Council Facilitation Document
of the

South Carolina Dental Hygiene Association

COUNCIL FACILITATION DOCUMENT 

INTRODUCTION
The SCDHA Council structure was developed to support the Association's

Mission:

To improve the public's total health, the mission of the South Carolina Dental Hygienists' Association is to advance the art and science of dental hygiene by ensuring access to quality oral health care, increasing awareness of the cost effective benefits of prevention, promoting the highest standards of dental hygiene education, licensure, practice and research, and representing and promoting the interests of dental hygienists.

The Councils established by the General Assembly are the Council on Administration, the Council on Annual Session Planning, the Council on Education and Research, the Council on Member Services, the Council on Public Relations, and the Council on Regulation and Practice.

Council members are appointed by the President of the Association with the approval of the Executive Board.  Council members must complete a Council/Committee professional and personal data application for appointment consideration.  Serving on a Council is a one year commitment.  In the event of a vacancy, the President appoints a successor with the approval of the Executive Board. 

In addition to the Councils, Committees may be established within the Council structure or under the Executive Board.  For example, the Council on Administration includes the subcommittees of Long Range Financial Planning; Bylaws and Policy and Procedure; Minutes Review; Ways and Means; Executive Review.

The Executive Board or  the General Assembly may from time to time establish Special Committees. These Committees function only for a special purpose and are dissolved as soon as their purpose is achieved.

The President shall have the responsibility of making appropriate appointments for the Association's individual appointed positions.   
COUNCIL STRUCTURE
A.  Members

      1.  Each Council shall consist of not less than three (3) members including the 

           Chair.

      2.  Council/Committee members shall be voting members of SCDHA 

      3.  The Council Chair should have one year's experience as a Council or  

           Committee member prior to serving as chair of that particular Council.

B. Committees

      1.  As a need to accomplish the duties of the Council is identified, the Council  

           Chairman, with the approval of the President, may appoint a subcommittee.

      2.  The parent council is responsible for the subcommittee.  The Council  

           Chairman is responsible for the continuance of the subcommittee until it's   

           duties are completed.

C.  Special Committee or Task Force

      As a need is identified, either the General Assembly or Executive Board may 

      establish a special Committee or task force.  These Committees shall function    

      only for a special purpose and shall be dissolved as soon as their purpose is 

      achieved.

D.  Function/Performance

      1.  The Council will review and revise its three-year strategic plan on an 

           annual basis and submits it to the Executive Board.

      2.  Policy and position statements defining SCDHA philosophy and/or support 

           of a concept are referred to specific Councils/Committees by the President.

      3.  Directives of the General Assembly and/or the Executive Board, requiring 

           completion of a given task, are referred to specific Council by the 

           President.

      4.  The Council shall develop a plan and/or mechanism for the implementation 

           of the policy or directive.

      5.  Council actions shall be reported to the Executive Board for approval.

COUNCIL CHAIR RESPONSIBILITIES

Immediately upon notification of appointments, the Chair should appoint and

contact all committee members.  Communication is of prime importance for all Association activity and this should be stressed to all Council/Committee members.  

Council Chair Responsibilities:

1.  Discuss philosophies, objectives, and goals of the Council/Committee.

2.  Assignment of tasks, such as reading of selected documents relative to the 

     function of the Council/Committee

3.  Requests for suggestions or recommendations.

4.  A calendar which includes future meeting dates, deadlines for certain activities,

     progress report due dates, and an outline of the SCDHA calendar as it relates to

     Council/Committee activities.

5.  Written reports at Executive Board meetings.  Recommendations should be      sent to Secretary and President at least 21 days in advance.
COUNCIL ON ADMINISTRATION


This Council shall consist of the members of the five committees of the Council.  The president-elect shall act as the Chair.  All committees shall consist of at least three members.

Committees:

A.  Long Range Financial Planning

     The function of the committee shall be to manage and project the finances

      of the Association using the Strategic Plan as its road map.

B.  Bylaws, Policy and Procedure

     The function of the committee shall be to serve as a clearing house to receive 

      and disseminate proposed changes to the Bylaws and Policy and Procedure.

      The committee shall also be responsible for updating SCDHA Bylaws and 

      Policy and Procedure Manual annually.

C.  Minutes Review

     The function of this committee shall be to review the minutes of the   

      Association and submit changes to the Secretary.

D.  Ways and Means

     This function of this committee shall be to organize and monitor fund-raising  

      activities of the Association. 

E.    Executive Review 

       The function of this committee shall be to review all official 

        correspondence representing policy or opinions of the Association

        and provide approval for continuing education courses.

A.  Long Range Financial Planning

Term.  One year.  

Members:  The Chair shall be the Treasurer.  Members shall be the  President, Immediate-Past President, Ways and Means Chair, Regulation and Practice Council Chair, and two Component Presidents.  The President Elect is an ex officio member.

Objectives:
1.  To follow current and projected trends in dental hygiene.

2.  To implement projects necessary to meet the goals set forth by the Association.

3.  To maintain a working capital with which to provide funds for the business 

      transactions of the Association.

