to the Board of Directors. 

The President, with approval of the Board of Directors, shall appoint all committee members, and fill any vacancies on committees that occur during his/her term of office.

The President, with the President-elect, shall select locations for the three yearly District Socials.  Selections should be presented no later than the Fall/Winter Board of Directors Meeting.

The President shall, at least ninety days before the General Assembly meeting, appoint a Nominating Committee with himself/herself as a member (see Nominating Committee).

During his/her term of office the President should attend the AAFP Congress of Delegates and the Southeastern Conference.  (If budget permits he/she may wish to attend the AAFP Annual Leadership Forum in Kansas City and other meetings.)
It is the President's privilege to present the Gerald R. Gehringer Family Medicine Award and the Michael Fleming, MD Family Medicine Award at the Awards Day ceremony for graduating students from LSU Medical School in New Orleans and Shreveport.  (See Information Section - Pages 30-34).

The President shall deliver an annual report to the General Assembly.

The President shall represent the entire membership and the best interests of the Academy. He/she shall make clear whether he/she is communicating Academy policy or personal opinion.

The President represents the Family Physicians of the State of Louisiana before the public, the Louisiana State Medical Society, the medical schools, and the peers of other medical specialties.

PRESIDENT-ELECT

The President-Elect's term of office shall primarily serve as a year of training prior to being elevated to the Presidency. The President-Elect shall be a member of the Board of Directors, the Executive Committee, the Committee on Operations and the Nominating Committee. He/she shall preside at all meetings of the Board of Directors in the absence of the President and Vice President.

In the event of the death or resignation of the President during his/her term of office, or if he/she shall be unable or not qualified to serve, the President-Elect shall succeed to the office of President for the unexpired portion of the President’s term.

The President-Elect shall be kept informed of all Board and Committee meetings.

The President-elect shall coordinate with the President on the selection of locations for the three yearly District Socials.  Selections should be presented no later than the Fall/Winter Board of Directors Meeting.

When the Nominating Committee meets he/she should make plans for committee appointees (especially Chairs) during his/her term as President. He/she may serve as the President's official designee to represent the Academy at other constituent chapter and national meetings.

It is recommended that the President-Elect attend the AAFP Annual Leadership Forum in Kansas City, and Southeastern Conference (if he/she has not already attended a previous Leadership Conference).

VICE PRESIDENT

The Vice President shall be a member of the Board of Directors and the Executive Committee. In the absence of the President, he/she shall preside over meetings of the Board.

In the event of the death, resignation or incapacity of both the President and the President-Elect, the Vice President shall succeed to the Office of President for the unexpired portion of the President’s term.

The Vice President shall know the management of the Academy and be supportive of the aims and objectives of the President.

During even years (beginning in 1992) he/she shall review and update the Policy Manual as needed.

The Vice President shall serve on certain committees as appointed by the President.

The Vice-President shall serve as the Master of Ceremonies at the Installation Luncheon/Banquet held in conjunction with the Annual Assembly.

SECRETARY

The Secretary shall be a member of the Board of Directors, Executive Committee, Committee on Legislative and Membership Issues and Committee on Operations. It is recommended that he/she serve at least a two-year term.

In the event that the Vice-President is unable to serve as the Master of Ceremonies during the Installation Luncheon/Banquet, the secretary shall assume the responsibility.

Responsibilities shall include, but are not necessarily limited to, the following:

1. Formal notification to each Academy member of all General Membership meetings.

2. Preparation of a membership magazine with pertinent information from the Board of Directors.

3. Management of the daily operations of the Academy Office.

4. Presiding over meetings of the Board and Executive Committee, in the absence of the President, Vice President and President Elect.

5. Overseeing the preparation, maintenance and minutes of all meetings of the Board of Directors, Executive Committee and general membership.

6. Preparation of a written report for all Board Meetings and the annual General Assembly.

It is recommended that the Secretary attend the AAFP Annual Leadership Forum in Kansas City.

At the end of his/her term of office, the Secretary shall turn over to his/her successor all documents and other records as property of the Academy.

SPEAKER

The Speaker shall be a member of the Board of Directors and Committee on Operations. He/she shall attend all Board Meetings.

The Speaker shall, with the assistance of the Vice-Speaker and Executive Vice President, prepare an agenda for the General Assembly. The Speaker shall preside over the General Assembly as well as any special meeting of the membership.

The Speaker should be well versed in parliamentary rules of order.  Meetings of LAFP follow the guidelines of the 3rd edition of Sturgis Standard Code of Parliamentary Procedure.

The Speaker should be knowledgeable of the Bylaws of the LAFP and AAFP.

The Speaker shall insure that all members voting at the General Assembly are qualified to vote (see General Assembly).

VICE-SPEAKER

The Vice-Speaker shall be a member of the Board of Directors and the Committee on Operations. He/she shall attend all board meetings.

The Vice-Speaker shall assist the Speaker in preparing the agenda for the General Assembly. 

In the absence of the Speaker or when designated by the Speaker, the Vice-Speaker shall preside over the General Assembly.

The Vice-Speaker should also become familiar with the LAFP and AAFP Bylaws and 3rd Edition of Sturgis Standard Code of Parliamentary Procedure.

IMMEDIATE PAST PRESIDENT

The Immediate Past President shall be a member of the Board of Directors, Executive Committee, and Committee on Operations, for the year following his term as President.

He/she shall review incomplete projects for evaluation by the Board of Directors to determine if they should be continued, abandoned, or altered.  In addition, he/she shall conduct the annual evaluation of the Executive Vice President.

He/she shall search the membership roster for potential new leaders and make suggestions for meaningful involvement of these members in the Academy, in consultation with the President, President-Elect, Chair of the Committee on Legislative and Membership Issues and the Executive Vice President.

TREASURER

The Board of Directors at the Board meeting immediately following the annual General Assembly elects the Treasurer. It is recommended that he/she serve at least a two-year term. The Treasurer shall be a member of the Board of Directors, and Executive Committee and shall serve as Chair of the Committee on Operations.

The Treasurer and Executive Vice President shall deposit or cause to be deposited all monies and other valuables in the name and to the credit of the Academy with such depositories as may be designated by the Board of Directors and shall disburse the funds of the Academy as ordered by the Board of Directors.

The Treasurer, Secretary, or Executive Vice President may sign checks for the Academy, except that two signatures are required for checks of five thousand dollars ($5,000.00) or more.

The Treasurer and Executive Vice President shall obtain an employee dishonesty bond. Employee Dishonesty Protection covers officers and staff who sign Academy checks or handle Academy money. The premium thereon is to be paid by the Academy.

The Treasurer shall oversee, with the Committee on Operations, the various investments of the Academy.

The Treasurer shall supervise the operational costs of maintaining the LAFP's headquarters office building.

The Treasurer, Committee on Operations, and Executive Vice President shall prepare the yearly Academy Budget to be presented at the fall Board of Directors meeting.

The Treasurer shall review, correct, and comment on the monthly financial statements and annual financial statement/audit as prepared by the Executive Vice President and/or the Academy's Accountant and/or CPA. At each Board meeting and General Assembly he/she shall present the current financial status of the Academy including an updated projection of the estimated receipts and disbursements and surplus/deficit for the remaining fiscal year.

The Treasurer shall give, whenever the Board of Directors may request it, an account of all his/her transactions as Treasurer and of the financial condition of the Academy.

The Treasurer shall have such other powers and perform such other duties as may be prescribed by the Board of Directors or the Academy's Bylaws.
AAFP DELEGATES & ALTERNATE DELEGATES

Delegates and Alternate Delegates shall represent the LAFP at all meetings of the AAFP Congress of Delegates. They shall be aware of the general opinion and position of the LAFP Board of Directors and give representation and vote according to those directions.

The AAFP Delegates shall be voting members of the LAFP Board of Directors and shall present to the Board and General Assembly a report of the proceedings of the AAFP Congress of Delegates. Throughout the year they shall keep the LAFP abreast of the proceedings of the AAFP, including changes in the AAFP bylaws and policies.

The two Alternate Delegates should attend all LAFP Board of Directors meetings and shall be voting members of the Board in the absence of the Delegates.

Along with the Delegates, the Alternate Delegates are an essential part of a team representing our state chapter before the AAFP Congress of Delegates and its Reference Committees. The Alternate Delegates shall attend the AAFP Congress of Delegates meeting even if the Delegates are present and be prepared to serve in the Congress of Delegates in the absence of, or if designated by the Delegate (s).

In the absence of the Delegates and Alternate Delegates at the AAFP Congress of Delegates, it will be the responsibility of the President to appoint a representative to the AAFP Congress of Delegates.

The Delegates should be invited to attend the AAFP Annual Leadership Forum in Kansas City.  The Delegate will assume all travel expenses associated with attendance.
DISTRICT DIRECTORS & ALTERNATE DIRECTORS

District Directors shall be elected for two-year terms.  They are required to attend all meetings of the Board of Directors and present a report of activities in their district. It shall be the District Directors responsibility to ensure that the Alternate Director attends the Board of Directors meeting if he/she is unable to attend.

