Section on Geriatrics, APTA
Volunteer Orientation Packet
Introduction
Welcome to the volunteer corps of the Section on Geriatrics!!!!!

We are pleased to have you join us as a volunteer.  Most of what is accomplished and created within the Section is done by volunteers: you are essential to the success of the Section as we work towards providing outstanding services to our members and working to advance our mission.  
As a volunteer, it is essential that you are familiar with Section resources and activities, so that you are able to share this information with other members and non-members.  This packet will summarize who we are, our priorities, and the services we provide to our members.  It will also give you the tools you need to begin working within our leadership structure.  Finally, we list some of the basic APTA member benefits that we would like all of our leaders to be familiar with.  
We begin with the Mission, Vision, Values, and Goals.  The BoD is elected by the Section membership to lead the Section, and to represent and fulfill the needs and priorities of the members.  Every three years the Board of Directors (BoD) meets to set the Section’s main priorities for the next three years.  We do this so that we can be most effective: every organization has limited resources (people, money, influence, and time).  We can be most effective by limiting our goals and focusing on achieving them fully, rather than trying to do everything that comes before us.  
Section on Geriatrics Mission
To further our members’ ability to advocate and provide best practice physical therapy for optimal aging.

Section on Geriatrics Vision
The physical therapist will be the practitioner of choice for achieving optimal health, wellness, fitness, and physical function for the aging adult.

Section on Geriatrics Values Statement

To respect the uniqueness and diversity of aging adults through compassion, caring, commitment and excellence in the provision of services.
Section on Geriatrics Goals, 2010-2013
· Promote and support autonomous physical therapist practice with the aging population through professional and career development.

· Facilitate members’ utilization of best practice physical therapy for optimal aging.

· Advocate for the health, wellness, fitness, and physical function needs of the aging adult with and to internal and external communities.

· Promote consumers’ and other health providers’ utilization of physical therapists as practitioners of choice and exercise experts to achieve optimal health, wellness, fitness and physical function of the aging adult.

· Communicate throughout the Section to enhance participation of and responsiveness to members and promote and instill the value of belonging to the Section.
Strategic Plan

To accomplish the goals, the BoD creates 5-15 projects under each goal that will help us accomplish it.  For instance, one of our projects under goal #1 (To promote autonomous practice) is to use GeriNotes, courses, panel discussions, chats, e-mail blasts, and the listserve to educate members about autonomous practice in various settings.  Then a leader is assigned to each project, and is given a due date.  Prior to BoD meetings, they report to the BoD regarding their progress.  
Our Strategic Plan is a tracking document that details these projects, due dates, progress, etc.  All volunteers are welcome to request an updated copy of the Strategic Plan from the Section Office. 
In addition, we keep an “Action Item List” of shorter-term projects.  These are smaller tasks that don’t fit into the Strat Plan, but that need to be tracked so that we can ensure their completion.  Your committee, task force, or SIG may have projects assigned to it on the Strat Plan or the Action Item list.  Please make sure that you always have an updated copy, and are working to progress your projects!
Section on Geriatrics Overview

The Section on Geriatrics is run by a dedicated group of volunteer leaders and an executive office staff.  We have nine members on our Board of Directors: President, Vice President, Treasurer, Secretary, Delegate and four Directors.  Additionally, we have a wide range of standing committee chairs and committee members.  
The Board of Directors and Committee Chairs form the “leadership” of the Section on Geriatrics and work as a team to keep all projects moving.  The main focus of all leaders is to serve the members and advance the Strategic Plan.  Committee Chairs oversee their committees, and each Committee has a Board Liaison from the BoD who oversees and supports their work.  An organizational chart (showing the liaison structure), a roster of all leaders, and individual committee rosters are available in the P&P Manual.  
All new BoD members and chairs of committees, task forces, and SIGs will be sent a copy of the Section Policy and Procedure (P&P) Manual in the mail (on CD).  We suggest that you copy the P&P onto whatever computer you use most, and use it regularly.  Committee members can request copies of needed documents from Committee Chairs or the Section Office.
Website: www.geriatricspt.org
Section Office 
3510 East Washington Avenue
Madison, WI 53704
geriatrics@apta.org
866/586-8247
Member Benefits:  Please take time to familiarize yourself with the benefits of membership, and to visit our website.  We find that many members who do not renew were simply not aware of all the ways they could have been using their membership.  Having you “out there” at the grassroots level with this information at your fingertips is invaluable to us.  
· Journal of Geriatric Physical Therapy, our peer reviewed journal, offering original research relevant to the practice of geriatric physical therapy.  Published three times per year.  Is indexed in ProQuest, which APTA members can access for free through APTA’s “Open Door” service.  Full-text articles are also posted on the SoG website for free download: the most recent issue is accessible Section members-only for eight months after release.  
· Member discounts on our educational programming at CSM, regional courses, home study modules, and online courses.  Please review our course offerings by visiting www.geriatricspt.org, and clicking “Education.” 