Duties:
1.  Develop in writing a current concept of dental hygiene, including a list of  

     changes involving the expanding role of the dental hygienist.

2.  Work with the Council on Regulation and Practice to develop strategies for 

      putting these changes into effect.

3.  Prepare a budget for the upcoming year, using the expenses shown on the 

     Treasurer's books for the preceding year and any proposed requests submitted   

     by officers and committee Chairs.

4.  Present the proposed budget to the Executive Board at the pre-annual session  

     Board meeting for discussion and approval.

5.  After approval by the Executive Board, present the budget to the General  

     Assembly during the Annual Session for final approval and adoption.

6.  Provide copies of the budget to members upon request.

B.  Bylaws, Policy and Procedures

Term:  One year.  Eligible for re appointment.

Members:  The committee shall consist of the Chair, Parliamentarian, and one other member.  The President and president-elect shall serve as ex-officio members.

Objectives:

To study the Bylaws and Policy and Procedures of this Association with

 the purpose of keeping them consistent with the Mission and Goals of the Association

Duties:
1.     Recommend changes to be made when necessary, using the ADHA Bylaws   

        and Policy and Procedures as a guide.
2.     Assist the authors of proposed Bylaws amendments and policies   

        with proper wording as necessary.

3.     Provide copies of all proposed Bylaws amendments and policies to the 

        Executive Board for consideration.

4.     Present all proposed Bylaws amendments and policies to the General  

        Assembly at the Annual Meeting.  The format presented should include the 

        action taken by the Executive Board.  The General Assembly will vote on all 

        proposed Bylaws amendments and policies.

5.     Serve as consultant to the Components.

6.     Review all Component Bylaws, new and revised to ensure they do not  

        conflict with SCDHA or ADHA Bylaws.

7.     Recommend any amendments or corrections for Component Bylaws.

8.     Keep on file a current copy of all Component Bylaws.

9.     Notify Components of changes in SCDHA and ADHA Bylaws.

10.  When possible, provide a copy of proposed Bylaws amendments to members 

        at least 60 days prior to voting date.

11.  Prepare a written progress report for Council Chair as directed.

12.  Keep an itemized account of official expenditures with receipts, which shall 

        be submitted to the Treasurer for reimbursement. 

C.  Minutes Review

Term:  To coincide with the term of Secretary

Members:  The Chair shall be the Secretary or Immediate Past President.  Members shall be the Immediate-Past President and the President Elect.  

Duties:

1.  The Secretary will forward draft minutes to the committee members within 14 

     days following a meeting of the Executive Board.

2.  Review all minutes of the Association for accuracy .
3.  Sign and return revised minutes to the Secretary within 7 days of receipt. 

D.  Ways and Means

Term:  One year.  Eligible for re-appointment.

Members:  The Committee shall consist of the Chair and at least two other members.

Objectives:

1.  To monitor fundraising activities that are considered by the 

     Association and submit ideas to the Executive Board for acceptance.

2.  To assist the Association in obtaining additional funds in ways other than dues 

     and assessments.

Duties:

1.  Submit fund-raising ideas to the Executive Board for approval.

2.  Keep an accurate record of all items and funds as a part of any fund-raising 

     activities.

3.  Forward all funds raised to the Treasurer immediately following event.

4.  Maintain accurate records of all fundraising efforts to be passed on to the next 

     appointed Chair.

5.  Prepare a written progress report for Council Chair prior to all Council or  

     Executive Board Meetings.

E.  Executive Review Committee

Term:  One year.  Eligible for re-appointment.

Members:  The committee shall consist of the President, president-elect, and two Component Presidents.  The President shall chair this committee.

The continuing education chair shall serve as an ex-officio member.

Objective: 

To review all official documents to be disseminated which represent opinion, policy or objectives of the Association and to give approval for continuing education courses.  

Duties:  

1.  Review continuing education programs for components to confirm 

     eligibility for CEU credit.

2.  Contact appropriate agencies to seek CEU credit approval for attendees

      from other states.   
COUNCIL ON ANNUAL SESSION PLANNING
This Council shall consist of the members of the two committees of the Council. The Vice President shall chair this Council.   The Vice President shall appoint subcommittees as deemed necessary.

Committees:

A.  General Arrangements

This committee shall consist of at least three members.  The function of the committee shall be responsible for planning the Annual Session.
B.  Nominations and Awards

This Committee shall have the function of presenting a slate of candidates for SCDHA offices and presentation of all special awards at the Annual Session.

A.  General Arrangements
Term:  One year.

Members:  The Chair shall be the Vice President.  The Chair shall appoint subcommittee chairpersons as needed.   Subcommittees of this Committee include:  Continuing Education; Social Events; Exhibitors; Student Activities; Hotel Arrangements; Program; Registration and Mailers.

Objectives:

1.  To plan and organize the Annual Session of the South Carolina Dental 

     Hygienists' Association.

2.  To plan and organize the Educational Symposium held in conjunction with the 

     Annual Session.

Duties:

1.   Begin plans immediately following taking office.  (Fall)

2.   Contact the President to discuss Annual Session theme.

3.   Consult with President to prepare a tentative schedule.

4.   Appoint all subcommittees and clearly identify expected outcomes and time 

       tables.

