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Administrative Policies

A.
Anti-trust
            

Effective Date: January 9, 2004

Revision Date:

 SEQ CHAPTER \h \r 1POLICY:
It is the policy of the West Virginia Psychological Association (WVPA) to comply with the federal Sherman Antitrust Act, Federal Trade Commission Act and WV Code, which endorse these federal acts, specifically in regard to price fixing and fee setting.

PURPOSE:
The West Virginia Psychological Association (WVPA) is a not-for-profit organization that is not organized to and will not participate formally in any competitive issues of its members nor, in any way, restrict competition in any of its sanctioned meetings and/or educational programs.  This policy will delineate procedures and actions to be followed by the officers, committee members and speakers at educational events and is intended to protect the WVPA from antitrust violations that can be considered criminal actions, which could result in fines and /or imprisonment.

PROCEDURE(S):

The Association, committee or activity of the Association shall not be used for the purpose of bringing about or attempting to bring about any understanding or agreement, written or oral, formal or informal, expressed or implied with regard to prices or terms and conditions of contracts for services or products. Therefore, discussions and exchanges of information about such topics will not be permitted at Association meetings or other activities/functions.
There will be no discussions regarding:

· Discouraging or withholding patronage or services from, or encouraging exclusive deals with suppliers, competitors or any governmental entity.

· Allocating or dividing geographic or service markets or customers.

· Restricting, limiting, prohibiting, or sanctioning advertising or solicitation that is not false, misleading, deceptive, or directly competitive with Associations products or services.

· Discouraging entry into or competition in any segment of the market place.

· Whether the practices of any member, actual or potential, competitor or other person are unethical or anti-competitive.

Certain activities of the Association and its members are deemed protected from antitrust laws under the First Amendment right to petition government. 
West Virginia Psychological Association Antitrust Compliance Policy
It shall be the policy of the West Virginia Psychological Association to be in strict compliance with all Federal and State Antitrust laws, rules and regulations. Therefore: 

· These policies and procedures apply to all membership, board, committee and other meetings of the Association, and all meetings attended by representatives of the Association. 

· A discussion of prices or price levels is prohibited. In addition, no discussion is permitted of any elements of a company's operations which might influence price such as: 

1. Cost of operations, supplies, labor or services; 

2. Allowance for discounts; 

3. Terms of sale including credit arrangements; and, 

4. Profit margins and mark ups, provided this limitation shall not extend to discussions of methods of operation, maintenance, and similar matters in which cost or efficiency is merely incidental.

· It is a violation of Antitrust laws to agree not to compete, therefore, discussions of division of territories or customers or limitations on the nature of business carried on or products sold are not permitted. 

· Boycotts in any form are unlawful. Discussion relating to boycotts is prohibited, including discussions about blacklisting or unfavorable reports about particular companies including their financial situation. 

It is the Association's policy that all meetings attended by representatives of the Association where discussion can border on an area of antitrust sensitivity, the Association's representative request that the discussion be stopped and ask that the request be made a part of the minutes of the meeting being attended. If others continue such discussion, the Association's representative should excuse himself from the meeting and request that the minutes show that he left the meeting at that point and why he left. Any such instances should be reported immediately to the President and staff of the Association. 

It is the Association's policy that a copy of this Antitrust Compliance Policy be given to each officer, director, committee member, and Association employees annually and that the same is posted yearly to the membership of the Association.

Adopted:  January 9, 2004
B.
Conflict of Interest Policy                       
Effective Date: July 24, 2009

Revision Date:

In their capacity of directors, the members of the Board of Directors (Board) of the West Virginia Psychological Association (WVPA) must act at all times in the best interests of WVPA.  The purpose of this policy is to help inform the Board about what constitutes “other interest,” assist the Board in identifying and disclosing actual and potential conflicts, and help ensure the avoidance of conflicts of interest where necessary.  This policy may be enforced against individual Board members as described below.
1. Board members have a fiduciary duty to conduct themselves with the best interests of WVPA in mind.  In their capacity as Board members, they must ensure that personal, individual business, third party and other interests do not interfere with the welfare and interests of WVPA. 

2. An “other interest” is a transaction or relationship which presents or may present a conflict between a Board member’s obligations to WVPA and the Board member’s personal, business or other interests.  

3. An “other interest” is not necessarily prohibited or harmful to WVPA.  However, full disclosure of all actual and potential conflicts, and a determination by the disinterested Board members – with the interested Board member(s) recused from participating in debates and voting on the matter – are required.  

4. Board members must disclose to the WVPA Executive Committee all actual and potential “other interests” to the WVPA through the annual disclosure form, and again which another interest arises.  The disinterested members of the WVPA Executive Committee shall make a determination as to whether a conflicts exists and what – if any – subsequent action is appropriate.  The WVPA Executive Committee shall inform the Board of such determination and action.  The Board shall retain the right to modify or reverse such determination and action, and shall retain the ultimate enforcement authority with respect to the interpretation and application of this policy.  

5. On an annual basis, all Board members shall be provided with a copy of this policy and required to complete and sign the acknowledgement and disclosure form below.  All completed forms shall be provided to and reviewed by the WVPA Executive Committee, as well as all other information provided by Board members.
I have read the WVPA Board Other Interest Policy set forth above and agree to comply fully with its terms and conditions at all times during my service as a WVPA Board member.  If at any time following the submission of this form I become aware of any actual or potential conflicts of interest, or if the information provided below becomes inaccurate or incomplete, I will promptly notify the WVPA President and Executive Director in writing.