· GeriNotes, our Section newsletter which offers practical information as well as Section information and news.  Published six times per year.  
· Eligibility for awards such as student and clinical research awards, Joan Mills Award for exceptional contributions to the Section, and a clinical excellence award. (more info online)
· Eligibility for grants to support research, doctoral study, and certification of a residency or fellowship program.  (more info online)
· Discounts on placing online classified ads for jobs, courses, and products (see the website for information).
· Section Advocate network in the states.  Section members can work with the advocate in their state to organize local awareness activities, to educate other healthcare professionals about PT practice, or otherwise creatively advance physical therapy for aging adults.
· Membership in Special Interest Groups – Balance and Falls, Health and Wellness, Bone Health.  To join one or more SIGs, e-mail geriatrics@geriatricspt.org.  
· Members-only portions of the Section on Geriatrics Home Page www.geriatricspt.org.  
· Nomination process which is the vehicle to becoming actively involved in an elected position or serving on a committee. 

· Consumer PowerPoint presentations on osteoporosis and balance and falls.  Available on the SIG pages on the website.  
Resources created by the Section that are available to all.  SoG members support the creation of many resources that are made public, in the interest of furthering PT for aging adults.

· Geriatric Physical Therapy Listserv – Ask questions and share ideas about the care of the older adult.  To join the listserve, send an email message to geriatricspt-subscribe@yahoogroups.com.

· GCS Preparation Suggestions- available for free on the website.

· Many resources on the SoG website, including news and clinician’s library.

· Consumer fact sheets, available for free download on the SoG website.

· Abstracts accepted for presentation at CSM are available for anyone to view, for eight months after presentation, on APTA’s website: www.apta.org/csm.

· We host several events and resources meant to promote student awareness of the geriatric field.
Member Questions: You may get questions (or even constructive feedback or complaints) from members that you don’t know how to handle.  Please provide good service to all members by putting them in touch with the Section Office, or with the appropriate Section officer, OR by passing their comments to the appropriate person yourself.  As a volunteer, people will start to see you as “part” of the SoG, and if they tell you something (ex: “I haven’t been receiving my Journal”), they may expect it to be dealt with because they have “informed the Section.”  Please don’t let member comments and complaints fall through the cracks: our members are the reason we exist!
About Volunteering

You will have already read about our philosophy of volunteering and expectations of volunteers in the volunteer application packet.  If you would like a copy for your records, please request one from the Section Office.  Now that you are a volunteer, we want to tell you some of the basics about how the SoG conducts its business, so that you start to see how you can become a part of the team.  
Communication
There is a leadership roster in the P&P Manual, as well as a roster for each committee.  Members of the BoD and committee chairs will be given a copy of the P&P: committee members may request relevant documents from their Chair or the Section Office.  Leaders communicate by meeting twice a year (see below), via e-mail year-round, and by calling each other.  We definitely encourage you to communicate and cooperate with other Section leaders.
If you want to contact all Section leaders or the BoD with a message, you may use the roster to do so, or you may send it to the Section Office for distribution.  The office can also advise you as to the best audience and timing for your message, if requested.  
Budget
The Section on Geriatrics BoD is ultimately responsible for all Section expenditures, but instead of approving every payment year-round, they approve a budget annually.  Staff and volunteers are then expected to adhere to the budget.  Each fall, committee chairs are invited to put forward proposals for the next year’s budget.  Once budgeted items are approved by the BoD, Chairs should monitor their expenses, do their best to stay inside of budgeted figures, and alert the Treasurer ASAP of any issues.  