5.   Coordinate solicitation of advertisements for the official Annual Session 

       program.

6.   Obtain photographs from all SCDHA Officers, District IV Trustee and special 

       guests for publication in the Annual Session program.

7.   Obtain Greetings from the SCDHA President for publication in the Annual 

       Session program.

8.   Obtain Greetings and photographs from the SCDA and SCDAA Presidents for  

       publication in the Annual Session program.

9.    Select a printer for publication of the official Annual Session program.

       Finalize the program by July 1 and send a copy to all Executive Board 

       members.

       Submit program to printer by August 1.

10. Work in coordination with the Editor and Treasurer to mail pre-registration   

       information.

11. During the first business session at Annual Session, announce changes in the  

       printed schedule.

12. Arrange for the presentation of the President's gift.

13.  Communicate with all Officers and Committee Chairs throughout the meeting 

        to monitor status of the Annual Session.

14.  Prepare a  welcome message to be given to the General Assembly at  the 

       Opening Session.

15.  Coordinate with the Vice President, purchase of gifts for special guests.

16.  Solicit local business and corporate sponsors to obtain door prizes.

17.  Coordinate with the Vice President, transportation for special guests.

18.  Have all files current and available for the newly elected Vice President at the 

       close of the Annual Session.

Subcommittees of the General Arrangements Committee:

1.   Hotel Arrangements:

       A.   Select a hotel that will serve as headquarters for the Annual Session.

       B.   Consult with President to plan a meeting with hotel convention staff.

       C.   Plan walk through visit to location to confirm that all meeting rooms and       

              facilities are adequate.               

       D.   Sign contract after receiving  written confirmation of details discussed 

              with convention staff.

       E.   Make reservations for the Officer's suite, District IV  Trustee, Speakers 

              and other special guests.

2.    Social Events

       A.   Plan the following social functions:

              1.  Welcome Reception

              2.  President's Reception

              3.  Opening Session/Awards Ceremony

              4.  Hospitality Suite

       B.    Coordinate with Hotel Arrangements Committee the menus, date, time 

               and place for all social events.

       C.   Obtain a guest registration book to be prominently displayed at each site.   

       D.   Assign a Hostess to greet guests at each social event.

       E.    Provide a gift table at the President's Reception.

       F.    Arrange for a head table with place cards as appropriate.

       G.   Arrange for flower arrangements and any decorations as appropriate.

       H.   Coordinate with gifts committee to plan door prize activities.

        I.    Coordinate with the Vice President, President, Nomination and Awards 

              Chair and Scholarship Chair presentation of awards and gifts at the 

              Awards and Installation Ceremony.    

       J.    Coordinate Installation Ceremony with the President Elect and 

              Installation hostess/host.   

       K.   Invite Presidents of SCDA and SCDAA to the Presidents' Reception.

       L.    Invite Past Presidents to their honorary function.

      M.    Consult with the President to obtain a list of special guests to be invited to 

               Annual Session events.

       N.    Invite honorary members to all Annual Session events.       

3.   Exhibitors         

      A.   In February, mail exhibit contracts and registration forms to prospective  

             exhibitors.  Key contacts will be companies represented at the previous 

             Annual Session.

      B.   Coordinate with the Hotel Arrangements Committee a proper exhibition 

             hall.

      C.   Special consideration must be given to traffic flow, easy access, electrical 

             supply (if requested), and security.

      D.   Exhibit Chair should be accessible during exhibitor set up to assist with 

             any special needs or problems.

      E.    Special attention and follow-up should be made to ensure that all 

             company titles/names are listed and spelled correctly.

      F.    Be sensitive to the placement of competitive exhibitors.   For example,  

             placement of Procter & Gamble (Crest) and Colgate Palmolive 

             (Colgate) across from each other would not be acceptable for either 

              company.   Think products as you place exhibits.  If you are unsure, 

              please consult with the Vice President. 

      G.    Immediately following the Annual Session, send thank you letters to all 

              exhibitors.

      H.    Provide professionally made signs to identify each company exhibiting.

       I.     Membership may request exhibit space at annual session.


4.  Symposium Continuing Education

     A.  Coordinate course approval and sponsorship with the continuing education 

           committee. 

     B.  Meet with the Vice President/General Arrangements Chair to finalize 

           speakers and topics.

     C.  Coordinate meeting room logistics with the Hotel Arrangement

           Committee.

     D.   Follow-up with speaker to determine audiovisual requirements.

     E.   If necessary, arrange transportation requirements.

     F.   Be available to personally introduce the speaker(s) or delegate. 

           Make sure the person introducing the speaker has a short written vitae    

           summary.  If the speaker is sponsored by a corporate sponsor or through an 

           educational grant, recognize this support during the introduction.

     J.   See Continuing Education Committee for other details. 

5.   Student Activities

      A.  Coordinate with the Vice President, Student Liaison and the SCSADHA  

            student activities to be held at the Annual Session.

      B.  Coordinate  with Hotel Arrangements Committee, meeting room           

            requirements for student activities.      
B.  Nominations and Awards

Term:  One year.