Disclosure of Actual or Potential Conflicts of Interest:

Board Member Signature:

Date:

Board Member Printed Name:

C.
Electronic Voting for Executive Committee      
Effective Date: September 13, 2003

Revision Date:

POLICY: It is the policy of the West Virginia Psychological Association (WVPA) that electronic voting may occur in accord with the WV State Code, 3-4A-19a(c) [2001].
PURPOSE: Due to the geographic and residential diversity of the Executive Committee, face-to-face meetings and voting is not always possible or practical.  When it becomes necessary for the Executive Committee to transact business in-between scheduled quarterly meetings, electronic balloting may be utilized with the following established guideline procedures:
PROCEDURES (S):
1. Email voting may occur if the President feels an issue must be voted upon before the next Executive Committee meeting. 

2. For a motion/ proposal to pass, a simple majority of a quorum will be needed for passage.

3. A reply vote must be sent to all on the committee by using “reply to all”.

4. The results of the passage/failure of the vote must be sent via email, fax, phone or regular mail.

A hard copy of the results must be printed and kept by the secretary to serve as a reference of the vote occurring and the results of the vote.  The results of the vote must be announced orally to be recorded in the minutes of the next Executive Committee meeting following the vote.
D.
Identity Theft Prevention Policy                       
Effective Date: November 1, 1999

Revision Date:  July 24, 2009

PURPOSE: The following eight-step program is a compliance measure in accordance with the Federal Trade Commission’s Identity Theft Rule effective November 1, 2009.
PROCEDURES (S):

1) Appoint a manager. – Diane Slaughter, Executive Director

2) Conduct a risk assessment. – operational assessment of association.

3) Create a written Red Flags program. – Our written program consists of dual control financial administration; no social security information or credit card processing information is left on computers or saved in any electronic database or on web site database; WVPA utilizes Norton Anti-Virus to prevent viral corruption of data/ encroachment-prevention of data or loss of confidential financial information; off-site financial back-up of all data every 24 hours; no credit card information is placed on receipts. All information for conference registrations or dues containing credit card information is stored in files at WVPA and shredded in accordance with our document destruction/retention policy.  If any suspicious activity should occur, all activity is immediately reported to the executive director and the person in jeopardy. Affiniscape merchant solutions is also immediately contacted regarding any abnormal activity.  Executive Director follows-up until there is resolution.

4) Have board of directors approve the Red Flags program. –  (July 24, 2009).

5) Train appropriate personnel.

6) Monitor service providers. – Affiniscape Merchant Solutions

7) Keep program up-to date. – Review annually or when suspicious activity occurs.

8) Periodically report to the Board of Directors – via the Finance and Budget committee.

HISTORY OF POLICY: Mandate of the Federal Trade Commission as of August 1, 2009

______________________________

Authorized Signature

WVPA

Date:

E.
Listserv Policy                       
Effective Date: October 10, 2002

Revision Date:

POLICY: It is the policy of the West Virginia Psychological Association (WVPA) that the following policy be observed by all members who utilize the listserv.
PURPOSE: To provide guidelines for listserv users as to rules, libelous statements, copyright infringement and appropriate civility on-line. Termination of service as well as unsubscribing is made clear to the user.
PROCEDURE: 

Please read guidelines in their entirety before using the WVPA Listserv. 

E-mail has an irresistible allure. It’s a wonderful way to share insight with your colleagues, especially in remote areas where professionally isolated. The possibility of instant in-coming and outgoing communication from your desktop computer without having to actually speak to another person has its obvious advantages. It is efficient, inexpensive, and quick. The computer does not care if you are polite. Or does it? Manners as well as legal boundaries have quickly found their place in Cyberspace. A few agreed-upon rules will create a positive environment for even the most timid technology users, not to mention protect the rights of all Listserv subscribers.  Note that all Listserv exchanges are in the public domain. This listserv has been established at the direction of the Board of Directors as a member service of the WV Psychological Association.

This listserv is provided as a FREE member-only service of the West Virginia Psychological Association (WVPA), an individual membership organization. Allowing non-members, even in your office, to receive and post messages to the WVPA listserv, or otherwise use this valuable membership service, is considered unethical. Posting messages on behalf of non-members is also prohibited. Using the listserv to gain an advantage or put another member at a disadvantage (i.e. advertising a workshop - either gratis or fee-based) is also bad form.  When in doubt, contact the Executive Director at info@wvpsychology.org.

Disclaimer

WVPA accepts no responsibility for the opinions and information posted on this site by others. In no event shall WVPA be liable for any special, indirect or consequential damages or any damages whatsoever resulting from the use of any information posted on this site. 

Do not post any defamatory, abusive, profane, threatening, offensive or illegal materials. Do not post any information or other material protected by copyright without the permission of the copyright owner. By posting material, the posting party warrants and represents that it owns the copyright with respect to such material or has received permission from the copyright owner. In addition, the posting party grants WVPA and users of this list the non-exclusive right and license to display, copy, publish, distribute, transmit, print and use such information or other material.

WVPA does not actively monitor the site for inappropriate postings, and does not, on its own, undertake editorial control of postings. However, in the event that any inappropriate posting is brought to WVPA’s attention, WVPA will take all appropriate action.

WVPA reserves the right to terminate access to any user who does not abide by these guidelines. In addition to the above, all users of the Listserv voluntarily submit themselves to the following guidelines and etiquette:


1) When posting a message, let us know who you are. Include your name and e-mail address. In the subject line, be specific, not vague, to describe the subject matter of what you are positing. 


2) When replying to a message, include only the relevant information to which you are responding. This will make others who read your message understand the context of the conversation. Economize space by including only the relevant portion of the original message. Also delete the header information from the previous message. The minimum that is asked of subscribers is to put your response at the top of the original posting. 


