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	ASHHRA Chapter Management 

Four-Star Awards Program
(Effective January 1, 2009)


Introduction

Welcome to the American Society for Healthcare Human Resources Administration’s (ASHHRA) Chapter Management Four-Star Awards Program.  This program recognizes ASHHRA Chapters for their significant achievements throughout the course of the plan year in promoting ASHHRA’s HR Leadership Initiative™, inspiring and guiding Chapter members through effective Chapter Management, encouraging the advancement of HR Leadership in all of our healthcare organizations, and supporting current HR professionals within Chapters as they enhance their skills and reach new competencies. 

Program Purpose

The ASHHRA Chapter Management Four-Star Awards Program is designed to assist you as a Chapter Leader in the efficient and effective management of your chapter.  This manual is intended to serve as a resource guide and to highlight some of the activities that are trademarks of successful chapters.

To achieve this programs purpose, we suggest that you do the following:

· Visit www.hrleader.org and this description of the ASHHRA Chapter Management Four-Star Awards program.  

· Assign members of your chapter leadership (e.g. Committee Chairpersons, committee members, etc.) various responsibilities for completion of the areas that are mentioned in this program. This will help to ensure that no one individual, including yourself, is overwhelmed by the many responsibilities of chapter management, and it will also assist you in the development of future chapter leaders in support of your chapter’s leadership succession planning process.

· Identify available resources to assist you in the completion of your program (e.g. Regional Consultant, financial needs, other purchased services, etc.)

· Establish specific target dates for completion, affording you enough time for compilation and submission to ASHHRA in a timely manner.

Eligibility

All nationally recognized affiliated ASHHRA Chapters may participate.  The Chapter must have a current approved affiliation agreement on file with the ASHHRA national office for the 2009 program year.

Levels of Participation & Corresponding Recognition

An ASHHRA Chapter and its leadership can earn recognition by participating in ASHHRA’s Chapter Management Four-Star Awards Program.  This program provides the opportunity to be nationally recognized at ASHHRA’s Annual Conference and to receive a monetary award, as well as free membership in ASHHRA (see below).  The Program has four separate levels of participation and recognition.  Chapters can decide their desired level of participation.  Each Chapter that attains a recognition level will receive an award at ASHHRA’s Annual Conference and Exhibition as well as the following incentives:

	Participation Level
	Corresponding Recognition

	4 Star
	$1,000 Chapter Contribution & four (4) free annual ASHHRA memberships.  Recognition at the ASHHRA Annual Conference.

	3 Star
	$500 Chapter Contribution & three (3) free annual ASHHRA memberships. Recognition at the ASHHRA Annual Conference.

	2 Star
	$350 Chapter Contribution & two (2) free annual ASHHRA memberships. Recognition at the ASHHRA Annual Conference.

	1 Star
	$200 Chapter Contribution & one (1) free annual ASHHRA membership. Recognition at the ASHHRA Annual Conference.

	Honorable Mention
	Recognition at the ASHHRA Annual Conference.

	1st Time submission
	$100 Chapter Contribution & one (1) free ASHHRA membership. Recognition at the ASHHRA Annual Conference.


The chapter is awarded the highest level (one level only) it attains in a program year based on the approved grand total of points earned in that program year.  The Chapter must fully achieve the participation level by attaining the minimum level of points, as indicated in the ASHHRA Awards Grid.   (Chapter Membership Certificates will expire November 6, 2010.  A lost or misplaced certificate will not be replaced.)

The Program is based on seven (7) categories:

· Basic Chapter Management

· Advanced Chapter Management

· Each of the five (5) ASHHRA HR Leadership Competencies, including:

· Reach beyond the Expected - HR Delivery

· Embrace New Learning - Healthcare Business Knowledge

· Raise Your Voice - Community Citizenship

· Lead With Your Heart - People Strategies

· Exemplify Excellence - Personal Leadership

	ASHHRA Awards Grid

To be eligible for an Award, your chapter must complete and be approved for the corresponding number of POINTS listed below.

	HONORABLE MENTION
	ONE STAR AWARD
	TWO STAR AWARD
	THREE STAR AWARD
	FOUR STAR AWARD

	Points required
	Points required
	Points required
	Points required
	Points required

	*All Basic Chapter Management Items are Required
	All Basic Chapter Management Items Required, plus a total of  20– 25 points
	All Basic Chapter Management Items Required, plus a total of 40 – 50  points
	All Basic Chapter Management Items Required, plus a total of 70 – 80 points
	All Basic Chapter Management Items Required, plus a total of 95 - 109 points


Assistance in Completing the Awards Submission Documents

Should you have questions regarding your submission, please contact your ASHHRA Regional Consultant, who is a member of the ASHHRA Regional, Chapter & Member Services Committee (RCMSC) member.  The Regional Consultants would like to receive the chapter management binders by June 5th to facilitate coaching those chapters who may need more time to submit additional documentation.  Contact information for your Regional Consultant may be obtained from the ASHHRA national office or found at the http://www.ashhra.org website.

Documentation & Submission

Each Chapter is required to submit documentation to substantiate completion of program activities.  All documentation submitted for consideration must reflect activities that fall within either the chapter program calendar year (as defined by the Chapter’s bylaws) or the most recent chapter fiscal year (as defined by the Chapter’s bylaws, not to exceed 12 months.  The Chapter will be asked to submit a copy of their bylaws and indicate whether their submission is for a calendar or fiscal year.
All materials should be received by ASHHRA no later than June 5, 2009: 

Attention: Regina Stoker, ASHHRA, One North Franklin, 31st Floor, Chicago, IL  60606

(Phone) 312/422-3725, (Fax) 312/422-4577, (Email) rstoker@aha.org

Chapter Award Review, Approval & Notification

Members of the ASHHRA Regional, Chapter, & Member Services Committee judge all entries annually.  Contact your Regional representative, see listing on pages 29-30, should you have questions.
Points are awarded for quality of programs, projects, efforts and results, as well as documentation of those activities.  Emphasis in all categories is given to such items as seminars, workshops, membership growth, participation and involvement at the local, regional and national levels, as well as to sound chapter management.