Members:  The Chair of this Committee is appointed by the President.

Objectives:

  1.  To solicit for, interview and prepare a slate of candidates for SCDHA offices to be   

       submitted to the General Assembly at the SCDHA Annual Session.

  2.  To solicit nominees for the Dr. Ralph Levine South Carolina Dental Hygienist 

       of  the Year Award from each  Component.                      

  3.  To solicit nominees for the Outstanding Member of SADHA Award.

  4.  To solicit nominees for any other awards sponsored by the  Association.

Duties:

SCDHA Offices:

1.    In February, notify Component Presidents of offices to be on the ballot at       

       Annual Session in September.

2.    Publish a request for nominations for offices through the website/social media.

3.    In April, send official nomination forms to all Components.

4.    Instruct Component to complete official nomination form and return to 

       Nominations Committee Chair.

5.    Send eligible nominees the official application which must have nominees   

       signature to be returned to the Committee Chair within 10 days. 
 6.   Nominations Committee must confirm nominee's eligibility for  

       office by confirming ADHA/SCDHA current membership, sending the nominee a      copy of the SCDHA Bylaws, Policies and Code of Ethics, and the Council Facilitation Document for study/review, interview the candidates to be assured he/she understands the position, has a general understanding of parliamentary procedure and is qualified to fulfill the duties.       

7.    Submit the preliminary slate with qualifications to the Editor for publication through the website/social media.

8.    Present slate of candidates to the General Assembly at Annual Session.

9.    Preparation for nominations from the floor and balloting will include:

       a.  black board

       b.  chalk and eraser

       c.  printed ballots

       d.  pencils

       e.  ballot box

10. Appoint tellers for vote count.  

11. Report results of the election at the Third Business Session  

      or post after vote count if requested by the General Assembly.
South Carolina Dental Hygienist of the Year

1.  In April, request nominations for the South Carolina Dental Hygienist of the 

     Year,  from Components.

2.   Instruct Component President to complete official nomination application.

3.  The Nominations and Awards Committee must confirm the nominee's eligibility  

     for the award.

4.  Send eligible nominees the official application to be completed and returned to 

      the Committee Chair within 10 days.

5.  Appoint a judging committee comprised of:

      a.  At least three previous recipients

      b.  The Chair shall vote when necessary to ensure an odd number of votes.

6.   Send the judging committee  a packet of information detailing nominee  

      qualifications one month prior to Annual Session.  The judging committee 

      shall cast their vote by mail ballot and return to the Committee Chair at least 

      two weeks prior to Annual Session.

7.   The Committee Chair shall tally votes in the presence of the SCDHA President  

      or  designee.  The identity of the new recipient shall remain secret until the  

      presentation.

8.   The Committee Chair shall obtain the trophy from the current years recipient  

      prior to Annual Session to allow opportunity to have new recipients name  

      engraved prior to presentation.

9.   The Committee Chair  shall arrange for the current years recipient to present 

       the award to the new recipient at the Opening Session/Awards Ceremony

       at Annual Session.

10. The Committee Chair and Procter & Gamble* shall present the former 

       recipient with a plaque for a keepsake. 

 *Plaque and engraving is sponsored by .

The South Carolina Hygienists' Association 

Presents

The Ralph E. Levine

199? Dental Hygienist Of The Year Award

To 

_______________________________

In Recognition Of Your Unselfish Dedication, Mentoring 

And Leadership In The Profession Of Dental Hygiene And 

Continued Contribution toward The Preventive Oral Health 

Of The Citizens Of South Carolina

The Outstanding SADHA Award 

Term:  One year.  Eligible for re appointment.

Objective:

Coordinate selection process for Outstanding SADHA  Member Award.

Duties:

1.  Coordinate the solicitation process for nominees for the Outstanding     

     SADHA Award.

2.   Select panel of judges to review nominee applications and vote on                   

      the Outstanding SADHA member. 

3.  Present Outstanding SADHA Member Award at the SCDHA  

      Annual Session during the Awards and Installation Ceremony.

Annual Session Duties of Line Officers

A.  President

      1.  Preside at the Pre-Annual Session Executive Board Meeting.

      2.  Preside at all business meeting of the General Assembly.

      3.  Assist the vice-president to ensure a successful Annual Session.

      4.  Prepare Opening Sessions speech.

      5.  Prepare Farewell speech to be delivered at the Opening Session/

           Awards Ceremony.

      6.  Assist the vice-president and President Elect in planning the Opening  

           Session/Awards Ceremony.

      7.  Present gifts to special guests (District IV Trustee).

      8.  Prepare guest list for special events  and send to Vice President several 

           months prior to Annual Session.

      9.  Recognize any honorary members in attendance during functions.
    10.  Recognize life members and those in attendance.

 Patricia Springfield, RDH  Retired 

 Margaret Klugh, RDH   Not Active Retired

 Doris Wood,  RDH         Deceased

                 Beverly Dunbar, RDH      Active
                          Teresa Carruth, RDH     Not Active 

Brenda McCarson, RDH

JoAnn Rice, RDH
Tammi O. Byrd, RDH
     11. Presidents Report .