3) Only send messages to the entire Listserv, when it contains information EVERYONE needs to know. If you are replying with a message that just says "thanks for the information", a request to receive a copy of what someone has offered to share, or simply to agree with someone (such as "me, too"), then please do not reply to the entire group. Instead, send your response directly to the e-mail address of the person who posted the message by clicking on your "Forward to" button and typing in or cutting and pasting in the e-mail address of the individual to whom you are responding. 
4) Challenging or attacking others is unprofessional. The discussions put forward in the Listserv are meant to stimulate conversation, but are not meant to create a contentious environment. Let others have their say, just as you may. 
5) Do not post commercial messages. The Cyberspace term for this is "spamming." Feel free to discuss products, with the understanding that the Listserv is a public domain and your comments are subject to libel and slander laws. 
6) All defamatory, abusive, profane, threatening, offensive, or illegal materials are strictly prohibited. Do not say anything in a Listserv message that you would not want the world to see and would not want to know came from you. Gain permission to reprint copyrighted material before posting it. If you send information that is not your original work or ideas, please specify to readers the original source of your information. Do not post anything that is not original unless it meets the "fair use" guidelines of copyright law, or unless you have permission from the original source. 
7) When posting materials, the poster voluntarily presents him/herself as the copyright owner or has received permission to reprint copyrighted materials.
8) Please note that the listserv does not take the place of the “blast email” messages from the association. All members will receive alerts and urgent email via the “blast email” from the administrator wvpsychology.org address.
9) To unsubscribe from the listserv, address your email to:  info@wvpsychology.org In the body of the text message type:  unsubscribe wvpamembers  your first name  your last name

F.
Listserv Used for Research
Effective Date: July 24, 2009

Revision Date:

The following proposed policy has used the American Psychological Association’s (APA) policy regarding use of Division Listservs for survey purposes as a model.  It is recommended that this policy be included with other relevant WVPA policies as well as be posted on the Internet as a part of the WVPA web page for researchers to review prior to submitting research participant requests. 
Proposed Policy:
In August 2006, the American Psychological Association changed its policy of prohibiting the posting of requests for survey participants on APA-sponsored listservs. The revised policy now allows divisions to decide whether they will permit students and other researchers to post their calls for survey participants on the division's listserv. 

Following this policy, at their Fall 2008 Board meeting, the governing officers of the West Virginia Psychological Association (WVPA) voted to PERMIT students and other researchers who are dues-paying members or student-affiliates of WVPA to post their calls for survey participants on the WVPA listserv. It is hoped that this policy will encourage more research in and on issues of importance for WVPA and the field of psychology. Researchers will be bound by any rules and regulations regarding use of the WVPA listserv. 

Please note the following WVPA disclaimer regarding limits of using a  listserv for research samples.

· Listservs make no claim to be exhaustive collections of members who may fit into one or more specific category (e.g., clinical psychologists, practitioners, educators, and so on). For example, nearly 45% of APA members do NOT belong to any one Division. By using a listserv as the "universe" for one's respondents, researchers are excluding a large number of eligible participants and hence may be introducing bias into their research.

· Many members who belong to WVPA may also belong to other listservs or Divisions in APA, and if the research is being sent to more than one listserv, the researcher faces the challenge of defining response rate given the potential for duplication.

· WVPA members and others who are not WVPA members belong to various topical listservs for a number of reasons, some of these may not reflect the fact that the member works in a particular area covered by WVPA or the listserv in any more than a tangential sense. This raises questions about the suitability of the sample to the research.

· Since WVPA cannot guarantee the anonymity of information conveyed over the Internet, research participants obtained through WVPA’s listeserv should assume that any information that is sent over the Internet (including identifying or personal information) is not confidential.  WVPA, the Board, listserv moderator, and/or the listserv owners are not responsible for any ethical violations during the research process

For further information, researchers can contact the listserv moderator for WVPA. 

References

Collins, Lynn H. (2007) . Practicing safer listserv use: Ethical use of an invaluable resource. Professional Psychology: Research and Practice, 38(6), 690-698.


Jordan, S. (2006). Change in Policy Regarding Use of Division Listservs for Survey Purposes. Memorandum: Division Presidents and Listserv Managers/Administrators. Division Services Office of the American Psychological Association. Retrieved, July 21, 2008 from http://www.divisionofpsychotherapy.org/ResearchPolicy.pdf

G. 
Social Media Policy                       
Effective Date: July 22, 2011

Revision Date:

POLICY: It is the policy of the West Virginia Psychological Association (WVPA) that the following policy be observed by all members who utilize social media outlets maintained by the West Virginia Psychological Association.
PURPOSE: To provide guidelines for social media users as to rules, libelous statements, copyright infringement and appropriate civility on-line. WVPA’s right to remove a posting, or equivalent action, is made clear to the user.
PROCEDURE: 

Please read guidelines in their entirety before using any WVPA social media outlet such as Facebook, LinkedIn or other similar outlet. 

Note that all social media exchanges are in the public domain. Any social media accounts utilized by WVPA have been established at the direction of the Board of Directors as a member service of the WV Psychological Association.

Social media outlets are provided as a service of the West Virginia Psychological Association (WVPA), an individual membership organization.  They are governed by the rules of the particular media and the WVPA.  Using WVPA social media outlets to gain an advantage or put another member at a disadvantage (i.e. advertising a non-WVPA workshop - either gratis or fee-based) is prohibited.  When in doubt, contact the Executive Director at info@wvpsychology.org.

Disclaimer

WVPA accepts no responsibility for the opinions and information posted on these outlets by others. In no event shall WVPA be liablel for any special, indirect or consequential damages or any damages whatsoever resulting from the use of any information posted on WVPA social media accounts. 

Do not post any defamatory, abusive, profane, threatening, offensive or illegal materials. Do not post any information or other material protected by copyright without the permission of the copyright owner. By posting material, the posting party warrants and represents that it owns the copyright with respect to such material or has received permission from the copyright owner. In addition, the posting party grants WVPA and users of this list the non-exclusive right and license to display, copy, publish, distribute, transmit, print and use such information or other material.