Appropriate awards and recognition will be given at ASHHRA’s Annual Conference and Exhibition.  Additionally, a letter from the President of ASHHRA will be sent to the Chapter designating the award category and incentives attained.  Chapters may also be notified by phone by the Regional, Chapter, & Member Services Committee with recommendations for changes in submission for any future entries by the chapter.

Documentation Completion Instructions

Please provide documented evidence (include with submission) to support the Star Level submitted for review and approval for your Chapter.  Please number each binder tab (or electronic file if submitted electronically) to correspond with the achievement item completed and submitted for review, as indicated on the checklist below.  
Chapter Management Activities

Each section below identifies a number of Chapter Management Activities.  Points are awarded for documented completion of the activity within the Chapter’s awards submission materials.  The points actually awarded for any given section may vary from 0 to the identified maximum number of points (see points available in document).  In other words, partial credit may be awarded, at the discretion of the reviewers.
“Other” Chapter Management Activities

Each section has one (1) optional “Other” Chapter Management Activity.  This optional “Other” activity is a means whereby the Chapter may submit “other” meaningful activities that were conducted during the submission year for consideration and points.  Our goal with this category is to encourage and recognize Chapter innovation and creativity in designing activities and programs.  As with other chapter management activities, partial credit may be awarded for “optional” activities, as well.
	[Insert Chapter Name] Chapter Information

	Chapter Name
	

	State
	
	Region Number
	

	Name of Person 

Completing Documentation
	
	Date of Completion
	

	Chapter Website URL (http://www.)
	

	Chapter Contact Name
	

	Title
	

	Phone (Work)
	(           )
	FAX
	(           )

	Phone (Mobile)
	(           )
	Email
	

	Submitted for the period
	(   Chapter Calendar Year    (   Chapter Fiscal Year 

Please Indicate Dates From: ______________ To: _______________

	Date of Last Submission
	
	Chapter’s 1st Submission
	(   YES    (   NO


By my signature below, I certify that the information submitted and activities described herein are accurate as of the date submitted and only reflect the activities of our chapter for this calendar/program or fiscal year.

	Chapter President's Full Name
	
	Date Leadership Term Expires
	

	Chapter President's Signature
	
	Signature Date
	


	Section 1
	Basic Chapter Management – All items required


	Check ( if completed
	Chapter Management Activity
	*Required
	Approved

	(
	1.  Chapter Membership Roster.  Chapter is to have a membership roster that identifies the following:

· Each individual identified by Full Name, Address, Phone & Email

· Each individual’s ASHHRA national and local Chapter membership identified

· ASHHRA Leadership identified (Executive Director, President, and Regional Consultant) if not in roster, please provide source (examples could be) 

· Web site

· Newsletter

· Business meeting
· Chapter Leadership

· President, Vice President (President Elect), Secretary, Treasurer

Documentation Required: Chapter Roster with appropriate details identified.
	*
	

	(
	2.  Membership Campaign

· Chapter conducts membership campaign, describing:

· The program, the numerical membership increase goal and the numerical results attained. 

· Chapter demonstrates how ASHHRA membership is promoted within the local Chapter and results attained.  Describe the ASHHRA membership promotion program

Documentation Required:  Submit a summary of the chapter’s annual membership campaign goal and a year-end report that indicates the results of that campaign.  Provide a copy of material/communications used to promote membership campaign. Evidence could be: (e-mail, letters, brochure, flyer, etc.).  Submit promotional materials used within the local Chapter (i.e. flyers, newsletter, articles, etc.)
	*
	

	(
	3.  Chapter Bylaws & National Affiliation Agreement

· Chapter has formally adopted approved bylaws affiliating Chapter with National ASHHRA organization.

Documentation Required:  Copy of bylaws stating approved national affiliation agreement.
	*
	

	(
	4.  Chapter Bylaws.  

· Chapter bylaws state the Chapter’s President must be an ASHHRA National and local chapter member.

Documentation Required: Copy of Chapter bylaws with section stipulating ASHHRA membership requirement highlighted.
	*
	

	(
	5.  Chapter Budget

· Chapter is to have both an annual budget and an annual financial report published for Chapter membership (See Addendum 3 and Addendum 4 for samples) or use your chapter model.

Documentation Required: Submit a copy of the chapter annual budget and financial report.  Identify how the budget was communicated to the membership (e-mail, newsletter, and/or meeting minutes) – if meeting minutes reflect the annual budget, please indicate the method of distribution of minutes to Chapter members.   
	*
	

	(
	6.  Chapter Annual Objectives.

· Chapter is to have written annual objectives.  The Chapter President is to have a written report of the results of the Chapter's annual objectives that has been submitted to the Chapter membership.

Documentation Required:  Submit a copy of communication of Chapter objectives reported to the Chapter membership in form of newsletters, minutes, memos, etc.  Submit a copy of communication of Chapter objectives results reported to the Chapter membership in form of newsletters, minutes, memos, etc.
	*
	

	(
	7.  Executive Committee/Board Meetings

· Chapter is to have held at least two executive committee/board meetings during the year.