     12. Be prepared to turn all files over to newly installed President.

B.  President Elect

     1.  Assist the President and vice-president in coordination of the Annual  

          Session.

      2.  Conduct a Candidates forum during the second meeting of the General 

           Assembly.           

           Procedures for the Candidates Forum:

           a.  The President-Elect will preside.

           b.  Each candidate will have five minutes allotted for a speech.

           c.  All SCDHA members may attend the Forum and question the candidates.

           d.  Candidates for each office are to be questioned at one time. Candidates may 

                speak to any question whether or not it is directed to them.  

           e.  Each member may ask only one question at one time, and may not ask again 

               during the time for the office under consideration until all others who wish to    

               speak have had a turn.  The presiding officer may curtail the question time for 

               each office in order to allow time for all.  Any time remaining after all offices 

               have been considered may then be used for general questioning. 

          f.  Time for the Forum will be established by the Council on Annual Session within 

              the structure of the program and will be held after the first meeting of the 

             General Assembly .  There will be time allotted at the Forum according to the 

             number of candidates running for office.       

3.  Coordinate the installation ceremony with the Vice President and President.

4.  Prepare acceptance speech for Installation Ceremony.

5.  Choose theme and logo for presidency.

6.  Choose installation host for Installation Ceremony.

7.  Be prepared to turn over all files to newly elected president-elect 

      immediately following Annual Session.

C.  Vice President (refer to the General Arrangements Committee)

      The Vice President shall serve as the Chair of the General Arrangements 

      Committee.  This Committee shall be responsible foe the success of the Annual     

      Session.

D.   Secretary 

 1.  Confirm that a quorum (20 percent) is present at each meeting of the General 

     Assembly.
 2.  Record the official minutes and actions of all meetings of the General 

     Assembly during the Annual Session.

 3.  Assist the Treasurer with the registration during Annual Session.

 4.  Compile an efile of RDH attendees at annual session for association updates.

 5.  Prepare an Annual Report.

 6.  At the end of term, have files ready to turn over to newly elected secretary.        

E.  Treasurer

 1.   Design and provide Vice President , a pre registration form for Annual 

       Session.  Pre registration deadline should be two weeks prior to the date of the 

       Annual Session.
 2.   Prepare packets with function tickets and name tags.  Registration packets and 

       other "goodies"  provided by the General Arrangements committee should be 

       available for pre registered members/non members.

 3.   Supervise the handling of all money and ticket sales during the 

       Annual Session.

 4.   Coordinate set up of location of Registration area with General Arrangements 

       Committee.

 5.   Secure proper Ribbons for officers and special guests.

 6.   Appoint members to serve on subcommittees to assist with specific functions 

       during the Annual Session.

 7.    Keep all excess money in the hotel's safe when a daily deposit is not possible.

 8.    Keep all money collected for Annual Session separate from Ways and Means 

        money and provide the Chair with a receipt for any money received.

 9.    Prepare a Treasurer's convention report of expenses and income and present 

        the report at the first  Executive Board  meeting following Annual Session.

10.   Tally membership attendance by component at Annual Session to determine 

        the winner of the Attendance Award.  (Cash award sponsored by SCDHA)

11.   Tally increase in membership for the year by component to determine the 

        winner of the membership award.  (Plaque sponsored by Colgate)

12.   Issue cash awards for the Scholarship Award. (Amount determined annually, see 

        Scholarship Committee)

13.   Provide secretary with names and email addresses of attendees at annual session.
13.   Prepare an Annual Report to be made available three to four weeks after Annual Session.

14.   If the term is over, have all files and information from previous years ready to 

        turn over to the newly elected treasurer.  After all outstanding invoices are  

        paid, conduct a training with new treasurer.  The convention report should be 

       prepared during training session and all remaining materials turned over to 

        newly elected treasurer.        

Additional Annual Session Policy and Procedure

Registration Fees
1.  The Annual Session registration fee will be adjusted annually meet the 

      necessary costs of conducting the meeting.

2.  Annual Session/Symposium will provide two registration options for members.

      a.  The Educational Package includes all seminars except CPR. This 

           package  includes refreshments during breaks and the Welcome 

           Reception. 

      b.  The Educational and Social Package includes the educational package plus 

           two lunches and hors douvres provided at the Awards and Installation 

           Ceremony.

3.  Two registration options will available for students; however, at a reduced fee. 

4.  Non member registration will be at an increased fee as compared to members fees.
5.  The policy of the Board regarding refunding registration fees is as follows:

            Notification of cancellation of registration for the Annual Session

            must be made in writing to the SCDHA Treasurer.  Fees will be fully 

            refunded for cancellations received 30 days prior to Annual Session.  A 

            50% refund will be made for cancellations received between 15 and 30 

            days prior to Annual Session.  No refunds will be made for cancellations received 

            less than two weeks before Annual Session.  Refund checks will be mailed 

            following Annual Session.

Marketplace Guidelines

1.  Marketplace will be reviewed on an annual basis and available based on 

     interest and available space.