The District Directors shall be involved in the planning of CME programs in his/her respective district and shall work with members in the district who are in jeopardy of losing membership in the LAFP because of lack of sufficient CME hours.

The District Directors shall be responsible for hosting a yearly Legislative meeting in their district for the purpose of encouraging local legislative members and LAFP members to get acquainted and to educate both groups on patient needs and public issues of concern and/or interest.

The District Directors shall review membership applications of prospective members in his/her district and notify the LAFP of the applicant's eligibility for Academy membership.

Alternate Directors shall be elected for two-year terms. In the absence of the District Director, it is the Alternate’s responsibility to attend meetings of the Board of Directors and present a report of activities in the district.

DISTRICT MAP

	DISTRICT 1
	DISTRICT 3B
	DISTRICT 5
	DISTRICT 6A
	DISTRICT 7

	Orleans
	Evangeline
	Caldwell
	Ascension
	Acadia

	St. Bernard
	Iberia
	East Carroll
	E. Baton Rouge
	Allen

	
	Lafayette
	West Carroll
	W. Baton Rouge
	Beauregard

	DISTRICT 2
	St. Landry
	Catahoula
	E. Feliciana
	Calcasieu

	Jefferson
	St. Martin
	Concordia
	W. Feliciana
	Cameron

	Plaquemines
	Vermillion
	Franklin
	Iberville
	Jefferson Davis

	St. Charles
	
	Jackson
	Livingston
	

	St. James
	DISTRICT 4
	Lincoln
	Pointe Coupee
	DISTRICT 8

	St. John
	Bienville
	Madison
	
	Avoyelles

	
	Bossier
	Morehouse
	DISTRICT 6B
	Grant

	DISTRICT 3A
	Caddo 
	Ouachita
	St. Helena
	Lasalle

	Assumption
	Claiborne
	Richland
	St. Tammany
	Natchitoches

	Lafourche
	DeSoto
	Tensas
	Tangipahoa
	Rapides

	St. Mary
	Red River
	Union
	Washington
	Sabine

	Terrebonne
	Webster
	
	
	Vernon

	
	
	
	
	Winn



SELECTION CRITERIA FOR STUDENT & RESIDENT BOARD MEMBERS

1. Request for nominations for the Student and Resident Board positions will be published in the spring issue of Louisiana’s Family Doctor.  Prospective candidates will be asked to submit a C/V and Letter of Interest to Serve to either their FMIG or Residency Program, or directly to the LAFP.  Submission of nominations must be received by the LAFP no later than forty-five days prior to the General Assembly.

2. Sixty days prior to the General Assembly the FMIG and Residency Programs will be notified of the availability of the Student and Resident Board positions.  The Programs will be requested to seek nominations and to submit names of prospective candidates to the LAFP no later than forty-five days prior to the General Assembly.  Nominees must submit a C/V and Letter of Interest to Serve to either their FMIG or Residency Program or directly to the LAFP.

3. Information on nominees will be submitted to the LAFP President no later than forty days prior to the General Assembly.  The President will notify the LAFP office no later than thirty days prior to the General Assembly of his proposed selections.  The LAFP will forward a FAX poll to Board Members for their approval.

4. Selected nominees will be notified of their selection and will be invited to attend the Installation Luncheon, which is held during the Annual Assembly, where they will be presented and installed.  (Note:  Attendance at this function is comp for Student & Resident representative.)

RESIDENT REPRESENTATIVES

All Family Practice Residency Programs in the State of Louisiana are urged to send at least one resident member to the National Conference of Resident and Student Members each year; however, only one resident representative is selected to serve as the official resident representative to the Conference. He/she shall participate in the business sessions as the official delegate. He/she shall make a written and, if possible, a verbal report of the activities of the National Conference to the Board meeting held immediately following the Conference.

We ask that each residency program send resident representatives to the Board of Directors meetings, General Assembly and Scientific Assembly to participate in any residents' meetings held at the same time as well as to contribute to the Board's activities and be a source of information concerning the residents and the residency programs throughout the state.

One resident representative is selected as the official member of the Board and the General Assembly with full voting privileges.

STUDENT REPRESENTATIVES

All three medical schools in the State of Louisiana are urged to send at least one student member to the National Conference of Residents and Student Members each year; however, only one 

student representative is selected to serve as the official student representative to the Conference. He/she shall participate in the business sessions as the official delegate. He/she shall make a written and, if possible, a verbal report of the activities of the National Conference to the Board meeting held immediately following the Conference.

We ask that each medical school send student representatives to the Board of Directors meetings, General Assembly, and Scientific Assembly to participate in any students' meetings held at the same time, as well as to contribute to the Board's activities in each of the medical schools in the state.

One student representative is selected as the official member of the Board and the General Assembly. The student may observe and make comments, but does not have voting privileges.

RESIDENCY PROGRAM DIRECTORS

It is a policy to invite the Family Medicine Residency Program directors to attend all meetings of the Board of Directors in an unofficial capacity and to participate in any matters concerning resident and student affairs.

GENERAL ASSEMBLY

The control and administration of the Academy shall be vested in a General Assembly composed of such members of the Academy in good standing as determined by the Bylaws of the American Academy of Family Physicians and who are present at the Annual General Assembly of the Louisiana Chapter of the AAFP and who are verified by the Secretary as voting members in good standing. Twenty-five voting members shall constitute a quorum. The General Assembly may, at any time, by a majority vote, refer and submit to the members of the Academy defined questions affecting the policy or recommendations of the Academy that, in the opinion of the General Assembly, are of immediate, practical consequence to the members of the Academy and to the public. The result of the referendum when duly ascertained by such vote shall control the acts of the Academy and its officers, agents, and employees.

There shall be one student observer, without vote, elected by the student members, and one resident representative, with full voting privileges, elected by resident members, in the Assembly. The manner of elections shall be determined by the Board of Directors.

BOARD OF DIRECTORS

Subject to the action of the General Assembly, and during the interval between the meetings of the Assembly, the control and administration of the Academy shall be vested in a Board of Directors composed of: the President, President-Elect, Vice President, Secretary, Treasurer, Immediate Past President, Speaker, Vice-Speaker, two AAFP Delegates, ten District Directors (one Director from each of the ten geographic districts, with such boundaries as may be determined by the Board of Directors), one Resident representative, with full voting privileges, one Student observer, without vote, and the Executive Vice President, without vote. In the absence of AAFP Delegates, the Alternate AAFP Delegates shall vote. In the absence of the District Director, the Alternate Director shall vote. The Board meetings will be conducted in such a way that the decisions and actions of the Board will be in accordance with Chapter VII and XIII of the Bylaws.

The resident members shall elect the resident representative and the student observer shall be elected by the student members, with the procedure to be followed in such elections to be determined by the Board of Directors.

The Board of Directors shall appoint an Executive Vice President for a term and stipend to be fixed annually by the Executive Committee.

The Board of Directors shall meet at the time of the Annual Assembly, but after the General Assembly, so that the newly elected Board of Directors can approve the incoming President’s choices for Committee Chairs. At this Board meeting a Treasurer will be elected.

The Board of Directors shall hold at least two more meetings before the next year’s annual assembly.

EXECUTIVE COMMITTEE

The members of the Executive Committee include: the President, President-Elect, Vice President, Secretary, Treasurer, and the Immediate Past President. The Executive Committee, by a majority vote of its members, shall have full authority to act for and in behalf of the Board of Directors whenever business of the organization demands prompt action in the interval between meetings of the Board or when it is impractical or impossible to convene the Board of Directors. The Executive Committee will also be responsible for the approval of unbudgeted expenditures in excess of $300.00.

LAFP COMMITTEES

The President with the advice and concurrence of the Board of Directors shall establish the following standing committees:  (1) The Committee on Education. (2) The Committee on Operations. (3) The Committee on Legislative and Membership Issues.

The Board of Directors shall determine the composition of these bodies and their functions shall be as specifically set forth in the Bylaws and as may be determined by the Board of Directors.

The President, with the advice of the Board of Directors, may appoint such additional committees or similar organizational entities to assist the Board of Directors, as he deems appropriate.  The composition and functions of such additional committees or organizational entities shall be as determined by the Board of Directors.

Each committee shall meet at least twice a year and submit a written annual report to the Board of Directors prior to the annual meeting of the General Assembly.

The Chair, with the approval of the President, shall determine the time and place of each meeting preferably as part of a cluster of committee meetings or in conjunction with a Board of Directors meeting.

The Chair with the assistance of the staff shall prepare an agenda for each meeting to be sent to all members of the committee far enough in advance of the meeting so that the members can study the topics to be discussed.

The Chair shall be oriented to the duties of the committee by review of the appropriate section in the policy manual, by review of minutes of previous meetings of the committee and by review of any prior action of the Board of Directors and General Assembly on issues pertinent to his committee.

Staff to assist their deliberations will attend each committee meeting.

Based on the recorded minutes of the meeting, the Chair shall prepare a report to be presented to the Board of Directors.