WVPA does not actively monitor the site for inappropriate postings, and does not, on its own, undertake editorial control of postings. However, in the event that any inappropriate posting is brought to WVPA’s attention, WVPA will take all appropriate action, including removal of access to the site by those means allowed by the social media site.  WVPA reserves the right to terminate access to any user who does not abide by these guidelines. 
In addition to the above, all users of WVPA social media outlets voluntarily submit themselves to the following guidelines and etiquette:


1) When posting a message, let us know who you are. Include your name and e-mail address. In the subject line, be specific, not vague, to describe the subject matter of what you are positing. 


2) When replying to a message, include only the relevant information to which you are responding. This will make others who read your message understand the context of the conversation. Economize space by including only the relevant portion of the original message. 

3) Challenging or attacking others is unprofessional. The discussions put forward on WVPA social media sites are meant to stimulate conversation, but are not meant to create a contentious environment. Let others have their say, just as you may. 
5) Do not post commercial messages. Feel free to discuss products, with the understanding that social media sites are in the public domain and your comments are subject to libel and slander laws. Job postings by WVPA members are acceptable.

6) All defamatory, abusive, profane, threatening, offensive, or illegal materials are strictly prohibited.  These messages will be removed as allowed by the particular social media site, once brought to the attention of WVPA, and the poster will be removed from access to the site as allowed by each site.

7) Gain permission to reprint copyrighted material before posting it. If you send information that is not your original work or ideas, please specify to readers the original source of your information. Do not post anything that is not original unless it meets the "fair use" guidelines of copyright law, or unless you have permission from the original source. 

H.
Privacy Policy                      
Effective Date: July 14, 2001

Revision Date:

POLICY: 

It is the policy of the West Virginia Psychological Association (WVPA) that member information, such as name, address and email addresses will not be disclosed or sold for solicitation purposes.
PURPOSE: 

To protect the security and privacy of the WVPA membership.
PROCEDURES:
Your privacy is important to us. At WVPA, we are committed to your privacy and retaining your trust. We respect your right to keep your personal information confidential and to avoid unwanted solicitations. Professional associations have been and continue to be bound by professional standards of confidentiality that are even more stringent than those required by law. 

The information we collect that is nonpublic, personal information is provided to us by you. The only other source that we may refer is the listing supplied to us under the Freedom of Information Act by the WV Board of Examiners of Psychologists. WVPA does not maintain a label service or sell membership data of any type. If requests are made of that nature, the party is referred to the WV Board of Examiners of Psychologists, who must supply that information by law. 


WVPA retains a limited referral service, where if contacted by the public, we will supply office phone numbers for client therapy. These referrals are not recommendations or endorsements of treatment or therapy, but simply supplying the names of three clinicians in a geographic area when queried by an out of state professional, clinic or client. This information is readily available in the phone directory to the public; therefore no private disclosure is made. 


We do retain dues, registration, and other records relating to our professional service to you as a member so that we may better serve you. In order to guard any association nonpublic personal information, we maintain physical, electronic, and procedural safeguards that comply with association standards. Your privacy, our professional ethics, and the ability to provide you with quality membership services are very important to us. Please do not hesitate to contact us if you have nay questions or desire additional information.
I.
Record Retention Policy  
Effective Date: June 7, 2003

Revision Date:

POLICY: 

It is the policy of the West Virginia Psychological Association (WVPA) that the following records would be retained as noted:
PURPOSE: 

To implement an administrative record retention limit for WVPA.
Procedure: The executive director will review all records before disposal.
	Document
	Years to Retain

	Bank statements; cancelled checks
	5

	Tax returns
	Indefinite

	CE attendance records
	6

	General ledger
	7

	Speaker CVs
	Indefinite

	CE marketing brochures (5 of each)
	5 years

	Minutes (all)
	Permanent

	Committee reports
	5

	Dues Statements
	3

	Paid invoices
	5

	Accounting software
	Bi-monthly back-up –quarterly for tax table downloads – upgrade software every three years as required by QuickBooks


J.
Whistle Blower Protection 

Effective Date: September 15, 2005

Revision Date:

POLICY: In voluntary accordance with the Sarbanes-Oxley Act of 2002, the organization has enacted a policy for the protection of Whistle Blowers, and in that respect:

1. 
Anonymous Reporting:  All employees are encouraged to report on any activity that the employee reasonably believed on constitute fraudulent activity or is in violation of any governmental regulation to the appropriate level of management. All employees have the assurance that these reports will be considered completely confidential and the identity of the reporting employee will not be disclosed under any circumstance.

2. 
Retaliation Prohibited: The organization will not tolerate any retaliation in any form, including harassment or discrimination, against any employee who has raised concerns about possible fraudulent activity.  Any reports of retaliation will be thoroughly investigated and any offending employees will be dealt with accordingly.

3.
Training:  In addition to written documentation, the organization will mandate training session to educate all employees as to what may constitute fraudulent activity and appropriate action to take if fraudulent activity is suspected.
K.
When relevant to WVPA’s mission, vision and goals, WVPA may take 

positions on issues.
Effective Date: September 2010

Revision Date:

Procedures:  The following are guidelines for WVPA Executive Committee resolutions.  They apply to all resolutions, including those involving social responsibility and scientific, educational and professional affairs.  Before formulating a resolution for presentation to the WVPA Executive Committee, the issue to which it pertains should be evaluated against five criteria:

1. Its relevance to psychology and psychologists, or of psychology to it

2. Its importance to psychology or to society as a whole

3. The quality and quantity of psychological data and conceptualization relevant to it

4. Its consistency with WVPA’s mission statement

5. The likelihood of the resolution having a constructive impact on public opinion or policy

If the evaluation leads to an affirmative decision:

1. State rationale for the resolution clearly and carefully

2. Indicate why psychologists should take action

3. Specify the purpose of the resolution and how it should be implemented

4. Cite any scientific or empirical findings, pro or con, related to the resolution and the rationale for the position set forth
Advertising/Vendor Policies
A.
Advertising and Vendor Authorization       
Effective Date: July 17 2004

Revision Date:                                       