2.  Marketplace participation will be open to Students, Components, individual  SCDHA 

     members, and other ADHA affiliated organizations.

3.  Commercial manufacturers or distributors of dental products are not allowed in 

     Marketplace booths.

4.  Booths may be manned by members of SCDHA only.
Special Recognition
1.  Students:  Student members will be recognized in the first meeting of the 

     General Assembly.
2.  Past Presidents:   Past Presidents will wear ribbons that distinguishes

     their service to SCDHA..

3.  Retiring Officers:  Retiring officers will be recognized at the Installation      

     Ceremony.

4.  Honorary Members and Special Guests:  The President will recognize

     these individuals when present. 

5.  Exhibitors:  Special recognition certificates will be presented to exhibitors 

     and corporate sponsors at the Opening Session/Awards Ceremony.

COUNCIL ON MEMBER SERVICES

The President shall appoint the Chair with the approval of the Executive Board. 
Term:  One year.  Eligible for re appointment.

Members:  The Committee shall consist of at least three members including the Chair, with members preferably from different componets.

Objective:

To increase membership and promote retention of licensed dental hygienists in the association.

Duties:

1.  Maintain a current list of non-members and newly licensed dental hygienists.

2.  Work in conjunction with the Student liaison to coordinate contact with newly 

      licensed dental hygienists.

3.   Encourage non-member attendance to local dental hygiene meetings and 

      SCDHA Continuing Education meetings and the Annual Symposium.

4.   Encourage SCSDHA conversion from student membership to SCDHA/ADHA  

      active member status.

5.   Send newly licensed dental hygienists a letter of congratulations with a 

      membership application and the name of their Component Society.

6.   Send new, transfer, or reinstated members a letter of welcome with a list of  

      component Presidents to contact for information in their area.

7.   Send new, transfer or reinstated members names to Component Presidents so 

      they might contact and invite the members to their meetings..

8.   Promote retention of current members and follow up on non renewing dental 

      hygienists.

9.   Encourage local membership drives.

10. Prepare a written progress report and submit to the Council Chair prior to all 

      Council and Executive Board meetings.

11. Keep an itemized account of official expenditures with receipts, to be 

      submitted  to the Treasurer for reimbursement.

Council of Education and Research

This Council shall consist of the Chair and a minimum of three faculty members

representing three of the five dental hygiene programs.  The President shall appoint the Chair with the approval of the Executive Board.  Members shall serve a term of one year and are eligible for re appointment. 

Committees:

A.  Scholarship

      The function of this committee shall be to promote the Scholarship program to 

      all dental hygiene programs.

Term:  Two Years

Members:  The President shall appoint the Committee Chair.
Objectives:

 1.  To promote the SCDHA Scholarship program.

 2.  To solicit Scholarship applications from eligible dental hygiene students.

Duties:

1.  In April, send scholarship applications  to all Dental Hygiene schools.

2.  With the assistance of Student Advisors, actively solicit, scholarship 

      applications from students who have completed one year or more of dental 

      hygiene education.

3.  The Scholarship Committee members will evaluate each application,

     interview each applicant and make a recommendation to the Board for the  

     selection of the recipient.

4.  Coordinate with the Vice President, the scholarship presentation at the

     Opening Session/ Awards Ceremony. 

5.  Contact Component Societies to request scholarship contributions.       

     Component Contributions are based on the following membership* totals.
                                                       Prize Awards

                                               * 1-10 members     $25

                                                11-20 members     $50

                                                21-30 members     $75

                                                31-40 members   $100

                                                41-50 members   $125

Council On Regulation And Practice

This Council shall consist of the Council Chair, President, President-Elect, Immediate Past President, Component Presidents,  and members appointed by the Council Chair.  The President shall appoint the Council Chair with the approval of Executive Board.   Members shall serve a term of one year and are eligible for 

re appointment.

The Lobbyist/Legislative Consultant, if employed, and an Honorary Advisor, if appointed, shall serve as ex-officio members of this Council.

Council Chair Duties:
1.  Oversee all responsibilities and actions of the Council.

2.  Maintain regular contact with the SCDHA President and lobbyist.

3.  Oversee production and dissemination of legislative packets.

4.  Prepare and coordinate any legislative or Board of Dentistry testimony in 

     consultation with President and lobbyist.

5.  Prepare ADHA legislative funding packet, if funds are available.

6.  Serve on the Lobbyist Search Committee.

Council Duties:

1.  Coordinate and organize an effective statewide communication  network with 

     dental hygienists in South Carolina by.

     a.  Maintain and update annually the legislator/dental hygienist contact lists 

          and email distribution lists.

     b.  Initiate email distribution and social media updates when directed by the Council Chair and/or lobbyist.

2.  Monitor the actions of the South Carolina State Board of Dentistry.
     a.  Attend all pertinent Board of Dentistry meetings (including committee meetings).

     b.  Attend all Executive Board meetings and provide  written report of 

          Board of Dentistry actions and discussions, as necessary.
     c.  Have a through knowledge of the Dental Practice Act and the Rules and 

          Regulations governing the practice of dental hygiene.

     d.  Always refer to SCDHA policy for official opinions of the association,

          when addressing the Board of Dentistry.   