Documentation Required:  Attach two meeting agendas and the associated meeting minutes of the chapter executive committee/board.  Agenda and minutes must reflect the date, time and location, and the names and Chapter Leadership titles of those in attendance of the meeting.
	*
	

	(
	8.  Meeting Management – Communication of Minutes

· Chapter is to have meeting minutes from any other Chapter meeting. 
Documentation Required:  Submit (1) copy of meeting minutes and (1) other communication to chapter members, examples:  a) E-mail with any attachments, b) fax broadcast memo or letter, c) newsletter, (note mode of distribution).
	*
	

	(
	9.  Election of Chapter Officers

· Chapter is to submit a document/e-mail communicated to the Regional Consultant and the Executive Director of ASHHRA in Chicago, indicating election of Chapter officers.  

Documentation Required:  Copy of communication sent to ASHHRA and Regional Consultant indicating elected officers.
	*
	

	Section 1: Basic Chapter Management
	Completed
	
	Yes / No


	Section 2
	Advanced Chapter Management


	Check ( if completed
	Chapter Management Activity
	Points Available
	ASHHRA approved Points

	(
	10.  New Member Orientation

· Chapter is to have conducted orientation program for new members.  Describe the Chapter's orientation program and the evaluation results obtained.

Documentation Required: Submit new member program agenda, summary of program, sample evaluation form, summary of evaluation results.  (The evaluation can be either a Chapter Orientation Evaluation form or an individual member written comments/suggestions submitted by E-mail or letter/memo).
	1
	

	(
	11.  Chapter Membership Diversity

· Chapter develops and implements membership diversity initiative to promote an inclusive program.  This includes not only ethnic and cultural diversity, but diversity from within the healthcare industry at-large (i.e. long-term care, medical group management, home health, healthcare vendors and other partners, etc.)

Documentation Required: Copy of Chapter membership diversity program and measured results. Copy of specific outreach efforts (i.e. copies of membership invitation letters/emails sent to area healthcare organizations.
	1
	

	(
	12.  Chapter Bylaws

· Chapter bylaws state that the Chapter’s Vice President (President Elect) must be an ASHHRA National and local chapter member.

Documentation Required: Copy of Chapter bylaws with section stipulating ASHHRA membership requirement highlighted.
	1
	

	(
	13.  Chapter Bylaws

· Chapter bylaws state the Chapter’s Secretary must be an ASHHRA National and local chapter member.

Documentation Required: Copy of Chapter bylaws with section stipulating ASHHRA membership requirement highlighted.
	1
	

	(
	14.  Chapter Bylaws

· Chapter bylaws state the Chapter’s Treasurer must be an ASHHRA National and local chapter member.

Documentation Required: Copy of Chapter bylaws with section stipulating ASHHRA membership requirement highlighted.

	1
	

	(
	15.  Chapter Budget

· Treasurer Report provided to membership during fiscal year.

Documentation Required:  Submit a copy of a financial/treasurer report made during the fiscal year.  Submit communicated message to membership (E-mail, newsletter, and distribution method of minutes that may include the financial/treasurer report).
	1
	

	(
	16.  Chapter Committees

· Chapter establishes committees, which serve to meet the objectives and needs of the Chapter in several areas:  Membership, Education, Bylaws, Communication and Legislation. 

· Chapter maintains Committee Roster with names of Committee Chairperson and committee members, number on each committee and the objectives based on the Chapter’s needs.

· Each committee prepares an annual written evaluation of its objectives and results communicated to the Chapter membership.

Documentation Required:  Copy of Committee Roster(s).  Submit copy of each committee’s objective. 
	1
	

	(
	17.  Leadership Conference

· Chapter President and/or designated representative of the chapter attended the Annual ASHHRA Leadership Conference in the prior fiscal or calendar year, corresponding to the period for which this award is submitted.  The chapter has a policy to provide funds for the President and/or designee to attend.  

Documentation Required:  List the name of the individual in attendance at the ASHHRA Leadership Conference.  Submit a copy of the policy or statement in the Chapter Bylaws or a copy of the Chapter annual budget, or a monthly financial/treasurer report where the ASHHRA Leadership Conference expense is noted.
	1
	

	(
	18.  Chapter Recognition - Nomination

· Chapter nominated an ASHHRA Outstanding Chapter Achievement Award recipient for the ASHHRA Annual Conference & Exposition awards program.

Documentation Required:  Submit a copy of the nomination form or a copy of the congratulatory letter (dated 2008).  
	1
	

	(
	19.  Chapter Recognition - Nomination

· Chapter nominated an ASHHRA Outstanding Chapter Officer awards program.

Documentation Required: Submit a copy of the nomination form or copy of congratulatory letter (dated 2008).
	1
	

	(
	20.  Chapter Newsletter

· Chapter distributed a minimum of two (2) newsletters hardcopy or electronic to membership.  

Documentation Required:  Submit hard copies or print electronic version of each newsletter or posted to website.
	1
	

	(
	21.  Chapter Programs/Projects

· Chapter conducted/sponsored Human Resources programs or projects, such as salary surveys, benefit surveys, legislative activities, skill inventories.

Documentation Required:  Submit copies and/or summary of the program or project with objectives and follow-through.
	1
	

	(
	22.  Regional Collaboration with other ASHHRA Chapters

· Show substantial/meaningful interaction between your Chapter and other Chapters within the region.  Examples include: joint program, joint venture, access to secured websites, etc.  (joint membership does not apply)

Documentation Required: Submit copies of letters, minutes, program, etc.
	1
	

	(
	23.  National ASHHRA Participation

· Chapter member(s) contributed to ASHHRA national activities, other than attendance at educational activities, (i.e. served on an ASHHRA committee, served as a legislative liaison, volunteered for an ASHHRA Task Force, submitted an article to an ASHHRA publication or contributed to the Regional Consultant newsletter).