All actions of committees will not become policy of the LAFP until approval by the Board or Directors or General Assembly.

COMMITTEE CHAIRS

Committee chairs are responsible for the activities of their respective committees.

Since the Academy is a non-profit organization and serves its members in many ways the individual member will be expected to pay personal expenses to the meetings. The state chapter will provide a meeting place for all meetings.

Many times the chair of the committee carries the full responsibility of his/her committee. We encourage the chair to involve members of the committees as often as feasible.

All standing committees will be expected to meet at least twice annually.

Each chair should accomplish the following:

1.
Understand the importance of his/her chairship and know his/her duties and responsibilities.

2.
Review committees' objectives in relation to our national and state Academy's objectives.

3.
Review and establish the bounds of committee activity and authority.

4.
Review Academy's policies, practices, and procedures.

5.
Have background material outlining previous committee activities and accomplishments (Academy staff assisting).

6.
Review all committee projects and programs–those continuing and those in various stages of development and completion. This includes both short and long range plans.

It is recommended that committee chairs attend national workshops scheduled by the American Academy of Family Physicians dealing with their particular committee's projects.

WELCOME LETTER

FOR COMMITTEE MEMBERS

Congratulations on your recent appointment by the LAFP Board of Directors to serve on the Committee on (Education/Operation/Legislative and Membership Issues).

The Board feels that it is an honor to be selected. We ask that you read and become familiar with the functions, objectives and goals for your committee. It is extremely important that you are aware of your responsibilities.

Your chair will advise you of all meetings of your committee. The committee will hold at least two meetings per year. Meetings will be scheduled on weekends and will usually be held in conjunction with Board meetings. The State Chapter will provide a meeting place for all committees. You will, however, be expected to pay your own expenses associated with your attendance at these meetings.

Many times the Chair of the Committee carries the full responsibility of his/her committee. We encourage the Chair to involve members of the committees as often as possible.  We ask for your full cooperation in all matters and expect your attendance and input at meetings.

COMMITTEE ON EDUCATION

To design and implement a CME program to meet the CME needs of the LAFP through specific CME offerings with defined objectives -

· Review the Committee on Education Mission Statement on a yearly basis

· Ensure that CME offerings are within the scope of the LAFP’s CME program, core curriculum, Mission and Strategic Plan

· Report to the LAFP Board and General Assembly

· Survey the CME needs and interests of its members

· Use CME needs assessment to plan CME offerings

· Prioritize identified CME needs to plan CME offerings

· Develop explicit objectives for each CME offering with the faculty

· Determine the instructional content and/or learning objectives of CME offerings

· Provide objectives to prospective participants when promoting CME offerings

· Design and implement CME activities at Committee Meetings which are responsive to members knowledge, experience and preferred learning style

· Provide information to prospective participants on educational content and methods when promoting CME offerings.

· Periodically review extent Committee on Education is achieving its Mission

· Evaluate if objectives are met, the quality of instructional process and participant perception of learning for all CME offerings

· Use evaluation data to plan future CME offerings

· Ensure that CME offerings meet AAFP guidelines for Prescribed/Elective Credit as outlined in the AAFP CME Policy Manual

· Implement changes in AAFP Guidelines as they occur

· Ensure that LAFP’s CME program meets the seven essentials of the ACCME as outlined in the Louisiana State Medical Societies Continuing Education Accreditation Manual

· Report budgetary and management needs to the LAFP Committee on Operations and the LAFP governing body

· Ensure that LAFP’s CME program and offerings meet the “ACCME Guidelines for Commercial Support of CME”, the AMA Councils on Ethical and Judicial affairs Opinion on “Gifts to Physicians from Industry” and the “AAFP White Paper on Proprietary Practices”

· Review recommendations of LAFP Board and Committees regarding CME needs

· Identify potential faculty and evaluate CME Activity Proposals
· Inform speakers in advance of intended audiences and their CME needs

· Attend Committee Meetings

· Evaluate facilities used for CME activities and audiovisual teaching aids

· Monitor attendance at CME meetings

· Maintain a Speakers Bureau of members qualified to present CME offerings

· Review proposed objectives prepared by speakers at LAFP CME offerings

· Ensure publication of course objectives and appropriate accreditation statements on CME publicity brochures

COMMITTEE ON EDUCATION, Continued

The Chair of the Committee shall review the AAFP’s Continuing Education Manual and be familiar with its contents.  The committee shall prepare written reports of its meetings to be presented to the LAFP Board by the Committee Chair.  The Committee shall prepare a written annual report to be presented by the Chair to the General Assembly on the activities of the Committee.

COMMITTEE ON OPERATIONS

The Treasurer of the Academy shall serve as Chair of the Committee on Operations. Membership of the Committee shall include, but is not limited to, the President-Elect, Immediate Past President, Secretary, Speaker and Vice-Speaker.

The function of this committee shall be:

· To supervise the financial transactions of the Academy including, but not limited to:  (a) submitting an annual budget for the approval of the Board of Directors, (b) supervising the keeping of the Academy’s accounts, (c) supervising the operational costs and approving all expenditures incurred in maintaining the LAFP headquarters office building including all property. Specific duties include, but are not limited to:

· reviewing all proposed projects of the Academy requiring a fiscal note to make recommendations to the Board of Directors concerning the financial impact of the project on the budget and assets of the Academy.

· prudently managing the investment of the financial assets of the Academy with a goal of accumulating and maintaining reserves equaling fifty percent of the annual Academy Budget.

· meeting and reviewing the budget prior to Board Meetings and the General Assembly.

· searching for any additional or planned fiscal needs from other committees and the Executive Vice President.

· having a Certified Public Accountant (CPA), approved by the Board, perform an annual audit that the committee shall review and present at the first Spring Board meeting. The audited Annual Budget will be published and/or distributed to the membership of the LAFP on a yearly basis.

· preparing for the Fall Board of Directors Meeting:

a) a yearly Academy Budget for the coming year, based on the accrual or cash method of accounting. The Operations Committee Chair shall meet with the Education Committee Chair to discuss the Annual Assembly budget and its impact on the total budget.

b) a review of the Academy's insurance plan and present projected insurance needs.

c) a review and update of all maintenance contracts for the Academy's fixed assets (lands, buildings, equipment) and project replacement needs.

d) a mechanism for periodic salary adjustments for the Academy staff, taking into account the financial state of the Academy and the following:

1. Cost of living changes.

2. Salaries, bonuses and other compensation for the past five years.

3. Percent of budget used for salaries.

4. Employee retirement plan.

· reviewing recommendations and supporting data provided by the Executive Vice President to the Committee regarding staff salaries for the coming year.

COMMITTEE ON OPERATIONS, Continued
· reviewing recommendations and supporting data provided by the Treasurer to the Committee regarding the Executive Vice President's salary for the coming year.

· (Note: The Treasurer and Executive Vice President shall accumulate the above information and mail to committee members two weeks prior to the Committee meeting.

· To periodically make a study of the Bylaws and make recommendations for changes, deletions, or modifications in order to maintain the integrity and consistency of the Bylaws.  Specific duties includes, but are not limited to:

· periodically reviewing the Bylaws and making recommendations to the Board of Directors for any changes deemed necessary to improve the functions of the Academy, its Officers, Board of Directors, Committees, and staff.

· studying any proposed Bylaw changes submitted to the Secretary or Executive Vice President at least sixty days prior to any regular or special meeting of the General Assembly. The committee chair shall then present to the General Assembly the proposed language changes needed to achieve the proposed amendment to the Bylaws.

· evaluating Academy projects and recommending to the Board of Directors any initiative, which would aid in the Long Range Planning of the Academy. Specific duties include but are not limited to:

· developing for the Board of Directors a Five Year Plan setting realistic goals and objectives for the LAFP. It shall periodically assess and, when necessary, modify the Five Year Plan based on recommendations of Committees, taking into account staff and financial resources.

· holding an Annual Retreat to assess the needs and goals of the LAFP. Following this retreat, an Annual Work Plan will be prepared by the Chair for approval at the next Board meeting.

· preparing a written annual progress report for presentation to the General Assembly on the success of the Academy in attaining the objectives set forth in the Annual Work Plan and Five Year Plan.

The Committee shall prepare a written report for each Board meeting to be presented by the Committee Chair. The Committee shall prepare an annual report to be presented by the Chair to the General Assembly on the activities and progress of the committee. All committee recommendations, including salary recommendations, are to be presented by the Committee Chair.

FIVE-YEAR PLAN

The Louisiana Academy of Family Physicians is a service organization with many strategic areas, both technical and geographic. Requirements for coordinating services, expansion of resources, and planning for the changing needs of the Academy demand that committees work in harmony with one another toward present and future goals. This is facilitated by the Five Year Plan that outlines goals, objectives, and strategies for each working element of the Academy. By this plan, the Academy knows where its priorities are focused for the future. Its progress in realizing these priorities is measured by an Annual Work Plan. Extensive input from the American Society of Association Executives’ Evaluation, the Annual Planning Retreat, and the membership surveys provide the blueprints for the Five Year Plan. Each year the plan is updated so that the Academy works as a whole with many directed parts rather than as many parts with individual tasks and goals. In order for the LAFP to realize its potential in serving the physicians and people of the state, each director, committee person, staff member, and board member must conscientiously take an active role in implementing the Five Year Plan concept. The Committee on Operations is responsible for coordinating these efforts and reports on the progress, direction, and effectiveness of the Five Year Plan.