3.  Plan and coordinate Lobby Day activities for the Association.

     a.  Coordinate Lobby Day date with Lobbyist ( if one is employed).

     b.  Acquire supplies and gifts needed for gift packets for Legislators.

     c.  Develop fact sheets to be distributed on Lobby Day.

     d.  Reserve an office at the State House to be SCDHA headquarters for the

          day.

4.  Organize and coordinate Legislative activity as directed by the Council 

      and Lobbyist (if one is employed).

      a.  Propose legislation and/or rule changes with assistance from the lobbyist,

           as directed by the Executive Board and  the Association.

     b.  Make decisions relative to legislation during the legislative session at the 

           discretion of the majority of the Council.

      c.  Study legislation that concerns any aspect of dentistry on national,

           state, and local levels.

      d.  Provide legislator contact sheet to the membership and provide updates

           of changes as necessary.

      e.  Organize and coordinate legislative testimony as needed.

      f.   Obtain the legislator biographical publications and legislative committee 

           assignments and distribute to council members.

      g.  Gather and maintain resource material to be used in legislative and

           Board of Dentistry activities.

      h.  Serve as a resource for local and district legislative activities.

      i.   Conduct legislative workshops as needed.

      j.   Update Council packets as needed and provide to members as requested.

      k.  Prepare position papers as directed by the President and Executive Board.

      l.   Review the SCDHA Policy statements and provide any proposed

           changes to the Executive Board.     

     m.  Promote interaction with state agencies and politically and philosophically 

           allied groups. 

      n.  Provide appropriate information for SCDHA publications.

      o.  Prepare and disseminate reports to the grassroots membership.

Council On Public Relations

This Council shall consist of the Council Chair and three members.  The President shall appoint the Chair with the approval of the Executive Board.  Members shall serve a term of one year and are eligible for re appointment.

Council Chair Duties:

1.  Oversee all duties and actions of the Council.

2.  Maintain regular contact with SCDHA President and Council Chairs.

3.  Keep current materials from ADHA dealing with public relations available for 

     members.

Council Duties:

1.  Coordinate and organize an effective statewide public relations network

     with each component.

2.  Use the public relations network to direct pertinent information to the media.

3.  Develop media packets for distribution as appropriate.

4.  Keep a current list of SCDHA members who have speaking experience for

     the dental hygiene speakers bureau.

5.  Contact local organizations to offer speakers on topics relative to oral health 

     care.

6.  Coordinate statewide activities to increase the visibility of the dental hygiene 

     profession in October with National Dental Hygiene Month.

7.  Coordinate statewide activities to promote dental health education during 

     February with National Children's Dental Health Month.

8.  Promote dental hygiene recruitment and retention in South Carolina.

9. Identify current resources available from ADHA which are designed to

      market the dental hygiene career.
Individual Appointments

Individual appointments shall be made by the President.  These appointments

have  responsibilities which provide communication, liaison and organization for the Association.  

Appointments:

A.  Historian

      The function of the historian is to keep accurate and up-to-date records of the 

      history of the association.

B.  Parliamentarian

      The function of the Parliamentarian is to council the presiding officer at all 

      official business meetings of the association on Parliamentary procedure.
C.  Association Liaisons

      The function of the Association Liaisons is to represent  SCDHA when 

      attending  meetings of other associations, organizations, and special

      interest groups.  
D.  South Carolina State Board of Dentistry Liaison

      The function of the Board of Dentistry Liaison is to monitor the actions of the 

      Board.

E.  SADHA Liaison

     The function of the SCDHA Liaison if the act as a liaison between SCDHA

     and SCSADHA.

F.   South Carolina Dental Hygiene Educators' Association Liaison

       The function of the SC Dental Hygiene Educators' is to act as a liaison

       between SCDHA and SC Dental Hygiene Educators.

G.   ADHA Institute for Oral Health Liaison

      The function ofthe ADHA Institute Liaison is to coordinate the Institute fund   

      raising efforts in South Carolina.

A.  Historian

Term:  One year.  Eligible for re appointment.

Objectives:

1.  Gather and assemble historical events concerning SCDHA and its members.

2.  Keep an accurate and up-to-date record of the history of SCDHA.

Duties:

1.   Coordinate and consult with each component Historian.

2.   Clip newspaper articles of all business, educational and social functions 

       held by SCDHA and its components

3.    Place special emphasis on the SCDHA Annual Session.

4.    Include photographs and activities from the ADHA Session.

5.    Include recognition of all awards received by SCDHA and its members.

6.   Collect and organize all materials and photographs to be digitally stored.

7.   Display photos in the hospitality suite during Annual Session.

8.   Photographer.  Take photographs of all events of Annual Session and other 

      SCDHA special events throughout the year for placement in the SCDHA   

      Scrapbook.

9.   Prepare an annual report to be available at Annual Session.

10. Keep an itemized account of official expenditures, with receipts, to be 

      submitted to the Treasurer for reimbursement.

11. Organize files and turn over to new Chair at close of Annual Session.

B.  Parliamentarian

Term:  One year. Eligible for re appointment.