Documentation Required:  Submit copies of programs, minutes, ASHHRA rosters and/or correspondence.
	1
	

	(
	24.  Annual Conference Attendance

· Chapter President and/or designated representative of the Chapter attended the ASHHRA annual conference.  The Chapter has a policy to provide funds for the President and/or designee to attend the annual ASHHRA meeting.

Documentation Required: List the name of the individual in attendance at the ASHHRA Annual Conference.  Submit a copy of the financial/treasurer report where the ASHHRA Annual Conference expense is noted supporting the allocation of expenses to attend the annual conference.
	1
	

	(
	25.  Chapter Website

· Develop, launched, or maintenance of Chapter website that includes at a minimum:

· Chapter Leadership Directory

· Chapter Calendar

· Chapter Bylaws

· Link to ASHHRA National website

Documentation Required:  Copy of screenshots documenting items above.
	1
	

	(
	26.  Chapter Website – Advanced (Web Presence)

· In addition to maintaining a functional Chapter website, do the following:

· Link chapter Web site to ASHHRA Web site. 

· Link chapter Web site to state AHA Web site.  

· Provide ability for members to join or renew their chapter membership online.

· Provide ability for members to register for chapter meetings and/or events online.

Documentation Required:  Submit copies and/or documentation to substantiate completion, including website url.
	1
	

	(
	27.  Chapter Leader Position Descriptions

· Develop or maintain position descriptions for chapter leaders. 

Documentation Required:  Submit copies and/or documentation to substantiate completion.
	1
	

	(
	28.  Leadership Transition Meeting

· Conduct an annual leadership transition and/or strategic planning meeting. 

Documentation Required:  Submit copies and/or meeting agenda and minutes from meeting.
	1
	

	(
	29.  Chapter Leadership Succession Planning

Implement or maintain a succession plan to identify potential and future leaders. 

Documentation Required:  Submit copies and/or documentation to substantiate completion.
	1
	

	(
	30.  Chapter Reward & Recognition

· Recognize or reward chapter volunteer leaders other than ASHHRA Awards program. 

Documentation Required:  Submit documentation to substantiate completion.
	1
	

	(
	31.  Chapter Code of Ethics

· Adopt a Code of Ethics for the chapter. 

Documentation Required:  Submit copies and/or documentation to substantiate completion.
	1
	

	(
	32.  Promotion of ASHHRA

· Properly and consistently display ASHHRA “AFFILIATE OF” logo on Web site, chapter letterhead, publications and/or products. You will be asked to submit samples of your use.

· Display ASHHRA promotional materials at meetings. 

· Provide an ASHHRA benefits update at chapter meeting(s). (Helpful hint: A PowerPoint presentation with script is available from the ASHHRA National office.)

· Highlight ASHHRA activities or services in chapter newsletter and/or on chapter Web site.

Documentation Required:  Submit copies and/or documentation to substantiate completion.
	1
	

	(
	33.  Contribution to ASHHRA Publications

· Submit an article, white paper, competitive practice, resource, or tool to include in an ASHHRA publication (print or online). (An individual chapter member could make the submission.)

Documentation Required:  Submit copies and/or documentation to substantiate completion.
	1
	

	(
	34.  Extra Credit: (Submit additional activity not mentioned any where in the program).   Provide evidence.
	1
	

	Section 2: Advanced Chapter Management
	Total Possible Points
	25
	


	Section 3
	Reach Beyond the Expected – HR Delivery

Although effective administration has always been the expected norm, HR Leaders are now required to raise their skills – in recruitment and selection, compensation and benefits, human resources development, employee and labor relations, regulations, compliance, and more. 

The “new” expectations for HR delivery demand effective and high-quality programs and services through the utilization of measurement and analysis. HR delivers through: 

· Systems and Services                                                 (    Transactional Work                                   (    Compliance
· Technology Systems and Solutions                           (    Metrics and Benchmarking 


	Check ( if completed
	Chapter Management Activity
	Points Available
	ASHHRA approved Points

	(
	35.  Chapter Education: “HR Delivery” Leadership Competency

· Chapter is to have conducted a one hour program that focuses on the ASHHRA Leadership Model’s first competency: “HR Delivery.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	2
	

	(
	36.  Additional Chapter Education: “HR Delivery” Leadership Competency
· Chapter provides an additional one hour program that focuses on the ASHHRA Leadership Model’s first competency: “HR Delivery.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	2
	

	(
	37.  Chapter Education - Attending ASHHRA-sponsored programs related to “Reach Beyond the Expected: HR Delivery”

· Chapter officer and/or chapter member(s) have attended ASHHRA-sponsored programs such as senior executive forum, audio/web seminar, and/or annual meeting learning session.  (See Addendum 6 or use your chapter model)

Documentation Required:  Submit individual’s name, date, program, and location.
	2
	

	(
	38.  Chapter Partnerships

Work in partnership with another ASHHRA chapter in the leadership competency of “Reach Beyond the Expected – HR Delivery.” (Examples include: Hold a joint educational or other program, assist another chapter in a related project, work together for a common cause or charity, etc.)


	2
	

	(
	39 Extra Credit: (Submit additional activity not mentioned any where in the program).   Provide evidence.
	2
	

	Section 3: Reach Beyond the Expected – HR Delivery
	Total Possible Points
	10
	


	Section 4
	Embrace New Learning – Healthcare Business Knowledge

Knowing the “business” side of healthcare requires that HR Leaders shape strategies through seasoned judgment and visionary insight. 