COMMITTEE ON LEGISLATIVE AND MEMBERSHIP ISSUES
The Secretary of the Academy shall be a member of the Committee on Legislative and Membership Issues.

With regards to membership, the functions of this committee shall be:

· To promote membership interest in the Academy, and

· To initiate, coordinate, and subsidize membership services made available through the Academy. Specific duties include, but are not limited to:

· encouraging the enrollment of all qualified physicians in the Academy.

· developing, publishing, and periodically updating a Membership Directory.

· making recommendations to the Board of Directors on changes in membership classification of individual members.

· annually monitoring the progress of each active and affiliate member of the LAFP in fulfilling the CME requirements for continued membership in the Academy.

· providing reports to the Board of Directors, and in particular the District Directors, on those members in their respective districts who are not fulfilling the three-year requirement for re-election.

· initiating and coordinating membership services made available through the LAFP and AAFP as approved by the Board.

· To evaluate and advise the Board of Directors on issues of concern to minority physicians. Specific duties include but are not limited to:

· investigating the special health care needs of minority population groups and to recommend actions to the Board of Directors on programs designed to promote excellence in health care for minority population groups.

· assessing current efforts, and to make recommendations on Academy programs and policies which encourage students of minority backgrounds to enter the field of medicine, particularly family practice.

· encouraging additional family physicians, residents, and students from minority backgrounds to seek Academy membership.

· To evaluate and advise the Board of Directors on issues of concern to women in medicine.

· To evaluate and advise the Board of Directors on issues of concern to new physicians in practice. Specific duties include but are not limited to:

· assessing the needs and desires of new physician members.

· expediting the meaningful involvement of new physician members who express a desire to participate as leaders in the LAFP.

COMMITTEE ON LEGISLATIVE AND MEMBERSHIP ISSUES, Continued
· To evaluate and advise the Board of Directors on issues relating to resident and student affairs. Specific duties include but are not limited to:

· promoting student membership in the LAFP by strongly supporting FMIGs at all three medical schools in the State.

· working with FMIG leaders in matching students between their first and second year of medical school with practicing family physicians willing to precept a medical student for one week during the summer.

· cooperating with the Family Medicine Departments at the medical schools in developing a preceptorship program, with the goal of mandatory one-month clerkships in Family Practice for all third year medical students in Louisiana.

· encouraging the active participation of representatives of the LAFP in Family Practice Days at the medical schools.

· actively promoting strong departments of Family Medicine at the medical schools.

· promoting adequate funding and faculty in the existing Family Practice Residency Programs in Louisiana.

· assessing the need for future family physicians in Louisiana and support efforts to insure that an adequate number of residents are in training in Louisiana to alleviate the shortage of family physicians in rural and other areas.

· To evaluate and advise the Board of Directors on other issues as deemed appropriate by the Board of Directors.

With regards to legislative issues, the functions of this committee shall be:

· To formulate and advise the Board of Directors on plans and programs which expand, maintain and improve health care services and standards. Specific duties include, but are not limited to:

· recommending to the Board of Directors such changes in the delivery of health care services as indicated for the general welfare of the public and family physicians.

· formulating plans and programs wherein the Academy and its members may cooperate with other groups in maintaining and improving health care services and standards.

· insuring that family physicians are granted the hospital privileges to perform the full scope of procedures for which they are qualified by training and/or experience.

· actively assisting family physicians on medical staffs of hospitals to establish Departments of Family Practice in all hospitals that are departmentalized by specialty.

· monitoring the impact of medical liability issues on the continued delivery of an appropriate scope of health care services by family physicians.

· insuring that family physicians are adequately and equitably reimbursed for the cognitive and procedural services they provide.

· monitoring the impact of HMOs and other alternative health care delivery systems on family practice in Louisiana.

COMMITTEE ON LEGISLATIVE AND MEMBERSHIP ISSUES, Continued
· To investigate and recommend such action to the Board of Directors to insure that the Louisiana Chapter of the AAFP shall have an active voice on all issues concerning legislation and governmental affair. Specific duties include, but are not limited to:

· maintaining an up-to-date key contact program for the state legislature and the Louisiana Congressional Delegation.

· coordinating, whenever possible, legislative activities with the Louisiana State Medical Society Office of Governmental Affairs and Council on Legislation.

· initiating legislation when necessary to benefit family practice in Louisiana.

· working for the passage of legislation that would require all medical students in Louisiana to have adequate exposure to family practice.

· working to maintain adequate funding for Family Medicine Departments and Residency Training Programs in Louisiana.

· preparing a written annual report to the General Assembly on the commission's activities and the outcome of legislative bills pertinent to family practice.

· To recommend to the Board of Directors such campaigns of public enlightenment or education as it may deem appropriate. Specific duties include, but are not limited to:

· recommending to the Board of Directors such campaigns of public enlightenment of education as it may deem advisable; to review any program of public relations currently being conducted and to make suggestions and recommendations to the Board of Directors concerning the program, and to make studies of and to suggest possible solutions to specific problem areas of public relations as may from time to time be directed by the Board of Directors.

· having the governor sign yearly a public proclamation declaring October as Family Health Month in Louisiana.  Coordinating a state local media campaign, making use of public relations materials from the American Academy of Family Physicians (AAFP), and soliciting the support of hospitals around the state to promote Family Health Month in their locales.

· conducting the Louisiana Family Physician of the Year campaign, reviewing  the biographical materials on all nominees, selecting the winner, and making arrangements for the presentation of the award to the selected physician at the Annual Assembly. The selection process shall follow the guidelines on Page 29.

· To evaluate such issues of ethics as may come before the Academy and to make recommendations to the Board of Directors on such ethics issues as the Board shall deem appropriate. Specific duties include, but are not limited to:

· examining the ethical issues facing family physicians in Louisiana trying to deliver quality care to their patients within an environment of intense scrutiny of the cost of medical care by hospitals, insurance companies, alternative health delivery systems, and government.

· considering the ethical issues surrounding the care of the terminally ill: Do not resuscitate, artificial life support, tube feeding, and what constitutes providing comfort.

COMMITTEE ON LEGISLATIVE AND MEMBERSHIP ISSUES, Continued

· considering the ethical issues regarding selection of organ donors including an acceptable definition of brain death.

· considering those public issues having direct impact on public health in Louisiana such as environmental, pollution, the future of the Charity Hospital system, and the care of AIDS patients.

· periodically reporting to the Board of Directors on ethical issues and public health issues of immediate concern to family physicians in Louisiana.

· To evaluate and advise the Board of Directors on the special health care needs of minority populations groups.

The Committee shall prepare a written report for each Board meeting to be presented by the Committee Chair. The Committee shall prepare an annual report to be presented by the Chair to the General Assembly on the activities and progress of the committee.

NOMINATING COMMITTEE

The President shall, at least ninety days before the General Assembly meeting, form the Nominating Committee, which will be comprised for the following members:  the Legislative and Membership Committee Chair, who will serve as the Nominating Committee Chair, the President, President-Elect, and two other Board of Directors members selected by the President.

The Committee shall:

1) meet at least ninety days prior to the date of the annual General Assembly.

2) insure that there is at least one candidate for election to each officer position; and each vacant District Director and Alternate District Director slot; and each vacant AAFP Delegate and AAFP Alternate Delegate slot.

3) investigate the qualifications of prospective candidates and receive assurance from each selectee that he/she is willing and eager to serve the Academy and attend all Board Meetings and other meetings that the position requires.

4) present the selections of the Nominating Committee, with the exception of the Office of Treasurer, at a time during the General Assembly determined by the Speaker. These nominations, as presented by the Committee Chair,  shall indicate that the selections are not endorsements and other nominations from the Assembly floor are in order.

5) present a nomination for the Office of Treasurer to the Board of Directors meeting held during the Assembly.

NECROLOGY, MEMORIAL AND DONATIONS

Upon notification of the death of a member of the Academy or an immediate family member, the Secretary sends a sympathy letter to the member's family or Academy member.

The Board of Directors recommends that a memorial donation be made by the Academy to the LAFP Foundation in the name of the deceased member or the deceased family member's name.

LOUISIANA FAMILY PHYSICIAN OF THE YEAR

GUIDELINES FOR SELECTION

Each year the Chair of the Committee on Legislative and Membership Issues is responsible for drafting a letter to all active members of the Louisiana Chapter announcing the presentation of the Family Physician of the Year. This letter should be mailed no later than two months prior to the presentation date.

Listed below are the guidelines to be used in making nominations for the Louisiana Family Physician of the Year.

Candidates for LAFP Family Physician of the Year should:

1. be an active member, in good standing, of the LAFP.