If a Chair would like to spend money that is not in the budget, it must be approved by the BoD.  If Chairs run into unanticipated expenses, they should contact the Section Office as soon as possible.  Spending outside of the budget without prior approval may be cause for refusal of reimbursement.  
If a Chair needs to apply for funds mid-year, they are welcome to put a proposal together.  Proposals should be based on actual quotes/prices of goods, not on rough estimates, and should fully detail how the funds will be spent.  If possible, please also describe how your project relates to the current Mission or Strategic Plan.  Proposals can be sent to the Treasurer.

All budget proposals from committee members should go through the Chair, and be sent by the Chair to the Section Office. 

All Chairs should be familiar with their part of the budget, and BoD members should be able to read and understand the SoG budget, as they review and approve it each year.  All volunteer leaders may request a copy of the budget from the Section Office, and the Treasurer is available to answer any questions.  

Meetings, and Business In-Between
The Section is required by our bylaws to have at least one membership meeting per year at the Combined Sections Meeting (CSM).  The BoD is required to meet at least once per year, at a time and date of their choosing.    BoD Meetings are open for all to attend, but the BoD may call an executive session and ask visitors to leave for a portion of the meeting if confidential issues are being discussed (this rarely happens).  The Membership Meeting is open to all: both current and prospective Section members.    

	APTA Meeting
	Section meetings typically held there
	When the Section meetings are usually held

	Combined Sections Meeting (CSM), usually held in Feb.
	At least one BoD Meeting is mandated by the bylaws, but we usually hold two.


	Thursday and Saturday evenings.  This may change each year: contact Section Office before scheduling your travel if you have not received notification.  

	Combined Sections Meeting (CSM), usually held in Feb.
	Membership Meeting and Awards Ceremony
	Usually Friday night.  Dinner is served at the Member’s Meeting if funds allow.  The Awards Ceremony follows the Member’s Meeting.

	APTA’s Annual Conference, usually held in June/July.
	BoD Meeting
	Thursday evening, prior to the PT Foundation Dinner/Dance.


	Group of Volunteers
	Mandatory Meetings
	Reimbursement

	Board of Directors
	Expected to attend Board Meetings at CSM and Annual, the Membership Meeting, and all conference calls. 
	Generally reimbursed for some travel and per diem to CSM and AC: see this year’s budget.

	Committee, SIG, and Task Force Chairs
	Expected to attend one of the two BoD Meetings at CSM (most attend the first one), and the Membership Meeting.  Welcome to attend other BoD Meetings.  Will sit at the table with the Board and actively participate in discussion.  
	Generally reimbursed for some travel and per diem to CSM: see this year’s budget.

	Other volunteers, including committee members
	No meetings are mandatory, but we would love to have you there!  Volunteers are welcome at the Board Meetings (will sit away from the table, and are welcome to participate in discussion if recognized by the President).  Volunteers are very much valued at the Member’s Meeting, because you are able to talk to members and share information about Section activities.
	None.


* If you are not able to travel to a meeting, we understand!  Please notify the Section Office in advance, read reports and agendas and send us your comments before the meeting, find someone to stand in for you if you had specific duties (the office can assist with this), and review the minutes and updated Strategic Plan after the meeting.  
Meeting agendas and reports.  Prior to each BoD meeting, all BoD Members and Chairs will receive a call for reports.  Reports will be compiled by the Section Office and shared with all BoD Members and Chairs prior to the meeting.  When reports are submitted, Chairs and BoD members should note for us any items that need to be added to the agenda.  A report should be made on all Strategic Plan items delegated to you that have an expired or upcoming deadline.  Please also note any additional projects.  This is an opportunity for the rest of the leaders to be aware of what you are doing, and work to support you if their projects relate to yours.  Chairs should work with committee members if possible, to be sure that all information is included.  