As HR transitions to this new role, HR Leaders will be called upon to demonstrate healthcare business knowledge by: 

· Understanding the delivery of healthcare from the perspective of consumers, employees, payers, physicians and regulators 

· Supporting and exhibiting cross-functional capabilities 

· Applying best practices throughout the organization


	Check ( if completed
	Chapter Management Activity
	Points Available
	ASHHRA approved Points

	(
	40.  Chapter Education: “Healthcare Business Knowledge” Leadership Competency

· Chapter is to have conducted a one hour program that focuses on the ASHHRA Leadership Model’s second competency: “Healthcare Business Knowledge.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	2
	

	(
	41.  Additional Chapter Education: “Healthcare Business Knowledge” Leadership Competency

· Chapter provides an additional one hour program that focuses on the ASHHRA Leadership Model’s second competency: “Healthcare Business Knowledge.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	2
	

	(
	42.  Chapter Education - Attending ASHHRA-sponsored programs related to “Embracing New Learning - Healthcare Business Knowledge”

· Chapter officer and/or member(s) have attended ASHHRA-sponsored programs such as senior executive forum, audio/web seminar, and/or annual meeting learning session.  (See Addendum 6 or use your chapter model)

Documentation Required:  Submit individual’s name, date, program, and location.


	2
	

	(
	43.  Chapter Partnerships

Work in partnership with another ASHHRA chapter in the leadership competency of “Embracing New Learning - Healthcare Business Knowledge.” (Examples include: Hold a joint educational or other program, assist another chapter in a related project, work together for a common cause or charity, etc.)
	2
	

	(
	44.  Extra Credit: (Submit additional activity not mentioned any where in the program).   Provide evidence.
	2
	

	Section 4: Embrace New Learning – Healthcare Business Knowledge
	Total Possible Points
	10
	


	Section 5
	Raise Your Voice – Community Citizenship

By understanding the needs of different stakeholders and by being capable of responding to those needs, HR Leaders are invaluable resources for their organizations. As community citizens, they: 

· Build relationships with internal and external stakeholders by connecting community to business results 

· Convene diverse groups to engage them in dialogue about the role of healthcare in the community 

· Partner with external communities to promote the development and growth of healthcare careers 

· Personally participate in professional organizations, networks, and community boards


	Check ( if completed
	Chapter Management Activity
	Points Available
	ASHHRA approved Points

	(
	45.  Chapter Education: “Community Citizenship” Leadership Competency

· Chapter is to have conducted a one hour program that focuses on the ASHHRA Leadership Model’s third competency: “Community Citizenship.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	2
	

	(
	46.  Additional Chapter Education: “Community Citizenship” Leadership Competency

· Chapter provides an additional one hour program that focuses on the ASHHRA Leadership Model’s third competency: “Community Citizenship.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.


	2
	

	(
	47.  Chapter Education - Attending ASHHRA-sponsored programs related to “Raise Your Voice – Community Citizenship”

· Chapter officer and/or member(s) have attended ASHHRA-sponsored programs such as senior executive forum, audio/web seminar, and/or annual meeting learning session.  (See Addendum 6 or use your chapter model)

Documentation Required:  Submit individual’s name, date, program, and location.
	2
	

	
	48.  Chapter Partnerships

Work in partnership with another ASHHRA chapter in the leadership competency of “Raise Your Voice – Community Citizenship.” (Examples include: Hold a joint educational or other program, assist another chapter in a related project, work together for a common cause or charity, etc.)


	2
	

	(
	49.  Chapter Scholarship

· Chapter conducted a scholarship/internship or other related professional enhancement program for its members or those who aspire to the human resources profession.

Documentation Required:  Submit a description of the program. 
	2
	

	(
	50.  Chapter-sponsored - Community Projects/Activities

· Chapter conducted or sponsored additional programs or projects that have not been covered under other categories (i.e. partnerships with schools, school involvement in Chapter activities, research projects, community service projects, awarding of CEU's).

Documentation Required: Submit a description of the program. Submit copies of programs, minutes, and/or correspondence.
	2
	

	(
	51.  Chapter member – Community Involvement

· Chapter members participated in human resources activities outside the Chapter activities (i.e., teaching, seminar leaders, task force, committees other than ASHHRA, etc.).

Documentation Required:  Submit a description of the program. Submit copies of programs, minutes, and/or correspondence.
	2
	

	(
	52.  Legislative Advocacy

· Chapter or chapter members actively participated in legislative activities on a state or federal level.  Participation can include contributing to a political action committee, communication with state or federal representatives, inviting legislative representatives to speak during mtgs, etc.

Documentation Required:  Submit documentation of activity (i.e. letters, programs, budget allocation, etc.)
	2
	

	(
	53.  Community Partnerships

· Show documentation of interaction with other allied health care or professional organizations (i.e., American Nurses Association, National Association of Social Workers, American Physical Therapy Association, HFMA, SHRM, state professional associations, etc.)

Documentation Required:  Submit copies of letters, minutes, programs, etc.
	2
	

	(
	54.  Extra Credit: (Submit additional activity not mentioned any where in the program).   Provide evidence.
	2
	

	Section 5: Raise Your Voice – Community Citizenship
	Total Possible Points
	20
	


	Section 6
	Lead With Your Heart – People Strategies

When HR leads the way, employee recruitment, retention and satisfaction grow, and business results improve. To ensure the alignment of business strategies with organizational culture, HR Leaders focus on people strategies to: 

· Capture the hearts and minds of their people – to create the desired culture 

· Foster meaningful work that supports a high performance environment and effective delivery of care 

· Create operating models and structures that support the alignment of people, strategies and culture 

· Develop value-based leaders who have the ability to create a shared vision that delivers results for the organization 

· Attract and develop a diverse workforce that meets both the needs of patients and the community 

· Ensure that their organizations have talent management and succession planning in place to sustain delivery of care


	Check ( if completed
	Chapter Management Activity
	Points Available
	ASHHRA approved Points

	(
	55.  Chapter Education: “People Strategies” Leadership Competency

· Chapter is to have conducted a one hour program that focuses on the ASHHRA Leadership Model’s fourth competency: “People Strategies.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	4
	