2. have made some outstanding contribution in his/her community in the social field, religious field, or medical field.

3. have high morals and ideals.

4. have worthy ideals and practice them; and be a leader in civic development.

5. favor good schools in the community and be interested in his/her community affairs.

6. be an active participant in his/her parish medical society and support all progress in the medical profession.

7. be active in his/her field, and conform to the pledges made to the Academy.

Nominees from the three prior years will automatically be included in the current years nominations process.

The Committee on Nominations is responsible for selecting the recipient. Following the selection of the Family Physician of the Year, nominating members will be notified of the selection and informed that they may re-submit their nominations the succeeding year.

The spouse of the winner will be notified as soon as the selection is made. If possible, the winner will not be notified prior to the presentation at the Annual Assembly.

If possible, the LAFP Campaign for Family Physician of the Year will be timed to coincide with the AAFP Campaign for Family Physician of the Year.

LAFP staff will be responsible for ordering the Family Physician of the Year Plaque and transporting it to LAFP’s Annual Assembly city for presentation.

INFORMATIONAL SECTION

AWARDS

LOUISIANA ACADEMY OF FAMILY PHYSICIANS FOUNDATION

GERALD R. GEHRINGER FAMILY PRACTICE AWARD

(LSU School of Medicine in New Orleans–Senior Award)

The LAFP Foundation office will notify the President of the LAFP of the date of the Award presentation at LSU.  The LAFP Foundation office will order the plaque to be available for the award date.

HISTORY OF THE AWARD

The Smith, Kline & French President's Grant was established in November of 1980 as an unrestricted yearly grant to the AAFP President to be designated by the Academy President to further the aims and goals of family medicine.

Dr. Gerald R. Gehringer, member of LAFP, Past President of LAFP, Professor Emeritus, and Past Head of the Department of Family Medicine at LSUMC New Orleans, was President of the American Academy of Family Physicians in 1982-1983. Dr. Gerald R. Gehringer stipulated that this $10,000 grant shall be used for a family practice award.

GERALD R. GEHRINGER FUND

The Fund will be known as the Gerald R. Gehringer Fund.

The Louisiana Academy of Family Physicians Foundation will serve as custodian for the Fund.

The character and scope of the award will be under the direction of the Louisiana Academy of Family Physicians Foundation.

The committee will consist of two members of the faculty of the LSU Department of Family Medicine in New Orleans and two non-faculty active members of the Louisiana Academy of Family Physicians appointed by the President of the LAFP Foundation. The President of the Louisiana Academy of Family Physicians Foundation and the Head of the LSU Department of Family Medicine in New Orleans will serve on this committee, ex-officio.

The monies deposited to the fund will be in such interest bearing accounts that will provide the best yield in order to insure perpetuation of the award.

GERALD R. GEHRINGER FAMILY PRACTICE AWARD

The Award will be known as the "Gerald R. Gehringer Family Practice Award" for outstanding leadership and scholarly accomplishments in the field of family medicine.

INFORMATIONAL SECTION, Continued
The Award will consist of an appropriately inscribed plaque accompanied by a cash award derived from the interest earned (the principal amount is to be kept in reserve). 
GERALD R. GEHRINGER FAMILY PRACTICE AWARD, Continued
The “Gerald R. Gehringer Award” Fund Committee will determine the amount of the cash award annually.

Candidates for the "Gerald R. Gehringer Award" may be nominated by the full time faculty of the LSU School of Medicine Department of Family Medicine in New Orleans, or by any active member of the Louisiana Academy of Family Physicians.

Letters of recommendation should accompany nominations from a member of the Louisiana Academy of Family Physicians or the LSU School of Medicine family practice faculty.

The LAFP Foundation Committee will make final selection of the recipient of the “Gerald R. Gehringer Award”. The award is to be given to one student and is not to be split between two (2) or more students. The award does not have to be given annually if there is no suitable candidate.

The President of the LAFP or his designated officer representative shall present the award.

SELECTION CRITERIA

1. Candidates for the "Gerald R. Gehringer Award" should be:

2. A senior graduating from LSU School of Medicine in New Orleans.

3. An individual who has demonstrated interest in pursuing a career in family practice.

4. A person who has been accepted into a Family Practice Residency Program.

5. A person who has shown evidence of active student leadership in family practice activities.

6. A person who has demonstrated evidence of superior scholastic achievement in overall medical school studies and particularly in the field of family medicine.

ACCOMPLISHMENTS CONSIDERED TO REFLECT THE SELECTION  CRITERIA MAY INCLUDE:

Participation in a LSU School of Medicine in New Orleans Family Medicine Interest Group or club.

Such student must have selected course work in family practice during medical school activities such as a preceptorship or clerkship.

Such individual should be readily identified by the student body as enthusiastic and interested in family practice.

Such person must have shown scholarly accomplishment in family practice by the development of a research project, publication of a scientific paper.

INFORMATIONAL SECTION, Continued
ACCOMPLISHMENTS CONSIDERED TO REFLECT THE SELECTION CRITERIA MAY INCLUDE: (Continued)

Such individual must have shown scholarly accomplishment in his medical school courses other than family practice.

Such individual should be a participant in Louisiana family practice activities at the state or national level.

LSU - DEPARTMENT OF FAMILY PRACTICE - GERALD R. GEHRINGER RESIDENT'S AWARD (One Award)

The Gerald R. Gehringer Resident’s Award is an annual award presented by Louisiana State University (LSU). This award, which is sponsored by The Upjohn Company, is given to the resident selected from the Louisiana Residency Programs who shows the most promise as a teacher or family physician. The Head of the Department of Family Medicine at LSU New Orleans is responsible to act as liaison with the Head of the Department of Family Medicine at LSU Shreveport along with all in state Residency Program Directors to chose the nominee for this award. The Award consists of an appropriately inscribed plaque accompanied by a cash award and is normally presented by an LSU representative or his/her appointee. LSU may present this award at the meeting and/or location of their choice. It is requested that the President of the LAFP forward a letter each year to the Head of the Department of Family Medicine at LSU New Orleans inviting them to present the award at LAFP’s Annual Scientific Assembly.

LOUISIANA ACADEMY OF FAMILY PHYSICIANS FOUNDATION MICHAEL O. FLEMING FAMILY MEDICINE AWARD (LSU School of Medicine in Shreveport – Senior Award)
The LAFP Foundation office will notify the President of the LAFP of the date of the Award presentation at LSU-Shreveport.  The LAFP Foundation office will order the plaque to be available for the award date.

History of the Award

In honor of Michael O. Fleming, MD, Member of the LAFP, being inaugurated to the office of President of the AAFP, the Louisiana Academy of Family Physicians donated $8,000 to the LSU-Shreveport Family Medicine Fund.  The funds was then renamed as the Michael O. Fleming Family Medicine Award.  The funds will be used to issue a cash award and commerative plaque.

Michael O. Fleming Fund

The Fund will be known as the Michael O. Fleming Family Medicine Fund.

INFORMATIONAL SECTION, Continued

The Louisiana Academy of Family Physicians Foundation will serve as custodian for the Fund.

The character and scope of the award will be under the discretion of the Louisiana Academy of Family Physicians Foundation.

The committee will consist of two members of the faculty of the LSU Department of Family Medicine in Shreveport and two non-faculty active members of the Louisiana Academy of Family Physicians appointed by the President of the LAFP Foundation.  The President of the Louisiana Academy of Family Physicians Foundation and the Head of the LSU Department of Family Medicine in Shreveport will serve on this committee, ex-officio.

The monies deposited to the fund will be in such interest bearing accounts that will provide the best yield in order to insure perpetuation of the award.

Michael O. Fleming Family Medicine Award

The award will be knows as the “Michael O. Fleming Family Medicine Award” for outstanding leadership and scholarly accomplishments in the field of family medicine.

The award will consist of an appropriately inscribed plaque accompanied by a cash award derived from the interest earned (the principal amount is to be kept in reserve).

The “MICHAEL O. FLEMING Award” Fund Committee will determine the amount of the cash award annually.

Candidates for the "MICHAEL O. FLEMING Award" may be nominated by the full time faculty of the LSU School of Medicine Department of Family Medicine in Shreveport, or by any active member of the Louisiana Academy of Family Physicians.

Letters of recommendation should accompany nominations from a member of the Louisiana Academy of Family Physicians or the LSU School of Medicine Shreveport family practice faculty.

The LAFP Foundation Committee will make final selection of the recipient of the “MICHAEL O. FLEMING Award”. The award is to be given to one student and is not to be split between two (2) or more students. The award does not have to be given annually if there is no suitable candidate.

The President of the LAFP or his designated officer representative shall present the award.

SELECTION CRITERIA

1. Candidates for the "MICHAEL O. FLEMING Award" should be:

2. A senior graduating from LSU School of Medicine in Shreveport.

3. An individual who has demonstrated interest in pursuing a career in family practice.

4. A person who has been accepted into a Family Practice Residency Program.

INFORMATIONAL SECTION, Continued

5.  A person who has shown evidence of active student leadership in family practice activities.

6.  A person who has demonstrated evidence of superior scholastic achievement in overall medical school studies and particularly in the field of family medicine.