POLICY: It is the policy of the West Virginia Psychological Association (WVPA) that any competing organization be denied the privilege of being a vendor, including advertising in the newsletter, member directory, the web site, booth display space or any similar WVPA event.
PURPOSE: To clarify that the West Virginia Psychological Association, as a chartered state affiliate of the American Psychological Association, will not promote or advance the agendas of opposing or competing psychology organizations through advertising, exhibits or any recognition process to our membership.
PROCEDURES (S):

1. Applications will be denied either verbally or in writing with a copy of the association’s policy. 

2. The president shall be advised of the matter by the Executive Director when it arises. 
Continuing Education Policies
A.
Administration, Planning and Development  

Effective Date: September 19, 2002

Revision Date:  

Article VI, Section 2 of the WVPA by-laws identifies that the Continuing Education Committee is a standing committee and is appointed by the President with the approval of the Executive Committee, unless otherwise indicated.  The specifics of its duties are not outlined. The Chair will maintain a committee comprised of member psychologists.  The CE Committee will meet when necessary.  These meetings will be called by the chairman of the CE Committee or the Executive Director of WVPA. The Executive Director keeps abreast of the current APA Criteria and Procedures Manual. The Executive Director works in conjunction with the CE committee to make sure all rules and procedures are adhered to during the development and planning of workshops. 
B. 
Budget & Resources
Effective Date: September 19, 2002

Revision Date:  

The WV Psychological Association provides all funding for the Continuing Education program. Following are financial guidelines that the administrator shall consider regarding budgeting and resources:


1.  The Executive Director will make every attempt to locate CE activities at sites where room rental costs are minimal, such as universities or hospitals. 



2. The following persons may be granted free admission to a workshop: individuals whose assistance is needed during the day of the workshop (e.g. student assistants); WVPA staff; one WVPA member who will provide assistance throughout the workshop and those whom the presenter wishes to invite.


3. Reduced workshop registration fees are available to those with special hardships, upon approval of the CE Committee Chair or the Executive Director. Students receive discounted rate. Retirees may also qualify for a discounted rate.

4. CE Programs will not be held at the same time as a WVPA business or Board meeting.
5. Honorarium policies for WVPA members who present workshops: 

A. A $300 honorarium will be offered for a half-day presentation or $500 for a full- day presentation. Honoraria will be split if there are multiple presenters. 

B. The Committee will negotiate with nationally known speakers relative to their customary fee early in the workshop development.

C. Committee will reimburse presenters (including WVPA members) for all expenses including travel, if presenter submits receipts to Central Office.


6. Advertisements at CE events: Advertisers may pay a fee to have a booth at WVPA workshops. The fees will be $200 for “for-profit” organizations and $200for non-profit organizations.
C.
CE Credit                                                     

Effective Date: April 2000

Revision Date: September 19, 2002

POLICY: It is the policy of the West Virginia Psychological Association (WVPA)

to abide with our co-sponsorship agreement with the APA as an approved sponsor of continuing education and, in accord with APA Standards, variable credit for partial attendance will not be awarded to any participant in a WVPA CE event or workshop. The policy must appear in advertising materials, brochures or announcements, as well as the skill level for the participant.


[image: image1]
PURPOSE: To clarify that partial cannot be given when participants leave

a class lecture, workshop or CE credited program.

PROCEDURES (S):
1. The CE chair of committee’s proctor will inform the participant of the policy as printed in the marketing materials.

2. If the participant is still in doubt about the policy, the CE proctor should seek out the event coordinator/ Executive Director, who will supply a copy of the program’s marketing brochure for proof to the attendee.

D. 
Co-Sponsorship of Workshops

Effective Date: September 19, 2002

Revision Date:  

WVPA may co-sponsor a CE activity with an outside organization. In keeping with APA requirements, WVPA must be involved in all stages of a co-sponsored activity. A completed application (Appendix    ) must be submitted to WVPA at least 90 days before the workshop. The chairman of the CE Committee and at least one other member of the committee will review the application and make a determination of whether WVPA will co-sponsor the event. The co-sponsoring organization must adhere to the APA standards. (see Appendix). In addition, the WVPA Statement of co-sponsorship (see Appendix) must be included in the promotional brochure and the West Virginia Psychological Association must be listed on the cover as a co-sponsor of the event

A non-refundable fee of $200 per event must accompany the application.  This fee is assessed to review the proposed CE event for co-sponsorship.  Final approval for co-sponsorship will be in advance of the scheduled event.  Exceptions regarding receipt of this payment can be made by the Executive Director.
E. 
Curriculum Content 

Effective Date: September 19, 2002

Revision Date:  

WVPA CE programs should be relevant to psychological practice, theory and method for psychologists. After identifying relevant programs, the CE Committee or the Executive Director will contact possible presenters and determine their interest and availability. This will be followed by a Questionnaire (Appendix) which requests that the presenter specifically describe learning objectives and prepare a brief summary of the workshop to be used in advertising the workshop. A vita is also requested of the presenter(s).  Upon receipt of these materials, a formal letter of acceptance and agreement of honorarium will follow.  In addition, a form (Appendix), will be included that identifies materials and support that WVPA will provide. 

In following APA guidelines, 50 minutes of instruction per clock hour is required.  Breaks and lunch do not count toward CE clock hours. 

WVPA workshops are designed for psychologists and other interested mental health professionals. Students are encouraged to attend these workshops. It is our belief that our workshops are appropriate for these people and that they will benefit from the teaching. Promotional materials clearly outline the learning objectives and enrollees will be able to determine whether the workshop will be appropriate for their needs and level of training. In addition to students, other professional groups may be invited to WVPA workshops, when appropriate. 
F. 
Ethics

Effective Date: September 19, 2002

Revision Date:  

WVPA CE activities should conform to the highest ethical standards available to psychologists.