	(
	56.  Additional Chapter Education: “People Strategies” Leadership Competency

· Chapter provides an additional one hour program that focuses on the ASHHRA Leadership Model’s fourth competency: “People Strategies.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	4
	

	(
	57.  Chapter Education - Attending ASHHRA-sponsored programs related to “Lead With Your Heart – People Strategies”

· Chapter officer and/or members have attended ASHHRA-sponsored programs such as senior executive forum, audio/web seminar, and/or annual meeting.  (See Addendum 6 or use your chapter model)

Documentation Required:  Submit individual’s name, date, program, and location.
	4
	

	(
	58.  Chapter Partnerships

Work in partnership with another ASHHRA chapter in the leadership competency of “Lead With Your Heart – People Strategies.” (Examples include: Hold a joint educational or other program, assist another chapter in a related project, work together for a common cause or charity, etc.)
	4
	

	(
	59.  Extra Credit: (Submit additional activity  not mentioned any where in the program).   Provide evidence.
	4
	

	Section 6: Lead With Your Heart – People Strategies
	Total Possible Points
	20
	


	Section 7
	Exemplify Excellence – Personal Leadership

More than any other group, HR is better equipped to address issues of integrity such as ethics, honesty, accountability and business practices. HR Leaders reflect personal leadership through integrity and courage when they: 

· Champion the mission and vision of their organizations 

· Display passionate dedication to the mission of healthcare, especially in the care of patients and families 

· Inspire, influence and motivate others 

· Build trust through collaboration and consultation with stakeholders within the organization 

· Model transformational thinking and continuous improvement 

· Focus on achieving exceptionally high standards and are accountable for results 

· Demonstrate self-awareness and self-motivation 

· Champion continuous learning and self-growth 

· Exhibit leadership through community service


	Check ( if completed
	Chapter Management Activity
	Points Available
	ASHHRA approved Points

	(
	60.  Chapter Education: “Personal Leadership” Leadership Competency

· Chapter is to have conducted a one hour program that focuses on the ASHHRA Leadership Model’s fifth competency: “Personal Leadership.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	4
	

	(
	61.  Additional Chapter Education: “Personal Leadership” Leadership Competency

· Chapter provides an additional one hour program that focuses on the ASHHRA Leadership Model’s fifth competency: “Personal Leadership.”  

Documentation Required Chapter must provide a completed program evaluation for the one-hour meeting.  (See Addendum 5 for sample, or use your chapter model).  Provide a brochure, flyer or email notice of one educational program to include all of the following: program title, speaker, and education objective(s).  Provide a random sample (1) completed Program Evaluation for above program.  For program presented, submit a summary of the individual evaluations collected, including total number of evaluations collected.
	4
	

	(
	62.  Chapter Education - Attending ASHHRA-sponsored programs related to “Exemplify Excellence – Personal Leadership”

· Chapter officer and/or members have attended ASHHRA-sponsored programs such as senior executive forum, audio/web seminar, and/or annual meeting learning session.  (See Addendum 6 or use your chapter model)

Documentation Required:  Submit individual’s name, date, program, and location.
	4
	

	
	63.  A member of the chapter has participated in the National ASHHRA Mentorship Program as a mentee,   mentor, or committee/task force member.

· Provide documented evidence.


	4
	

	(
	64. Chapter Partnerships

Work in partnership with another ASHHRA chapter in the leadership competency of “Exemplify Excellence – Personal Leadership.” (Examples include: Hold a joint educational or other program, assist another chapter in a related project, work together for a common cause or charity, etc.)
	4
	

	(
	65.  Extra Credit: (Submit additional activity  not mentioned any where in the program).   Provide evidence.
	4
	

	Section 7: Exemplify Excellence – Personal Leadership
	Total Possible Points
	24
	


	American Society for Healthcare Human Resources Administration’s (ASHHRA)
Chapter Management Four-Star Awards Program 
SCORING of TOTAL POINTS AWARDED

	Section
	Title
	Total Points Available
	Possible Bonus Points per section included in total

	1
	Basic Chapter Management
	
	-

	2
	Advanced Chapter Management
	25
	2

	3
	Reach Beyond the Expected – HR Delivery
	10
	2

	4
	Embrace New Learning – Healthcare Business Knowledge
	10
	2

	5
	Raise Your Voice – Community Citizenship
	20
	2

	6
	Lead With Your Heart – People Strategies
	20
	4

	7
	Exemplify Excellence – Personal Leadership
	24
	4

	 Possible Grand Total
	109
	                      16


Chapter Management Recognition Program Evaluation

1. Did the Chapter Management Four-Star Awards Program add value to your chapter? (  Yes   (  No   (  Somewhat

Comments:  ___________________________________________________________________________________________________________

2. Did the guidebook help you in managing your chapter? (  Yes   (  No   (  Somewhat

Comments: _____________________________________________________________________________________________________________
3. Did the award submission forms help you in preparing materials for the Chapter Management Four-Star Awards Program?

(  Yes   (  No   (  Somewhat

Comments:  ___________________________________________________________________________________________________________

4. Please check all items that you believe add value to the management of your chapter.

· ASHHRA Membership

· Officers are ASHHRA Members

· Promotion of ASHHRA

· Participation in ASHHRA Committees, task forces and offices

· Financial support of officers to attend national ASHHRA

· Chapter new member orientation conferences

· Chapter membership campaign

· Chapter objectives

· Chapter budget

· Annual objectives & financials to memberships

· Chapter Board meetings

· Four (4) or more chapter member meetings per year

· Chapter meeting minutes

· Chapter program evaluations

· Chapter committees

· Membership

· by-laws

· Publicity

· Programming

· Legislation

· Other

· Chapter sponsored internships

· Collaboration with other chapters

· Collaboration with other professional associations

· Chapter sponsored scholarships

· Chapter newsletters

5. Please comment and make suggestions on the format for improving this Chapter Management awards submission process. __________________________________________________________________________________________________________

6. If you could change one thing to improve this process, what would it be? __________________________________________________________________________________________________________

Final Checklist

	( Check if Complete
	Instructions

	(
	All materials have been submitted in one (1) three-ring binder, or electronically (MSWord or Adobe Acrobat (.pdf) files).

