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CNR POLICY MANUAL

International Federation of Nurse Anesthetists (IFNA)

1.0 Council of National Representatives (CNR*)

As the official country representatives, all members of the IFNA Council of National representatives (hereafter referred to as the CNR) have certain responsibilities to the country that they represent and to the IFNA.  Members of the CNR of the IFNA are entrusted by the members countries with control of the Federations assets so as to benefit a well recognized and respected profession.  Membership on the CNR causes one to be subject to the usual public scrutiny consistent with a position of this type.  Because of this exposure and the responsibility inherent in the position, CNR members should follow a basic protocol and adhere to behavior that both not only encompass professional and business standards but that are consistent with the philosophy and objectives of the Federation.  Members of the IFNA CNR should be familiar with the IFNA and the chain of authority and responsibilities.


Ethics

Each CNR member shall conduct himself/herself appropriately in accordance with socially acceptable customs and practices.

CNR members shall speak for the CNR or the Federation only with the permission of the CNR and the President, respectively.

Each CNR member shall be considerate of the others, with priority given to their moral principles or values.

1.1Rules and Procedures for IFNA CNR

A. It is the responsibility of the member country to appoint or elect their official representative, in accordance with the IFNA Bylaws.

B. Attendance at all IFNA CNR meetings is mandatory.  In the event that the official representative cannot attend the CNR Meeting, it is the responsibility * of the respective representative to arrange for an alternate* (Proxy) representative (Attachment A).  The country representative must notify the IFNA Executive Office with the name of their alternate* or proxy, one month (30 days) prior to the scheduled CNR meeting.  Punctuality* at meetings is mandatory.

C. Each country representative will be sent a Notification and Confirmation Form (Attachment B), by the IFNA Executive Director, of a forthcoming CNR meeting at least two (2) months prior to the meeting.  This form is to be completed and returned to the IFNA Executive Director at least thirty (30) days prior to the meeting.

D. It is the responsibility * of the IFNA member country to appoint an IFNA representative that is eligible to obtain the necessary Visa to attend the IFNA functions.  It is not the responsibility* of the IFNA to obtain the necessary Visa, only to assist in obtaining the Visa.

E. It is the responsibility* of the country representative to obtain the necessary Visa (s) in order to attend the IFNA CNR meetings.  Visa’s can be obtained only through the Embassy of the country in which the meeting is being held (such as Switzerland, Austria, USA, etc.).  Country representatives will be notified of all regularly scheduled IFNA CNR meetings at least six (6) months prior to the meeting.  The country representative is responsible for notifying the IFNA Executive Director that they will need a Letter of Invitation (Attachment C) and support in obtaining the necessary Visa(s).  

F. All members of the IFNA CNR are responsible for maintaining their respective IFNA records and materials.  In the event that a new country representative is appointed or elected, it is the responsibility*of the terminating representative to forward the materials to the newly appointed or elected representative.

G. In the event that the IFNA member country is no longer recognized as a member country of the IFNA, the representative of the former IFNA member country is responsible for returning all IFNA materials and property to the IFNA.

H. The representative is responsible for notifying the IFNA Executive Director of any change in name, address, telephone or fax numbers and email address within two (2) weeks of the change.

I. Members of the IFNA CNR are responsible for bringing all of the necessary materials  (letters, documents, minutes, agendas, bylaws and standards, etc.) that they have received, since the last IFNA CNR meeting.

J. Country representatives are expected to reply promptly to all IFNA correspondence, requests for information, surveys and meeting notifications.  This policy will apply to all communications whether from the President, Committee Chairperson, IFNA Officer, Treasurer or other country representatives or the Executive Director.

K. All country representatives will supply the IFNA (Executive Director) with a written country report, utilizing the IFNA Country Report Outline (Attachment D) by 1 April of each year.  Country Reports are to be sent to the IFNA Executive Director.  During the years of the IFNA CNR meetings, the country reports will be distributed at the CNR meeting.  In the interim years, the country reports will be mailed to all representatives.  In addition to the country reports, the IFNA representative will comment on their report at each meeting of the CNR.