Presenters must comply with the most recent edition of the APA Ethical Principles of Psychologists. If they need a copy of this ethics manual, WVPA will supply them with one. Ways in which CE activities must adhere to APA’s Ethics Code are:


-Demonstrations or procedures carried out by presenters must conform to the highest ethical and professional standards as currently established by APA’s Ethical Principles of Psychologists;


-Claims made that imply new, innovative, or breakthrough types of findings should be defined as such and may require substantiation via empirical data;


-WVPA shall not discriminate when hiring staff, selecting participants, or selecting presenters; 


-Presenters are chosen for their expertise to meet specific needs of attendees. Both men and women are selected to present. No selection of presenters is made on a basis of their gender, race, or other individual differences;


-Confidentiality of instructional materials shall be respected. Workshop records are kept locked in the WVPA office and are not open to the public. Only the CE administrator and the CE committee members shall have access to those records.


-Workshop participants should be informed if a presentation may be particularly stressful or upsetting.

The CE Committee will be alerted of any participant complaints in a timely manner. The complaints will be dealt with on an individual basis in a reasonable, ethical and timely fashion.  
G. 
Facilities

Effective Date: September 19, 2002

Revision Date:  

Facilities where WVPA holds CE activities must provide adequate space for the kind of educational methodology used and be private enough to safeguard confidentiality of case material or work samples. All facilities must be accessible to those who are physically challenged. If special requests are received, WVPA will attempt to make the necessary arrangements (i.e. provide assistance to visually impaired registrants or provide sign language interpreters). WVPA will abide by all ADA requirements.

H.        Goal of the WVPA Continuing Education Committee
Effective Date: September 19, 2002

Revision Date:  

The goal of the WVPA Continuing Education Committee is to insure that programs presented or co-sponsored by WVPA meet the criteria set by the American Psychological Association (APA) for continuing education for psychologists.  To accomplish this goal, the Continuing Education Committee works in consultation with the Executive Director and the Program Process Committee. 

I.          Grievance Procedure
Effective Date: July 24, 2009

Revision Date:  

The West Virginia Psychological Association is fully committed to conducting all activities in strict conformance with the American Psychological Association's Ethical Principles of Psychologists. The West Virginia Psychological Association will comply with all legal and ethical responsibilities to be non-discriminatory in promotional activities, program content and in the treatment of program participants. The monitoring and assessment of compliance with these standards will be the responsibility of the Continuing Education (CE) Committee Chair in consultation with the members of the continuing education committee, the Program Committee Chair, the Executive Director and the Executive Committee.
While the West Virginia Psychological Association makes every effort to assure fair treatment for all participants and attempts to anticipate problems, there will be occasional issues which come to the attention of the volunteers and staff which require intervention and/or action on the part of the committee chairs, executive director or an officer. 

When a participant makes an oral or written complaint, and expects action on that complaint, the following actions will be taken.

1. If the complaint concerns a speaker, the content presented by the speaker, or the style of presentation, the individual filing the complaint will be asked to put his/her comments in written format. The CE Chair or Executive Director will then pass on the comments to the speaker, assuring the confidentiality of the grieved individual.

2. If the complaint concerns a workshop offering, its content, level of presentation, or the facilities in which the workshop was offered, the CE Chair will mediate and will be the final arbitrator. If the participant requests action, the CE Chair will:

a. attempt to move the participant to another workshop or
b. provide a credit for a subsequent year's workshop or
c. provide a partial or full refund of the workshop fee.

Actions 2b and 2c will require a written note, documenting the complaint, for record keeping purposes. The note need not be signed by the grieved individual.

3. If the complaint concerns the West Virginia Psychological Association’s continuing education program, in a specific regard, the CE Chair will attempt to arbitrate.

If participants have a complaint, or additional questions, they should contact:

Diane Slaughter, CAE, APR, Fellow PRSA

Executive Director

West Virginia Psychological Association

PO Box 58058
    Charleston, WV  25358
J.
Instructional Personnel

Effective Date: September 19, 2002

Revision Date:  

Instructors are selected based on teaching ability and their competence in the area of instruction. Review of past presentations, reputation, personal knowledge, and references are also important. The Continuing Education Committee will assist the Program Process Committee in an effort to get a mixture of well‑known presenters and local presenters.
K. 
Program Evaluation

Effective Date: September 19, 2002

Revision Date:  

WVPA supplies an evaluation form at each CE activity (Appendix   ). All participants must return an evaluation form at the end of the workshop. The WVPA executive director analyzes the results of evaluations and presents them to the CE Committee. These results are also sent to presenters. The results are discussed by the CE Committee and are used to modify current programs and plan future workshops. 






L. 
Program Selection and Development

Effective Date: September 19, 2002

Revision Date:  

CE offerings are based on interests and needs that have been identified through assessment procedures undertaken by the CE Committee. These procedures for WVPA may include:


-Annual needs assessment surveys sent out to members. (Appendix)


-Evaluation forms at workshops which ask participants which topics they would like to see covered in future workshops. (Appendix)


-A search of current literature and survey of other CE events by CE Committee members.

Solicitations from potential presenters will be forwarded to the Continuing Education Committee Chairman for consideration.

The Executive Director will forward suggest topics and speakers to the Continuing Education Committee for input and review. The target audience for most WVPA CE events is licensed psychologists and other licensed mental health professionals. Other groups may be invited to certain workshops if appropriate (such as teachers, substance abuse counselors, or attorneys).
M. 
Promotion and Advertising of Programs

Effective Date: September 19, 2002

Revision Date:  

Participants must have access to the following information prior to enrolling in WVPA CE activities: educational objectives; participants for whom the activity is designed and skill level for which it is appropriate; schedule and format; cost; faculty credentials; number of credits offered; and cancellation/refund policy.
N.
Single Day CE Event Registration Rate
Effective Date: March 30, 2006

Revision Date:

 SEQ CHAPTER \h \r 1POLICY:

It is the policy of the West Virginia Psychological Association (WVPA) that the non-member registration rate shall be double that of the member rate for single day continuing education event registration. 