	(
	The entry includes each chapter activity clearly identified.

	(
	The Chapter Information form has been completed and placed in front of the submission.

	(
	The Chapter Management Four-Star Award supporting documents have been provided according to the desired star level submitted for review and approval.

	(
	Copies of cover letter or e-mail have been submitted as evidence of communication to Regional Consultant and Executive Director where requested.

	(
	No excess documentation has been included in the submission.

	(
	The Chapter Management Recognition Program Evaluation form has been completed.


I certify by my signature below, that I have read and followed the instructions in the Chapter Management Recognition Program guidebook, and that all statements made therein are true and accurate to the best of my knowledge.  
	Main Coordinator 

(Full Name)
	

	Main Coordinator (Signature)
	
	Date
	

	Phone (Work)
	
	FAX
	

	Phone (Mobile)
	
	Email
	


Addendum 1

SAMPLE ROSTER

XYZ HEALTHCARE HUMAN RESOURCES ASSOCIATION

Chapter Roster

	Full Name

(First, MI, Last)
	Job Title/ASHHRA Title
	Organization
	Address

(Street, City, ZIP)
	Phones (Work)

(Mobile)

(Fax)
	Email
	ASHHRA National Member (Y or N)
	XYX Chapter Member (Y or N)

	
	Chapter President
	
	
	
	
	Y
	Y

	
	Chapter VP
	
	
	
	
	Y
	Y

	
	Chapter Secretary
	
	
	
	
	Y
	Y

	
	Chapter Treasurer
	
	
	
	
	Y
	Y

	
	Chapter Committee Chairperson – X Committee
	
	
	
	
	Y
	Y

	
	ASHHRA Exe. Dir.
	
	
	
	
	
	

	
	ASHHRA Pres
	
	
	
	
	
	

	
	Regional Consultant
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Addendum 2

SAMPLE CHAPTER COMMITTEE ROSTER

XYZ HEALTHCARE HUMAN RESOURCES ASSOCIATION

Chapter Committee Roster

	Chapter Committee
	Position
	Full Name

(First, MI, Last)

	XYZ Chapter – Legislative Committee

(4 Committee Members)
	Committee Chairperson
	

	
	Committee Member
	

	
	Committee Member
	

	
	Committee Member
	

	XYZ Chapter – Bylaws Committee

(4 Committee Members)
	Committee Chairperson
	

	
	Committee Member
	

	
	Committee Member
	

	
	Committee Member
	

	XYZ Chapter – ABC Committee

(4 Committee Members)
	Committee Chairperson
	

	
	Committee Member
	

	
	Committee Member
	

	
	Committee Member
	

	XYZ Chapter – ABC Committee

(4 Committee Members)
	Committee Chairperson
	

	
	Committee Member
	

	
	Committee Member
	

	
	Committee Member
	

	XYZ Chapter – ABC Committee

(4 Committee Members)
	Committee Chairperson
	

	
	Committee Member
	

	
	Committee Member
	

	
	Committee Member
	


Addendum 3

SAMPLE BUDGET

XYZ HEALTHCARE HUMAN RESOURCES ASSOCIATION

APPROVED BUDGET
(YOUR FISCAL YEAR)

REVENUE

Regular Memberships
73 x $70
$1,460

Affiliate and Associate Memberships
13 x $15
 195

New Members
24 x $25
$   600

TOTAL REVENUE
$2,255

EXPENSES








Postage
$   499

Printing
50

Lunch
216

Stationary
173

Speaker Honorarium
600

Golden Rules (3 year supply)
288

President (ASHHRA Meeting Registration)
275

Miscellaneous
     54
TOTAL EXPENSES
$2,255

EXCESS OF EXPENSE OVER REVENUE
$       0 

Addendum 4

SAMPLE FINANCIAL REPORT 

XYZ HEALTHCARE HUMAN RESOURCES ASSOCIATION

FINANCIAL REPORT

(YOUR FISCAL YEAR)

Balance on Hand:
August 1, 2007
$1,299.82

Receipts:
Dues and other income
$6,533.00

   
Seminar
  2,475.00

Deposits 8-1-07 to 10-25-08
$9,008.00

Disbursements:
Accounting
$     25.00


Awards
86.27


Bank Charges
36.35


Bonding
25.00


Career Day
75.00


Holiday Party Tip
25.00


Meeting Lunches
4,406.27


Office Supplies
43.56


Postage
446.82


Printing
318.00


Seminar
2,984.23


Speakers
326.04


Tapes and Films
   220.50
$9,018.04
Balance on Hand:
October 25, 2008

$1,289.78
Balance in checking account as of October 25, 2008

$1,279.78
Addendum 5

SAMPLE PROGRAM/ACTIVITY EVALUATION
XYZ HEALTHCARE HUMAN RESOURCES ASSOCIATION

Program/Activity Evaluation Form
	Program Date (mm/dd/yyyy)
	Program Name
	Speakers
	# of Attendees
	# of Evaluations Received

	
	
	
	
	


Identified below are the objectives for this program/activity.  Please place an "X" in the column that best describes how well you think these objectives were met. 
	Program/Activity Objectives
	Excellent

(5)
	Very Good

(4)
	Good

(3)
	Fair

(2)
	Poor

(1)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Please rate your overall evaluation of the program?  
	