L. The expenses for attending the IFNA CNR meetings will be the responsibility of the respective member country unless otherwise directed by the IFNA CNR.  The IFNA CNR is at liberty to adjust or make exceptions to this policy.  If the IFNA should be covering the expenses for a country representative, the IFNA Travel Policy and Expense Form (Attachments E-1 and E-2), utilizing the IFNA Chart of Accounts form (Attachment F).  Documentation of the expenses must accompany the forms.

M. The country representative is responsible for reporting IFNA activities within their respective country.  The country representative is the voice for the country to the IFNA.

N. All proceedings of the CNR that are considered to be confidential* (Executive Session*) shall be honored by each member.  Any member violating this rule may be requested to resign, or may be removed from the CNR by a two-thirds (2/3) vote of those present and voting.

O. Country representatives are to assume the responsibility* of promoting the IFNA World Congress in their respective countries.

P. In the event that the IFNA country representative has become ill or can, temporarily, no longer actively participate in IFNA affairs, the President of the country is to notify the IFNA Executive Director.

1.2 Documentation

A. Meeting Notification and Confirmation Form

B. Travel Policy

C. Chart of Accounts’

D. Country Report Outline

E. Alternate/Proxy Form

2.0 Board of Officers and Executive Committee

The Board of Officers of the IFNA are responsible for collaborating with the Executive Director in managing the affairs of the IFNA on a day to day basis.

2.1 Procedures

A. The Board of Officers of the IFAN are responsible for attending all meetings of the IFNA CNR, Executive Committee and, when requested, regular IFNA Committee Meetings.  Punctuality* is mandatory

B. The Board of Officers of the Federation may speak on behalf of the IFNA only after conferring with the IFNA President and Executive Director.

C. The Board of Officers will reply promptly to all mail, faxes, telephone calls and emails from the President, IFNA Officers, committee chairpersons and members, and other country representatives and the IFNA Executive Director.

D. Travel expenses for the Board of Officers of the IFNA shall be paid by the IFNA, except for the Executive Committee and biannual CNR meeting, unless alternative arrangements are accepted.    Reimbursement for travel shall comply with the IFAN Travel Policies (Attachment E-1).  Expense Reports (Attachment E-2) are to be given to or sent to the IFNA Treasurer promptly (within 2 weeks).  Documentation of the expenses must accompany the IFNA Expenses Form.

E. Every Officer shall, within one (1) month after their term of office has expired, or as directed, either return all minutes and correspondence of the Federation to the Executive Director, or send a letter to the Executive Director documenting that the materials have been destroyed.

F. Each Officer shall notify the Executive Director of vacations or other long absences (any time over one week).  Failure to provide such information notice will be considered an abstention in the event immediate Board action is required.  The majority of those members available shall determine the action to be taken.

G. Any actions of the IFNA Board of Officers, requiring immediate attention shall be done by conference calls or pollings*.  Pollings* may be conducted by letter, fax or email with a signed agreement of the pollings sent to the President or Executive Director by mail.

2.2 Documentation

A. IFNA Travel Policy and Expense Form

3.0 IFNA Committees

Committees are the backbone of any organization.  It is through committee activity that projects are developed, planning is accomplished and research is promoted.  Without effective committee activity, organizations lose valuable time implementing change and incorporating new ideas.

The IFNA CNR is cognizant of the need for interest and expertise to have effective committees.  By careful appointment, committee members are selected to maintain continuity within a committee.  Representation in committees requires that the CNR consider regional areas, areas of practice, academic qualifications and areas of expertise. 

Effective committees do not just happen.  They are the result of careful deliberation and appropriate selection.  Effective committees are composed of interested members, who collectively have the expertise required to accomplish the committee objectives.

3.1 Procedures and Rules

A. Committee members are responsible for prompt replies to any communications from the President, Executive Director, Committee Chairperson and other committee members.  The IFNA Executive Director will act as Secretary at all meetings of the IFNA Officers, Executive Committee and CNR

B. The committee chairperson is responsible for reporting committee activities twice per year.  Reports are to be received by the Executive Director by 1 October and 1 April each year or upon request, if the committee has been assigned tasks for the year.

C. The committee chairperson is responsible for forwarding committee reports and recommendations to the Executive Director.  The recommendations will be considered by the IFNA Executive Committee/Board of Officers and/or CNR.  If the recommendation of the respective committee was a mandate from the IFNA CNR, the recommendations will be considered by the IFNA CNR.  If the recommendations were mandated by the Board of Officers/Executive Committee, the recommendations will considered by the Board of Officers/Executive Committee.