Objectives:

To counsel the Presiding Officer at all official business meetings of SCDHA on Parliamentary Procedure.

Duties:

1.  Attend all meetings of the Executive Board and sessions of the General  

     Assembly while serving in this capacity.  The Parliamentarian shall be 

     seated to the left of the President during all meetings and shall assist the   

     President when requested.

2.  Study the SCDHA and ADHA Bylaws thoroughly.  Be aware of all 

     amendments to the Bylaws.

3.  Understand the fundamental rules concerning Parliamentary procedure.

4.  Answer all correspondence concerning Parliamentary Procedure that may

     be directed from Component Societies or members of the Association.

5.  Prepare "Rules to Govern Annual Session" to be printed in the official

     program and submit to the Vice President.

6.  Prepare and present instructions to the General Assembly at the first

     business session of the SCDHA Annual Meeting.

7.  Serve as an Ex-Officio member of the SCDHA Executive Board.

C.  Association Liaison

Term:  One year.  Eligible for re appointment.

Objective:

To serve as liaison for the Association.

Duties:

1.  To represent SCDHA when attending meetings of other associations, 

     organizations, and special interest groups.

2.  Submit written reports to the President and Executive board as needed.

3.  Prepare an Annual Report to be available at Annual Session.

4.  Keep an itemized account of official expenditures, with receipts, to be 

     submitted to the treasurer for reimbursement.

D.   South Carolina State Board of Dentistry Liaison

Term:  One year.  Eligible for re appointment.

Objective:  

Monitor the actions of the South Carolina State Board of Dentistry.

Duties:

1.  Attend all pertinent Board of Dentistry (including Committee meetings) and SCDHA 

     Executive Board meetings as well as the Strategic Planning Session.  Pertinent meetings will be decided after review of agenda for each meeting by Liaison and President.    

2.  Explain the position of the Board of Dentistry to the Association and have a 

     thorough knowledge of the Dental Practice Act and the Board of Dentistry's  

     Rules and Regulations.

3.  Use discretion in situations before the Board of Dentistry and qualify 

     statements as personal opinion.  Refer to SCDHA policy for official

     opinions of the Association.

4.  Report resolutions concerning dental hygiene,  rule changes and other 

     actions by the Board of Dentistry to the Association. 

5.  Submit a written report to the President at each meeting of the Executive

     Board.

6.  Prepare an annual report to be available at Annual Session.

7.  Keep an itemized account of official expenditures, with receipts, to be

     submitted to the treasurer for reimbursement.

E.  SCSADHA Liaison

Term:  One year.  Eligible for re appointment.

Objective:   To serve as a liaison to the SCSADHA.
Duties:  

1.  Attend SCSADHA Annual Conference.

2.  Encourage student participation and attendance at the SCDHA 

     Annual Session and Symposium.

3.  Coordinate with SCSADHA Table Clinic presentation at Annual Session.

4.  Promote understanding of the SCDHA policies and procedures.

5.  Submit a written report to the President at each meeting of the Executive Board.

6.  Prepare an annual report to be available at Annual Session.

7.  Keep an itemized account of official expenditures, with receipts, to be 

     submitted to the treasurer for reimbursement.

F.  South Carolina Dental Hygiene Educator's Association Liaison

Term:  One year.  Eligible for re appointment.

Objective:

To serve as a SCDHA liaison to the SC Educator's Association. 

Duties:

1.  Serve as liaison to the dental hygiene schools in South Carolina.

2.  Maintain a current list of dental hygiene programs, department heads and 

     student liaisons.

3.  Communicate to the Educator's Association any SCDHA actions which

     affect the practice of dental hygiene.

4.  Communicate to the SCDHA current trends and developments in dental

     hygiene education.

5.  Submit a written report to the President at each meeting of the Executive

     Board.

6.  Prepare an annual report to be available at Annual Session.

7.  Keep an itemized account of official expenditures, with receipts, to be

     submitted to the treasurer for reimbursement.

G.   ADHA Institute for Oral Health Liaison

Term:  Two Years.  Eligible for re appointment.

Objective:

To serve as liaison to the dental hygiene profession through the ADHA Institute for Oral Health.

Duties:

1.  Directing the promotion and solicitation of donations to the ADHA Institute for 

     Oral Health.

2.  Assist District Trustee in the promotion of the Institute.

3.  Submit a written report to the President at each meeting of the Executive

     Board.

4.  Promote the Institute in the Constituent and Components through

     the website and social media.

5.  Prepare an annual report to be available at Annual Session.

6.  Keep an itemized account of official expenditures, with receipts, to be

     submitted to the treasurer for reimbursement 

J.  SC SADHA President

Term:  One Year.

Objective:

To represent the SC SADHA on the SCDHA Executive Board as an 

ex officio member.

Duties:

1.  Report to the Executive Board, the activities of  SC student associations.

2.  Communicate with SCDHA Delegates on the student issues presented at the

     ADHA Annual Session.

3.  Discuss ADHA HOD issues with SC SADHA membership.

4.  Communicate and work with SCDHA/SADHA Liaison. 
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