ACCOMPLISHMENTS CONSIDERED TO REFLECT THE SELECTION CRITERIA MAY INCLUDE:

Participation in a LSU School of Medicine in Shreveport Family Medicine Interest Group or club.

Such student must have selected course work in family practice during medical school activities such as a preceptorship or clerkship.

Such individual should be readily identified by the student body as enthusiastic and interested in family practice.

Such person must have shown scholarly accomplishment in family practice by the development of a research project, publication of a scientific paper.
Such individual must have shown scholarly accomplishment in his medical school courses other than family practice.

Such individual should be a participant in Louisiana family practice activities at the state or national level.

LSU - DEPARTMENT OF FAMILY PRACTICE – MICHAEL O. FLEMING, MD FAMILY MEDICINE AWARD (One Award)

The Michel O. Fleming, MD Family Medicine Award is an annual award presented by Louisiana State University (LSU). This award is given to the resident selected from the Louisiana Residency Programs who shows the most promise as a teacher or family physician. The Head of the Department of Family Medicine at LSU New Orleans is responsible to act as liaison with the Head of the Department of Family Medicine at LSU Shreveport along with all in state Residency Program Directors to chose the nominee for this award. The Award consists of an appropriately inscribed plaque accompanied by a cash award and is normally presented by an LSU representative or his/her appointee. LSU may present this award at the meeting and/or location of their choice. It is requested that the President of the LAFP forward a letter each year to the Head of the Department of Family Medicine at LSU Shreveport inviting them to present the award at LAFP’s Annual Assembly.
OFFICIAL ACADEMY MEETINGS

FEBRUARY/
LAFP’s ANNUAL WINTER CONFERENCE

MARCH
Designated Representative: President

APRIL/
AAFP – ANNUAL LEADERSHIP FORUM

MAY
Designated Representatives: President-Elect, Executive Vice President


(The President may chose to attend if budget allows.)

APRIL/
AAFP – NATIONAL CONFERENCE OF SPECIAL CONSTITUENCIES

MAY
Designated Representatives: Woman, Minority, New Physician Member and International selected by LAFP President 

SPRING
AAFP COMMITTEE WORKSHOPS/MEETINGS

(Note:  LAFP Committee Chairs. If the State Chair remains for more than three consecutive terms, the financial remuneration is for once every three years,


unless deemed necessary by the Board of Directors.)  

SPRING
LAFP COMMITTEE CLUSTER & BOARD OF DIRECTORS MEETINGS

(April/May)
(All Committee Chairs and Members, and Board of Directors should attend)

SUMMER
LAFP ANNUAL ASSEMBLY

(July/August)
Designated Representative:  President 


(All Board, Committee Chairs and Committee Members should attend)

SUMMER
LAFP GENERAL ASSEMBLY

(July/August)
(All Board, Committee Chairs, Committee Members and members should attend)

SUMMER
LAFP BOARD OF DIRECTORS MEETING

(July/August)
(All Board, and Committee Chairs should attend)

FALL
AAFP ANNUAL ASSEMBLY

Designated Representatives: President, AAFP Delegates, Alternates Delegates, and Executive Vice President

FALL

LAFP COMMITTEE CLUSTER & EXECUTIVE COMMITTEE

(September/
MEETING

October)

(All Executive Committee Members, Committee Chairs, and Committee



Members should attend)

WINTER
LAFP BOARD OF DIRECTORS


(All Board and Committee Chairs should attend)

TRAVEL REIMBURSEMENT INFORMATION

The Academy will reimburse officer or other approved representative travel expenses as follows:

1. Reimbursement of $50 per day for meals, and lodging at the host hotel, up to $250 per day, to LAFP officers, for attendance at official business functions in representation of the LAFP. (Revised per Executive Committee – 10/27/03)
2. Airfare or ground transportation (if meeting is not in member’s home city) of a coach/economy fare plane ticket purchased at least 30 days prior to the event.
Documentation, via letter, hotel receipt, etc., indicating the number of days the officer or representative represented the LAFP and airfare receipt, if applicable, are due in the LAFP within thirty (30) days from end of meeting.  Reimbursement requests after that time will not be honored.  

Expenses incurred for spouse travel, meals, etc. will not be reimbursed.

Meetings and designated attendees include:

	APPROVED MEETING
	DESIGNATED OFFICER ATTENDEE(S)
	MAXIMUM #

OF DAYS

	National Conference of Special Constituencies
	Officer/Representative:  One minority, one new physician, one woman, and one international representative.  A fifth slot for gay, lesbian, bisexual, transgender may be added.  Representatives to be selected by LAFP President.
	2 days + 1 travel day

	Annual Leadership Forum
	Officer/Representative:  President-elect

(The secretary and AAFP Delegates should be invited, but attendance is at their expense.  If President’s budget permits he/she may attend – See Page 8).  Additionally the EVP is required to attend, as well as any other staff person deemed appropriate by the President.)
	2 days + 1 travel day

	Southeastern Forum

(Maximum # of allowed representative is 5, unless we have a paid lobbyist than we can send 6 representatives.
	Officer/Representative:  President, President-elect and two additional representatives appointed by LAFP President.

(EVP is required to attend this meeting and is the 5th representative allowed at this meeting.)
	2 days + 1 travel day 

	AAFP Congress of Delegates
	Officer/Representative:  President, Delegates (2), Alternate Delegates (2)

(EVP is required to attend, as well as any other staff person as deemed appropriate by the President.)
	4 days + 1 travel day

	AAFP Legislative Forum
	Officer/Representative:  Committee Chair or other approved representative assigned by the President
	1-1/2 days + 1 travel day

	AAFP or LSMS CME Workshop
	Officer/Representative:  Education Chair or other approved representative assigned by the President
	AAFP – 1 day +

1 travel day

LSMS – 2 days +

1 travel day


LAFP Meetings

Travel for Board of Directors, Executive Committee Members, Committee Members, or other designees may be reimbursable at the discretion of the Board of Directors.

AAFP STATE CHAPTER INSURANCE POLICY

Travel Accident Policy

The following positions are covered:  (Please verify that coverage is not duplicated under classifications.)

President

President-Elect

Vice President

Secretary

Treasurer

Immediate Past President

Speaker

Vice-Speaker

Executive Vice President

LAFP Staff Members (4)

Delegates (2)

Alternates (2)

Directors

Alternate Directors

Committee Chairs

Premium paid by the LAFP.

The policy provides a $100,000 benefit should a person holding a "covered position" suffer an accidental death while traveling on State Chapter business. Persons holding covered positions and traveling on State Chapter business are covered under the Policy while riding in any public conveyance, while driving or riding in a private passenger automobile, or if struck by any automobile or aircraft while traveling on State Chapter business. The $100,000 death benefit is payable to the estate of the insured.

PRESIDENT'S EXPENSE ACCOUNT

The LAFP President will have a $5,000 expense account. These monies are available for use by the President for expenses incurred while doing business of the Louisiana Academy of Family Physicians including: Economy Class air fare, hotel, meals, auto rental/mileage, and registration at state Academy meetings.

Meetings include: 

All State Academy Meetings including Board of Directors, Executive Committee, Regional/District, Committee Cluster, Retreat, and Annual Assembly.  (Note: Reimbursement for attendance at the Winter Conference is limited to the advertised group hotel room rate.)

New Orleans and Shreveport Student functions including LSUMC-New Orleans Awards Day.

Residency Program visits.

AAFP Meetings including the Congress of Delegates and Annual Assembly (but not the cost of CME Registration at the AAFP Annual Assembly).

If the President’s budget permits attendance is acceptable at the Annual Leadership Forum and other AAFP meetings (See Page 8).

Southeastern Forum Conference

Special State Academy meetings convened by the President (e.g., Ad Hoc Committees)

Trips include:

Baton Rouge regarding legislative action pertinent to family medicine.

State Academy office in Baton Rouge.

Other expenses:

Direct expenses of other individuals, as may be directed by the President, which are incurred carrying out State Academy business.

Reimbursement shall be for actual expenses incurred as shown on submitted receipts and shall be made at the time receipts are received. The Executive Vice President for review by the Operations Committee will submit an annual tabulation of the President’s Expense Account.

LAFP

EMPLOYEE

POLICY MANUAL

(Revised October 2000)

OFFICE HOURS

LAFP office hours are 8:30 AM to 5:00 PM, Monday - Friday. Employees are expected to stagger hours to ensure that the office is adequately covered at all times.

The LAFP Headquarters’ office is designated as a “Smoke Free Environment”.
PROBATIONARY PERIOD

When hired, all employees will serve a three-month probationary period.  During this period employee will accrue no sick leave.  In addition, employee shall not be eligible to participate in LAFP’s Health Care Benefit until the three-month probationary period has been satisfied.  