D. If the committee member, for some reason, cannot continue as a member of the committee, it is the responsibility  of the committee member to notify the chairperson of the committee, the President and the Executive Director.  The committee member leaving the committee is to return all committee materials to the Executive Director.

E. The chairperson for each committee is responsible for preparing the agenda for the committee meetings and for appointing a committee member as the recorder of the committee deliberations, actions and recommendations.

F. It is the responsibility of the committee chairpersons to schedule and coordinate all committee meetings with the IFNA President and Executive Director.  In general, all committee meetings are to be held prior to and in coordination with meetings of the IFNA Executive Committee, and/or Board of Officers meetings or IFNA CNR meetings.

G. The committee chairperson is to notify the President and the Executive Director as to whether or not a committee meeting is required to complete committee projects.

H. The committee recorder is responsible for preparing the written report of the committee and submitting it to the chairperson and the committee members for approval.  The committee chairperson is responsible for submitting the report to the IFNA Executive Director in a timely manner.

I. With the exception of the IFNA Finance Committee, all committees will be Ad Hoc* and will function as indicated or when called upon to do so by the IFNA Executive Committee/Board of Officers.

3.2 Committee Selection

Committee members are selected by the IFNA President with the approval of the CNR, at the close of the IFNA biannual meeting and a member may be re-appointed on an annual basis or by the succeeding Board of Officers or President.

Committee vacancies will be filled by the President, with the approval of the Board of Officers and/or Executive Committee.

Expenses for members of the IFNA Committees, will have their expenses paid by the IFNA unless alternate arrangements have been considered, i.e. the national association agrees to pay the committee members expenses.  The IFNA Travel Policy (Attachment E-1) and Expense Form (Attachment E-2) utilizing the IFNA Chart of Accounts (Attachment F) and documents will be required for reimbursement.

Each new member appointed to an IFNA Committee will be asked to complete a “Willingness to Serve” (Attachment G) form if they are not present at the time of appointment.  The completed form must be completed, signed and sent to the IFNA Executive Director in a timely manner.

3.3 Committee Responsibilities


3.3.1 Bylaws Committee

The IFNA Bylaws Committee shall be responsible for reviewing and preparing proposals for amendments to the IFNA Bylaws.  Proposals for amendments to the bylaws may be offered by member associations and the CNR, Executive Committee and the Board of Officers.  The Bylaws Committee shall be appointed by the President and CNR on an Ad Hoc* basis.

All proposed amendments to the IFNA Bylaws shall follow Article XVII of the IFNA Bylaws.

3.3.2 Education Committee

The IFNA Education Committee shall be responsible for the preparation and revisions to the “IFNA Educational Standards for Preparing Nurse Anesthetists”, the “IFNA Standards of Practice”, “IFNA Code of Ethics” and documents relevant to the education of nurse anesthetists.  In addition, the Education Committee shall be responsible for the preparation of the agenda and program for the “Teachers Session” of the World Congress.  Issues involving the education of nurse anesthetists shall be referred to the Education Committee.  The Education Committee is also responsible for issues pertaining to Continuing Education for Nurse Anesthetists, “IFNA Guidelines for Starting a New Program and Model Curriculum” and the “Monitoring Standards”.  The Education Committee is appointed by the President with the approval of the CNR, on an Ad Hoc* basis.

3.3.3 Membership Committee

The IFNA Membership Committee shall be the responsible for correspondence with and the recruitment of non-member country organizations.  The committee will be responsible for recommending the assistance of the Officers and the Executive Director to aide non-member countries in developing their respective organizations or associations.

The IFNA Membership Committee will review applications for membership in the IFNA and make the recommendation for acceptance or non-acceptance to the IFNA Executive Committee.  The Membership Committee assumes the responsibility for periodic review and revisions of the IFNA Application for Membership Form (Attachment H) and the IFNA Applications for Associate Membership Form (Attachment I),

The Membership Committee shall be appointed, on an Ad Hoc* basis, by the President with the approval of the Executive Committee.

3.3.4 Finance Committee

The Officers (President, 1st Vice President, 2nd Vice President and Treasurer) and the Executive Director shall act as the IFNA Finance Committee.  At the discretion of the Executive Committee and/or the Board of Officers, a Consultant may be appointed to carry out banking functions locally and to participate in the decision making process of the committee.  The IFNA Annual Budget shall be approved by the Executive Committee and disseminated to the IFNA CNR.