Conduct of business between meetings.  BoD votes can be held via conference call or e-mail in-between meetings.  If you think you may have a question that needs to be sent to the BoD for a vote, send to the Section Office.  Committee members should work through their Chairs. 
Recruiting Committee Members
Committee and SIG Chairs may recruit volunteers for specific tasks in the committee or SIG.  Each volunteer should be given a job description specifically outlining their responsibilities before signing on to a task.  The Section Office can help you draft job descriptions, and post them online to help you recruit committee members.
To appoint a committee member, you must share their name with the Section Office.  They will be added to your official roster, and given the Volunteer Orientation Packet.  Committee Members serve three-year terms, with one opportunity for re-appointment if they have been active contributors.  Every Chair should focus on delegating tasks and creating a network of active, engaged volunteers.  The committee will be most effective this way, and it will ensure that there are experienced volunteers to take over for you when your term ends!

Special Interest Groups (SIGs)

Membership in SIGs is a benefit of being a Section on Geriatrics member.  To join a SIG, any Section Member may contact the Section Office.  SIG officers are elected as described in the SIG Standing Rules.  The SoG currently has three SIGs: Balance and Falls, Osteoporosis, and Health Promotion and Wellness.

The Section Office can provide a full roster of SIG members to SIG Chairs at any time.  The Section Office can also send e-mails to all SIG members at the request of the SIG Chair.  

APTA National
You will be most effective as a volunteer, and as an advocate for APTA membership, if you are familiar with basic APTA resources. 
APTA Web Site- www.apta.org
APTA’s web site contains information on the physical therapy profession for the general public and “members-only” information. Some items that might be of particular interest are:
· Membership Directory, including contact information for APTA members, is available at www.apta.org/Member Services, under “Member Directory.”  (Members-only)
· Find-A-PT.  This is an online database, viewable by anyone, where people can find physical therapists.  Inclusion in the database is a benefit of APTA Membership.  APTA Members must sign up for Find-A-PT to be included in the database, so please encourage people to sign up!  A simple listing is free, and the more PTs in the database, the more helpful it is to consumers.   
· Research/Evidence-Based Practice.  Promoting evidence-based practice is essential to advancing the profession of physical therapy.  We strongly encourage you to familiarize yourself with the following resources (try a few searches, and read the “FAQ”), so that you can help us spread the word to others.  
· Hooked on Evidence, a “grassroots” database containing evidence related to the efficacy of PT interventions www.apta.org --> Research

· Open Door, a free subscription for all APTA members to CINAHL and ProQuest.  Even if your workplace has a subscription to these databases, ours may be more complete.  www.apta.org --> Research

· APTA Governance information, including House and Board documents, core documents, and awards information, is available at www.apta.org--> Communities--> Governance.  If you don’t know how APTA’s democratic system works, you may want to spend a little time on this site familiarizing yourself!
· PT Bulletin Online is a weekly e-newsletter.  You can view the current issue at www.apta.org by clicking on the PT Bulletin icon, or under Publications.  APTA members can sign up to receive PT Bulletin via e-mail by clicking “My APTA,” to edit their e-mail preferences.
· Members Mentoring Members, including mentoring and protégé information, is available at www.apta.org--> Member Services--> Consulting/Mentoring.
· Legislative updates, and tips for how to get involved.  www.apta.org --> Advocacy
· Complete list of member benefits.  You’re paying for your membership, but are you taking advantage of everything available to members?  Read the full list of benefits: www.apta.org--> Member Services --> “The (Many!) Benefits of Belonging”
**Tip for using the APTA website:  The “main” menu is the orange box on the left.  When you click on any one item there, you’ll get a sub-menu on the left in light blue.  If you’re getting confused or are having trouble finding something, always look to the menu on the left.  If you have trouble logging in, please call the APTA Service Center at 800/999-2782 x3395.  They will be happy to talk you through the process, and once you have your password logging in is easy.  
Welcome to the SoG!

Thank you once again for your time and talent: we look forward to working with you!  If you have any questions about the information in this packet, please contact your Committee Chair, Board Liaison, or the Section Office.















1
1