	
	
	
	

	How do you rate the program instructors?  

 Program Instructor's Name
	
	
	
	
	

	Instructor:
	
	
	
	
	

	Instructor:
	
	
	
	
	

	
	
	
	
	
	


	Has the subject matter been covered to your satisfaction?  (Please check one)  ( YES   ( No

If “No,” please explain: 

	What were the most effective portions of the program?

	What were the least effective portions of the program?

	What changes do you recommend to make the program more effective?

	Other comments?

	Signature (optional)


Addendum 6

Sample Programming

ASHHRA-Sponsored Programs

Chapter officer(s) and/or members who have attended ASHHRA-sponsored programs (e.g. Annual Conference & Exhibition, Webinars, Leadership Conference, etc.):

	Program/Date(s)
	Location (Location by Name, City, State)
	Attendee(s)/Participant(s)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


CONGRATULATIONS!

You have completed 

ASHHRA’s 2009 Chapter Management

Four Star Awards Program!

Thank you for your continued

support of the local chapter and the

American Society for Healthcare

Human Resources Administration
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- FOR RCMSC Use Only - 

ASHHRA Regional, Chapter, & Member Services Committee

 Recommendation to the ASHHRA Board of Directors
	Chapter Name
	

	State
	

	Region Number
	


	Submission Category
	Level Submitted by Chapter Leadership

For Review & Approval by RCMS Committee
	Level Verified as Complete by RCMS Committee Review

(RCMS Final Recommendation)

	1st Time Submission
	
	

	Honorable Mention
	
	

	1 Star
	
	

	2 Star
	
	

	3 Star
	
	

	4 Star
	
	


Judged by (Full Name): _______________________________ Signature: ___________________________ Date: ___________
Comments: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Judged by (Full Name): _______________________________ Signature: ___________________________ Date: ___________

Comments: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Regional, Chapter & Member Services Committee 2009
CHAIR

Karmen Reid, Section Head, Salary Admin

Mayo Clinic

200 First Street Southwest

Rochester, MN 55905

Phone: 507/266-0895

Fax: 507/284-1445

EM: reid.karmen@mayo.edu

REGION 1, Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, Vermont
Judith West

Vice President, Human Resources

Maine Medical Center

22 Bramhall Street

Portland, ME 04102

Phone: 207/662-2964

Fax: 207/662-6212

EM: westj1@mmc.org

REGION 2, New Jersey, New York, Pennsylvania

James Papp

Manager, Organizational Development

DuBois Reginal Medical Center

POB 447

DuBois, PA 15801

Phone: 814/375-3227

Fax: 814/372-3227

EM: jmpapp@drmc.org

REGION 3, Delaware, District of Columbia, Kentucky, Maryland, North Carolina, Virginia, W. Virginia

Grace Moffitt, VP, Human Res/Sup Svc

Annie Penn Hospital

618 South Main Street

Reidsville, NC 27320

Phone: 336/951-4549

Fax: 336/951-4561

EM: grace.moffitt@mosescone.com

REGION 4, Alabama, Florida, Georgia, Mississippi, Puerto Rico, South Carolina, Tennessee

Karen Burks, Director, Human Resources
Le Bonheur Children’s Medical Center

7242 Easterly Lane
Memphis, TN 38125
Phone: 901/287-5154
Fax: 901/287-5185
EM: burkska@lebonheur.org



REGION 5, Canada, Illinois, Indiana, Michigan, Ohio, Wisconsin

Carol J. Bank, VP, Human Resources

Divine Savior Healthcare

PO Box 387

Portage, WI  53901

Phone: 608/745-5620

Fax: 608/745-5181

EM: cbank@dshealthcare.com

REGION 6, Iowa, Kansas, Minnesota, Missouri, Nebraska, North Dakota, South Dakota

Kenneth Brown, Vice President, Human Services
Pratt Regional Medical Center

200 Commodore

Pratt, KS 67124

Phone: 620/450-1170

Fax: 620/450-1410

EM: kbrown@prmc.org

REGION 7, Arkansas, Louisiana, Oklahoma, Texas

Felicia Miller, Regional Director, Hum Res
Texas Health Resources / Presbyterian Healthcare System
5512 Tribune Way
Plano, TX 75094
Phone: 214/577-9283
EM: fym63@hotmail.com
EM: FeliciaMiller@texashealth.org
REGION 8, Arizona, Colorado, Idaho, Montana, New Mexico, Utah, Wyoming

John Ostrom

Director, Human Resources Medical Group

Intermountain Healthcare

36 South State Street, 21st FL

Salt Lake City, UT 84111

Phone: 801/442-2859

Fax: 801/442-2868

EM: John.Ostrom@imail.org

REGION 9, Alaska, California, Hawaii, Nevada, Oregon, Washington

Lisa McDaniel, SPHR
Human Resources Administrator 
Kittitas Valley Community Hospital
603 South Chestnut Street
Ellensburg, WA 98926-3897
Phone: 509/962-7415
Fax: 509/962-7432
EM: lmcdaniel@kvch.com

CHAPTER OFFICER DIRECTOR

(Term expires 12/31/10)

Barry Lindeman

Director, Human Resources

Clark Regional Medical Center

1107 W. Lexington Avenue

Winchester, KY 40391

Phone: 859/745-3404

Fax: 859/745-3643

EM: blindeman@clarkhospital.org

ASHHRA Staff Liaison

Regina Stoker

Phone: 312/ 422-3725, Fax: 312/ 422-4575

EM: rstoker@aha.org

Secondary Staff Liaison

Sharon Allen

Phone:  312/422-3722

Fax: 312/422-4575

EM:  sallen@aha.org
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