EMPLOYEES

Exempt Employees: Employees who are exempt from the overtime provision of the Fair Labor Standards Act.  Exempt employees who are exempt from the minimum wage and overtime pay requirements fall into one of five categories; executive, administrative, professional, outside salespeople, and people in certain computer-related occupations.  There are a few miscellaneous categories of workers who are exempt as well.
Non-Exempt Employees: Employees who are covered by the provisions of the Fair Labor Standards Act and, therefore, are eligible for overtime payment. These employees generally hold clerical positions.

The LAFP classifies an employee whose normal workweek is 32 hours or less as a part-time employee.   All other employees are classified as full-time.
It is the intent of the Louisiana Academy of Family Physicians to provide equal employment opportunities to all employees or applicants for employment, without regard to race, color, gender, religious beliefs, national origin, physical disability, pregnancy, or age. Equal employment opportunity includes, but is not limited to, hiring, training, promotion, transfer, demotion and termination.

Paychecks for all employees will be distributed every other Friday unless the Friday falls on a holiday.

PERFORMANCE EVALUATIONS AND SALARY REVIEWS

Executive Vice President:

The Immediate Past President shall conduct a performance evaluation of the Executive Vice President, utilizing the appropriate form(s), prior to the Executive and Operations Committee meeting normally scheduled in September. The evaluation will include a conference with the employee to discuss evaluation ratings and will become an official part of the employee’s personnel record. Informal evaluations and discussions can and will take place whenever necessary.

PERFORMANCE EVALUATIONS AND SALARY REVIEWS, Continued

The Immediate Past President will provide the Treasurer with a copy of the Executive Vice President’s Evaluation Form; current Employment Contract and salary increase recommendation. The Treasurer will meet with the Executive Vice President, prior to the Operations Committee meeting normally scheduled in September, to discuss said Evaluation and salary parameters for the coming year. The Treasurer will make recommendations and provide supporting data to the Operations Committee who will make a salary recommendation to the Executive Committee. 
The Executive Committee will fix the Executive Vice President’s stipend and will make it part of the Executive Vice President’s Contract, which will be re-negotiated each year. In order that a budget may be adopted in a timely fashion, this stipend must be set prior to the Fall Board Meeting. Any salary adjustments will be based on the employee’s level of performance as determined by his/her Performance Evaluation, LAFP’s financial status and such other factors as deemed by the Operations Committee and Board of Directors. All salary adjustments will become effective January 1 of each year.

Staff:

The Executive Vice President shall conduct employee performance evaluations, utilizing the appropriate form(s), prior to the Executive and Operations Committee meetings normally scheduled in September. Each evaluation will include a conference with the employee to discuss evaluation ratings and will become an official part of the employee’s personnel record. Informal evaluations and discussions can and will take place whenever necessary.

The Treasurer and Executive Vice President shall make recommendations and provide supporting data (Evaluation Forms) to the Operations Committee regarding staff members’ salaries for the coming year. The Operations Committee at a meeting normally scheduled in September will review each employee’s salary annually. In order that a budget may be adopted in a timely fashion this review must be accomplished prior to the Fall Board Meeting. Any salary adjustments will be based on the employee’s level of performance as determined by their Performance Evaluation, LAFP’s financial status, and such other factors as deemed by the Operations Committee and Board of Directors. All salary adjustments will become effective January 1 of each year.

OVERTIME

Exempt Employees:

It is acknowledged that exempt employees, being compensated by salary and not an hourly wage, may occasionally require more than the standard workweek commitment. This fact is taken into consideration when salary levels are set.

Non-exempt Employees:

Any time worked in excess of 40 hours per week (Saturday through Friday) will be paid as overtime at a rate of 1.5 times the normal hourly rate. Under no circumstances will an employee receive overtime pay in a week in which the employee’s total worked hours are less than or equal to 40.
BENEFITS

Benefits provided by the Louisiana Academy of Family Physicians apply to full-time employees only, as is identified under the section entitled “Employee”.

Insurance:

After completion of a three-month waiting period the LAFP will provide all full time employees with insurance benefits in an amount not to exceed $6,000 per year.  Benefits may be used at the Executive Vice President’s discretion to cover health, dental, life (at an amount no greater than 150% of employee’s annual income), and disability insurance.  All payments of insurance benefits must be paid directly to insurance carriers and/or companies.  Payments will not be paid directly to employee.

The LAFP will accommodate and adapt to different payment modes, i.e., quarterly, bi-annual, etc., should the selected insurance carrier(s) require such payment schedules.

Retirement Plan:

Full-time and part-time employees 21 years of age or over are eligible to participate in the employee pension plan. Contributions are made by the LAFP on the employee's behalf. Eligibility begins when the employee meets the employment test. In 1992 this test required the individual to have earned, in the LAFP's employ, at least $300 (adjusted annually for inflation according to federal guidelines) in 3 of the previous 5 calendar years. The Operations Committee will set the maximum percentage that the LAFP will contribute annually.

Professional Development 

Executive Vice President:

The LAFP will provide funding for the Executive Vice President’s membership in no more than three professional associations per year.

The LAFP will provide the Executive Vice President with educational funding in the amount of $2,500 per year. These educational monies are in excess of any expenditures incurred for the EVP’s attendance at AAFP/LAFP sponsored or other required meetings.

Staff:

The LAFP will provide yearly funding for membership in no more than one professional association for each of the staff positions. The choice of professional association will be at the discretion of the Executive Vice President.

The LAFP will provide educational funding at a yearly maximum of $1,500 for support staff. Usage of these funds and selection of educational meetings will be at the discretion of the Executive Vice President.

BENEFITS, Continued

Vacation:

Length of service is calculated at the beginning of the year in which vacation is to be taken, and equals the number of December 31st that have passed since the employees anniversary date (the date he/she began full-time service).  One week of vacation equals five (5) working days. Paid holidays or weekend days falling during a vacation period do not count against the vacation allowance.  New employees must be in the service of the LAFP for a period no less than six months before vacation benefits can be utilized.  Vacation benefits will be posted to each employees account effective January 1 of each year.

	LENGTH OF SERVICE


	VACATION

Staff
	VACATION

Executive Vice President

	0 (Hire date 1/1 – 6/30)
	1 week
	1 week

	0 (Hire date 7/1 – 12/31)
	0
	0

	1-5 years
	2 weeks
	3 weeks

	6 or more
	3 week
	4 weeks


Employee may carry a maximum of one-week (five working days) to the following year. Employee will forfeit all vacation days in excess of the one-week (five working days) limit not utilized by December 31. The LAFP will not purchase unused vacation days from employee, except as indicated under Section titled “Severance”.

Scheduling: Vacation scheduling is based on a seniority basis and is accomplished via a Vacation Calendar, which is distributed at the end of each year.  Vacation requests for days not indicated on the Vacation Calendar must be submitted on a Leave Request Form no less than one week prior to requested day(s).  The Executive Vice President must approve all vacation requests.  Employee should not consider requested time approved until he/she has received approval from the Executive Vice President.

Vacation should not be scheduled during the two weeks prior to the Annual Meeting, Winter Conference or other major projects.  

Sick Leave:

Sick leave can be used for illness, injury, or visit to a health-care professional by employee or immediate family member. An employee may, at the discretion of his/her supervisor, be requested to furnish documentation of the reason for sick leave.  Sick leave may be accumulated and carried from year to year.  The maximum balance carried shall be no more than 30 days (240 hours).  Accrued sick leave time will not be purchased from any employee at termination or resignation.

Sick leave is earned on a month-by-month accrual, as follows:

	LENGTH OF SERVICE
	SICK LEAVE

	(years)
	(days per month)

	<3
	1

	3 – 10
	1.25

	10 – 15
	1.5

	>15
	2


BENEFITS, Continued
Holidays:

The office will be closed and full-time employees will receive the following holidays:

New Year’s Day

Mardi Gras

Good Friday

Independence Day

Labor Day

Thanksgiving

The day after

    Thanksgiving

Christmas Eve

Christmas Day

New Year’s Eve

If a holiday falls on a Sunday, the following Monday will be observed; if a holiday falls on a Saturday, the preceding Friday will be observed. Thus, if Christmas is a Sunday and Christmas Eve a Saturday, the office will be closed from Friday through Monday.

Military Leave:

An employee who is required to be absent from his/her duties for the purpose of military service or training shall be paid up to a maximum of 2 weeks, while fulfilling such an obligation. After 2 weeks, the employee has the option of taking leave without pay or using accrued vacation time.

Leave Without Pay:

An employee may request leave without pay for a period not to exceed 10 working days. Such a request shall be directed to the Secretary, accompanied by a brief written statement of the reason for the request. The Secretary has sole discretion in granting such leave and is expected to take into account the requirements for smooth operation of the Headquarters’ office.

Civic, Emergency and Special Leave:

Under the following circumstances, an employee may take the specified time off without loss of pay or of vacation or sick-leave time:

	CIRCUMSTANCE
	SPECIFIED TIME

	Death of a close relative
	5 Days

	Jury Duty

(For jury duty the LAFP will pay for one full day and make up the difference between the duty pay and the employees normal pay for four additional days.)
	5 Days

	Witness Duty (subpoenaed)

(For witness duty the LAFP will make up the difference between the duty pay and the employees normal pay.)
	2 Days

	Natural Catastrophe
	Until "state of emergency" declaration is lifted with a maximum of 7 calendar days.  If the state of emergency persists, review thereafter will be conducted by the Executive Committee on a weekly basis.