PURPOSE:

The purpose of this policy is to clarify fees for single day continuing education events.

PROCEDURE(S): Fees will be determined at the quarterly executive committee meeting preceding the CE event. The Fall Conference will be determined separately and not be considered part of this policy.
O.       Speaker Registration

Effective Date: April 18, 2004
Revision Date:
 SEQ CHAPTER \h \r 1POLICY:
It is the policy of the West Virginia Psychological Association (WVPA) to 

provide complimentary registration to speakers at any conference or event including meals and other social events as negotiated in the speaker’s letter of agreement. Additionally, speakers will be extended CE credit hours for their presentation preparation that corresponds to the length of their session. Spouses or guests of speakers will not be included gratis. 

In accordance with the Policy of the Continuing Education Manual:

1) A $300 honorarium will be offered for a half-day presentation or $500 for a full-day presentation.  Honoraria will be split if there are multiple presenters.

2) The Committee will negotiate with national known speakers relative to their customary fee early in the workshop’s development.

3) Committee will reimburse presenters (including WVPA members) for all expenses including travel, if presenter submits receipts to the Central Office.

PURPOSE: To provide consistency with policy for all presenters.
PROCEDURE(S): Terms to be defined in the speaker’s letter of agreement.
P. 
Standards for Awarding Credit

Effective Date: July 22, 2011

Revision Date:  

WVPA offers Continuing Education Credit Certificates letters to participants who attend CE activities in their entirety.  Credit is given in whole hours. Variable credit cannot be awarded to attendees who attend only a portion of a CE activity; therefore, attendees must stay for the entire workshop or forfeit their CE credit. 

WVPA will keep a record of attendance in the central office for at least three years after a CE activity.

All attendees must sign in upon arrival at the beginning of an activity. Credit certificates are given out at the completion of each workshop only in exchange for the evaluation forms. An appointed member of WVPA will stay until the end of the workshop to monitor the attendance. ALL participants must complete evaluation forms in order to receive a credit certificate.
Q.       WVBEP Registration
Effective Date: July 22, 2011
Revision Date:

 SEQ CHAPTER \h \r 1POLICY:
It is the policy of the West Virginia Psychological Association (WVPA) to 

provide complimentary registration to presentation speakers at any conference or event including meals and other social events as negotiated in the speaker’s letter of agreement. However, if the WVBEP participates in a forum or panel presentation, this policy will not extend toward complementary food, meals, social events, breaks, etc.  WVBEP members/representatives will register for conference venues as any member or non-member of the Association to attend any other portion of the conference or event.  They will not receive CE credit for panel or forum presentation, as no advanced scholarly preparation is required.  

PURPOSE: To provide consistency with policy.
PROCEDURE(S): Any member of the WVBEP that will be participating in a WVPA event which confers CE hour credit or meals will be registered with WVPA for the event.  This includes their executive director and staff.
HISTORY OF POLICY:  It is the obligatory duty of the WVBEP as the state’s assigned licensing and regulatory body to attend WVPA and address licensing and regulatory items for scope of practice, ethics, state regulations, etc.

Financial Policies
A.
Accepting Gifts or Bequests of Money
Effective Date: September 15, 2005
Revision Date:

POLICY: 
It is the policy of the West Virginia Psychological Association (WVPA)
that before accepting gifts or bequests of money, it is required that a motion, discussion and vote of the Executive Committee be held before any bequest can be accepted.
PURPOSE: 
To clarify the process before any gifts or bequest can be accepted as the giver can convolute or have such restrictions or stipulations in the bequest that it may be impossible to WVPA to accept or comply with the bequest.
B.
Expense Reimbursement for Officers and Committee Chairs

Effective Date: April 7, 2005

Revision Date: September 18, 2008
POLICY: 

It is the policy of the West Virginia Psychological Association (WVPA) to reimburse or directly pay for expenses incurred by the WVPA Board of Directors and the Committee Chairs, pursuant to specified association business meetings or conference obligations.

PURPOSE: 

To clarify that the West Virginia Psychological Association Officers and Chairs, who are elected or appointed individuals who provide voluntary leadership to WVPA, will be reimbursed when meeting or acting on behalf of WVPA.  Certain expenses (e.g. mileage, room cost excluding incidentals, and meals) may be directly paid for or reimbursed by the Association as a consideration for service.

PROCEDURE (S):
1. Mileage will be reimbursed based on Mileage Reimbursement Policy.  
2. Meal expense reimbursement must include the dates, cost and original receipts as stated on the reimbursement form, not to exceed $60 daily.
3. Reimbursements shall be processed within thirty (30) days of the request to the Executive Director.
4. Conference registrations fees will be waived for the Board of Directors in lieu of any other reimbursements for attending meetings of WVPA Board of Directors.
C.
Financial Statement Certification                     

Effective Date:  September 15, 2005

Revision Date:

POLICY: 

In voluntary compliance with the Sarbanes-Oxley Act of 2002, the undersigned senior officials of the West Virginia Psychological Association, Inc. certify that we have thoroughly reviewed the annual financial statements of the organization as of  _______________________________ (date).

To the best of our knowledge, the Statement of Financial Position, Statement of Activity, Statement of Cash Flows and accompanying footnotes are complete, accurate, free from any misstatements and are not misleading in any respect.

Additionally, the above references statements and materials have been audited by the Certified Public Accounting firm of Chambers and Paterno, and we are pleased to report that an Independent Accountants’ Report on Applying Agreed-Upon Procedures was performed and an Unqualified Opinion has been issued on November 22, 2004. These audited financial statements and the accompanying Management Letter were presented to the Executive Committee by the WVPA treasurer in writing from the CPA firm noted, and all questions posed were addressed to the satisfaction of the board.