The IFNA Finance Committee, in collaboration with the Executive Director and the IFNA Treasurer shall make recommendations to the Executive Committee on financial matters including but not limited to:

A. The Annual Budget

B. IFNA Investment Program and the review of the IFNA Investment Policies.

C. The scope of the audit and the appointment of an auditor

D. Establish and review IFNA Budget priorities

E. Long Range budgeting in collaboration with the Executive Director

F. IFNA World Congress, including the distribution of benefits, in collaboration with the Executive Director.

G. In collaboration with the IFNA CPC, the Marketing of the IFNA and the World Congress to the international sales community

H. Dues Statements (Attachments J and O) and requirements.

I. Periodic review and revisions of the IFNA Travel Policies, Expense Form and Chart of Accounts.

3.3.5 Congress Planning Committee

The IFNA Congress Planning Committee (CPC) shall be responsible for planning, organizing, implementing and evaluating the IFNA World Congress.  The committee shall collaborate in assisting the National Organizing Committee (NOC*) with the decisions and preparations for the congress.

The IFNA CPC will establish, maintain and follow the IFNA Congress procedures as outlined in the CPC Policy and Procedure Manual including the IFNA Congress Timetable.  The IFNA CPC Policy and Procedure Manual will be followed by the IFNA CPC, NOC, Professional Congress Organizer (PCO*) and Executive Director.  The IFNA CPC will be responsible for periodic review and amendments to the CPC Policy and Procedure Manual.

The IFNA CPC, NOC and PCO will ensure effective collaboration and communication with the Executive Director.

The distributions of the World Congress benefits shall be in compliance with the IFNA Distribution of World Congress Benefits Policy.

The IFNA CPC will gather information and make recommendations to the Executive Committee/Officers and the Executive Director relevant to all contracts in connection with the World Congress.  The IFNA Executive Director and/or President shall sign contracts as agreed to in the IFNA CPC Policy and Procedure Manual.  

The IFNA CPC shall meet at least once a year in conjunction with the IFNA  Board of Officers/Executive Committee/CNR.

The CPC will be responsible for reviewing “On-Site Guidelines and Check Lists” (Attachment M) and making recommendations to the CNR/Executive Committee/Officers regarding the choice of future congress sites.  A member of the CPC may also participate, at the discretion of the IFNA President, in the On-Site Visit to prospective congress sites.

3.3.6 Committee Meetings

Committee members are expected to attend all committee meetings when such meetings are called.  Punctuality* at meetings is mandatory.

Documentation

A. Budgets

B. Swiss Bank Statements

C. Audits

D. Travel Policies, Expense Form and Chart of Accounts

E. Willingness to Serve Form

F. Application for Membership

G. Application for Associate Membership

H. CPC Policy and Procedure Manual

I. Distribution of World Congress Benefits Policy

J. Contracts

K. On-site Visit Guidelines and Check List

L. Letters of Notification
4.0 Meetings: CNR, Board of Officers and Committees
Meetings are important gatherings in which members participate in the decision making process whether in the preparation of documents or resolving issues.  It is important for the IFNA Staff and Officers to know that a quorum will be present before national organizations or the IFNA purchase airline tickets for such meetings.  If a quorum is not represented, it would be a waste of money for other members.  Committee members and members of the CNR will be sent letters of Notification and Confirmation (Attachment B) by the Executive Director.  The letters of Notification and Confirmation are to be completed and returned to the Executive Director as outlined by the Executive Director.

The official language of all IFNA meetings is English.  If a members needs an interpreter, it will be the responsibility of the member or their respective organization to provide the interpreter.


4.1 Rules and Procedures

A. When attending meetings of the IFNA, all attendees are to arrange to arrive the night before the meeting is scheduled and to be present the night the meeting is scheduled to end.

B. It is the responsibility of the representative or committee member to return all IFNA materials and property to the IFNA Executive Director when the member has been disengaged from their respective positions.