Severance:

At the discretion of the Executive Committee, a full-time employee, employed over one year may be granted severance pay at the time of termination of his/her employment by the LAFP.

Upon separation from employment any unused vacation time shall be purchased from full-time employees.

TRAVEL

The LAFP will reimburse employees for travel costs associated with the conducting of LAFP business and/or required attendance at LAFP and AAFP meetings. The Executive Vice President is required to attend those meetings listed below. The Board of Directors may require attendance at additional meetings. For each meeting, the Executive Committee may choose to specify to the Executive Vice President additional employee(s) that will be expected to attend, and which specific tasks will be performed by each. These meetings include but are not limited to:

*Board of Directors, Executive Committee, Committee Meetings of the LAFP

*LAFP Educational Meetings (Winter Conference, Annual Assembly, etc.)

*AAFP Annual Meeting/Congress of Delegates

*AAFP Annual Leadership Forum

*Continuing Education Workshops

*Southeastern Forum

*Site Inspection/Assembly Planning Trips

This reimbursement will include:

1. Cost of airfare (economy class, minimum 7-day advance purchase) for trips outside a 300-mile radius from the Headquarters. Automobile mileage reimbursement will be at the rate set by the Internal Revenue Service for business use of an automobile.

2. Meals, not to exceed $50 per day.

3. Hotel accommodations at the facility used for the meeting in question.

4. Miscellaneous expenses including costs of shuttle, cab, car rental, tips, etc.

Special Considerations:

If a non-exempt employee is required to work or attend a meeting and attendance at said meeting and/or travel time to said meeting exceeds the employees normal 40 hour work week the additional hours will be treated as overtime as outlined under “Overtime”.  Travel time is stipulated as the time employee leaves his/her home or office and reaches the meeting destination.  Return trip is classified the same as is indicated above.
SAFETY CODE

1. LAFP employees will follow these safe practice rules and report all unsafe conditions or 

 practices to management.

2. Management requires all employees to comply with all safety rules.

3. Anyone under the influence of alcohol or drugs will not be allowed on the job.

4. No one will be permitted or required to work while his or her ability or alertness is impaired

 by fatigue or illness.

5. Horseplay, scuffling and other acts, which may endanger employees, are prohibited.

6. Work should be planned to prevent injuries when working with equipment and handling heavy

 materials.

7. Workers must not handle or tamper with electrical equipment, machinery, or air or water lines

 unless they have received instructions from their manager.

8. Report injuries promptly to a supervisor.

9. A first aid kit is located in the second drawer in the kitchen cabinet.

SEXUAL HARASSMENT

LAFP is committed to providing a work environment where women and men can work together comfortably and productively, free from sexual harassment.  Such behavior is illegal under both state and federal law(and will not be tolerated here.

This policy applies to all phases of employment(including recruiting, testing, hiring, upgrading, promotion or demotion, transfer, layoff, termination, rates of pay, benefits and selection for training, travel or company social events.

Prohibited Behavior

Prohibited sexual harassment includes unsolicited and unwelcome contact that has sexual overtones.  This includes:

1. Written contact, such as sexually suggestive or obscene letters, notes, invitations

2. Verbal contact, such as sexually suggestive or obscene comments, threats, slurs,   

      epithets, jokes about gender-specific traits, sexual propositions

3. Physical contact, such as intentional touching, pinching, brushing against another’s

      body, impeding or blocking movement, assault, coercing sexual intercourse, and

4. Visual contact, such as leering or staring at another’s body, gesturing, displaying

      sexually suggestive objects or pictures, cartoons, posters or magazines.

Sexual harassment also includes continuing to express sexual or social interest after being informed directly that the interest is unwelcome(and using sexual behavior to control, influence or affect the career, salary or work environment of another employee.

It is impermissible to suggest, threaten or imply that failure to accept a request for a date or sexual intimacy will affect an employee’s job prospects.   Also, offering benefits, such as promotions, favorable performance evaluations, favorable assigned duties or shifts, recommendations or reclassifications in exchange for sexual favors is forbidden.

In addition, LAFP will take all reasonable steps to prevent or eliminate sexual harassment by non-employees including customers, clients and suppliers, who are likely to have workplace contact with our employees.

LAFP shall take all reasonable steps to see that all employees, supervisors, and others follow this policy prohibiting sexual harassment that have contact with our employees.  

Any employee found to have violated this policy shall be subject to appropriate disciplinary action, including warnings, reprimand, suspension or discharge, according to the findings of the complaint investigation.

If an investigation reveals that sexual harassment has occurred, the harasser may also be held legally liable for his or her actions under state or federal anti-discrimination laws or in separate legal actions.

SEXUAL HARASSMENT, Continued

Any employee bringing a sexual harassment complaint or assisting in investigation such a complaint will not be adversely affected in terms and conditions of employment, or discriminated against or discharged because of the complaint.  Complaints of such retaliation will be promptly investigated and punished.

INTERNET & ELECTRONIC MAIL POLICY

The LAFP provides internet and electronic mail communication resources for business purposes only.  Examples of appropriate usage include:

· Communicating with fellow employees, members and suppliers.

· Researching topics that are relevant to your specific job requirements.

In addition:

· Any downloaded software becomes the property of the office, and must meet all applicable license and copyright relations.  Any employee who installs software without the approval of the Executive Vice President or who knowingly violates software piracy rules is subject to termination.

· An employee’s communication during business hours is not considered to be private.  The office has the right to monitor an employee’s Internet usage – both in terms of sites visited and length of visits.  The office has the right to block sites that it determines are inappropriate or unnecessary.  Trying to “unblock” blocked sites is grounds for termination.

· Any employee that continually visits “unauthorized” sites is subject to termination.  Obscene and pornographic sites are considered to be “unauthorized” sites.  If an employee receives sexually explicit material from someone outside the office via email, the material should be destroyed and the sender should be advised that additional material of this nature is not welcome.  If the sexually explicit material is sent from within the office by a fellow employee, the sender should be warned that they are violating the office’s sexual harassment policy and will be dealt with accordingly.  The same procedures should apply to materials sent that show bad taste/bad judgment.

· Employees should not use office Internet capabilities to conduct illegal activity.  Employees should always honestly disclose their identities when using electron communication resources at work.

· Employees should keep their user identification and assigned passwords confidential.

· All communications sent or received on the system become the property of the company.

· Employees must provide management with all passwords and encryption keys.

· Employees who violate these policies may be disciplined and/or discharged.

OFFICE EQUIPMENT & SUPPLIERS

Under no circumstance should any office materials, equipment and/or vendor or supplier be used on a personal basis.  This includes, but is not limited to long distance service, copy and fax machines, postage meter, overnight mail, etc.  Employees who violate this policy may be disciplined and/or discharged.

DISCIPLINE

Any employee conduct that, in the opinion of LAFP, interferes with or adversely affects our business is sufficient grounds for disciplinary action.  This action can range from oral warnings to immediate discharge.  Depending on the conduct, it is our general policy to take disciplinary steps in the following order:

1. Verbal warnings

2. Written warnings

3. Suspension

4. Termination

To decide on the appropriate action, we may consider: the seriousness of your conduct, your employment record, your ability to correct the conduct, actions we have taken for similar conduct by other employees, how your action affects customers and other circumstances.

Some conduct may result in immediate dismissal.  Here are examples:

· Making false statements in a job application

· Failure to carry out reasonable job assignments, performing poorly on the job

· Refusing to follow instructions

· Violating company rules and regulations

· Excessive tardiness or absenteeism

· Being dishonest

· Endangering health and safety

· Unlawful discrimination or harassment

· Theft of company property

· Engaging in criminal activity

· Gambling at work

· Behaving violently at work

· Possessing a weapon at work, and

· Coming to work under the influence or using or possessing alcohol/ illegal drugs at

  work

These are only examples.  You may terminate your employment at any time; the company reserves the same right.

Any employee who is discharged for cause has the right to appeal to the Board of Directors for an explanation of the action; the Board of Directors has the sole right to reverse or endorse the discharge.

RESIGNATION/TERMINATION

Resignation:

Employees are required to give resignation notice, in writing, two weeks in advance of their last working day. Management employees are required to give four weeks notice. A resignation should include anticipated date of departure, reason for resignation, signature, and other pertinent information. Employees are to submit their written notice of resignation to the Executive Vice President.  Management employees are to submit written notice of resignation to the President of the Board of Directors.  Final paycheck for a resigned employee will be issued at the next regular paycheck period or fifteen days from date of resignation, whichever comes first.

Termination:

Termination may occur at any time for any reason other than race, color, gender, religious beliefs, national origin, physical disability, pregnancy, age, or any other type of discrimination against a protected group.  Final paycheck for terminated employees will be issued within three calendar days from date of termination.
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