A copy of these audited financial statement are available to any member on request. The Executive Committee has a policy whereby the Management Letter, a proprietary document, will remain confidential.

PURPOSE: For compliance of Sarbanes Oxley standards.

PROCEDURES (S):  Must be signed and dated by the Chief Elected Officer, Chief Staff Executive, and Treasurer.
D. 
INVESTMENT OR GENERAL FUND WITHDRAWALS/TRANSFERS                

Effective Date: October 13, 2011

Revision Date:  

POLICY: 

It is the policy of the West Virginia Psychological Association (WVPA) to stipulate the process for disbursement or withdrawal of monies from the Association’s investment or general fund account.
PURPOSE: 

The purpose of this policy is to provide protection to WVPA and its affected officers and Executive Director by specifying the process for disbursements, transfers and/or withdrawals from any WVPA financial account.

PROCEDURE(S):

Investment Fund:


1.
The Executive Committee must approve any transfer, disbursement or withdrawal.  This approval must be documented in the meeting minutes in which the approval occurred.


2.
A letter, on WVPA letterhead, must be sent to the appropriate fund manager by the WVPA Secretary indicating the transaction and the date of approval.


3.
The account manager must contact the Executive Director and the Treasurer of WVPA for verbal approval.  This approval will be documented and signed by all parties.               

General Account ($5,000 or more)

1.
Approval for transfers, disbursements or withdrawals in excess of $5,000 must be given by the Treasurer of WVPA.  This approval may be given electronically with a signed paper copy that will be attached to the appropriate financial documents related to the transaction.


2.
The Treasurer will be responsible for maintaining all copies of said transactions at the WVPA office.  All such transactions are to be reported to the Executive Committee at the meeting immediately following the transaction date.

E.        MILEAGE REIMBURSEMENT FOR COMMITTEE CHAIRS                         Effective Date: September 18, 2008

Revision Date:  

POLICY: 

It is the policy of the West Virginia Psychological Association (WVPA) that there will be no reimbursement to standing or appointed Committee Chair’s for attendance at meetings of the WVPA Board of Directors.   

PURPOSE:
The purpose of this policy is to clarify those circumstances under which mileage will be reimbursed to Committee Chairs for attending Executive Council or Committee meetings.                                         

Membership Policies
A.
Reinstatement of former member               
Effective Date: July 17, 2004

Revision Date:

POLICY: 
It is the policy of the West Virginia Psychological Association (WVPA) that any former full member who was in good standing re-applying for full active membership be electronically approved by the Membership Committee by an expedited review.
PURPOSE: 
To expedite the membership process in-between scheduled quarterly meetings.  This policy will not include a student whose membership has lapsed or for those (students) trying to apply for full membership before licensing.
PROCEDURES (S):
1. The Executive Director will contact the Membership Committee. 
2. Those accepted by the Membership Committee should be received without any further review by the Executive Committee for full membership status.
RELATED DOCUMENTS/POLICIES: 
Electronic voting policy (13 Sept 2003)    

1. The Executive Director will notify the Membership Committee of reinstatement status of former full members with subsequent notification to the Executive Committee unless there is an objection to the membership.

2. If there is an objection, the re-application will follow stated application for membership with full review.

B.
Student Application and Renewal                  
Effective Date: March 31, 2006

Revision Date:

POLICY: 

It is the policy of the West Virginia Psychological Association (WVPA) that persons applying for student membership must include a copy of their student ID as well as a faculty endorser. Likewise, a current student ID and faculty endorser will be required for student membership renewal.

PURPOSE: 

To qualify that student applicants or renewals are currently enrolled in a degree granting program. 
RELATED DOCUMENTS/POLICIES: Bylaws: Membership – Article IV, §2 e-f.

C.
Student Membership Application                   
Effective Date: March 31, 2006

Revision Date:

POLICY: 
It is the policy of the West Virginia Psychological Association (WVPA) that persons applying for Student membership must remit a copy of their Student ID card as proof of matriculation. A faculty endorser will not be required. Likewise, upon renewal, a current ID card must be remitted with dues. 
PURPOSE: 
To qualify and clarify who may utilize student fees for membership or event registration as those who are fully matriculated in a psychology graduate program or educational initiative within another discipline.
D.
Student Status  
Effective Date: July 17, 2004

Revision Date:

POLICY: 
It is the policy of the West Virginia Psychological Association (WVPA) that persons who are engaged in the independent professional practice of psychology and who are concurrently of student status will not qualify for membership or other fees at the student rate.
PURPOSE: 
To qualify and clarify who may utilize student fees for membership or event registration as those who are fully matriculated in a psychology graduate program or educational initiative within another discipline.

E. 
Life and Retired Status
Effective Date:  May 2, 2013

Revision Date:

POLICY:

It is the policy of the West Virginia Psychological Association (WVPA) that members in good standing who have completed the Life Membership application, attained sixty-five (65) years of age or older, are retired or partially retired from the practice of psychology, and have provided significant contribution to the Association in the form of holding an office, contributing volunteer services or presenting education programs may be eligible for discounted annual dues at 25% of the standard annual member dues, pending the Life Membership application has been approved by the Membership Committee and the Board of Directors.

Members who have attained sixty-five (65) years of age or older, are retired or partially retired from the practice of psychology, and have been a member in good standing of the West Virginia Psychological Association for the previous five (5) consecutive years may be eligible for discounted dues at the rate of 50% of the standard annual member dues.

PURPOSE:

To qualify and clarify who may utilize Life Member and retired status for membership in the West Virginia Psychological Association and to retain the involvement of these seasoned members for the benefit of the profession and the Association.
WVPA is approved by the American Psychological Association to offer continuing education for psychologists. APA Standards for awarding credit prohibit offering variable credit for partial attendance, i.e. those leaving a workshop early will not receive CE credit. WVPA is approved by the WV Board of Examiners of Psychologists as a sponsor of continuing education. WVPA maintains responsibility for the program.
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