C. Whenever Visa’s are required, it is the responsibility of the member to obtain the necessary Visa(s) in an appropriate and timely manner.  The IFNA President, Executive Director and the representative of the country in which the meeting is being held will assist by writing Letters of Invitation (Attachment C) and Letters of Support (Attachment K) to the respective Ambassadors, Consulates or Embassies.  It is not the responsibility of the IFNA to obtain a Visa.

D. It is the responsibility of the member to make the necessary hotel reservations at the IFNA Selected Hotel (Attachment L).  These arrangements and reservations are due in an appropriate and timely manner as outlined by the Executive Director.  The IFNA is not responsible for hotel reservations that are sent in late.  If for some reason they representative cannot attend the meeting after the hotel reservation has been made, it is the responsibility of the representative to cancel the reservation.  The IFNA is not responsible for hotel reservations made and then cancelled.  If the member chooses to stay at a hotel other than the IFNA selected hotel, the member assumes responsibility for making the reservation and is responsible for payment.  The member is responsible for notifying the Executive Director when staying at a non-selected IFNA hotel.

E. Unless exceptions have been made, all expenses will be paid by the respective member country for CNR and Executive Committee members.  Exceptions for reimbursement by the IFNA will be paid in accordance with the IFNA Travel Policy (Attachment E-1).

Documentation

A. Notification and Confirmation Form

B. Travel Policy and Expense Form

C. Chart of Accounts

D. Letter of Invitation

E. Letter of Support

F. Hotel Reservation Form

5.0 Executive Director

The IFNA Executive Director, as an employee of the IFNA, is responsible for the day to day activities and management of the federation.  The Executive Director functions within the framework of the Executive Director Job Description (Attachment M).  The Executive Director functions as a consultant, advisor, researcher and manager for the federation and does so in collaboration with the IFNA President.

5.1 Executive Director Procedures for CNR and Committee Collaboration:

The IFNA Executive Director shall:

A. Act as Secretary for meetings of the IFNA CNR, the Board of Officers and the Executive Committee and as such will record and distribute the minutes of these meetings.

B. Act as a member of the Finance Committee and prepare long term IFNA Budgets based on IFNA investments and the maturity of the investments in relation to priorities established by the IFNA CNR

C. Staff meetings of the Congress Planning Committee (CPC) and other committee meetings, as requested.

D. Participate in and evaluate prospective congress sites utilizing the IFNA “On-Site Visit Check List” (Attachment N)

E. Be responsible for IFNA correspondence in collaboration with the IFNA President.  This includes correspondence with the IFNA Officers, Executive Committee, country representatives, committee chairpersons, committee members and external agencies and other professions

F. Be responsible for notifying, in a timely manner, all IFNA Country Representatives, committee members and officers of IFNA meetings utilizing the IFNA Meeting Notification and Confirmation Form (Attachment B)

G. Be responsible for preparing, in collaboration with the President, IFNA Agenda’s for CNR, Executive Committee and Board of Officers meetings.

H. Be responsible for disseminating all IFNA written materials, including documents, minutes, agenda’s and pertinent information to IFNA Country Representatives, committee members and officers.

I. Arrange for hotel and meeting facilities for IFNA meetings and coordinating the needs for equipment and information materials.  The Executive Director is responsible for forwarding this information to the appropriate country representatives and committee members in a timely manner.

J. Arrange and coordinate meetings with banking officials, external agencies and organizations.

K. Participate in IFNA/CPC/World Congress activities as outlined in the IFNA Congress Planning Committee Policies and Procedures Manual.

L. Send member countries Annual dues Statements (Attachment J), Second Dues Notifications (Attachment O) and Receipt of Dues Letters (Attachment P) and instructions.

M. Complies with the IFNA Job Description for the Executive Director.

N. Participate in other international healthcare organization meetings as indicated.

Travel expenses for the IFNA Executive Director shall be reimbursed following the IFNA Travel Policy and Expense Form utilizing the IFNA Chart of Accounts.


Documentation

A. IFNA Executive Director Job Description

B. IFNA Travel Policy, Expense Form and Chart of Accounts

C. CPC Policy and Procedure Manual

D. Swiss Bank Statements

E. On-Site Visit Check List 

F. Annual Dues Statements, Second Dues Notice and Letters of Receipt

G. Meeting Notification and Confirmation Form

H. Hotel Reservation Form

6.0 IFNA Investment Policy
In consultation with the Officers of UBS, the IFNA Financial Consultant: IFNA Officers and the Executive Director, it is agreed that the IFNA would only invest in the following:

1. AAA risk Bonds of short  (6 months to 2 years), medium (2-4 year(s) and long (up to 5 years) term

2. Swiss Bank Time Deposits

It is the agreement of the bank officials and the IFNA Officers that safety and security is most important for IFNA Investments and the future of the IFNA.



Documentation

A. Bank Statements

B. IFNA Budgets

C. Monthly Bank ledgers

7.0 IFNA Congress Account

The IFNA  has an established separate Congress Account, to provide for monies to fund the World Congress.  The IFNA will transfer IFNA funds to the NOC Account as is necessary or indicated.

7.1 Rules and Procedures

A. The National Organizing Committee (NOC) will establish their won Congress Account with the initial funds from the IFNA Congress Account.

B. It is the responsibility of the Congress Chairperson to request a transfer of funds from the IFNA Congress Account to the NOC Congress Account.

C. Each request for a transfer of funds from the Congress Account to the NOC Congress Account will contain a justification for transfer.

D. President/Treasurer/Executive Director

E. The NOC can make deposits into the NOC Account.  These deposits may come from companies, exhibitors, outside resources, registration fees and sponsors.

F. The NOC Account will provide the IFNA Treasurer, President and Executive Director with an Annual Report of the NOC Account

Documentation

1. NOC Bank Statements

2. NOC Annual Bank Statements

3. Justification for Account Transfers

8.0 Public Relations
The official spokesperson for the IFNA is the President.  The President may assign certain issues or refer some matters to other individuals within the IFNA, i.e. the Executive Director, another Officer or a country representative.

The use of IFNA logo external to IFNA activities for publications, documents, posters and events requires the authorization of the IFNA President.

It is understood that IFNA country representatives may be called upon, within their respective countries, to address issues such as nurse anesthesia education, practice or legislative activities.  Country representatives are encouraged to participate in these activities and it should be noted that this representative is speaking as an individual or on behalf of their respective country organizations and not for IFNA.

The IFNA may, from time to time, utilize or consult with a country representative or organizational officer when it is apparent that an issue primarily involves that particular country.  The President may refer the entire matter to that country representative or organization.

Should there be any questions regarding IFNA public relations, the safest and most prudent action would be to consult the IFNA President or Executive Director.

Country Representatives are encouraged to provide their national organizations with information regarding IFNA activities and to provide support of the IFNA Standards and the promotion of the IFNA World Congresses.

9.0 IFNA Observer Policy

9.1 Council of National Representatives, Executive Committee and Board of Officers

Meetings of the IFNA CNR, Executive Committee and Board of Officers are open to nurse anesthetists and other IFNA guests other than closed (Executive* Session) sessions.

Any nurse anesthetists (or associate member) belonging to an IFNA member country, may attend.

Special observers and guests may speak at the discretion of the IFNA President.

The IFNA Executive Director and/or staff will coordinate observer attendance and consider the space available, equipment needs and administrative costs when determining the numbers of observers able to attend.

9.2 Committees and other meetings

Observers and guests may attend other IFNA meetings at the discretion of the committee chairperson and/or the IFNA President subject to the availability of space.

Observers may speak at the discretion of the committee chairperson and/or the IFNA President.

IFNA CNR Policy and Procedure Manual

Glossary

Alternate(s)  a substitute person(s)

CNR  Council of National Representatives

Confedential (itality)  secret, of or showing trust, entrusted with private matters

Executive Session  a meeting to discuss private and/or confidential matters, i.e. personnel evaluations and actions, actions involving members personally.  These sessions are closed to observers and the matters discussed are not to be disclosed.

Polling  a counting, listing, etc. of persons, especially of voters, the number of votes recorded, a canvassing of people’s opinions on some question, to require each member to declare individual votes.  Pollings can be conducted in person, by mail, conference call  or my email.

Proxy (ies)  the authority to act for another, as in voting: one so authorized (permits someone else to vote for you in your absence)

Punctuality  on time, prompt

Responsible (ility)  expected or obligated to account for;  answerable to; involving obligation or duties.

Ad Hoc  for a specific purpose, i.e. an Ad Hoc Committee appointed for a specific purpose or assignment.

NOC  National Organizing Committee, the local committee of the national organization hosting the IFNA World Congress.

